Realize that the most likely way you will find a new job is through someone you know either hiring you, or recommending you to someone that hires you (either in their company or a competitive company).

If you are currently employed, make sure you can trust everyone you contact to maintain your confidentiality!

Start with the right resume.  See http://www.theleisgroup.com.  Then, click-on “Resume Writing Tips”.

Objectives in finding your next job
1. First, list every single person you can think of on a planner (below) which would be a good person to contact that may either potentially: 

· have a job for you themselves, or

· may know of someone else at their company, or another company, which may want to know that you are available and on the market for a new career opportunity (this includes search/recruiting firms)

Planner
	Priority A, B, C
	Company Name
	Phone #
	Contact Person (s)
	Title
	1st Date of Contact
	Objective / Result / Date to call back
	2nd Date of 

Contact
	Objective / Result /Date to call back

	
	(add as many rows as you need)
	
	
	
	
	
	
	


2. Prioritize the individuals on this list into 

· “A” - high priority / best contacts

· “B” - good contacts, and 

· “C” - not sure if they’ll be beneficial to call however it may be good just to touch base with them to let them know your interest in changing jobs.

3. Write out a “Script” that will take you approximately 15-30 seconds to say that outlines briefly 

· your objective of the call, and 

· 3 or 4 highlights about your background which are very powerful!


The script will sound something like:

“Thank you for taking my call.  My name is ****.”

· I have  “x”  years of total experience,

-  of which “x”  has been in a management role.

· I am currently with (name of your company) as a (your job title) 

-  where I am managing “x” sites.  I have $**MM in revenue responsibility and a staff of about “x”  people.  

-  I have grown the revenues of this company from “x” to “y” while also increasing profitability ____%

(this statement should be powerful!)

The reason I am calling you is that I have decided to leave my current position and I wanted to introduce myself to you with the intent of exploring a potential fit between myself and

1. your company, or

2. your thoughts in directing me to someone you know that might be interested in talking with me.......at other companies that you are aware of that might have an opening for someone like me or just might appreciate an introduction to someone with my type of background.”

3.   Write down every company that you would like to pursue that is in your “CURRENT” industry of specialty.

· First, list the companies that you know of that you know you would like to work for.

· Second, list the companies that you think you might want to work for (even though you don’t know much about them).

· Third list any other companies:

· You could list them in priority order of interest

· or list them by industry type, etc.

4.    Call your local newspaper and start getting their Sunday edition.

5. Go to the library and look up the SIC code for “your industry of specialty” and other industries you think  you might want to work in, then 

· look up the companies that match the SIC code and find the name of the person(s) think you should be contacting to pursue opportunities within their company.

6. Start surfing the web.  Check out great websites like: 
· www.hoovers.com
· http://biz.yahoo.com/news/health_care.html
· www.snalf.com
· http://www.ahca.org/news/news.htm
7. Check out job boards like: 

1. Monster http://www.monster.com 

2. My Job Hunter  www.myjobhunter.com/   Search all job sites at once. Apply to matching jobs with one click.

3. Hot Jobs   http://www.hotjobs.com
4. Career Builder http://www.careerbuilder.com
5. Resume Rabbit  http://www.resumerabbit.com/   Get your resume on 80 job sites at once - Takes 5 Minutes.

6. Resume Mailman   http://post.resumemailman.com/    Instantly email your resume to 1000's of targeted recruiters

7. Headhunter.net  http://www.headhunter.net
8. The Ladders http://www.theladders.com
9. Career Mosaic http://www.careermosaic.com 
10. Career Path http://www.careerpath.com 

11. Medzilla http://www.medzilla.com
12. Dice http://www.dice.com   Dice specializes in Tech Jobs. 

13. DOL's American JobBank http://www.ajb.dni.us   This site is run by the U.S. Department of Labor. Search nationally or by state. 

14. Employers Online http://www.employersonline.com 
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