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We’ve all been in this situation at least once in our careers:

You spend days upon days going through job ads, hours upon hours
our resume to f|t each position, prepare to attend countless



https://novoresume.com/career-blog/job-search-tips

Whatever the reason might be, we’ll teach you how to fix your job search process
with our 35+ essential job search tips!

To make this an easier read, we split up the job search tips into 3 different
categories for your convenience:

> ips erything you need to know about the job-search process




Step one of the process: scouting for opportunities.

Before you dive in and apply, you need to search for places where you, your skills, and your
goals would fit.

Here’s what you need to keep in mind when job-searching:

r you’re changing



#2. Dedicate Time to the Search
Looking for a job is not a part-time engagement or a weekend activity. You need to be constantly on the lookout.

Schedule a number of hours/day or some specific days/week that you will dedicate to your job search and don’t stop until you
have a few interviews lined up.

Alternatively, you can also set a goal to apply for 10 - 20 jobs daily. NOTE: Is this realistic, focused, best use of time ...?
If you do not have enough free time, you can use tools such as LoopCV that automates your job application process by
collecting millions of job postings, matching your profile, and applies on your behalf. They do this in 4 easy steps:

Upload your CV and define your job preferences
more job searches (Loops)
and alert you immediately

parallel (loops), 100 applications or emails, 20
om email address.


https://www.loopcv.pro/
https://novoresume.com/career-blog/job-search-statistics

#4. Make Networking Part of Your Everyday Life
Some positions get filled internally or through networking, without ever being published.

In fact, some experts say between 70-85% of people found their jobs through networking, and it
makes sense. Companies are more likely to hire someone that comes with a recommendation from
a trusted source than someone they found on the internet.

Networking is becoming one of the most efficient ways to finding a job and you should take
advantage of that.

ere, have face to face conversations with people, build connections and strengthen
ure they know where you currently are professionally and where you



https://www.payscale.com/career-news/2017/04/many-jobs-found-networking

#6. Optimize Your LinkedIn Profile

Apart from being a great platform for networking and connecting with other professionals,
LinkedIn is also a key tool in searching for and finding a job.

Did you know that every 7 seconds, someone gets hired through LinkedIn? That’s crazy!

So, what this means is that you should view your profile not only as a social media profile, but
kind.

nd inviting YOU for jobs, not the other



https://news.linkedin.com/about-us#Statistics
https://novoresume.com/career-blog/optimize-linkedin-profile-to-complement-your-resume

#7. Use Several Job-Search Websites

There are a ton of job-search websites out there, so picking the right one can be a bit confusing. Here are some of our
favorites.

Job-search websites for everyone:
Indeed - Type in your job title keywords and location and poof, you’ll get thousands of different company career pages. You can also
create your own profile.
inkedIn - View job listings based on location, seniority level, etc. AND network and connect with other professionals.
earch for jobs based on job type, salary, range, and distance and also look at data for average salaries in a field

intelligence and automation to match you up with job


https://www.indeed.com/
https://novoresume.com/career-blog/job-titles-on-resume
https://www.linkedin.com/
https://www.glassdoor.com/index.htm
https://www.job.com/
https://www.monster.com/
https://hired.com/
https://www.internships.com/
https://www.behance.net/
https://jobs.prsa.org/
https://problogger.com/
https://workew.com/
https://weworkremotely.com/

#8. Do Your research
Employment is a two-way thing:

You need to be the right fit for the company, but the company needs to be the right fit for
ou as well.

0 apply for, don’t just go for whatever is available.

etc.



Alright, so you did the search, found the positions you’re interested in and now it’s time for the
next step: officially applying by sending in your resume.

Your resume is how you first introduce yourself to the recruiters (HR, Hiring Manager ...) and
it’s how they form their first impression of you.

That means you should give your resume every bit of attention you can and make sure you
present yourself as best as you can.

+ resume tips on how to do that.



https://novoresume.com/career-blog/resume-tips
http://novoresume.com/
http://novoresume.com/
https://novoresume.com/resume-templates

#2. Tailor Your Resume to the Job

Recruiters (HR, Hiring Manager ...) only look at your resume for an average of 7 seconds before
deciding if they’re interested in learning more about you or not.

You not only want to make them interested, but you want them to look at your resume and say
“That’s the person we’re looking for!”

’

et that reaction by using the same resume for all job applications.

ch job ad by showing you have the exact skills and
sing custom cover letters.


https://www.hrdive.com/news/eye-tracking-study-shows-recruiters-look-at-resumes-for-7-seconds/541582/

#3. Photo or No Photo?
Should you include a photo on your resume?
That’s quite a discussion of its own, which in the end comes down to one thing: your location.
If you’re in the UK, Ireland, or the United States, you should NOT include a photo in your
resume. Companies there are under strict anti-discrimination and labor laws and must prove
that their hirings are free of any racial, gender or appearance biases.

