
JOB SEARCH STRATEGY 101
Create a plan, stay focused, and get results



JOB SEARCH STRATEGY - AGENDA
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Clarify Your 
Goals

Use a 
Structured 
Approach

Track and 
Stay 

Organized
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WHAT’S OUR GOAL TODAY? 
Your job search strategy needs to be comprehensive, and we’ll cover all aspects, but this is 
honestly too much information to absorb in detail in one sitting. 

The goal for today is to understand that:
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A job search strategy is a lot more than “spray and pray” (applying to hundreds of jobs  
and hoping you get an interview).

There are many tools you can use during your search, but you need to balance them.

There are many ways to be better organized and use technology to help with your 
sanity, your networking efforts, and the speed and quality of your applications.

Everyone’s strategy will be a little different, determined by your role, industry, 
interests, and personality. But it should be intentional. 

You will have plenty of time to review the details of this presentation on your own, 
and create your own strategy in the coming weeks. 



Apply Online
Apply to fewer, higher quality 
jobs with top-notch materials

COMPONENTS OF YOUR PLAN
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Self-Assessment Summary: 
Goal Setting

Keep updating this list: what 
you want and don’t want in a 

job and desired job titles

Reach Out to Recruiters
They can help you get to a 

decision-maker

Tracking Tools
Stay on top of your: 
Networking Tracker
Application Tracker

List of Target Companies

File and Time
Management

Stay organized from the 
beginning because you will 
have a LOT to keep track of

Search Online
Search efficiently, in the right 
places, with the right search 

strings to find your targets
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Activate Your Network
Contacts can help refine your 

goals and identify opportunities 
that are a great fit

Prioritized Target List 
of Companies/Orgs

You will be most successful 
with a target list (proactive) 
vs. applying to random jobs 

(reactive)

Define Your Goals Organization/AIUse a Structured Approach

Attract Recruiters
They are increasingly using 

proactive search so be findable

AI Tools
Can be a time saver and 
increase quality, but not 

always. Options: Purpose-
built tools and ChatGPT/ 

Claude both work.



WHAT DO YOU WANT OUT OF YOUR NEW JOB?
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Self-Assessment 
Summary

1 2 3 4 5

DO 
Want

DON’T 
Want

Considerations: 
Salary | Benefits | Location | Lifestyle | Working Conditions | Company Culture | 
Company Size | Industry Type | Remote Work  | Advancement Opportunities | Other

1 2 3 4 5

Potential 
Job Titles

Potential 
Industries

Keep thinking about 
this – your goals may 

change over time with 
new information
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Recruiters search for 
Title + Industry + Skills, 

so be as clear as you 
can on this



WHAT IS A TARGET LIST AND WHY CREATE ONE?
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Target List of 
Organizations/ 

Companies

➢ It helps you to FOCUS your search.

➢ It means that you are PROACTIVE rather than reactive. You are in control. 

➢ It provides STRUCTURE to prompt action, not procrastination.

➢ It saves you TIME by allowing you to apply to fewer (but better-fit) jobs.

➢ It is PRIORITIZED to allow you to focus on companies where you have a higher chance of success. 

What is a Target List? 
A list of companies/organizations that are high potential: you are interested in them, they’re 
hiring, and/or you have potential connections. Your list will change over time as you gain 
information.
Why Create a Target List? 

Many coaches recommend starting with a list of about 40 companies. 
A short list does not provide enough options, a longer list gets overwhelming. 

Adapted from Steve Dalton, The 2-Hour Job Search.



HOW TO CREATE A TARGET LIST
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Personal 
Knowledge

Start with the basic filters to narrow your list:  Industry | Company Type and Size | Location

Networking 
Contacts

Portland 
Business 

Journal

Ask ChatGPT or 
Perplexity.ai

Online “Best” or 
“Fastest 

Growing” Lists

Local 
Directories

LinkedIn

Trade 
Association 

Websites

See Resource Section for More Sources

Job Boards: 
Who is Hiring?
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Target List of 
Organizations/ 

Companies

AI Prompts for Target 
List Creation: Use 
these prompts to 
expand your list.

https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Target-List-Creation.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Target-List-Creation.docx


EXPAND YOUR SEARCH

© Lake Grove Job Seekers 8

Private section jobs in Oregon tend to be 
in very small or large companies

Source: 2023 Data from the Oregon Employment Department

Target List of 
Organizations/ 

Companies

Also expand your geography: recent job growth in Oregon has been in secondary cities: Bend, Salem, Corvallis, Eugene

There is a wide range of industries represented 
when looking at all jobs in Oregon



PRIORITIZE AND SORT YOUR TARGET LIST
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Criteria What it means Scoring

Motivation Your interest level 

and thus your 

willingness to do the 

work necessary to 

get the job

3 = High. “Dream” company 

2 = Medium

1 = Low

0 = Don’t know enough

Postings Are there relevant 

job postings? 

(actively hiring 

people like me for 

positions of  interest)

3 = Openings for exact 

titles/positions I want

2 = Semi-relevant positions 
(different dept or 

higher/lower level)

1 = No relevant or any 

openings

Advocates Do you know anyone 

there already, or 

does the company 

hire people like you

Y = Yes

N = No

Steve Dalton, The 2-Hour Job Search

Download and adapt a Target List template: search “Target List” on the LGJS Website

Populate your list, then prioritize it. Motivation is key but so is whether they are hiring and having an advocate. As you 
get new information: change your ratings, update your list with new companies, and delete others. 

Company Motivation Postings Advocates

Nike 3 3 N

Adidas 3 1 Y

On 3 2 N

Columbia 3 1 Y

Bogs 1 2 N

Skora 1 3 Y

Keen 0 3 Y

Columbia 0 2 N

Skechers 0 1 N

Example Sort by columns: 
First by Motivation, 
then by Postings, 
then by Advocates. 

Motivation is often 
the most important 
driver – you can 
search for 
advocates. 

Create a Top 5 list 
based on your 
rankings. 

1 2 3
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Target List of 
Organizations/ 

Companies



IMPROVE YOUR ODDS: FOLLOW THEM ON LINKEDIN
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Target List of 
Organizations/ 

Companies

Don’t keep it a secret: use LinkedIn to let your target companies know you're interested in them! 

Not all companies have this option, but if 
they do, it’s on the About and Jobs pages.

Follow the company to both learn 
and tell recruiters you are interested Also click the “I’m interested” button

Over time, connect with people at the company for information and to signal to the algorithm your interest.



© Lake Grove Job Seekers
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SPEND TIME ON TARGET COMPANY CAREER SITES

Get alerts

What is their 
mission? What are 

they proud of?

Most orgs 
have many 
locations

They may 
have 

events to 
attend

Read 
it!

Job 
Postings

It can be 
hidden

Join their talent network + upload your resume if possible

Target List of 
Organizations/ 

Companies



GROW AND ACTIVATE YOUR NETWORK
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Remember that “weak ties” are often the most productive sources of leads.  Tell everyone! 

Activate Your 
Network

1) Start with people you know; 2) Reactivate dormant contacts; 3) Find people with shared interests

➢ See the Networking page on our website for more detail on this how to execute this strategy.

 Post on LinkedIn that you are actively seeking once you have clarified your goals:

➢ Open to Work posts on LinkedIn: be intentional, don't use the default message!

 Use the green “Open to Work” banner on your profile:

➢ There is no longer any debate that it is helpful to both recruiters and your contacts.

➢ We don’t recommend an #opentowork hashtag; it leaves you vulnerable to scammers.

 Post on other social media that you are open to work:

➢ Include your target companies/industry/role in your message

 Review the Open to Work PDF on the website (search “open to work”)

 Attend/Review the Networking 101 and LinkedIn 101/201 Skill Builder Workshops

https://mitsloan.mit.edu/ideas-made-to-matter/study-weak-ties-make-a-difference-finding-a-job-online
https://lakegrovejobseekers.org/learn/networking-getting-started
https://lakegrovejobseekers.org/assets/uploads/documents/How-to-Announce-you-are-Open-to-Work.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/How-to-Announce-you-are-Open-to-Work.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Open-to-Work-Info-Sheet_instructions-and-template.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Networking-101.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-101.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Linkedin-201.pdf


MAKE CONNECTIONS AND FIND HIDDEN JOBS IN 
PROFESSIONAL COMMUNITIES
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Also recommended: Subscribe to  Newsletters related to your role or industry to learn about latest trends and 
recently posted jobs. 

