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5.3.1         THE JOB SEARCH ACTION PLAN WORKSHEET 
Become a Known Candidate 

              
 

JOB SEARCH IS ABOUT BECOMING A KNOWN CANDIDATE TO DECISION MAKERS  
WITH UNPOSTED OPENINGS IN THE HIDDEN MARKET 

Follow these steps to become a Known Candidate: 

STEP ONE:  SEND AN INTRODUCTORY EMAIL 
An Introductory Email is a professional, non-intrusive option for starting a dialogue.  The purpose is to create 
name awareness, to make yourself “known.”  You can always start the process in a different way – phone call, 
LinkedIn connection request, etc.; the important thing is that you start somehow.  Generally, an email is a good 
first step in “introducing yourself.” How can you personalize your Introductory Email to start the process? 
              

1.               
 

2.               
 

3.               
 
               
 

STEP TWO:  MAKE A FOLLOW UP PHONE CALL 
Making a Follow Up Phone Call after sending an email is an important part of your Action Plan.  It shows 
motivation and initiative in your job search.  It distinguishes you from the masses in a positive way.  Emails are 
easy to ignore; phone calls not so much.  Even if you do not reach your Target Contact, you do get some “credit” 
for making the effort.  Notwithstanding the benefit of Follow Up Calls, many job seekers find making “cold calls” 
difficult and somewhat intimidating.  How can you develop the mindset to make Follow Up Calls? 
              

1.               
 

2.               
 

3.               

 
BE PREPARED TO LEAVE A VOICE MAIL MESSAGE:  If you don’t reach your contact, plan on leaving a voice mail 
message.  Do not hang without leaving a message.  It brings life to your Introductory Email, giving it a “human 
voice.”   After all, you took the time to make the call; you deserve at least a minimum benefit for doing so. Your 
message should be short and to the point. Practice before every call; be ready.  Have a written script, but don’t 
read it when leaving the message.  What are the important points that need to be included in your Voice Mail 
Message? 
 
              

4.               
 

5.               
 

6.               
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STEP THREE:  REINFORCE WITH A LETTER OR WALK-IN 
Sending a USPS letter can be another way to get the attention of a Decision Maker.  Few job seekers will make 
the effort; it is another way to distinguish yourself.  More importantly, it has a reasonable chance of making it to 
your Target Contact and possibly being read.  It represents another attempt to become “known” without making 
repeated phone calls or sending duplicate emails.  It also represents tangible information that may be filed or 
saved for later use by a Decision Maker.  Do you see other benefits in job seeking “the old-fashioned way” using 
snail mail or walking into a company where you would like to work? 
              

1.                
 
2.               
 
3.               
 
               
 
               
 
CONSIDER HAND DELIVERING INFORMATION:  You want to get noticed?  Tired of being screened out by a 
computer?   Sometimes, hand delivering or walking-in a cover letter and resume can be a very effective strategy 
in job search particularly if your timing is good.  It again demonstrates initiative, motivation, and a genuine 
interest in your Target Company.  Do you see any other benefits of hand delivering information to a Target 
Company?  Can you get an idea of the company culture by seeing the work environment, etc.? 
              

4.               
 
5.               
 
6.               

 
STEP FOUR:  END WITH A FINAL EMAIL AND/OR LINKEDIN REQUEST 
After three or four tries to make yourself a Known Candidate, it may be time to move on if none of your 
attempts have generated a positive response.  Maybe the timing wasn’t right; maybe your unique skills and 
talents are not a match for what the company needs.  No problem; you need to look elsewhere.  Finding a job is 
more about finding a fit than finding an opening.  Send a final email and maybe a LinkedIn connection request if 
your profile is up to date and likely to impress.  What can you learn from each of your Target Companies that 
can help you in fine tuning your job search efforts going forward?  
              

1.               
 
2.               
 
3.               
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STEP FIVE:  TRACK YOUR ACTIVITY 
It’s easy to lose track of the details when you are taking multiple actions with multiple Target Companies.  Yet, 
resending the same email, re-placing the same phone call, or re-mailing the same letter to the same Target 
Contact will make you look disorganized and unprofessional.  It will do more harm than good.  So, if you are not 
going to accurately track the actions that you take, it’s probably best to minimize your attempts at becoming a 
Known Candidate to reduce the risk of duplicated actions.  There are many ways to track activity to avoid 
inadvertent duplications.  What method best suits your work style? 
              

1.               

2.               

3.               