In other countries like Austria and Belgium, it is recommended to include a photo in your
me (or CV).

in your country, it’s best for you to stick with a photo-free


https://novoresume.com/career-blog/including-photo-on-resume
https://novoresume.com/career-blog/resume-fonts
https://novoresume.com/career-blog/resume-fonts

#5. Proofread!

It might be common sense, but it’s still worth mentioning:

Avoid typos and grammatical errors!

Proofread your resume multiple times, run it through a tool like Grammarly, and even try
reading it out loud to check if the sentences sound right.

#6. Cut the Fluff

teamwork, communication, and leadership might seem like a good way to fill up your



https://www.grammarly.com/
https://novoresume.com/career-blog/most-important-skills-to-put-on-your-resume
https://novoresume.com/career-blog/most-important-skills-to-put-on-your-resume

#7. Don’t Use Personal Pronouns
This is your resume. It’s kind of a given that what’s mentioned in it applies to you.
So, instead of being repetitive and starting everything with “I did...”, get straight to the point with what it
is that you did.
Correct example: “Generated over 520,000 in sales in one month.”
Incorrect example: “/ generated over 520,000 in sales in one month.”

#8. Use a Resume Objective or Summary
The first thing recruiters have a look at is your resume header. A good way to catch their attention right
then and there is including a resume objective or summary.
oncentrated introduction to you and your qualification, but they differ in that:
shot of your professional skills and aspirations. It’s best used



https://novoresume.com/career-blog/resume-objective-examples
https://novoresume.com/career-blog/resume-summary

#9. Direct Only to Relevant Social Media
Do you have a blog or do some freelance writing? Link to your Medium profile or your website.
If you have any social media accounts that are related to the job you are applying for and
would strengthen your profile, it’s good to link them.
Make sure that these profiles are updated and professional-looking, though!

#10. Emphasize Your Job Title
~ Whether it’s in your resume summary or separately, make sure to specify your job title to the

ms, no hicknames.
“record-breaking

\4



#12. Have an ATS-Friendly Resume

An Applicant Tracking System, or ATS, is a software that scans your resume for certain keywords and based on the
amount of matches, decides if your resume should pass on to the recruiter or not.

The way to get past it is to mention the right keywords in your resume, which you can find by reading the job ad.

If you read that they are looking for a “creative marketing director”, for example, you should include that as your job title
with exactly the same phrasing. Not “Marketing Director” or “Marketing Team Lead.”

Or at the same time, if you see that C++ is a required skill for the position, you should mention your experience with C++
in the work experience section, or your skill level in the skills section.
For a full guide on how to write an ATS-friendly resume, check out this article.

e Format
rofessional story, namely:
mind. It’s the most


https://novoresume.com/career-blog/resume-keywords-how-to-use-them
https://novoresume.com/career-blog/ats-resume
https://novoresume.com/career-blog/resume-formats
https://novoresume.com/career-blog/functional-resume
https://novoresume.com/career-blog/combination-resume

#14. Aim for a 1-Page Resume

“How long should your resume be?” is an age-old question with a simple answer:

For 90% of the cases, your resume shouldn’t be longer than one page. What about people with
many years of experience?

For most candidates, one page is enough to describe their relevant work experience for a given
The key here is relevant - you shouldn’t be mentioning information that doesn’t have

iven, there are exceptions:


https://novoresume.com/career-blog/how-long-should-a-resume-be
https://novoresume.com/career-blog/one-page-resume
https://novoresume.com/career-blog/one-page-resume

#15. Focus on Achievements Over Responsibilities

When listing your work experiences, make yourself stand out by talking about your achievements instead
of responsibilities for each position.

All sales associates are responsible for promoting products and delivering great customer service.

Not all sales associates, however, have the same performance and achieve the same level of sales.

So, instead of listing your responsibilities:

Incorrect example:
Assisted customers with purchases and questions
i les operations




#16. Be specific
You should be able to back all of your achievements with specific examples.
So, numbers, data, periods of time - mention it all.

The less generic your resume content, the better.

. act example:

experience. Background includes experience in
jence scores by 30% while



Last, but not least: job interviews.
Perhaps the most stressful part of the job-search process.
It doesn’t have to be that way, though.

Keep in mind these 15+ essential tips, and you’ll be on the way to a very successful interview.

Be Presentable

ing around, spills



#2. Do Your Research

During the interview, you will certainly be faced with questions like “What do you already know
about our company?” or “Why do you want to work here?”.

In order to answer, you need to have a pretty good idea of what the company is about, so
make sure you do some research before going in for the interview.

nd learn about their:



https://novoresume.com/career-blog/why-do-you-want-to-work-here

#3. Prepare Answers for the Common Interview Questions Beforehand

No matter the position or interviewer, there are some common interview questions that you
will always be asked.