Join online groups/communities 
(beyond LinkedIn groups which often 
aren’t active) and be an active 
participant: 

• Keep up with trends
• Ask questions/contribute
• Broaden your network
• Discover jobs you may not have 

found elsewhere or that are not yet 
posted. 
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Activate Your 
Network

Pro Tip: Recruiters search these 
communities for applicants! 

www.thehiveindex.com 

https://inboxreads.co/
http://www.thehiveindex.com/
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Online search is most effective when you're looking 
for a job with a similar title to your current one 

If you are pivoting to a job that is not directly related 
to what you’ve been doing recently, 

spend MOST of your time creating a target list + 
growing and activating your network. 

Job 
Boards 

and 
Search 
Engines



STRATEGY: DISCOVER, EVALUATE, THEN APPLY
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They are one part of your multi-pronged approach to discovering good-fit opportunities
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How You Discover Opportunities How You Evaluate Those Opportunities

✓ Professional contacts

✓ Random encounters 

▪ Your neighbor, at an event, etc.

✓ Job boards

✓ Staffing firms and agency recruiters

✓ Company careers pages

✓ Newsletters/blogs/LinkedIn feed

✓ Does it align with my goals? 

✓ Is it a company on my target list? 

▪ If not, should it be?

✓ Do I have potential contacts there? 

✓ Do my networking contacts recommend it?

✓ Do I meet the required qualifications?

✓ Is it not yet posted, or posted recently?

Search 
Online



GET THE MOST OUT OF JOB BOARDS
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They are much more than just a list of job openings

Research Job Titles
• Leave location blank at first.
• Read the job posts carefully to 

assess interest, fit, etc.
• When you discover new potential 

job titles, add to your list

Create New Job Alerts
When you find search terms that work 
well, set up Alerts to be notified when 

new jobs drop. 

Research Companies and 
Industries

Some job boards have 
detailed information on 

companies and industries.

Research Common Keywords
• Read the job posts carefully.
• Start a list of common keywords 

found in Qualifications and 
elsewhere.

• Add relevant keywords to your 
resume and LinkedIn profile.

Research Salaries
Glassdoor, Indeed, and others can 

help estimate salary ranges, and 
more postings are listing salary 

ranges.

Upload Your Resume
Recruiters do search job boards, 
especially Indeed and industry-

specific ones. Uploading to 
LinkedIn helps the algorithm.
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Search 
Online



JOB BOARDS AND SEARCH ENGINES
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▪ Standards: Indeed + LinkedIn + Google

▪ AI-powered Search Copilots (finds jobs based on your resume; other tools): joblogr.com; tealhq.com, jobright.ai

▪ Remote Jobs: FlexJobs (fee) + WeWorkRemotely + RemoteOK

▪ Specific Searches, filters more “ghost” jobs: Hiring Cafe

▪ All jobs posted to one ATS: Greenhouse

▪ State of Oregon: QualityInfo.org (includes jobs not visible elsewhere)

▪ Experienced Managers/Directors: LinkedIn + these sites

▪ Recent College Graduates: Handshake

▪ Hourly Workers: Snagajob and Craigslist

There are thousands of job boards and job search engines out there
Here is a list to get you started…do not use LinkedIn exclusively!
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Find job boards that work for YOU: 

Read this article for tips on using these sites effectively

See Extras at the end for a 
comparison table

Search 
Online

http://www.indeed.com/
https://www.linkedin.com/jobs/
https://joblogr.com/
http://www.tealhq.com/
https://jobright.ai/
http://www.flexjobs.com/
https://weworkremotely.com/
https://remoteok.com/
https://hiring.cafe/
https://my.greenhouse.com/
http://www.qualityinfo.org/
https://www.linkedin.com/jobs/
https://www.findmyprofession.com/career-advice/best-executive-job-search-sites/
https://joinhandshake.com/
https://www.snagajob.com/
https://portland.craigslist.org/d/jobs/search/jjj
https://careersherpa.net/best-job-search-websites/


HOW TO USE GOOGLE JOBS
1. Enter [job titles] plus the word “jobs.”      

Use Boolean operators for more precision:

➢ (development OR fundraising OR partnerships OR alumni) 
AND (nonprofit OR university) jobs

2. Click the Jobs tab to see results.

3. Click the date posted filter
➢ select Yesterday or past 3 Days. 

4. Follow this search to get daily 
notifications or run the search daily.

For jobs of interest:
➢ Go to the company website to ensure it’s 

current. 

© Lake Grove Job Seekers 18

Search 
Online



JOB BOARDS: BY INDUSTRY/FUNCTION
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https://huntr.co/research/job-search-trends-q1-2025
https://www.betterteam.com/job-boardshttps://zety.com/blog/best-job-search-sites
https://www.smartrecruiters.com/blog/best-50-niche-job-boards/ 
https://careersherpa.net/best-job-search-websites/

Niche job boards are very helpful – there are many fewer job seekers, and they get more callbacks

• See if your university has a job board for Alumni

• Check your professional association

• Ask your network for their suggestions!

Job Website Focus

Idealist.com; Macslist.org (local) Nonprofits

Governmentjobs.com; USAjobs.gov Government

Recruitmilitary.com Veterans

HigherEdJobs.com Colleges & Universities

HealthECareers.com Medical

EFinancialCareers.com Finance

Wellfound.com Startups

Jobs.mashable.com Marketing & Technology

BuiltIn.com; us.welcometothejungle.com Tech

Jobs.ieee.org Engineering

Dice.com IT/Software

Behance.net Creative

ConstructionJobs.com Construction

See this list Neurodivergent
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For a directory, see https://www.jobsearchdb.com/ 

PRO TIP: Ask an AI tool: 
What are the best job boards for job seekers in 

[industry] or [function]?

Search 
Online

https://huntr.co/research/job-search-trends-q1-2025
https://huntr.co/research/job-search-trends-q1-2025
https://huntr.co/research/job-search-trends-q1-2025
https://huntr.co/research/job-search-trends-q1-2025
https://huntr.co/research/job-search-trends-q1-2025
https://huntr.co/research/job-search-trends-q1-2025
https://huntr.co/research/job-search-trends-q1-2025
https://huntr.co/research/job-search-trends-q1-2025
https://huntr.co/research/job-search-trends-q1-2025
https://www.idealist.org/
https://jobs.macslist.org/
https://www.governmentjobs.com/
https://www.usajobs.gov/
https://recruitmilitary.com/
https://www.higheredjobs.com/?locale=en_US
https://healthecareers.com/
https://www.efinancialcareers.com/
https://wellfound.com/
https://jobs.mashable.com/
https://builtin.com/
https://us.welcometothejungle.com/
jobs.ieee.org
https://www.dice.com/jobs
https://www.behance.net/joblist
https://constructionjobs.com/
https://careers.uw.edu/resources/job-search-engines-for-neurodivergent-job-seekers/
https://www.jobsearchdb.com/


CAST A WIDE NET ON JOB TITLES WHEN SEARCHING
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Search 
Online

To create a customized search string with many job titles, see the Extras section at the end for detailed instructions

A few reasons job titles have changed so much:

• Roles now span multiple functions

• Companies want to differentiate themselves when hiring

• Work has become more dynamic and less siloed

• Titles are being used to reflect culture, not just tasks

https://www.altis.com/learn/the-evolution-of-job-titles-do-they-still-matter

Applies to other industries too: “Fundraising” might be 

called Partnerships, Annual Gifts, or Development



OR REVERSE-ENGINEER: SEARCH BY SKILLS
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Search 
Online
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Sales Example

Outbound Pipeline Generation
• Prospecting, cold outreach, lead qualification 

(MEDDPICC / BANT), CRM management 
(Salesforce / HubSpot), cadence building, 
pipeline analytics.

Account Retention & Expansion
• Key account management, contract renewal 

negotiation, executive relationship building,  
churn reduction, upselling, cross-functional 
client alignment.

Commercial Strategy & Systems
• Revenue analytics, sales forecasting, CRM 

administration, territory planning, incentive 
compensation modeling.

Fundraising & Advancement Example

Individual & Major Donor Development
• Moves management, major gifts cultivation, planned 

giving, high-net-worth individual (HNWI) engagement, 
donor stewardship, portfolio management.

Institutional Grants & Proposal Development
• Institutional research, grant writing, foundation 

compliance, logic model development, program 
evaluation metrics, budget narrative drafting.