               

               

STEP SIX:  FOLLOW UP AND FOLLOW THRU 
Job search is a numbers game that is timing dependent.  It’s all about positioning yourself as Candidate-in-
Waiting, waiting for a need to arise for someone with your unique skills, talent, and experience.   If you are 
going to put in the time and effort to make yourself a Known Candidate, aka, a Candidate-in-Waiting, you should 
plan on a follow up strategy to maintain a “Top of Mind” position so that when a need arises for someone like 
you, you are the one they think of calling.  Following Up and Following Thru is a critical part of the process.  How 
can you Follow Up and Follow Thru to maximize the probability of success from your Action Plan efforts?  
              

1.               

2.               

3.               
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To:  HR Contact or Decision Maker  
Subject Line: Your Name and Descriptor (John Doe, Reservoir Engineer) 
Attachment:   John Doe Resume 
 
Good morning/afternoon (First Name), (Greeting) 

I am interested in employment opportunities with (Name of Company, Agency, or Organization).  My 
research indicates that you may be able to guide me in my search or possibly suggest who I should 
contact for more information.  (Why You Are Writing) 

With X years of experience in the XYZ field as a (Job Title), I can/have: (What You Can Do for Them; Your 
Value Proposition/Value Statement) 

• Competencies   •   Experience   •   Differentiators 
• Accomplishments  •   Responsibilities   

 
I believe my skills and experience could possibly fill a need at (Name of Company, Agency, Organization), 
and I look forward to exploring opportunities that could be mutually beneficial.   

If you are not able to assist me, I still would like to thank you for reading my email.  Of course, I would 
greatly appreciate your forwarding this message to a more appropriate person or recommending a next 
step.  I can be contacted at the number below or by replying to this message. (Request) 

If I do not hear anything, I will follow up next week to see if there is any additional information that I can 
provide or if I can answer any questions that you may have. (Next Steps, Follow Up Plan) 

Thanks again for your time and for any assistance you may be able to provide. (Express Appreciation)  

 

Best, (Closing) 

Signature block should include LinkedIn URL and cell phone 
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Phone Call 
 
When calling, keep these points in mind:  
 
1. Follow up the week after you send the email allowing approximately seven days for your contact 

to respond.  If you wait longer than a week, you run the risk of your email not being remembered. 
Following up in less than a week does not give your contact adequate time to respond and could 
be perceived as overly aggressive.   

 
2. When calling, announce your name slowly so that it can be understood, recognized, and 

remembered.  Be sure to have a “smile in your voice.”  How you come acrosss will be as important 
as what you say.   

 
2. Early in the conversation, let them know that you are following up on an email from the previous 

week.  State who you are, what you do, and what you are looking for – a Verbal Business Card. 
 
3. If you get the opportunity, suggest a solution that you offer (Value Proposition) for a Business 

Need that they may have. 
 
4. Be prepared to comment on why you are interested in the company. Review the company 

website; check Google. This, again, will demonstrate motivation and interest that will help set you 
apart. 

 
5. Do not ask if they have any jobs available.  Do not ask if they are currently hiring.  Companies are 

always in the hiring process to some degree.  Consider the call as an exploratory exercise in 
seeking information. Try to get a suggestion regarding what your next step should be. 

 
6. Be prepared to respond to the Common Objections – not hiring now, check the website, not the 

right person, call HR, not a good time, etc. 
 
7. Thank them for their time and for any help that they provide. Remind them to keep you in mind 

for future opportunities.  
 
8. Be prepared to leave a voice mail.  Know what you will say, and practice ahead of time. 
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Voice Mail 
 
Be aware of these tips for leaving a voice mail message: 
 
1. Repeat your name twice, and your phone number twice, very slowly.  Again, make sure you come 

across as friendly, interested and confident.  Refer to the email that you sent the week before. 
Practice before calling.  Have a script.  Refer to it, but don’t read it.  Make a reference as to your 
availability to accept a phone call in your voice mail; it helps prevent “phone tag.” 

 
2.  If you find it difficult making a “cold call”, try calling after hours.  Remember, it’s not really a cold 

call; it’s a “warm call” because you already introduced yourself with the Introductory Email.  By 
calling after hours, you still get the benefit of showing initiative, but it may be easier than feeling 
like you may be interrupting someone in the middle of their workday.  You can assume that if they 
are interested, they will return the call.   

 
 However, remember that you must talk to Decision Makers to get a job; so, you should take 

advantage of any opportunity or reason to talk to a possible Decision Maker.  Avoiding direct 
contact is not a good strategy to gain the attention of someone who could possibly schedule an 
interview or offer you a job. 

