
Planning and organising your job search
-- Write down and track your job search goals.
-- Be clear about what you need to do to reach these goals. Break your 

goals into manageable daily or weekly actions.
-- Possible job search goals include researching and contacting 

employers. Or you might aim to send out tailored résumés and cover 
letters to employers you want to work for.

-- Being an organised job seeker will help you make a good 
impression on employers.

-- Use this time to develop your time management skills. 
-- Submit your job applications on time.
-- Good communciation is important. Answer emails and return 

missed calls from employers as soon as possible. 

-- Get access to a computer and the internet so you can research jobs 
and employers, write job applications and email employers.

-- You will also need a phone. Ensure your ‘leave a message’ greeting is 
appropriate.

-- Your email address should sound professional and include your name. 
-- Save all of your job search documents somewhere you can find  

them easily.
-- You will need a printer to print copies of your résumé.

Disclaimer: The content of this tipsheet is intended as general information only and does not replace professional advice. It is derived from a variety of sources and has been prepared without taking 
into account your individual objectives, situation or needs. You should consider your personal circumstances, and if appropriate, seek independent legal, financial or other professional advice before 
acting. The Department has endeavoured to ensure the currency and completeness of the information in this tipsheet at the time of publication; however, this information may change over time. 
Provision of links to external websites are provided for convenience only and should not be construed as an endorsement or approval of the third party service or website by the Department. The 
Department expressly disclaims any liability caused, whether directly or indirectly, to any person in respect of any action taken on the basis of the content of this tipsheet.
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