Advancement Systems & Data Operations
• Donor database administration (Raiser's Edge / 

Salesforce NPSP), donor segmentation, campaign 
performance analytics, list hygiene, appeal tracking.

Use AI to do a deep dive into the key skills required in the jobs you are seeking, 
cross-reference against skills you have, and use that list



USE LINKEDIN TO FIND JOBS IN YOUR NETWORK
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In JOBS category:
1. Use ALL FILTERS to select: 

• Past 24 hours
• In your network (toggle on)

• Others as relevant
2. Use title and location SEARCH 

boxes to add specific title(s) and 
location.

3. Reach out to Connections! But 
don’t wait to apply if they don’t 
get back to you quickly. 

Jobright.ai can 
help with this too

Streamline your searches:
➢ Set as a job alert on LinkedIn
➢ Favorite/bookmark the URL to 

run it daily. No need to re-enter.

Search 
Online



JOB DISCOVERY TIPS: BE EFFICIENT
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Use your Self-Assessment Summary to assess fit 
with your goals. Don’t waste time on poor-fit jobs.

The goal is a smaller number of good-fit jobs.

Confirm on the company’s careers page that the 
jobs you want are still open. 

Don’t waste time on jobs that are closed 

Use a separate browser with open tabs for your 
job board searches. Refresh to search. 

Use tabs for Google, LinkedIn, Indeed, and a few 
niche job boards and job search engines 

+ your top 5 target company career pages.

It’s easy to fall into a trap of endlessly search online. Don’t do it! 

Filter for “past 24 hours” if you search daily or “past X days” if 
searching less often. 

On most sites: use Boolean operators AND | OR | “ “ (quotation 
marks) to narrow your searches to exactly what you want. 

It’s so tempting to apply to everything, but that time can be better 
spent on other things like networking. 

Companies often pay for a 30-day job posting on a job board, 
then close it after a week. However, the ad remains posted. 

If open, save to Huntr.co or Tealhq.com. Also save a PDF; job 
postings disappear and you’ll need it later. 

Search 
Online



READ THE ENTIRE JOB POSTING BEFORE APPLYING
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• A well-written job posting is an ad designed to 
attract high-quality candidates, not an official 
HR job description. 

• Many companies don’t follow this best practice 
and just post a long, dense job description. 

• If the job posting is dense and/or confusing, use 
AI to help translate it into clearer language. 

Many job seekers skip straight to the Requirements, then customize their application with skill keywords. 
Recruiters tell us this is not enough!

There is valuable information throughout the entire job 
posting. Be sure to read it CAREFULLY: 

About the Company: Don’t neglect this 
➢ What pain points do they mention? 
➢ How do you align with their vision and values? 

About the Job: What you’ll do; what problems you’ll solve

Location: Don’t apply to a hybrid job in CA assuming you can work 
remotely, or a remote job in NY assuming you never need to go into 
the office. Understand how the job is structured.

Salary: The advertised salary range is for guidance only. They can 
sometimes go higher IF you are an exceptional candidate.

Requirements: The most important ones are usually at the top.

How to Apply: Follow the instructions EXACTLY. 

Apply 
Online

Job Postings vs. Job Descriptions 



APPLY TO FEWER, BETTER-FIT JOBS
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Jobs on LinkedIn: click Apply (takes you to 
company website) and apply there, then click YES 

when LI asked you if you applied.

Quick Apply? No. Apply on the company’s website. 

https://www.topresume.com/career-advice/the-early-bird-gets-the-job-the-best-time-to-submit-your-resume
https://www.linkedin.com/posts/mariezimenoff_learn-why-applying-to-open-positions-is-important-activity-7090315809897549824-1ymf?utm_source=share&utm_medium=member_desktop
https://www.linkedin.com/posts/edmhan_jobseekers-jobsearch-raezsumaez-activity-7091727930417930241-ND-a?utm_source=share&utm_medium=member_desktop

Apply within 24 hours for big companies, 
3-5 days for smaller companies

Exceptions are government and nonprofit jobs with a 
posted closing date (but even here, earlier is better).

Your odds of getting an interview (without a referral) are
8X higher when you apply in the first 96 hours
than a week later. If you have a strong connection, reach out 
to see if they have a referral link. Otherwise, apply now.

Apply If  You Meet 75%+ of the 
REQUIRED Qualifications

Recruiters tell us that most applicants just don’t 
meet their needs and wasted their time applying. 

Do NOT use one-click apply to apply to hundreds of jobs.  Fewer but higher quality apps is the key to success. 

Don’t waste your time if the job is a big stretch. 
However, many job postings are unrealistic and/or poorly written. 
Use your judgment.
Try this: "Brutally Honest" Job Fit Prompt: Should I Apply?

LinkedIn has recently invested heavily in its Recruiter product. 
Recruiters get more insight about you when you tell LinkedIn you 
applied. 

Apply 
Online
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https://www.thejobinsiders.com/blog/when-should-you-apply-for-a-job-heres-how-to-8x-your-odds-
https://lakegrovejobseekers.org/assets/uploads/documents/Brutally-Honest-Job-Fit-Prompt.docx
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Keep Networking to Find Contacts
If you don't have contacts at a company, keep at it.
You may find someone who can provide information 

for interviews or flag your application for an interview.

See the LinkedIn 201 presentation for step-by-step instructions. 

Having contacts at the company is another indication to the 
LinkedIn algorithm that you are very interested in them.  

(Maybe) Write a Customized Cover Letter
Read the Cover Letters presentation to see 
when to include one and how to create one. 

Don’t restate your resume or rely solely on AI.

See the Cover Letters presentation for info and tips, and the 
AI Prompts for Cover Letters for a quick first draft.

One strategy: Include 3 bullet points highlighting key 
strengths that hit their “pain points.”

Customize Your Resume
Position yourself as exactly what they are seeking. 

Reword/re-order your skills, change the order of your 
bullet points, and edit keywords to their phrasing. 

See the Resumes 101 Skill Builder Workshop for tips about how 
to identify keywords and use them to tailor your application. 

For high quality + speed, use our 
AI Prompts for Customizing Resumes

CUSTOMIZE YOUR MATERIALS
You should NOT be rewriting your resume every time. Find tools to help. 

PRO TIP: Use Simplify (a Chrome extension) or Huntr.co to help autofill applications. 

Apply 
Online

https://lakegrovejobseekers.org/assets/uploads/documents/Linkedin-201.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Cover-Letters.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompt-for-Cover-Letters.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Resumes-101.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Customized-Resumes.docx
https://simplify.jobs/
https://huntr.co/product/job-application-autofill
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Short Answer Questions are 
Important

Don’t use AI to cut/paste responses. 
The recruiter will know, and it will 

disqualify you. This is another place 
to demonstrate your human 

communication skills.

“Knockout Questions” are the 
source of most auto-rejects
The Question: "Do you have at least 3 

years of hands-on experience archiving and 
migrating data within Salesforce 

Enterprise?"
The Knockout: Choosing "No" or "Yes, but 

less than a year."

Apply 
Online



USE LINKEDIN STRATEGICALLY
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KEY TAKEAWAYS

1. Skills Matching is Make-or-Break
- Recruiters can see exactly which skills match the job posting
- They can filter applications by skills relevance
Action: Mirror the exact skills from job postings on your profile

2. “Likelihood of Interest” Score is Meaningful
- LinkedIn calculates how likely you are to respond to outreach
- This impacts whether recruiters even bother contacting you
Action: Stay active on LinkedIn to boost this invisible score

3. Company Connections = Golden Tickets
- Recruiters can see how many 1st degree connections you have at their company
- This acts like social proof, increasing the know-like-trust factor
Action: Strategically connect with employees at target companies

4. Your Activity is Being Tracked
- Commenting on company posts signals interest
- Recent profile updates show you're "engaged in the job market"
Action: Interact with target companies' content regularly

5. Some Spotlights Stack for Maximum Impact
One action can trigger multiple positive signals:
- Turning on "share resume with recruiters" hits 3+ spotlights
- Commenting on company posts hits 2+ spotlightshttps://www.linkedin.com/posts/jessicaholbrook_what-recruiters-actually-see-when-you-apply-activity-

7368621235896811530-81mf/

Applying on LinkedIn helps train the algorithm 
so that you see better-fit jobs in your feed.

