Job Search Checklist

Navigating the complexities of today’s job market can often feel overwhelming. At LHH, we are committed to simplifying
your job search efforts and helping you showcase your exceptional talent - whether you’re looking for a temp, project, or
permanent career opportunity.

Here’s a quick checklist to help kick off your job search:

Resume Craf’[ing Resume Crafting Checklist:

Crafting a detailed and tailored resume is crucial g Update contact information. i~
as it provides your first impression and can set you - Ta.|lor.resume to eachJob.apphcann.
apart in a competitive job landscape. 0 Highlight measurable achievements.
. . 0 Useaclean, professional PDF format.

Things to think about: 0 Proofread for grammar and spelling
» Does your resume clearly highlight your SRS

achievements? Additional Resources:
» Isyourresume tailored to the job you’re

applying for? » How to Write a Resume Built for Success
» Have you included relevant keywords from »  Crafting a Career Story that Keeps You on

the job description? the Right Path
Cover Letter W rltmg Cover Letter Writing Checklist:

0 Address the hiring manager by name and
use the company name in the letter.
Align your skills with job requirements.
Keep it concise and under one page.
lllustrate your enthusiasm for the role.
Proofread for errors.

A persuasive cover letter is your opportunity to create
a personal connection with hiring managers and
highlight how your specific experiences align with the
job requirements.
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Things to think about:

» Does your cover letter complement your resume? Additional Resources:

» Have you addressed the letter to the correct
person and company?

» Doesyour letter have a clear call to action?

» Email Cover Letter Samples



https://www.lhh.com/us/en/insights/email-cover-letter-samples/
https://www.lhh.com/us/en/insights/guide-to-writing-a-resume-that-gets-results/
https://www.lhh.com/us/en/insights/crafting-a-career-story-that-keeps-you-on-the-right-path/
https://www.lhh.com/us/en/insights/crafting-a-career-story-that-keeps-you-on-the-right-path/

Job Listings Search

Actively seeking and identifying job opportunities that

align with your career goals is essential for finding roles

where you can thrive and advance.
Things to think about:

» Arevyou using all available resources to find
job listings?

» Have you researched the companies you are
applying to?

» Areyou customizing your application
materials for each job?

Online Presence

Establishing a polished and professional online
presence is vital for making you more discoverable
to recruiters and demonstrating your industry
engagement.

Things to think about:

» Isyour LinkedIn profile up to date?

» Have you cleaned up your social media profiles?

» Does youronline presence reflect your
professional brand?

Networking Efforts

Effective networking can expose you to hidden job
opportunities and valuable insights, significantly
expanding your chances of finding suitable positions.

Things to think about:

» Have you reached out to your existing network?
» Areyou attending industry-relevant events?
» How are you expanding your network online?

Job Listings Checklist:

0 Use job boards and company websites to
find opportunities.

0 Leverage LinkedIn and industry contacts for
leads.

0 Attend job fairs and networking events.

[0 Research company culture and values.

0 Customize your resume and cover letter for
each application.

Additional Resources:

» Exploring the Benefits and Limitations of
Al'in the Job Search
» GetThat Job Before It’'s Even Advertised

Online Presence Checklist:

0 Update LinkedIn profile.

0 Engage with relevant professional groups.

00 Remove inappropriate social media
content.

0 Google yourself to monitor public
information.

0 Add professional photo to profiles.

Additional Resources:

» Unlock the Power of Your LinkedIn Profile

Networking Checklist:

Join professional associations.

Attend webinars and industry conferences.
Connect with industry leaders on LinkedIn.
Ask for informational interviews.

Follow up with new contacts regularly.
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Additional Resources:

» How to Build a Network When You Don’t
Think You Have One

» Five Steps to Maximize Networking
Connections and Move Your Career Forward



https://www.lhh.com/us/en/search-jobs/?utm_source=Checklist&utm_medium=Flyer&utm_campaign=JobSearchChecklist&utm_term=Candidate
https://www.lhh.com/us/en/insights/ai-for-your-job-search/
https://www.lhh.com/us/en/insights/ai-for-your-job-search/
https://www.lhh.com/us/en/insights/get-that-job-before-it-is-even-advertised/
https://www.lhh.com/us/en/insights/build-a-strong-linkedin-profile/
https://www.lhh.com/us/en/insights/how-to-build-a-network-when-you-dont-think-you-have-one/
https://www.lhh.com/us/en/insights/how-to-build-a-network-when-you-dont-think-you-have-one/
https://www.lhh.com/us/en/insights/five-steps-to-maximize-networking-connects-and-move-your-career-forward/
https://www.lhh.com/us/en/insights/five-steps-to-maximize-networking-connects-and-move-your-career-forward/

Interview Preparation Onboarding Checklist:

0 Practice common interview questions.

0 Research the company’s culture and recent
news.

0 Plan appropriate attire.

0 Prepare thoughtful questions to ask.

Things to think about: 0O Map out the interview location and timing.

Comprehensive preparation for your interviews,
including understanding the company culture and
rehearsing responses, is key to demonstrating your
suitability and confidence for the role.

» Canyou clearly articulate your value proposition? Additional Resources:
» Have you researched the company thoroughly?

» Areyou ready to discuss your resume in detail? > Insider Tips to Ace Phone and Video

Job Interviews

Sklﬂ EnhanCement Skills Enhancement Checklist:

0 Identify relevant courses or
workshops.

0 Update certifications.

0 Practice new skills through
volunteering or freelancing.

Things to think about: 0 Join industry-specific online forums.

0 Subscribe to relevant trade
magazines or journals.

Continuously updating and expanding your skill set is
fundamental to staying competitive in the job market
and showing potential employers your commitment to
professional growth.

» What new skills can increase your marketability?
» Arethere certifications that could boost your
resume? Additional Resources:

» How are you keeping up with industry trends? {11 .
» Upskilling in the Age of Automation

» Upskill with a Certification

Managing Your Search Search Management Checklist:

0 Use a spreadsheet to manage
applications and interviews.

0 Set weekly goals for applications
and networking.

Things to think about: 0 Maintain a routine and take breaks
to stay focused.

0 Reflect on feedback and improve
continuously.

0 Celebrate each success to keep
morale high!

Staying organized and positive throughout your job
search process is crucial for maintaining momentum
and effectively managing your job hunt.

» How are you tracking and managing your
applications?

» Areyou maintaining a positive outlook despite
challenges?

» Do you have realistic expectations and goals?

Whether you’re just starting out or looking to make a career shift,
we’re here to help you find your next great opportunity.

LHH.com



https://www.lhh.com/us/en/search-jobs/?utm_source=Checklist&utm_medium=Flyer&utm_campaign=JobSearchChecklist&utm_term=Candidate
https://www.lhh.com/us/en/insights/insider-tips-to-ace-phone-and-video-job-interviews/
https://www.lhh.com/us/en/insights/insider-tips-to-ace-phone-and-video-job-interviews/
https://www.lhh.com/us/en/insights/upskilling-in-the-age-of-automation/
https://www.lhh.com/us/en/insights/?q=Certifications
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