
11/12/18  Understand the Modern Job Search 

2.6.1                THE 7 HABITS WORKSHEET 
Better Habits Means a Better Job Faster! 

              
 

 

1.  DEVELOP A STRONG, POSITIVE MENTAL ATTITUDE 
Your ability to project a positive mental attitude may be the most important factor in getting an offer.  
Employers hire people they know, trust, and like.  They want to know if you can do the job, if they will like you, 
and if you are going to be a problem.  What can you do improve your “likeability”? 
              

1.               
 

2.               
 

3.               
 
               

 

2.  ESTABLISH GOALS AND A PLAN TO GET THERE 
A job search is more effective if you know what you want and how you are going to get there.  A job search 
without a goal is like a lost ship at sea hoping to find a port, any port, without a destination.  Everything in life 
works better with a goal and a plan, including job search.  It’s ok to be “flexible” or “open” to new opportunities; 
it’s something else to just be looking for a job, any job, any field, etc.  It’s difficult to find something if you don’t 
know what you are looking for.  How can you be more specific and focused in your search? 
              

1.               
 

2.               
 

3.               

              

 

3.  LEARN HOW TO MANAGE YOUR TIME 
We’re all limited by the hours in a day; and the days in a week.  How you invest your time will determine how 
efficiently you job search.  How efficiently you search will determine how soon you will find your next job. What 
can you do to be more time-efficient and time-aware with your job search?  What actions deserve more of your 
time?  What actions deserve less? 
              

1.                
 
2.               
 
3.               
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4.  BECOME SKILLED AT NETWORKING 
Networking is the most important skill that you will need as a job seeker.  While it does not come natural for 
many job seekers, it can be learned; and you can get better at it if you try.  Think of networking as planting 
seeds or asking for information – not asking for a job.  Your goal is to create a sense of awareness to anyone 
who may have helpful information for you that you are available, interested, and motivated to hear more.  How 
can you improve your networking? 
              

1.               

2.               

3.               

               

               

 

5.  TAKE ACTION – AND LOTS OF IT 
Most job seekers are far too passive in their job search.  They are reactive, not proactive.  They let things happen 
rather than make things happen. Uncertainty, timidity, and fear of rejection become job search killers. They lose 
momentum, and then become frustrated.  What can you do to become a more active job seeker? 
              

1.               

2.               

3.               

               

               

 

6.  GROW IN YOUR JOB SEARCH KNOWLEDGE 
Job search is not what it used to be.  There’s a lot to learn about the process.  Now, it is more technology driven.  
Hiring is different.  Interviewing is different.  Really, the whole process is different.  You can save yourself time, 
frustration, and confusion if you seek updated information on the process of job search and accept the changes.  
You really have no choice but to accept the new reality. Being open and motivated to become a knowledgeable 
job seeker will help jump start the process.  What can you do to become a more knowledgeable job seeker?  
              

1.               

2.               

3.               
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7.  MAKE YOURSELF A BETTER PERSON 
Job search can be a great time for an “extreme makeover” – or maybe just a time for some fine-tuning on the 
edges of our lives.  It provides an opportunity for introspection, a review of our self-awareness and possibly 
some ideas on self-improvement.  For better or worse, it begs the question ‘what am I doing here’, and ‘where 
am I going’ - certainly as it relates to job search and maybe even in the bigger picture of life.  What can you do 
during this period that could make you a better person – a better parent, sibling, friend, etc., and maybe a 
better employee? 
              

1.               

2.               

3.               

               

 

7+.  FOCUS ON WHAT YOU CAN CONTROL 
You can’t control the actions of others.  You can’t control how many interviews you will get or how many job 
offers you will receive.  You can’t control the amount of rejection you will experience.  But you can control how 
you will accept the rejection, deal with it, and even appreciate how, as part of the process, it will ultimately lead 
you to where you want to be.  Focus on the action steps you can take and forge ahead.  As Snow White learned, 
you have to kiss a lot of frogs to meet a prince.  Press on until one small action becomes the difference maker. 
              

1.               

2.               

3.               

               

 

7++.  WHAT’S MISSING FOR YOU? 
We all have our own unique strengths and weaknesses.  We gravitate to our strong suits and what we like to do 
while tending to ignore and avoid our weaker areas, areas that need attention.  What is there about your 
personal habits that you could improve to make you a better job seeker? 
              

1.               

2.               

3.               

               


