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JOB-HUNTING TECHNIQUES

These notes are a result of paraphrasing a paper by a British student entitled “Applying for Jobs”, by Margaret Pegg, 1995), your teacher’s job hunting experience, and also advice found in the US American website Jobtrak, on job hunting and resumes, both for applying for jobs or for a scholarship.

SELF-ANALYSIS

What can you offer? Start by analyzing your selling points and listing information about yourself under headings such as: 

1. Qualifications: degrees, diplomas, membership course, courses attended.

2. Aptitudes: specialist knowledge, technical skills, broad range or highly specialized?

3. Work Experience: posts, responsibilities, job content.

4. Achievements: at work, outside work.

Your strengths are your selling points. Your weaknesses may be apparent—they may turn into strengths depending on how you present them.

What do you want? Think about this issue in terms of:

1. Job content: which functions and tasks are you interested in carrying out?

2. Status: What level of responsibility are you aiming for?

3. Salary: what is the minimum you need to keep up important or essential aspects of your lifestyle? And then, what are you realistically hoping for?

4. Prospects: how ambitious are you in furthering your career? (e.g. would you move home if your company offered you the opportunity to do so?)

MARKET RESEARCH

Researching the market: now you need to see where your selling points fit in with the job market. Here is an example of how you could work on this. Look at the list:

· Total size of market: is there a good supply of the sort of jobs you are looking for? Check newspaper ads daily because this will give you a rough guide.

· Market segments: should you concentrate your search on any particular industry or type of organization?

· Going salary rates: what are people getting paid? Does this situation reflect your expectations/needs?

· Qualifications: do you have the qualifications that are expected in the kind of job you want?

· Experience: can you match the experience which is asked for? 

· Special expertise: are there any openings which would give you the chance to use some specialized and rare skills or knowledge?

· Location: where are the jobs? Everywhere or concentrated in certain places?

DECIDING YOUR COURSE OF ACTION

What are you going to do? Are you going to apply for what you originally had in mind? Are you going to modify your objectives to take account of your self-analysis and market research? Are you going to consider some form of training or other help to bridge a gap in your skills or to make possible a career change? If you do not know, seek advice.

VACANCIES

When you are clear about the job you want and realize you are qualified for it, you need to find sources of vacancies.

1. Advertisements: Scan major national (or international) papers and jot down which is strongest in what type of vacancies. You could also scan professional journals and the local press. Use your local library for this. You’ll find everything you need. 

2. Speculative applications: You can write to potential employers and offer your services on the off-chance that they have a suitable vacancy or that after reading your CV they decide to create an opening for you. First do some company research: write down the name of companies that are most likely to have an opening for your type of qualifications. Send out your letters and career summaries in small batches. Make sure each one is neat, legible and individually addressed. Try to find out the name of the person who would be responsible for making an appointment, if necessary by telephoning the company. Address them by name. Avoid giving the impression that you are sending round a standard letter. (See example of Speculative letter below.)

3. Business contacts and friends: They are an important source of information about vacancies and companies you could address. Let people know about your skills and qualifications.

4. Temporary Job Centers: In Spain, ETTs are known for their abuse of workers. In the UK there are Consultancies (skilled workers) and Jobcentres (mainly unskilled).
