






Job Search Strategies
Did you know...
Researchers predict 50-75% of vacant 
jobs are never posted online? You are 
five times more likely to be hired if you 
are referred by someone? That’s why it’s 
important to use a variety of job search 
strategies rather than rely on generic job 
search engines alone.  

Job searching is often considered a full-time job in and 
of itself. It can be emotionally, mentally, and physically 
exhausting. Statistically, it takes most alums between 4 
and 6 months of applying to nearly 100 jobs before 
landing on a position within their chosen field. But have 
no fear! We in the CCPD are here for you. Follow these 
strategies, tips, and suggestions to maximize your job 
search plan. And remember: You can always consult 
with a career counselor free of charge even after you 
graduate! 

Before you begin searching for full-time positions, you first need to identify and define where you want to live 
and the type of position for which you are looking. For some, this can be quite stressful. Perhaps you find this 
process overwhelming and you don’t know where to begin. Maybe you aren’t sure what types of positions you 
are qualified for with your degree. Use this planning activity as a way to get started.

Do this first...

Objective:
Describe in a few sentences or phrases your immediate career goals. Try to stay away from “find a job.” Instead, 
think about what kind of job or values you hold that you would want your employer to share, your skill sets, etc. If 
you need help identifying your values, check out the worksheet on page 10; for skill sets, check out page 12.  
Example: I want to find a position with an employer who values creative problem-solving to help societal 
challenges on a micro level.

Location Preferences
List any cities, regions, states, or countries where you would be willing to live. If you are willing to live anywhere, 
for this activity, choose an area where you have always wanted to visit You can also include the maximum number 
of miles you are willing to commute. Example: Western North Carolina; or 25 mile radius from Sacramento, CA.

Position Title(s):
Research and list position titles in which you would be excited to work. If you need help, visit www.onetonline.
org and type in a generic field within your major (or not directly related to your major; remember, majors don’t 
have to equal careers!). Explore ONet and pay attention to the Related Titles section within each hyperlink. For 
bachelor degree positions, consider entry-level titles such as Coordinator or Technician. Try to choose 3 to 5 posi-
tion titles for this activity. Example: Community Service Coordinator; Child Development Technician
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Now that you have a basic understanding of the types of positions you want to target, think about how you want 
to network and search for your desired positions. Most people log on to large job search engines like Indeed.com. 
And while these are certainly great places to start, the majority of employers -- especially smaller employers -- 
avoid posting vacant positions on these boards because they generate too many resumes for review. In fact, one 
Indeed.com job ad can generate 200 resumes in one day! We recommend using a variety of strategies listed 
below; and be sure to check out our sample 80/20 plan on page 67!

Targeted/ Smaller job boards
Search for targeted and smaller job boards geared towards your chosen field and/or major. For 
example, if you wanted to go into social work, a Google search for “top social work job boards” 
yields www.socialworkjobbank.com; www.socialservice.com; and www.ihiresocialservices.com. Be 
aware that some job boards require a paid membership to search and apply for jobs. Our recom-
mendation is to steer clear of these job sites and utilize the free job boards instead, unless you are 
wanting to pay for a membership to a professional association. Also remember to check out job-
cat.wcu.edu. While JobCat is a much smaller job board, employers who post positions to JobCat 
are familiar with WCU programs and are recruiting WCU alumni.

Business Database and Websites
Remember, most employers avoid posting their vacant positions on large job boards. Often, you 
have to search on their individual Careers pages, but to do that, you need a database for which to 
search. Visit www.buzzfile.com and choose the EDU version, which is free. Create an account 
using your Catamount email address to verify you are a student or recent alum. Then click Em-
ployers by Major, select your field (be sure to review the whole list as you might be interested in 
more than one area), then select your state. Buzzfile will generate a list of all employers within 
your selected field and state. You can filter by zip code or city as well. Choose an employer you’re 
interested in and review the information listed. Usually, it will list a website for the company or em-
ployer. From there, search the employer’s website for their Careers or Jobs listings. This is often 
found at the bottom of their site, at the top in their tool bar, or hidden in their About Us section.