That’s actually a good thing since it allows you to think your answers through beforehand and
leave the best impression at the interview.

stions are:



https://novoresume.com/career-blog/tell-me-about-yourself
https://novoresume.com/career-blog/what-are-your-strengths-and-weaknesses-interview-questions
https://novoresume.com/career-blog/why-should-we-hire-you-best-answers

#4. Prepare Questions for the Interviewer

At the end of the interview, you’re going to be asked:
“Do you have any questions for us?”

This is where most interviewees say “no, thanks
opposite - ask away!

Ask about what it’s like to work at the company, expectations for the positions, good and bad
about the company, etc.

”
!

and walk away. Want to stand out? Do the

nassionate about the job and the company, and you didn’t just

o


https://novoresume.com/career-blog/questions-to-ask-an-interviewer

#6. Be Honest
Don’t lie on your interview.
You might think “Well... what if it’s just a little white lie? | could just exaggerate this one skill
juuust a bit? Or I-” Nope. Stop yourself right there.
It’s not worth it, really. Yeah sure, it might increase your chances of getting hired, but what
happens when you mention you know French, and your French-speaking co-workers pop by
ing “bonjour?”

to be in, right?
alities and being your true authentic



#8. Back-Up Your Claims
Just like you did with your resume, don’t be afraid to talk about numbers and data.
Identify your biggest achievements, use power words when describing them, and back up
these claims by describing how you did it and what quantifiable results you achieved.

#9. Maintain Good Body Language
Your body language conveys a lot about your character and it’s one of things you should practice
being good at.

When at the interview, make sure you:

intain good posture Don’t rush when entering the room, keep your shoulders back and stand tall.

t be afraid to give a smile, maintain eye contact, and shake hands.

fortable chair, try to keep a good posture during the whole

From time


https://novoresume.com/career-blog/top-10-most-powerful-action-words-for-resume

#10. Don’t Badmouth Previous Employers
As horrible as your boss or coworkers might have been, you’re going to have to keep those feelings to yourself.

Talking negatively about your previous work relations will only let the interviewer know that you would do the
same with their company if any problems were to arise.
You might have every right in the world to complain about your previous boss - there are some horrible ones out
there for sure.
However, there is no way for the interviewer to know if you really had to deal with one of them or you’re just
saying that to cover up your own mistakes.

#11. Prepare for Situational Interview Questions

A type of question that you should be used to facing is situational interview questions (also known as behavioral

. - art with something like “Tell me about a time when...”.
. ess and brain freeze.
. ave anything to fear about

y

/


https://novoresume.com/career-blog/interview-star-method#:~:text=Key%20Takeaways&text=To%20answer%20behavioral%20job%20interview,is%20quite%20straightforward%20to%20follow.

#12. Be On Time (a.k.a. Early)

Don’t leave anything to chance - prepare everything you can the night before.
Plan your outfit.
Check the location of the interview.
Figure out your means of transport & route.
Have a backup plan, in case the planned transport doesn’t work out.

Nothing starts the interview better than getting there early, cool, calm and collected, because you didn’t have to rush!
#13. Don’t Go Overboard With Your Answers

We get it. Interviews are not enough to show the interviewer what you are all about. They know it too.

> nis doesn’t mean you should make every interview answer a detailed account of your life story.
ped inutes or 3 with some exceptions. TIP: Ask if they’d like additional information ...
elective about the information you give out.

ou notice they are getting bored, quickly




#15. Be Prepared to Face Concerns
Look at your resume and try to think about any doubts or concerns that the recruiter might have about your
application:
Do you have gaps in your work experience?
Did you work in a position for an unusually short amount of time?
Did you switch jobs too often?
Are you switching careers?

Issues like these won’t pass unobserved by the interviewer and they will certainly ask you about them.

Your move is to try to predict these concerns and prepare a professional and positive answer.

For example, if you've worked in a company for one month only, two assumptions might arise:

ren’t qualified enough and got fired.

from these assumptions by explaining the truth. For


https://novoresume.com/career-blog/thank-you-email-after-interview

That’s a lot of things to remember, right? But better safe than sorry!

Let’s go over the most important tips one last time:

Make use of networking and both online and non-online job search opportunities.

esume builder to write a one-page, job-tailored resume that makes it past ATS.




Other Questions or Comments?

+++++

Job Opportunity Discussion
' ilable ...)




ISSA RALEIGH CHAPTER CAREER SERVICE TEAM MEMBERS

® Chris Uhlig - Chris.Uhlig@disys.com

* Elizabeth Cole-Walker — elizabeth.colewalker2 @gmail.com

® Evan Strickland - tacituacitum@gmail.com

® Jon Lee - me@jonlee.us

dy — tepurdy@att.net

SERVICE RESOURCES ++++++++++
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