Apply to 2-3 jobs/week for several weeks
(and confirm with LinkedIn that you applied to these jobs).

Apply 
Online

Using LinkedIn helps signal to the algorithm that you are a 
high-potential candidate.

Stay active: comment on company posts, edit your profile
Follow target companies and recruiters at that company
Click “I want to work here” on their company page (when available)
Turn on “share resume with recruiters”
Connect with employees at your target companies
Add the exact skills you see in job postings to your profile
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Internal Recruiters:
Employed by the company

Download How to Find and Connect with Recruiters from our site and send a strong connection request

UNDERSTAND THE DIFFERENT TYPES OF RECRUITERS

Small Companies:
HR can be an afterthought: Companies may not 
even have an HR department, or one person may 
do HR and operations.

Large Companies:
Very busy: One recruiter may have 20 open jobs to 
fill across multiple departments.

Government/Nonprofit:
Collaborative hiring: A search committee may be 
responsible for recruiting and interviewing.

Small (Boutique) Firms:
A few staff, often local, typically provide better 
service to applicants but have fewer openings. 
Often specialize in contract and full-time placement. 

Large Recruiting Firms:
High volume: May provide staffing (temp, temp-to-
permanent, other) placements in addition to 
contract and full-time.

Headhunters:
Low volume, highly specialized: Often recruit for 
executive placements that may not be advertised.

External Recruiters:
Contracted by the company

Reach Out to 
Recruiters

Learn More: lakegrovejobseekers.org/learn/recruiters 

https://lakegrovejobseekers.org/assets/uploads/documents/How-to-Find-and-Connect-with-Recruiters.pdf
https://www.indeed.com/career-advice/finding-a-job/how-to-reach-out-to-a-recruiter
https://www.indeed.com/career-advice/finding-a-job/how-to-reach-out-to-a-recruiter
https://www.indeed.com/career-advice/finding-a-job/how-to-reach-out-to-a-recruiter
https://lakegrovejobseekers.org/learn/recruiters


REACH OUT TO AGENCY/EXTERNAL RECRUITERS
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External recruiters are agencies hired by companies that need help finding great candidates. 
Establishing relationships with a few recruiters is a great idea

 Agencies are paid by employers – you should never be asked for money

 Most have a set onboarding process for new clients posted to the website, which could be 
applying to one of their open positions

 Some will provide advice and refer you elsewhere if they are not the best fit for you

 They present you to the client with your resume and a brief summary when they have a role 
that fits your experience

 See the list of sites for contract work in Resources at the end of this presentation. 

 You will often get better treatment from smaller, boutique firms, but the big firms have more 
jobs and work with bigger companies so don’t ignore them
➢ Find out what recruiting firm your target companies use by asking your network

Reach Out to 
Recruiters

It is VERY difficult to reach out to internal recruiters – first follow them on LinkedIn and 
comment on their posts to get a relationship started.



BE FOUND BY RECRUITERS
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Recruiters are increasingly searching for talent (vs. posting), and not just on LinkedIn. 
Create profiles and stay active to be found, especially if you are in the tech industry.

Generalist Sites Technology Sites

Linkedin.com

Indeed.com

Dice.com (general tech)

Wellfound.com (startups)

Other Sites

Recruiters are also using 
aggregators like Gem to 
search across multiple 
sites.

If you can create a profile 
on a career site, do it, 
and update it regularly to 
signal that you are active 
talent. 

You can’t be discovered if 
you are invisible.

Attract 
Recruiters



ATTRACT RECRUITERS VIA YOUR LINKEDIN PROFILE
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Throughout Your Profile: Use JOB TITLE + INDUSTRY + SKILL keywords. 

Job Titles: Use market-standard job titles from LinkedIn’s drop-down menus.  

Skills: Select skills in your profile that tell a cohesive story. 
➢ LinkedIn now ranks you higher if you have a tighter set of related skills vs a longer list of eclectic skills.

➢ Select variations in terminology for the same skill. Pin the top 3 and get endorsements for them.

 Recruiters want candidates who are actively looking: 
➢ Specify the job titles, locations, and employment types you are seeking, and set your job search visibility. 

 Recruiters want candidates who are active on LinkedIn (meaning likely to respond to them):

➢ Comment and share content or write your own to show engagement.

➢ Reply within 12 hours: turn on notifications so you don’t miss incoming messages!

➢ Always respond if a legit recruiter, even if the job is not a fit for you. Be polite. 

 Check recruiter’s # of contacts and profile creation date.

Another indicator of activity: 
editing your Profile regularly. 

Do this weekly – small 
changes OK

Attract 
Recruiters



ATTRACT RECRUITERS VIA YOUR INDEED PROFILE

Smart Fit Score 
Components What the AI Analyzes Impact on Score

Screener Questions Answers to "Dealbreaker" questions (e.g., 
"Do you have a CDL?").

Extreme: Missing a "Must-Have" can drop a score 
by 50+ points instantly.

Resume Extraction Years of experience, past job titles, and 
specific skill mentions.

High: The AI looks for progression (e.g., Junior to 
Senior) not just keywords.

Conversational AI Contextual data from the "AI Recruiter" chat 
after applying.

Medium: Nuanced details (e.g., "I managed a 
budget of $50k") boost the score.

Location & Preferences Commute distance, remote work type, and 
salary expectations.

Low/Medium: Helps the AI determine the 
"likelihood of acceptance."
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Implications for job seekers:
• Update Indeed profiles and resave resumes regularly. Rank is based (in part) on when last updated. 

➢ Resaving resume every 2-3 days signals high interest to recruiters.
• Answer every screener question with "evidence" (numbers/years), e.g., “Yes I have had a CDL for 10 

years”). Do not skip any.
Read this document for more great advice → Optimizing Your Use of LinkedIn and Indeed

Indeed is now competing with LinkedIn Recruiter, using AI to help source candidates at a lower cost. 
To be considered a “Smart Fit” pay attention to these components in your Profile and activity: 

Indeed Pro Tip: 
Enable SMS notifications + 

Respond quickly
 

It’s a massive signal of 
intent on Indeed

Attract 
Recruiters

https://lakegrovejobseekers.org/assets/uploads/documents/Optimizing-for-Indeed-and-LinkedIn-in-2026.pdf


WHY DO WE TRACK WHAT WE DO?
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Organization 
Tools and 
Trackers

 We are easily distracted

 It’s hard to remember 
who you talked to and 
when, not to mention 
what you discussed

 A tracker keeps you 
accountable

 A tracker reminds you of 
next steps

34
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TRACK YOUR NETWORKING EFFORTS

Download and adapt this Excel Networking Tracker
OR explore tealhq.com or other online options.

35

Organization 
Tools and 
Trackers

The best networking tracker is one that you will use and that will prompt you to action

https://lakegrovejobseekers.org/assets/uploads/documents/Networking-Tracker.xlsx
https://www.tealhq.com/tool/networking-crm
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Save the job posting in a screenshot or hard copy (not just a link).
They disappear, and you’ll need them later when you interview!

Organization 
Tools and 
Trackers

Use Huntr.co, Tealhq.com, download our tracker, or use your own tool. But do use something!

TRACK YOUR JOB APPLICATIONS

https://huntr.co/product/job-application-autofill
https://www.tealhq.com/


TIME MANAGEMENT: CALENDAR BLOCKING
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LGJS Monday 
Meeting

Hiking with Mazamas

LGJS Skill Builder 
Workshop

Info Interview

Dinner with Joe & 
Barbara

LinkedIn feed and 
commenting

LinkedIn feed and 
commenting

LinkedIn feed and 
commenting

LinkedIn feed and 
commenting

Online Job App: 
customize resume, 
write cover letter, 

complete app

Online Job App: 
customize resume, 
write cover letter, 

complete app

Networking planning: 
reach out to potential 

new contacts

Review company 
target list; research 
new opportunities Thank you note

Networking group 
monthly meeting

Grit Group

This tool is very effective for setting goals, staying accountable, and managing your time. 

File and Time
Management

37

LGJS Online Study 
Hall

LGJS Getting Started 
Forum

Help Joe with 
yardwork

Include:
- Time for you
- Time for learning
- Time for helping others 

Info Interview

Online Search

Online Search Online Search

Online Job App: 
customize resume, 
write cover letter, 

complete app
Hubspot course: 
Using CRMs

Interview Prep: Mock 
Interview on ChatGPT



DOCUMENT MANAGEMENT
1. Save a base resume with every job, skill, and accomplishment bullet point

➢ Never send this version; it’s your database to adapt. 