Networking
Use your existing networking resources such as your professors, classmates, and supervisors 
to your benefit. Who they know might lead to your first full-time position. To get started on your 
existing networking list, complete the activity on the next page. 

Other resources such as LinkedIn, professional associations, conferences, and other networking 
events can also help you build your list of contacts. As you meet people either virtually or in person, 
make sure you follow up with them. Check in periodically to update them on your job search and 
other life updates and ask about how they are doing. Creating these personal and professional 
relationships can help you down the road; or, you might be able to help someone else one day. 
Tips and suggestions on how to build an effective LinkedIn profile and how to use LinkedIn specifi-
cally for job searching can be found on page 64.

Targeted application materials
We recommend you take a targeted approach in your job search. As stated in the Resume section 
on page 33, you should be analyzing each job description and tweaking each resume and cover 
letter to reflect the main qualifications you want to highlight. We do not recommend applying to 
“anything and everything,” but we do encourage you to broaden your job search and consider a 
wider range of positions which connect you to your chosen field or desired skill sets.
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https://www.wcu.edu/learn/academic-enrichment/ccpd/students/secu-public-fellows-internship-program.aspx
https://www.wcu.edu/learn/academic-enrichment/ccpd/students/capitol-hill-internship-program.aspx
https://www.wcu.edu/learn/academic-enrichment/ccpd/students/index.aspx
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NETWORKING MAP ACTIVITY
For each category below, think of some people you know or have met who can possibly connect you with your 
next steps. If you don’t know anyone for a particular category, leave it blank. Use your resources such as LinkedIn 
and Google searches to help search for those missing pieces.
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Sample Networking Correspondence
We understand it can be overwhelming and intimidating to reach out to other professionals with whom you may 
not have a close relationship. Use these sample pieces of correspondence to help you in reaching out to possible 
networking contacts.

Cold Calls
Cold calls are phone calls or email messages to people you have not contacted before. Cold call messages should 
include a brief introduction into who you are, the purpose of reaching out, why you are contacting them specifi-
cally, some type of call to action or next step, and a closing statement. 

If emailing, be sure to include a relevant subject line such as WCU Student Seeking Job Shadow; or Current Stu-
dent Looking to Learn More about (Field); or Aspiring (Position) – Would Love to Connect; or (Field) Student 
Seeking Career Advice 

Dear (Name), 
My name is (name) and I am a (year) at Western Carolina University studying (specific area). I’m looking to connect 
with (career field) professionals to learn more about this career field, and hopefully participate in virtual shadow-
ing opportunities. I would appreciate/ the opportunity to (something specific about their job or company). Would 
you have 30 minutes to answer a few questions about your career trajectory and current position, and explore the 
option of shadowing (number of hours or meetings, if specified)? Your insights and guidance would be much appre-
ciated. 

I’ll follow up with a phone call (timeline) to schedule a time to talk. Alternatively, please send me a few dates and 
times that would work for you and I’ll confirm a time for us to speak. 

Thank you for your time, 
(Name)

Follow Up Phone Call/ Email
A follow up message reminds the recipient of your original message and purpose for contacting. If you spoke with 
someone on the phone or in person, make sure you also follow up with them via email.  You can also follow up 
with someone within two weeks if you haven’t heard back from them. People are often busy and may forget about 
your original message.

Good morning/afternoon, (name), 
This is (your name) from Western Carolina University. I emailed you (day) inquiring about a networking conversa-
tion and possible shadowing experience to help with my career exploration. As mentioned in my email, I’m following 
up in hopes of scheduling a time for us to talk. 

Thank you for your time!
(Name)

Hi [Name],
It was so nice to meet with you today! Thank you for taking the time to answer my questions and talk about what 
it’s like at [Company]—it seems like an amazing place to work. I especially loved hearing about [something you 
enjoyed talking about]. I look forward to staying in touch as I continue [my job search/figuring out my next step]. 
I plan on using your advice to [piece of advice that stuck with you]. And if [Company] has any openings in their 
[department] down the road, I hope you’ll let me know so I can apply.
All the best,
[Name]
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Making the Most out of a Career 

before the fair

NOTE: Keep up-to-date on future career fairs and other networking events by visiting the Engage website at engage.wcu.edu. 
To access event information about participating companies, organizations, and schools, visit JobCat (http://jobcat.wcu.edu/).

