
Don’t forget to spellcheck & grammar check all your resume & cover letter

Always thoroughly research the company & role you are interviewing for

Be sure to practice your interviewing skills (STAR Method, FAQs)

Job Search Checklist
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S E L F - A S S E S S M E N T

J O B  S E A R C H  P R E P

I M P O R T A N T  R E M I N D E R S

Q U I C K  T I P :  L e v e r a g e  t h e  u s e  o f  A I  t o  h e l p  y o u  e n s u r e  y o u r  i n t e r v i e w i n g
s k i l l s  a r e  S T A R  q u a l i t y .  H e r e  i s  a  q u i c k  p r o m p t  y o u  c a n  t r y :  “ U s i n g  t h i s
j o b  d e s c r i p t i o n ,  a c t  a s  a  h i r i n g  m a n a g e r  a n d  g i v e  m e  1 0  i n t e r v i e w
q u e s t i o n s ,  w i t h  r e s p o n s e s ,  I  m a y  b e  a s k e d  d u r i n g  m y  i n t e r v i e w  f o r  t h i s
r o l e ? ”  ( B e  s u r e  t o  c o p y  &  p a s t e  t h e  j o b  d e s c r i p t i o n )

Define your career goals

Update Resume & Cover letter

Search job boards, company
websites & professional networks

Prepare for each interview

Identify your skills, strengths,
and weaknesses

Create or update LinkedIn profile

Network online/in-person with
people in your field

Dress professionally & be
punctual

Identify your preferred work
environment & work culture

Tailor resume & optimize for ATS

Attend career fairs, industry
events, workshops & job fairs

Send thank you notes after each
interview

Research potential career paths,
industries & companies

Gather & update your
professional references 

Reach out to recruiters &
hiring managers directly

Follow up on your status within
a reasonable timeframe

Assess your salary expectations
& benefits 

Develop a system for  tracking
applications & interviews

Develop & use a follow-up
strategy. 

Evaluate job offers &
negotiate carefully 

J O B  S E A R C H  &
N E T W O R K I N G

I N T E R V I E W I N G  &
F O L L O W - U P


