Job Effectiveness Checklists

o Job Search Applications tailored to job and completed (Resume, Cover Letter, etc)
o 4-5 Professional references identified and recorded.

o Login and completed a mock interview at http://mctc.biginterview.com

o Completed research on the industries/ occupation you are applying for

o Updated your profile on the MCTC Job Bank (www.minneapolis.edu/jobbanks.cfm)

Networking and Support: Which have you talked to about your job search?

Family, friends, and neighbors Past employer, past co-workers
Fellow Job Seekers, Fellow Students School counselor, Instructor
Volunteer, internship supervisors, and staff Information interview contacts

Job Search Activities

o Followed the 80/20 Rule. 80% = networking/talking to people. 20% = online job applications

o Applied and responded to postings with calls, cover letter, and resume.

o Attended job fairs, trade fairs, and professional organization events to connect and network with
people.

o Conducted informational interviews with companies or employers that you are interested in working
for

o Researched specific employers using MCTC’s job search website, professional publications and through
word of mouth.

The Interview: Are you prepared? Don’t forget to do the following:

o Spent time researching the company before the interview.

Dressed appropriately for the position and prepared copies of resumes, references, and work samples
Clearly described skills, accomplishments, work experience, and education to the employer.

Prepared and tailored question responses to the position, industry, and company.
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Asked at least 3 good questions, which are not about wage or benefits

Follow Up: Have You?
o Sent athank-you letter expressing your interest and re-emphasizing your skills to employers?
o Called the employer back at the specific time?

Effort: Do you?
o Spent at least 40 hours job searching per week (Full time job seekers).
o Made a least 10 new contacts per week
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