Research employers, 
schools, and organizations 
attending each event by 
visiting jobcat.wcu.edu and 
clicking on Events.

Create a list of companies 
you are interested in visiting, 
and prepare some questions 
to ask the recruiters.

Update or create a resume listing 
your achievements and  
experiences. For a review of your 
document, schedule an appoint-
ment with the CCPD or come in 
during drop-in hours.

during the fair

When you first enter, grab a 
map or brochure to find the 
locations of the companies 
that most interest you.

Make sure to engage the 
recruiters; smile and ask ques-
tions to begin conversations. 
Use your resume to help craft 
your 30-second commercial.

Be mindful of the recruiter’s time 
and try to ask the most relevant 
questions. Grab any business cards 
or information that is offered at the 
employer’s table so that you can 
review the materials later.

?
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after the fair

Organize any informative  
materials and notes you ob-
tained at the fair.

If you were given any contact 
information, make sure to follow 
up with an email, note, or call 
thanking the company and 
recruiter for the conversation 
and to remind them of your 
interest in the field. 

For any employers of high 
interest, search their website for 
current job listings and apply for 
any open position of interest.

what to wear
While a career fair is not as formal as a job interview, you will want to impress potential recruiters and show 
that you are invested and serious about connecting and marketing your professional skills and abilities. 
Dress business professional with darker suits, if possible. Business casual is also an option for some fields 
of study. Dress pants, dark blazers, button-up shirt or blouse, khakis, and dress shoes or loafers are all ideal 
choices to dress for a successful career fair experience. Need an interview suit? No problem! Visit CCPD’s 
Career Closet, Reid 150, between 8 a.m. and 5 p.m. Monday - Friday for free suit rentals. For more  
information, call 828-227-7133.

what to bring
Bring a folder or padfolio that contains printed copies of your resume, your list of employers to visit, your 
questions, and paper and a pen so that you may take any notes and store any informational materials 
recruiters may hand you. Instead of bringing a traditional backpack with you, try using a messenger bag or 
purse to store your materials.

how to thank
The following is one example of a Thank You note:

Good Afternoon (Recruiter/Company Name),
I just wanted to thank you for talking to me at Western Carolina University’s career fair. It was such a pleasure 
getting to discuss opportunities, programs, and the industry. I look forward to researching and hearing more 
about (internship, occupation, industry), but please do not hesitate to contact me if I can provide any  
additional information.

Have a great rest of your week,

(Your Full First and Last Name)
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The “Who, What, Why, and How” of 
Informational Interviews

WHO
These interviews can be conducted with someone 
you already know or who is already a connection. 
For example, a previous co-worker, friends of 
the family, or an alumni from your college. You 
can also reach out through an email or LinkedIn 
message to someone from whom you would like 
to learn. If you do not already know the individual, 
those in entry-level positions are often more 
willing, and have more availability, to have a  
conversation. Make sure to personalize your email 
or LinkedIn message and state why you would like 
to do an informational interview. 

(Ex: I came across your profile and I really want to 
know more about social media marketing. It seems 
like you have great insight with the campaigns 
you’ve worked on.) 

WHAT/ 
WHY

An informational interview is a type of con-
versation used to learn more about jobs, 
organizations, or careers. It is a great way 
for you to broaden your network and learn 
from people who may be in jobs that you 
would like to know more about. You can ask 
questions about how they got to where they 
are now. Use these conversations to get a 
glimpse into what it could be like to work 
for a certain company or work in a certain 
career. 

HOW
An informational interview can be in-per-
son, over the phone, or over a video call. 
It is important to arrive on time and dress 
professionally. Make sure to research a bit 
about that person and their organization 
(use Google, the company webpage, and 
LinkedIn). Come with questions prepared. 
Make sure the focus is on learning about 
the other person, but do be prepared with 
your 30-second commercial in case they ask 
a bit about you! If you’re wanting to use the 
informational interview to get an “in” with a 
company, be careful -- you do not want the 
person to feel like this is the only reason you 
have contacted them.  