➢ Pro Tip: Keep updating after you land your job as you have new accomplishments.

2. Create semi-customized templates for each type of role you are seek

➢ Optional: If you are seeking two or more similar roles, this will save time customizing for a 
specific job (e.g., competitive intelligence and consumer insights – both market research).

3. Then, fully customize a template for a specific job  
➢ Use the exact keywords from the job post to capture company-specific terminology 

➢ Save using a descriptive file name: James-Bond-Resume-Logistics-Manager-Nike.docx

➢ Your recruiter will appreciate not getting yet another “resume.docx”

4. Save as both Word and PDF (some sites like Teal only save as PDFs, that’s OK)

5. Send as PDF when sharing by email to networking contacts or recruiters. 

➢ People review resumes on their phones, so send your PDF to yourself to check how it looks on a 
small screen. © Lake Grove Job Seekers38

File and Time
Management



AN AI SYSTEM ONLY HELPS IF YOU HAVE STRONG INPUTS

Many job seekers do not spend enough time on their upfront self-assessment process                     
(including goal clarification), nor on developing an achievement-focused resume and a SOAR story bank.   

These are foundational to your strategy, whether you use AI or not.
© Lake Grove Job Seekers 39

Base Resume with bullet points that 
tell compelling stories about your 
achievements

Career Source Material document: 
An enhanced Self-Assessment 
Summary with all your goals, target 
industries and job titles, and other 
information not on your resume

SOAR stories detailing your 
achievements and mapped to 
common interview questions

Job fit scored against your resume
and your goals

Customized draft resume to edit

Customized draft cover letter to edit

INPUTS OUTPUTSSYSTEM

Interview prep: Possible interview 
questions and responses, company 
research

Salary information

Using AI in 
Your Search



AI AUTOMATION: *SOMETIMES* HELPFUL
 Using AI to automate the search process can be a time saver IF you are finding many roles that 

are a good fit and you need to sift through them. 

 For a good, documented process with prompts, see these blog posts then customize to your 
needs: 
➢ artificialcorner.com/p/claude-mini-course-1: Scrapes job boards and creates a Google sheet of postings

➢ artificialcorner.com/p/claude-mini-course-2: Analyzes the jobs for fit with your resume

➢ artificialcorner.com/p/claude-mini-course-3: Creates a system to run the search/analysis automatically

 Explore our tools (below) or use a purpose-built platform (see next slide) to help customize 
resumes for applications
➢ AI Prompts for Creating a Base Resume

➢ AI Prompts for Customizing Resumes for Applications

➢ Use Projects to Streamline Resume Customization

➢ Create an Interview Prep Skill to help with assessing fit, creating practice questions and crafting answers, and 
even with salary negotiation

➢ Brutally Honest Job Fit Prompt (for additional help customizing)
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Using AI in 
Your Search

https://artificialcorner.com/p/claude-mini-course-1
https://artificialcorner.com/p/claude-mini-course-1
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https://lakegrovejobseekers.org/assets/uploads/documents/interview-prep-skill.docx
https://lakegrovejobseekers.org/assets/uploads/documents/interview-prep-skill.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Brutally-Honest-Job-Fit-Prompt.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Brutally-Honest-Job-Fit-Prompt.docx


HOW CAN LGJS AND OTHER AI TOOLS HELP?
Self-Assessment Target Lists Networking Online Search Resumes/ 

Cover Letters
Applications

See our website and 
use the Ikigei prompt 
in ChatGPT (see the 
section that says 
“Use AI to Help.” 

Or use another tool 
to help refine your 
career goals through 
a conversational 
interview.

Use our 
AI Prompts for 
Target Lists

When you want to 
go deeper, use
AI Prompts for 
Company and 
Industry Research 

Use our 
AI Prompts for 
Networking

Use AI-enabled job 
boards like jobright.ai 
and Welcome to the 
Jungle to find 
opportunities using 
either your resume or a 
natural language 
prompt. 

DO NOT USE AI TOOLS 
ALONE TO WRITE YOUR 
RESUME OR COVER 
LETTER

Personalized, keyword-
rich bullet points that only 
you could write are key. 

Use these tools to help: 

AI Prompts for Base 
Resume Creation

AI Prompts for Resume 
Customization

AI Prompts for Cover 
Letters

DO NOT USE AI 
TOOLS TO 
AUTO APPLY

These applications 
are easy to spot, and 
recruiters hate them. 

Instead, use Simplify 
Chrome Extension 
and Huntr.co to 
streamline the app 
process. 
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See a complete list of AI Tools on the Essential Tools page of our website

Also see: 
AI Prompts for LinkedIn Profile Optimization
AI Prompts for Interview Prep
Create an Interview Prep Skill << highly recommended

Using AI in 
Your Search

https://lakegrovejobseekers.org/get-started/self-assessment
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-to-Build-Your-Target-Lists.docx#asset:23889@1:url
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-to-Build-Your-Target-Lists.docx#asset:23889@1:url
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Company-Research.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Company-Research.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Company-Research.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Networking.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Networking.docx
https://jobright.ai/job-referral
https://jobright.ai/job-referral
https://app.welcometothejungle.com/initial-preferences/quality
https://app.welcometothejungle.com/initial-preferences/quality
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Base-Resume.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Base-Resume.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Customized-Resumes.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Customized-Resumes.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompt-for-Cover-Letters.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompt-for-Cover-Letters.pdf
https://chromewebstore.google.com/detail/simplify-copilot-autofill/pbanhockgagggenencehbnadejlgchfc?utm_source=simplify&utm_medium=landing
https://chromewebstore.google.com/detail/simplify-copilot-autofill/pbanhockgagggenencehbnadejlgchfc?utm_source=simplify&utm_medium=landing
https://huntr.co/product/job-application-autofill
https://lakegrovejobseekers.org/get-started/essential-tools
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-LinkedIn-Profile-Optimization.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Interview-Prep.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Interview-Prep.docx
https://lakegrovejobseekers.org/assets/uploads/documents/interview-prep-skill.docx
https://lakegrovejobseekers.org/assets/uploads/documents/interview-prep-skill.docx


PURPOSE-BUILT JOB SEARCH TOOLS THAT KEEP YOU IN CONTROL

Platform Benefits Drawbacks Best-fit audience

Teal
tealhq.com
 

Free tier; Teal+ runs $13/week, 
$29/month, or $79/quarter. No 
annual plan

Kanban tracker plus a Chrome extension that 
saves jobs from 50+ boards in one click. Paste a 
job description and it scores your resume and 
flags keyword gaps. It never submits for you; 
every application needs a manual click. 
CRM for tracking contacts and companies

As with all AI-assisted resume writing, AI 
bullets need human editing. Full keyword 
matching and unlimited AI require the paid 
plan

Mid-career and senior 
candidates running a 
targeted search who 
want control over 
every document

Hiring Cafe
Hiringcafe.com
 

Free. No premium tier or paywall 
for job seekers

Indexes listings straight from company career 
pages (fetched 3X/day), so fewer ghost jobs. 
Filters by salary, benefits, clearance, industry, 
funding stage, company size, and founding year. 
Can exclude companies in filtering. AI summary 
of each posting. New AI agent available.

Does not write resumes or cover letters. 
Coverage is extensive but not 100% 
comprehensive.

Tech roles, remote 
work, and mid-to-large 
companies; anyone 
with hard limits like a 
salary floor or other 
criteria to use as a 
filter

Created with help from claude.ai | Pricing checked September 2026. Confirm on each vendor site.

Using AI in 
Your Search



Platform Benefits Drawbacks Best-fit audience

Jobright
jobright.ai
 

Free (about 2 credits/day); Turbo 
is $39.99/month, $17.99/week, 
or $89.99/quarter. No free trial 
and no refunds

Match scores and suggested insider referrals. You 
set target roles, locations, salary. Tailored resume 
downloads as a Word file for further editing

Users report ghost jobs they have to verify 
on career pages plus the Resume AI 
inserting skills or metrics. Billing and 
cancellation complaints. Pushes an auto-
apply agent clients should skip

Tech job seekers

Simplify
simplify.jobs
 

Free Copilot; Simplify+ is 
$19.99/week, $39.99/month, or 
$89.99 for 3 months

Autofills applications on 100+ portals including 
Workday, Greenhouse, and iCIMS, and flags 
missing keywords. You still click “Submit” on 
every app. Free tier is usable long term

One reviewer found the job matches 
weren't very relevant. Free extension rates 
4.9/5, but paid Simplify+ sits around 3.0 on 
Trustpilot. Payments are non-refundable 
since May 2026

Students, interns, and 
new grads (its curated 
lists center on 
internships and new-
grad roles)

Recommended stack for most job seekers: Hiring Cafe to find real jobs, Teal to tailor and track. $0 to $29/month, and the candidate reviews every 
document.

