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Greetings fellow Job Seekers! I have been pounding the pavement (and my keyboard) for the past 15 months in search of a career opportunity. I am primarily a Technical Writer but also have skills and experience as a Business Analyst, Change Management Coordinator, Software Trainer, and Help Desk Analyst. During my search for an opportunity in these areas, I amassed/acquired/developed several strategies for managing the search. With so many of us looking for work, I am delighted to share my tips and advice for managing the job search project! 

· Subscribe to Job Search Email Groups

· For starters, subscribe to “BDPA Jobs” at http://groups.yahoo.com/group/BDPA-Jobs/, the “BDPA Chicago Jobs” groups at http://groups.yahoo.com/group/BDPA-Chicago-Jobs/), or your local chapter’s “Jobs” group on Yahoo.  You can post your resume for FREE and you can view (and apply for) the many position announcements posted there by employers and recruiters! 

· Join organizations in your field (like BDPA)! There are hundreds! The membership fee can be pricey, so choose wisely. Take advantage of any FREE info/meetings/newsletters/listservs, message boards, etc. they may have. Give priority to those that offer medical benefits at a discounted rate! COBRA doesn’t last forever! In some fields, it lasts only 30 days from your end date!

· Organize and Manage Your Email

· Create a separate email account for Personal Search Agent (PSA), Job Alert, and other job search-related Incoming messages. Check every day – including weekends, several times a day. Keep it clean! If you’ve deleted messages during a session, remember to empty trash before logging out of the account.  Immediately unsubscribe from and block non-job search messages. 

· Instead of creating folders within your email account to store messages, create those folders on your hard drive. This conserves storage space for incoming email messages. Following is a suggested Directory/File structure:

/Job Search


/Submissions (includes Confirmations)


/Leads-Biz Cards (Biz cards – This is simply the contact info such as name, company, job title phone, email address info you get from listserv emails, your friends, job search boards, etc. Even if you’re not interested in the position described, you may want to contact the person to inquire about other positions they might have.)


/Resumes-Covers-Biz Cards (Include layouts for Your biz cards)


/Follow-up (Job lead info you come across from PSAs where you cannot ‘apply online’)

/Tips-Advice (Info you may come across for creating a resume, cover letter, interviewing, salary negotiation, job-searching, etc.)


/Job Search Accounts (A spreadsheet to keep track of the job search sites where you’ve created an account, and the account ID and password you use to access the account!)

Extra Tip: Use the same ID and password for all your search accounts. Then you don’t have to look it up every time. For example: ID=Your email name, Password=getajob)


/Samples-Portfolio (Where you store samples of your work, if applicable)


/References (include “Kudos” documents you may have receive electronically.)

· Do NOT save a copy of the emails that you attach your resume to!!! This quickly uses up your limited storage space by keeping multiple copies of your resume in the Sent Items folder. Instead:  

1. Type the cover email message offline in Word or Notepad and save it with a name that includes the Contact Name and/or Company and/or job title you’re applying for. If necessary, make a note at the end of the message to indicate the name of the resume you’re sending. Keep the document open for Step 2. (This also allows you to type several reply messages and reuse text from them!)

2. When you’ve typed all the cover messages you want to send, THEN go online, copy/paste the TO: info and message text into the body, attach your resume and send. 

Since you’ve saved the cover message offline to your hard drive, you have an always-accessible record of who you sent submissions to and when (the document is automatically date/time stamped). You don’t have to go online/access your email to find out what you sent to who and when!

· Identify Potential Job Leads

· For your “target companies”, don’t forget the ones you already do business with or patronize. Most if not all have IT jobs and a website to post your resume:

· Utilities – ComEd, SBC/Ameritech, Peoples Energy, Cable, Wireless, DSL

· Credit Cards – Discover, AMEX, Visa, Mastercard, Diner’s Club

· Financial Institutions – Banks, Savings & Loan, Credit Union, Investment firms

· Healthcare Services/Providers – Hospitals, HMOs, Blue Cross Blue Shield, Caremark

· Computer Stores

· Department Stores

· Government: IRS, IDES, City of Chicago, State of Illinois, etc

· Radio & TV Stations

· Newspapers & Magazines

· Museums & Libraries

· Read the Business section of your favorite newspaper regularly. Often you’ll see articles about how a company is doing, if they’re planning to hire or lay off, expand or downsize, AND sometimes the article mentions who is in charge of what at the company which gives you a contact name.

· If your former job involved working with external clients/vendors and you had a good relationship with them, let them know you’re looking and keep them in your ‘Keep in Touch” network. 