Here are a few good questions to ask: 

•	 What does a typical day look like in your role? 
•	 What do you enjoy about working for your 

company?
•	 What are some of the challenges you see in 

your position?
•	 What do you think is the future of this field?
•	 What did you wish you knew about this field 

when you were in college?
•	 How did you gain the experience needed for 

your role? 
•	 What are important skills for someone to 

have if they want to work in a similar role?

Questions to ask...

Don’t forget to send a nice thank you email after 
you talk and thank them for what you learned that 
day (include one or two things you specifically 
appreciated). 
 

15







A
B

O
U

T
 Y

O
U

UPLOAD A PROFESSIONAL PHOTO
Uploading a professional photo makes your profile 7x more likely to attract 
recruiters and hiring managers. Your face should take up approximately 60% 
of the photo frame. Need a photo? Drop by the CCPD (Reid 150) for your 
FREE professional headshot using our photo booth!

USE YOUR PREFERRED FIRST AND LAST NAME
Your name on your LinkedIn account does not have to match the name on 
your birth certificate. Use whichever name you’d like others to call you.

SET UP YOUR NAME PRONUNCIATION & PRONOUNS
LinkedIn now allows you to record your name for correct pronunciation. This 
is especially important if your name does not read as it sounds. Employers 
appreciate knowing how to pronounce your name before meeting you. NOTE: 
You have to add the recording in LinkedIn’s mobile app. Additionally, help your 
prospective employer and choose the pronouns you prefer.

CREATE AN ENGAGING HEADLINE
Go beyond using student language. Include your career aspirations and 
keywords from your field in your headline. Update your headline every 3 to 
4 months; doing so will increase your visibility on LinkedIn. See the LinkedIn 
worksheet on page 76 for more information.

KEEP YOUR INDUSTRY AND LOCATION CURRENT
Recruiters and hiring managers search for people within a certain mile radius 
of their location. If you live near a larger city, plug that city in to your LinkedIn 
profile to increase your chances of being seen. Likewise, choose the industry 
that makes the most sense for what you want to do.

DEVELOP YOUR PROFESSIONAL SUMMARY
Think of your professional summary as your 30-second commercial. It should 
be a concise intro that speaks to your motivations, key skills, and experience. 
You should also feature key words and phrases from your industry. LinkedIn 
uses your professional headline and summary to connect recruiters with 
potential talent, so make sure both include important terms. See the LinkedIn 
worksheet for more details.

SET IT TO ‘OPEN TO WORK’
If you’re on the job or internship hunt, set your profile to “Open to Work.” 
Doing so will make your profile visible to recruiters when they search for peo-
ple with your skill sets. 

16 MUST-HAVES FOR YOUR

LINKEDIN PROFILE in
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KEEP YOUR EXPERIENCE SECTION UPDATED
Updating the experience section with your most recent work or volunteer 
experience can garner up to 8x more profile views. Add in an accomplishment, 
attachment, or other info about your current position every 4 to 6 months. 

PROVIDE CONTEXT
If you worked or volunteered for a company or organization that’s not 
well-known, write 1 - 2 sentences on the company or organization for which 
you worked or volunteered. Share the purpose of the company/ organization 
and their mission statement. 

SHOWCASE YOUR ACCOMPLISHMENTS AND RESULTS
Go beyond explaining day-to-day tasks in your experience section. Highlight 
your accomplishments, the results or impact of your work, or the change you 
made on the company or organization. 

UPLOAD PDFs OR OTHER FILES TO SHOWCASE YOUR WORK
LinkedIn now allows you to upload files that you’ve created to showcase the 
work you’ve done. Think about photos, PPTs, PDFs, Word docs, sound bites, or 
mp4s you’ve created that you can share. NOTE: It’s important these 
documents be perfect. Go back and fix your mistakes before uploading!

ADD SKILL SETS TO YOUR EXPERIENCES
For each experience you’ve detailed, add skill sets you’ve developed through 
that experience. Think industry skills (languages, computer programs, 
equipment, methods, tools, etc.) as well as transferable skills (written 
communication, teamwork, etc.). 
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CUSTOMIZE YOUR URL
Get rid of the random letters and numbers in your LinkedIn URL. On the right 
side of your screen, click the pencil icon next to Public Profile and URL and 
type in your preferred address. Most people use their first and last name. If 
you have a common name, consider your WCU username or your first and last 
name plus a number that makes sense for you.

