Thiel College Career Development Center

Job Search Checklist

There are many items to consider and items to complete before starting a job search. This checklist will
help keep you organized in your job search and preparation; however, it is not guaranteed that you will
find a job by following this checklist. These are just a few suggestions to help you along your way.
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Prepare a one-page Cover Letter and Resume (customized to each position)
Have a prepared reference page of about three to five references, which include name, title,
place of employment, address, email and phone.
Have letters of recommendation from professors or supervisors (paid or unpaid positions).
Prepare a portfolio – a purposeful collection of certificates, illustrations, special experiences,
lesson plans, etc.
Prepare a marketing list of about 10 employers for whom you would like to work and research
each of the employers on your list.
Prepare good questions to ask an employer during an interview.
Learn how to present yourself over the telephone with proper phone etiquette.
Prepare interview clothes and accessories by making sure clothes are clean, ironed and
polished.
Conduct practice interviews to practice answering questions or by performing informational
interviews with people on your networking list.
Establish a networking list and provide a copy of your resume to all the people you meet. Be
sure to maintain regular contact with the people you meet.
Get organized by using a planner and/or a calendar to schedule your job search and interviews
you may have scheduled.
After the interview ask the interviewer for their business card(s) or write down the correct
spelling of the interviewer’s name(s) and job title of each person you interviewed with at the
company.
A thank-you note should always be sent within two days after every interview.

