
 

0.3.3a       DETERMINE A DIRECTION 

      Where Are You Trying to Go? 
 

 

TARGET DIRECTION: 

The job search process requires focus. You need to choose an industry or a field that interests you and 

preferably, one with opportunity and growth potential.  While it is ok to have multiple directions in your job 

search, not having any direction or having too many directions can lead to a lack of focus and a loss of time.  

What industries or fields make the most sense for your skills and interests? 

              

1.               

 

2.               

 

3.               

 

4.               

              

 

TARGET JOB TITLES: 

Knowing the title of the job or jobs you are searching for in the fields or industries that you have chosen helps 

provide focus.  Remember that the same job can have different titles at different companies.  What are common 

job titles for jobs that interest you? 

              

1.         2.         

3.         4.         

5.        6.         

7.         8.         

9.        10.        

              

              

 

TARGET COMPANIES: 

Determine ten companies that you would like work for.  Companies can be chosen based on size, industry, 

culture, or geographic location.  Start with ten; expand the list as necessary. 

              

1.        2.         

3.         4.         

6.        6.         

7.         8.         



 

0.3.3b       IDENTIFY YOUR NETWORK WORKSHEET             

         Your Network is bigger than you think! 

 
PERSONAL NETWORK: 

Your Personal Network is made up of family, friends, neighbors, i.e., people you know socially.  It extends to the 

family of friends, friends of the family, classmates, service providers (doctors, dentists, CPA’s, attorneys, 

insurance agents, hair stylists, etc.) and others.  Don’t forget to look through your email contacts to jog your 

memory.  Take time to consider who you know, who knows you and who you used to know.  Maybe it’s time to 

reconnect.  Who comes to mind that you may have overlooked? 

              

2.         2.         

3.         4.         

5.        6.         

7.         8.         

9.        10.        

 

PROFESSIONAL NETWORK: 

Your Professional Network is made up of people you know from your professional career.  It includes current 

and former co-workers, ex-bosses, managers, supervisors, competitors, vendors, customers, etc.  Think about all 

the people you have interacted with over the years in a professional way.  Who could you add to this Network? 

              

1.        2.         

3.         4.         

5.        6.         

7.         8.         

9.        10.        

 

GROUPS NETWORK:   

What groups do you belong to?  Include social groups, religious affiliations, neighborhood, and most 

importantly, professional groups or associations.  Think about which groups you can join or become more active 

with.  LinkedIn is one of the most important professional groups.  What groups are you a member of? 

              

1.        2.         

3.         4.         

5.        6.         

7.         8.         

9.        10.        

 

 



 

0.3.3c   ENGAGE YOUR NETWORK WORKSHEET    
         How Are You Going to “Network”? 

 

PERSONAL NETWORK: 

After you have determined who is in your Personal Network, you need to decide how you will let them know 

that you are in an active job search.  Most people want to help others if they can, but they can’t do anything if 

they are not aware.  What steps can you take to increase awareness? Here are a few suggestions: 

a. Send email (Announce, Inform, Request format) 

b. Post message on LinkedIn 

c. Call those who may be most likely to assist 

d. Post to Facebook or other social media 

List any other Action Items that you feel would be helpful for this Network. 

              

3.                

2.               

3.               

4.               

 

PROFESSIONAL NETWORK: 

Contacts in your Professional Network may be of more value than those in your Personal Network.  They also 

need to be informed of your availability and what you are seeking.  You should contact them in the same ways 

listed above for your Personal Network.  You may want to add additional emphasis on LinkedIn activities with 

your Professional Network.  What Action Items could you take with your Professional Network? 

              

1.               

2.               

3.               

4.               

 

GROUPS NETWORK:   

Your Groups Network can be an unexpected source of job leads; but, again, it requires group members knowing 

about your job search.  Professional associations are usually the most important group, and sometimes have 

internal programs to match job seekers and employers.  Religious organizations often have jobs ministries.  Join 

new groups, become more active in old groups, and explore opportunities to “get the word out.”  What group 

Action Items makes sense for your job search? 

              

2.               

2.               

3.               

4.               

 



 

0.3.3d              EXPAND YOUR NETWORK WORKSHEET  

               How Can You Expand Your Network? 
 

PERSONAL NETWORK: 

Everyone has a limited number of friends and acquaintances, some more than others, but still limited.  Making 

new friends is always a good idea; but in job search, it can be one of the most important actions you can take.  

There’s really no downside, and the upside is unlimited.  Remember what Dale Carnegie said, “You can make 

more friends in two months by becoming interested in other people than you can in two years by trying to get 

other people interested in you.”  So, if you’re going to make more friends, don’t approach people looking for a 

favor.  Figure out how you can create a meaningful connection leading to a mutually beneficial relationship.  

What can you do to make new friends and acquaintances? 

              

4.                

2.               

3.               

4.               

 

PROFESSIONAL NETWORK: 

Most job seekers fail to fully utilize their professional network because of self-limiting thinking. Have you 

reviewed your 1st degree connections on LinkedIn to see who might have helpful information – not a job but 

just information?  You never know who somebody you know, knows. Have you considered asking others in your 

targeted field for an informational interview?  What else could you do to remind yourself of who you have 

interacted with or worked with during your career? 

              

1.               

2.               

3.               

4.               

 

GROUPS NETWORK:   

Groups can be a great source of job search information as well as a potential source for networking opportunities.   

If you are not already a member of a professional association whose members are “people like you”, you should 

join one immediately.   Increase your participation in social and religious groups as they often have support 

ministries or programs for job seekers.  Maybe it’s a good time to explore new groups – like job search groups, or 

Meetups or Eventbrite events.  And, don’t overlook the benefits of volunteer work which can be an excellent 

source of connections with new people.  What can you do to expand your network by joining new groups? 

              

1.               

2.               

3.               

4.               



 

0.3.3e         DEVELOP YOUR CORE MESSAGE 

What Do You Want to Tell People About Yourself? 
 

EMPLYOYMENT OBJECTIVE:  What do you want to be? 

An engineer, an accounting clerk, an administrative assistant, computer tech, etc.?  What you want to be should 

be consistent with the Target Job Title(s) that you have selected. 

              

7.               

 

8.               

 

9.               

 

10.               

              

 

PREFERRED FUNCTIONS:  What do you want to do? 

Knowing what you want to be and what you want to do will add focus to your job search efforts.  Maybe you 

want to be an engineer specializing in oil & gas reservoir analysis; or maybe, an administrative assistant working 

in a downtown office building for no more than one supervisor, etc.  Having several preferred functions is ok; 

but not knowing what you want to be or what you want to do makes your job search without direction leading 

to random and uncertain results. 

              

1.               

 

2.               

 

3.               

 

4.               

              

 

WHAT IS YOUR VALUE PROPOSITION?  What can you offer to the company? 

Think CEDAR – Competencies, Experience, Differentiators, Accomplishments, and Responsibilities.  Why should 

the company hire you?  What value to you bring to the employer based on your unique skills, talents, and 

experience?  What is there about you that is likely to set you apart from others?  

              

1.               

 

2.               

 

3.               

 

4.               

              

              