 
3. After stating your Value Proposition, ask if there is someone else that would be a better person to 

reach out to. 
 
4.  Thank them for any assistance they can provide and that you look forward to hearing back from 

them. 
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LETTER 

JOHN DOE 
123 West Gray 

Houston, TX 77063 
(Phone) 

 
Harvey Smith 
XYZ Company 
1234 Capitol Street 
Any City, USA 12345 
 
Re:  Career Opportunity 
 
Dear Mr./Ms. Smith: (Formal greeting) 

Please accept this letter as an expression of my interest in possible career opportunities that may exist 
with XYZ company. 

With X years of experience in the XYZ field as a (Job Title), I can/have: (What You Can Do for Them; Your 
Value Proposition/Value Statement) 

• Competencies   •   Experience   •   Differentiators 
• Accomplishments  •   Responsibilities   

I believe that my skills and experience could – (solve a Business Need.  Make an assumption regarding 
what role you could play or solution you could provide for a likely area of need for a Decision Maker).  

If you are aware of any job opportunities or have any suggestions that you could share with me, I would 
be very appreciative.  Also, if there is someone else that I contact, please let me know. Please note the 
enclosed postcard that may facilitate your assistance (Optional).  Of course, I can be contacted by phone 
or email as well.  (Request)  

Thanks in advance for any assistance that you may be able to provide.  It really is appreciated. (Thank) 

Best, (Closing)  

 

Signature block should include LinkedIn URL and cell phone no. 
 
Enclosures should include a resume, business card and optional, stamped, self-addressed postcard 
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WALK-IN 
 
 If you do decide to hand deliver, please be mindful of these points. 
 
1.  Use professional stationery for your resume and Follow Up Letter, not copier paper – preferably 

plain white. 
 
2.  Enclose the Follow Up Letter, Resume, Business Card, and a Postcard (Optional) in an envelope  
  with your contact’s name and the envelope marked “Confidential.”    
 
3.  Do not expect to meet with anyone and do not ask to see someone.  Your goal is to leave the 

information with a receptionist, security guard or concierge who will take responsibility for 
delivering the envelope to the correct person. 

 
4.  Dress professionally and be polite.  Whoever receives the envelope may inquire as to the 

appearance and demeanor of the person dropping off the envelope.  And, you never know, you 
may be asked to interview “on the spot.” 
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To:  HR Contact or Decision Maker  
Subject Line: Your name and Descriptor (John Doe, Reservoir Engineer) 
Attachment:   John Doe Resume 
 
Good morning/afternoon, (First Name) (Greeting) 

I am following up on several previous attempts to obtain information on possible employment 
opportunities within your (Company, Agency, Organization).  I have recently updated my LinkedIn profile 
(if true) which provides more information regarding my skills and experience.  (Why You Are Writing) 

Note:  Other reasons for writing may include an updated resume, courses recently completed, or 
certificates earned, etc. 

I have XX years of experience as a XYZ professional and believe that my skills and experience could be 
beneficial to your company. (Value Proposition/Value Statement).  I am looking for a position as a 
(Target Job Title) or (Alternative Target Job Title); and, of course, would be interested in any position 
that would be a match for my background.  

Certainly, I would appreciate your forwarding my information to another contact if appropriate; or 
letting me know if you have any suggestions that would assist my search. 

(Optional) Also, I am sending a LinkedIn connection request that may make accessing my profile more 
convenient for you to review now or in the future should something come available. (Action You Are 
Taking)   

Note:  Do not send a LinkedIn connection invitation unless your Profile is up to date and likely to 
impress. 

I’ll look forward to connecting with you and responding quickly should you have any questions or need 
more information. Thanks in advance for any assistance that you may be able to provide. (Next Step) 

Best, (Closing) 

 

Signature block should include LinkedIn URL and cell phone 
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LINKEDIN REQUEST 
 

TO REQUEST A CONNECTION: 

Hi, (Name) (Greeting) 

As a XYZ professional, I appreciate opportunities to share interests, resources, and information that 
could be mutually beneficial.  I’ll look forward to the possibility of joining your network. 

 

IF THEY CONNECT: 

(Name), thank you for connecting with me.  If you become aware of any opportunities for an XYZ 
professional with ABC experience (Value Statement), please message me as I am currently actively 
seeking a new opportunity; and of course, let me know if there is anything I can do for you.  Thanks in 
advance. (Thank) 

 

Best, (Closing)  
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