Pricing checked September 2026. Confirm on each vendor site.

OTHER TOOLS TO CONSIDER

Using AI in 
Your Search



JOB SEARCH STRATEGY - SUMMARY
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Clarify Your 
Goals

Use a 
Structured 
Approach

Track and 
Stay 

Organized

44

Iterate & update as you go

Refine as you learn

AI PROMPT WHEN YOU ARE STUCK

I am a [job title] with [x] years of experience. 

I am searching for a job and finding very few 

opportunities. I live in Portland, Oregon. 

Suggest some new resources to help me: 

professional associations, job boards, 

networking groups, recruiters, career 
communities, and other resources.
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Extras and Resources
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TOOLS AND RESOURCES TO HELP YOU

Lots of 
additional 

information

Skill Builder Workshop
• Job Search Strategy 101: Leverage networking, recruiters, and online search.

Job Title Research
• A great tool for research is LinkedIn Career Explorer.
• Here is a great article about how to use it.

Target Lists
See the Learn section on Target Lists.
• This presentation details how to create a target list, step-by-step. Your list will evolve, 

but is VERY helpful to have a focus.
• Target List Template: Build and prioritize your target list.
• Get Your Foot in the Door at Target Companies: Use once you have a target list.

Job Boards
• See the Learn section on Job Boards and Applications.
• Use multiple methods to find high-quality general and specialty job boards, 

including this database.
• Try industry job boards, LinkedIn, Indeed, Jobright.ai, and Hiring.Cafe

Recruiters
• See the Learn section on Recruiters.
• Staffing Firms and Recruiters: Learn how to find and contact them and see our list. 

Also, check with your network and with national firms for your industry.

Checklists
• Job Search Checklist
• Job Search Project Management Tool

www.lakegrovejobseekers.org 

https://lakegrovejobseekers.org/assets/uploads/documents/Job-Search-Strategy-101.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Job-Search-Strategy-101.pdf
https://www.avidcareerist.com/2021/03/10/linkedin-career-explorer/
https://www.avidcareerist.com/2021/03/10/linkedin-career-explorer/
https://lakegrovejobseekers.org/learn/target-lists
https://lakegrovejobseekers.org/assets/uploads/documents/Creating-a-Company-Target-List-Presentation-Earnshaw-Recko.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Creating-a-Company-Target-List-Presentation-Earnshaw-Recko.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Target-List-Template.xlsx
https://lakegrovejobseekers.org/assets/uploads/documents/Target-List-Template.xlsx
https://lakegrovejobseekers.org/assets/uploads/documents/Creating-and-Using-aTarget-List-Presentation-Earnshaw-Recko-05-20-24-Final.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Get-Your-Foot-in-the-Door-at-Your-Target-Companies.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Get-Your-Foot-in-the-Door-at-Your-Target-Companies.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Creating-and-Using-aTarget-List-Presentation-Earnshaw-Recko-05-20-24-Final.pdf
https://lakegrovejobseekers.org/learn/job-boards-applications
https://www.jobsearchdb.com/
https://jobright.ai/
https://hiring.cafe/
http://lakegrovejobseekers.org/learn/recruiters
https://lakegrovejobseekers.org/assets/uploads/documents/How-to-Find-and-Connect-with-Recruiters.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/How-to-Find-and-Connect-with-Recruiters.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/PDX-Staffing-Firms-and-Recruiters.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Job-Search-Checklist.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Job-Search-Checklist.docx
https://lakegrovejobseekers.org/assets/uploads/documents/WBS-Career-Project-Legal-Size-updated-072823.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/WBS-Career-Project-Legal-Size-updated-072823.pdf
http://www.lakegrovejobseekers.org/


TARGET COMPANY RESEARCH RESOURCES
 AI Tools: Use our AI Prompt Toolkit for Company Research

 Libraries
➢ Multnomah County Libraries

 https://multcolib.org/jobs-and-careers

 https://multcolib.org/research-tools (Select “local business”)

➢ Clackamas County Libraries

 Check out the Jobs and Careers section

 With a digital library card, you also have access to LinkedIn Learning

 Portland Business Journal is available via Gale Journal One database

➢ Washington County Libraries

 https://www.wccls.org/research/subject

 State of Oregon Business Directory
The site Qualityinfo.org from the Oregon Employment Department maintains a database of companies searchable by name, industry, or 
location.

➢ How to search: Look for the symbols on the right to select how to search. Each symbol activates a different box of filters.

➢ NAICS codes: These are standardized codes to categorize businesses. A 6-digit code is hyper-specific, while a 3-digit code is more 
general. When searching by industry, select Subsector (3-digit NAICS) to get what are generally considered industries, such as 
"apparel manufacturing."
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PRO TIP:
You don't need to live in Multnomah 

County to access their library system, 
nor do you need to apply in person

Target List of 
Organizations/ 

Companies

https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Company-Research.docx
https://multcolib.org/jobs-and-careers
https://multcolib.org/jobs-and-careers
https://multcolib.org/jobs-and-careers
https://multcolib.org/jobs-and-careers
https://multcolib.org/jobs-and-careers
https://multcolib.org/jobs-and-careers
https://multcolib.org/research-tools
https://multcolib.org/research-tools
https://multcolib.org/research-tools
https://multcolib.org/research-tools
https://refweb.lincc.org/subject/jobs-careers-and-education
https://ezproxy.lincc.org/login?qurl=https%3A//www.linkedin.com/learning-login/go/lakeoswego
https://www.wccls.org/research/subject
https://www.wccls.org/research/subject
https://www.qualityinfo.org/blist?indlookupName=&qcewnaicsAreatype=0&indareas=4101000000&indcode=0000&qcewnaicsSector=00&qcewnaicsIndlvl=4&ownership=00&ind_StartRec=1&ind_SortField=name&ind_SortOrder=asc
https://www.qualityinfo.org/blist?indlookupName=&qcewnaicsAreatype=0&indareas=4101000000&indcode=0000&qcewnaicsSector=00&qcewnaicsIndlvl=4&ownership=00&ind_StartRec=1&ind_SortField=name&ind_SortOrder=asc


DIRECTORIES AND LISTS
Directories

➢ By Location: Google Maps – search for [type of business] 

➢ Outdoor Industry:  Portland Athletic and Outdoor Companies (may be dated)

➢ Tech Companies: Silicon Forest, BuiltIn, PortlandTech.org; GeekWires’s List of PacNW 
Startups; GovTech 100; EdTech companies; 

➢ Nonprofit Organizations: CauseIQ, Idealist

➢ Climate/Sustainability: Climatebase

➢ Social Impact: BuiltIn, Fast Company, B-corps

➢ Quickly Growing:  GrowJo; Inc 5000 Fastest Growing
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https://www.google.com/maps
https://aoportland.com/companies/
https://www.thesiliconforest.com/oregon-tech-companies
https://builtin.com/companies/location/portland
http://www.portlandtech.org/
https://www.geekwire.com/geekwire-200/
https://www.geekwire.com/geekwire-200/
https://www.geekwire.com/geekwire-200/
https://www.geekwire.com/geekwire-200/
https://www.govtech.com/100
https://www.govtech.com/100
https://www.edtech.com/companies
https://www.causeiq.com/directory/portland-vancouver-hillsboro-or-wa-metro/
https://www.idealist.org/en/organizations?q=
https://climatebase.org/organizations?l=Portland%2C+OR%2C+USA
https://builtin.com/companies/type/social-impact-companies
https://www.fastcompany.com/90849070/most-innovative-companies-social-good-2023
https://www.bcorporation.net/en-us/find-a-b-corp/
https://www.bcorporation.net/en-us/find-a-b-corp/
https://www.bcorporation.net/en-us/find-a-b-corp/
https://growjo.com/city/Portland
https://www.inc.com/inc5000/2024


DEEPER COMPANY RESEARCH
➢ Org Charts and Related Companies

 The Org The world’s largest directory of org charts; also suggests related companies

➢ Nonprofits
▪ Google “[organization name] AND 990”. This is a required, publicly available form.