· For friends who work at a company that interests you – when you see a posting, ask your friend if they can find out the name and contact info of the hiring manager so that you can contact him/her directly. NOTE: Most large companies have an “employee referral program” in which the employee (your friend) receives a cash incentive if they refer someone (YOU) who is actually hired by the company! Ask YOUR friends if their company has such a program! The referral cash might be just the incentive your friend needs to be more proactive on your behalf!

· Stay in touch with your friends, relatives, and associates within your community such as church members and book club buddies – especially if they have a job and/or work at your target companies. By keeping yourself on their minds (through email, phone calls, socializing, etc.) they’ll remember you if they hear of an opening. No need to be a pest, just stay in touch. Even if they don’t work in your field, they may know someone who DOES, that YOU don’t know! (Six degrees of separation!)

· Attending job fairs is good but can sometimes be unproductive. Companies seldom have their IT recruiters there, and hiring managers are even rarer! Another approach is to find out what companies will be there and contact them directly through their website. Most companies that sponsor career fairs have a website that lists participating companies and many of those have a link to their website so you can submit your resume online. As for attending job fairs – chose wisely. Make sure the participating companies have a significant IT workforce and/or positions that match your skill set.

· Consider working Temp/Contract work in your field. Employers may be skittish about hiring anyone as a full-time employee, but chances are they still have limited time/short-term/contract projects that need to be done. Additionally, it gives you the opportunity to keep your skills fresh!
· Take note of company info on signs, billboards, trucks, and buildings as you’re walking/driving around. Even if you don’t see a URL, take note of the company name. Chances are, they DO have a web site and you can find it through a search on the company name. 

· In a large office building, check the tenant directory. You may find there’s a company you’re interested in that has offices in the building.

· Consider volunteering in your field, aside from or in addition to what you might be doing with membership organizations you join. At the IT Resource Center (www.itresourcecenter.org), you can sign up as a volunteer for FREE. They will notify you, by email, of projects they have that require varying types of technical expertise. If you see a project that interests you, you can follow up. BDPA always has several volunteer opportunities! Visit www.BDPA.org for more info!

· Market Yourself

· Carry your business cards and/or copies of your resume or profile EVERYWHERE you go! You never know who you’ll run into that you didn’t anticipate!

· Remember that EVERY contact is a potential JOB contact! Example: I had some issues dealing with my local IDES office, that were not getting resolved/addressed. Out of frustration, I found out the name and address of the Director of the IDES (Gertrude Jordan) and wrote a letter explaining the issues. In closing, I segued into a summary of what type of work I was looking for, offered my services, and attached my resume to the letter. I DID get a response in writing from Ms. Jordan, my issues were resolved, and I got a job lead out of the deal. I didn’t get the job (overqualified) but at least I got some action and satisfaction – AND resumption of my benefits!

· Preserve Your Sanity! 

· Continue doing the (free/inexpensive) things you enjoyed when you had a job (hobbies, reading, exercising, etc.). Or pursue another activity that you always wanted to do but didn’t have time for when you were working. This could be through volunteering or something on your own. (I found an affinity for “city gardening”.) Whatever it is, you need to do or find something to connect with your ‘normal life’, or to at least provide a short distraction from the grueling task of finding your next career. After all, when you had a regular job, you were allowed to take personal days/time off, right? In those days you were still paid (in dollars) for your time off. In this new “job”, you may only be paid in sanity. But that’s worth something too! 

· Evaluate Your Salary Requirements versus Expectations

· Employers want a lot more (skills, talent, dedication, loyalty, hours, experience, certification, and education) for a LOT less money! Figure out the minimum salary you need to cover your bills/basic expenses. I’m not advocating lowering your salary standards up front. But consider this: What if you were offered your IDEAL job, but at half (or less) your current salary? Would you take it? Could you afford to take it? Just something to consider. And remember, getting a foot in the door counts for something. The ‘gravy train’ days of being offered a salary for what you are REALLY worth appear to be over, at least for the time being. Desperate times, for both employers and potential employees, call for desperate measures. But you can’t appear to be desperate! Nor can the employer! Play the game; play it to your advantage. You’re already unemployed – what do you have to lose? 

Searching for your next career is, in itself, a full-time job that involves a lot of overtime! It requires at least as much, if not more, of the energy, enthusiasm and commitment you had at your previous job. But you have to try everything, and keep trying it. It is definitely an employer’s market. All we can do is continue the search as proactively and creatively as we possibly can!  

In closing, I am happy to say that I was recently offered a full-time position and I have accepted it! There is light at the end of this job-search tunnel!

Search and you shall find!

DMB