BUILD CREDIBILITY THROUGH RECOMMENDATIONS
Ask others to endorse you on your skill sets or write a recommendation for 
you. You can send a request to specific people who also have a LinkedIn 
account and ask they write a recommendation. The average person only has 
five recommendations, so one way to stand out is to have more than that. 

THINK OUTSIDE THE BOX
Don’t be afraid to include other experiences you’ve had including certifications, 
course projects, professional presentations, professional development 
opportunities such as conference attendance, etc. LinkedIn has many 
categories, so be sure to check those out. 

NEED HELP?
Visit the CCPD during drop-in hours (12-4 PM Monday - Friday) or make an 
appointment with a counselor). 19







Figure Out Who You Are and How You Want to Present Yourself
Assess your strengths and weaknesses. Where do you want to go in the future? 
What are the steps you need to take to reach your professional goals? What are 
your motivations and interests? What characteristics do you wish to emphasize and 
continue practicing in your career? Who do you want to connect with through your 
experiences and skills?  

Research Your Desired Industry
What market do you wish to join? Researching industry expectations, involvement, 
and skills requirements can help you decide what strengths, expertise, and experi-
ences you want to advertise through your personal brand. If your goal is to become 
a web design and content developer, you might create a webpage or blog that show-
cases and discusses your design and blogging ability. 

Have a Focused, Engaging Message
What do you stand for? What values do you embrace and how do you want to 
express these values, goals, and motivations? By creating a concise, engaging mes-
sage that highlights what you find important and wish to contribute to the industry; 
you can advertise your brand more efficiently and better ensure that you gain your 
desired audience.  

Maintain Consistency Throughout
As your brand speaks to who you are and where you wish to be, you will want to 
keep your goals and message clear and consistent. Once you begin using your on-
line presence to promote your unique skills and experiences, make sure to try not 
to change your message often. Having many differing messages and profiles can 
cause potential employers and connections to perceive you as unreliable or inexpe-
rienced.  

Live Your Brand
Promoting and publishing information that you are truly interested in makes it much 
easier to stay active with your brand and online presence. If you are interested in 
becoming a marketing manager in the sports industry, you must stay informed on 
athlete and industry news, practice writing content discussing changes and advertis-
ing strategies, and remain involved in the industry. 
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Project a Positive Attitude and Community
With the possibility of employers and co-workers viewing your online activity, 
refrain from posting or advertising negative or offensive content about your cur-
rent occupation, employers, co-workers, or habits. Hiring committees may use your 
online attitude and posts to determine your character and negative content could 
prevent you from reaching intended goals, positions, and audiences. 

Stay Up to Date
Whatever sites and sources you use to publish your personal brand, make sure to 
remain active and current. Changes in employment status, location, goals, and life 
statuses are all examples of information that may change your occupational trajec-
tory and life goals, so you will want to update this information to keep your brand 
current and authentic. Post relevant and interesting content to show investment in 
your market and sustain connections within your growing network. 

Grow Your Online Presence
Creating and maintaining a LinkedIn profile, personal website or blog, online 
portfolio, and social media accounts are some ways that you can establish and 
grow your online presence and network. Using professional online connections 
can increase the publicity of your personal brand and show a wider audience your 
qualifications, interests, and goals. 

Reinvent as You Experience
It is increasingly common for people’s occupational goals, interests, and personal 
messages to change throughout their lifetimes. As you work and gain experience, 
you may change the message and presence you wish to advertise. By updating your 
profiles, blogs, and connections, you can reinvent and add to the messages and 
activity you publicize to future employers and companies. Do not be afraid to 
slowly change your brand — just make sure to stay honest and consistent with who 
you are as a professional. 

Top 10 Tips for Creating Your Personal Brand
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10 Let Your Personality Show
Finally, don’t be afraid to show your personality through your personal branding. At 
the end of the day, employers want to get to know you. 
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