➢ Publicly-traded companies
 See detailed information in company SEC filings

➢ Company Culture and Salaries
 Glassdoor | Comparably | Indeed | LinkedIn Company Pages (on a company page, click Life)

➢ Company Websites, Social Media, and YouTube Channels
 Go much deeper than the Homepage. Look for speeches or posts on YouTube by employees.

➢ For the inside scoop
 Ask people in your network or get connected to others who work there! 
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Other Research Guides
https://www.careeronestop.org/JobSearch/Plan/research-employers.aspx
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists 

Target List of 
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Companies

http://www.theorg.com/
http://www.theorg.com/
https://www.sec.gov/edgar/searchedgar/companysearch.html
https://www.glassdoor.com/index.htm
https://www.glassdoor.com/index.htm
https://www.comparably.com/companies
https://www.indeed.com/companies?from=gnav-homepage
https://www.linkedin.com/search/results/companies/?origin=SWITCH_SEARCH_VERTICAL&sid=~NE
https://www.careeronestop.org/JobSearch/Plan/research-employers.aspx
https://www.careeronestop.org/JobSearch/Plan/research-employers.aspx
https://www.careeronestop.org/JobSearch/Plan/research-employers.aspx
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists
https://www.briefcasecoach.com/experts-guide-to-creating-targeted-company-lists


MORE COMPANY AND INDUSTRY RESEARCH

Portland Business Journal – extremely useful

➢ Portland Business Journal www.bizjournals.com/Portland

▪ Get a feel for what’s going on with Portland-area companies simply by reading 
the headlines.  

➢ Subscribe to their free daily newsletter.

➢ A great source for building a target company list.  

▪ May be available in hard copy at your library; ask the reference 
librarian.

▪ Available to sign out at our Monday meetings.
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https://www.bizjournals.com/portland/
https://www.bizjournals.com/portland/
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COMPANY RESEARCH ON
Find companies in Portland or another specific place

1. Put your cursor in the Search bar, leave it blank, and click Enter.
2. Click the Companies filter under the Search bar.
3. Select All filters.
4. Use filters like Location, Industry and Company Size to narrow your 

list. 

Notice that you will find 
companies doing business in 
the  Portland area, not just 
those with headquarters here.

51

Follow companies to get 
news in your feed

Target List of 
Organizations/ 

Companies
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COMPANY RESEARCH ON 
Find other companies like your target companies

1. Enter a company name in the top search bar, hit Enter, then you will see “People also viewed”

2. Click other filters like Jobs, Groups, and Posts to find more information about that company. 

52

Reminder:  Don’t “Connect” from here.  (You won’t be able to add a personal note.)  
Always request a connection from a LinkedIn user’s PROFILE page so you can add a note.

Tell Them You’re Interested - 
You can get on a shortlist by 

notifying your target companies 
you're interested in openings using 

the "I’m Interested" feature on their 
LinkedIn About page.

Target List of 
Organizations/ 

Companies



TARGET LIST SAMPLE
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Industry Company Location  Annual Revenue  Employees 
Motivation 

(3:0)
Postings 

(3:1)
Advocates 

(Y/N)

Health care Humana Louisville, KY 1,200,000$                         67,600                   3 1 Y
Health care Providence Health Renton, WA 26,400,000,000$            120,000                3 3 Y
Prop. Mgt AppFolio Prop. Mgt Goleta, CA 7,940,000,000$               1,504                     3 3 N
Prop. Mgt Buildium Boston, MA 50,000,000$                      350                          3 3 Y
Prop. Mgt RealPage Richardson, TX 1,700,000,000$               7,600                     3 2 N
Prop. Mgt Fairmont Hotels & Resorts Toronto, CAN 8,200,000,000$               25,000                   3 3 Y
Health care Elevance Health Indianapolis, IN 156,000,000,000$          102,300                2 2 N
Health care Cambia Health Portland, OR 1,700,000,000$               4,439                     2 2 Y
Health care CVS Health Indianapolis, IN 3,152,000,000$               300,000                2 2 N
Health care Strive Health (kidney) Denver, CO 84,800,000$                      494                          2 2 N
Health care United Health Minneapolis, MN 3,130,000,000$               350,000                2 1 N
Health care Scripps Health San Diego, CA 528,000,000$                   16,000                   2 1 N
Health care AYA Healthcare Recruitment San Diego, CA 2,600,000,000$               500                          2 3 N
Health care Kaiser Oakland, CA 95,400,000,000$            309,662                2 1 Y
Health care Legend Health San Antonio, TX 510,000,000$                   7,500                     2 3 N
Prop. Mgt Enstrata Lehi, UT 446,600,000$                   1,234                     2 2 N
Prop. Mgt DoorLoop Miami Beach, FL 14,900,000$                      103                          2 1 N
Prop. Mgt Rentec Direct Grant Pass, OR 1,500,000$                         25                            2 1 N

Target List of 
Organizations/ 

Companies
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FIND CONNECTIONS AT TARGET COMPANIES

Attend our 
LinkedIn 201 
Skill Builder 

Workshop for 
more tips 

(alternates with 101)

1. Enter target company name in LinkedIn search bar.
2. Click the People filter
3. Click All filters and enter any search criteria you like (many options).
4. The results will show up at the bottom of the page

Target List of 
Organizations/ 

Companies
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REACH OUT TO CONNECTIONS AT YOUR TARGETS

https://www.indeed.com/career-advice/interviewing/informational-interview-email  

https://www.themuse.com/advice/introducing-the-email-template-thatll-get-you-a-meeting-with-anyone-you-ask

https://resumeworded.com/networking-email-templates/informational-interview-templates 

https://lakegrovejobseekers.org/assets/uploads/documents/Email-Template-for-Landing-Informational-Interviews.pdf 

• Use email before trying LinkedIn messaging. Many people are not active on LinkedIn.

• Use their business email. Many people have their personal email listed on LinkedIn contact info.

✓ Use www.hunter.io or www.snov.io to find business emails

• Write a targeted subject line: “Jane Lopez suggested I reach out” or “Seeking your advice about a 

career pivot”. Do NOT mention that you are searching for a job – just information! 

• Ask for a few minutes of their time. It may go longer, but most people can spare a few minutes.

• Follow up at least 2 times. People misplace or forget, even if they mean to respond. 

• After they respond, offer up in-person, online, or a phone call – let them decide. 

Use The 2-Hour Job Search and the links below for templates:
Attend our 

LinkedIn 201 
Skill Builder 

Workshop for 
more tips 

(alternates with 101)

Target List of 
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https://www.indeed.com/career-advice/interviewing/informational-interview-email
https://www.indeed.com/career-advice/interviewing/informational-interview-email
https://www.indeed.com/career-advice/interviewing/informational-interview-email
https://www.indeed.com/career-advice/interviewing/informational-interview-email
https://www.indeed.com/career-advice/interviewing/informational-interview-email
https://www.indeed.com/career-advice/interviewing/informational-interview-email
https://www.indeed.com/career-advice/interviewing/informational-interview-email
https://www.indeed.com/career-advice/interviewing/informational-interview-email
https://www.themuse.com/advice/introducing-the-email-template-thatll-get-you-a-meeting-with-anyone-you-ask
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https://lakegrovejobseekers.org/assets/uploads/documents/Email-Template-for-Landing-Informational-Interviews.pdf
http://www.hunter.io/
http://www.snov.io/


MORE ON BOOLEAN SEARCH STRINGS

 Use quotation marks to find an exact phrase:

➢ Market Research will find jobs with EITHER market or research.  “Market Research” will find the exact phrase. 

 Use AND to find a combination of keywords and phrases:
➢ administration AND operations AND “process improvement” 

 Use OR to expand your search:
➢ “supply chain” OR logistics OR purchasing

 Use NOT or a minus sign to exclude: 
➢ Operations –manufacturing will exclude jobs with “manufacturing” in the post.

 Use an asterisk as a wildcard: 
➢ market* will search all variations: marketing, market, marketed, etc. 

 Use parentheses to combine like terms: 
➢ (“supply chain” OR logistics) AND manufacturing
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Different sites can have different rules for using these types of 
searches. Search Help function for “Boolean” if not working properly

Search 
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EXAMPLE: (“project manager” OR “project management” OR PMP) AND construction



CAST A WIDE NET ON JOB TITLES → THEY VARY A LOT

57

Act as a global talent market analyst and expert recruiter. Job titles are highly fragmented 
right now, varying wildly by company size, culture, and industry. I need you to map out the 
entire landscape of alternative, modern, adjacent, and hidden job titles for my profession. 
Do not invent job titles, cite only titles that exist.

Here are my career parameters: - 
Core/Traditional Job Title: [e.g., Project Manager]
Core Daily Function: [Briefly describe what you actually do, e.g., managing software 
development lifecycles, Agile sprint planning, and cross-functional team coordination]
Seniority Level: [Choose: Entry Level / Associate / Mid-Career / Director / Executive] 
Company Type Preference: [e.g., Tech Startup, Fortune 500 Enterprise, Mid-market, Non-
profit] 

Based on this, please provide two things: 

1. Title Translation Map: Provide a brief breakdown/information on alternative titles 
categorized by: 

- Direct Synonyms (Different names for the exact same job) 
- Modern/Tech Industry Variations (Trendy titles used by startups/tech) 
- Corporate/Traditional Variations (Titles preferred by legacy companies) 
- Adjacent/Overlapping Roles (Roles where 80% of the day-to-day work is identical) 

2. Raw Title Boolean String: 
Combine all of these uncovered titles (including appropriate seniority modifiers like 
"Senior", "Lead", "II", etc.) into a single, perfectly formatted string using only the OR 
operator and quotation marks for multi-word phrases. Wrap the entire thing in ONE set of 
parentheses.

Focuses on "Core Function" Over Name: 
By asking you to define your daily function, the 
AI looks past the literal words of the title and 
matches the actual work. For example, a 
"Project Manager" in a tech startup might be 
called a "Scrum Master" or "Delivery Lead," 
while in construction, they might be a 
"Superintendent.“

Accounts for Company Culture/Type: 
Titles vary drastically by company maturity. A 
"Head of Growth" at a 10-person startup is 
often equivalent to a "Marketing Manager" at a 
Fortune 500 company. Specifying the Company 
Type Preference forces the AI to translate titles 
across these corporate structures.

Copy/paste this prompt then customize to your needs Why this prompt works

Search 
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THEN USE THIS SEARCH STRING FOR PRECISE RESULTS
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Act as an expert technical recruiter and Boolean search string wizard. I am going to give you a raw 
Boolean string of job titles. Your job is to layer on my specific location, work setup, and industry 
parameters to build optimized, copy-and-paste ready search strings for Google and major job 
boards.

Here is my information:
- Raw Title String from Step 1: [PASTE THE PARENTHESES BLOCK FROM STEP 1 HERE]
- Target Location(s): [e.g., Portland, OR Metropolitan area]
- Work Setup: [Choose: Remote / Hybrid / In-Person / Open to All]
- Preferred Industries: [e.g., Fintech, Healthtech, SaaS - Leave blank if industry-agnostic]
- Non-Negotiable Skills/Tools: [e.g., JIRA, Python, SQL]
- Excluded Keywords/Titles I DO NOT want to see: [e.g., Intern, Contractor, Salesforce]

Please take all of these parameters and construct two distinct, optimized strings:

1. A Master Google Search String: A complete "X-ray" string optimized for Google search that 
combines my titles, location, setup, and must-have skills, while using the NOT (-) operator to 
exclude my unwanted keywords.
2. A LinkedIn/Indeed Optimized String: A streamlined version using standard AND, OR, and NOT 
syntax that fits perfectly into standard job board search bars without triggering logic errors.

Ensure all Boolean operators (AND, OR, NOT) are strictly capitalized and nested parentheses are 
mathematically flawless.

It Casts a Wide Job Title Net: 
By separating "Core Title" from "Alternative Titles," the 
AI knows to create a massive (Title A OR Title B OR Title 
C) cluster. This is crucial because different companies 
call the exact same role by five different names.

It Excludes What You Don’t Want: 
You can waste hours scrolling through roles you are 
over- or under-qualified for. Specifying the Seniority 
Level and Excluded Keywords allows the AI to inject 
NOT "Manager" or NOT "Intern", instantly cleaning up 
the search results.

It Generates Strings Customized to Platforms: 
LinkedIn, Indeed, and Google all handle Boolean 
slightly differently (e.g., Google uses the minus sign - 
for exclusion, whereas LinkedIn prefers NOT). This 
prompt forces the AI to output platform-specific 
strings so you don't get syntax errors.

Copy/paste this prompt including the title string from prior page – 
modify the title string if needed

Why this prompt works

PRO TIP: Use each platform’s date filter to get recently posted jobs, then bookmark the URL to search 
daily or several times/week.
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USE LINKEDIN TO SEE JOBS BEFORE EVERYONE ELSE

© Lake Grove Job Seekers

Search for [job title] AND hiring; hit Enter. 
        To search multiple job titles, use OR: “program manager” OR “project manager” AND hiring AND Portland

59

Select Posts

Select All filters

Add your target 
companies

 
Bookmark the 
URL and rerun 

the search daily
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SEARCH LINKEDIN FOR JOBS POSTED IN THE LAST FEW HOURS

© Lake Grove Job Seekers 60

Before:

https://www.linkedin.com/jobs/search-

results/?currentJobId=4450476534&keywords=customer%20support%20specialist&o

rigin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7b

GY9w%3D%3D&f_TPR=r86400

After:

https://www.linkedin.com/jobs/search-

results/?currentJobId=4450476534&keywords=customer%20support%20specialist&o

rigin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7b

GY9w%3D%3D&f_TPR=r3600

On LinkedIn: Search for a desired role and set the “Date Posted” filter to “last 24 hours.” 

In the URL, change “f_TPR=r86400” to “f_TPR=r3600” (or whatever interval you choose). 

This trick is widely promoted on LinkedIn, and instructions are below. 
Remember that to use this trick you need to search multiple times a day to capture everything posted in the past 24 hours 
which may not be the best use of your time – it’s up to you to decide.   

https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r86400
https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r86400
https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r86400
https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r86400
https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r86400
https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r86400
https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r3600
https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r3600
https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r3600
https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r3600
https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r3600
https://www.linkedin.com/jobs/search-results/?currentJobId=4450476534&keywords=customer%20support%20specialist&origin=JOB_SEARCH_PAGE_JOB_FILTER&referralSearchId=NntSlxsXDy8HpP1Z7bGY9w%3D%3D&f_TPR=r3600
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IN A SIMILAR VEIN, TRAIN LINKEDIN 
TO FEED YOU MORE JOBS

Link to post: https://lnkd.in/p/efpKHMCA 

First, be sure to Follow all your target companies so 
that their posts appear in your feed: 

Then, engage using this system →

A few minutes of engagement every day for a week 
could make a significant difference.

https://lnkd.in/p/efpKHMCA


TRY THESE SUBDOMAINS FOR CONTRACT OPPORTUNITIES

In your job search, if you see either a .talentnet.community or a .willhire.co link, it almost always 
signifies that you are looking at a dedicated portal for contract, temporary, or contingent roles 
for that specific large corporation. These are used by very large companies.

Here are some examples:

Microsoft: https://us.microsoft.talentnet.community/  

Meta: https://us.meta.talentnet.community/jobs/search

Apple: https://applecontingentworkforce.willhire.co/jobs 

Airbnb: https://magnit-airbnb.talentnet.community/ 
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https://us.microsoft.talentnet.community/
https://us.meta.talentnet.community/jobs/search
https://applecontingentworkforce.willhire.co/jobs
https://magnit-airbnb.talentnet.community/
https://magnit-airbnb.talentnet.community/
https://magnit-airbnb.talentnet.community/


HOW LONG SHOULD I WAIT FOR A REFERRAL LINK FROM 
MY CONTACT WHEN APPLYING?

© Lake Grove Job Seekers 63

3. Recommended Timeline: The 72-Hour Rule
If you haven't heard back from your contact, follow this "Goldilocks" schedule:

Day 0 (The Post): Reach out to your contact immediately. Send them your resume and a 
3-sentence "blurb" they can copy-paste to the recruiter.

Day 2 (The Follow-up): If no response, send a polite nudge. "Hi [Name], I’m planning to 
apply tomorrow evening to ensure I’m in the early pool. Let me know if there's a specific 
link I should use before then!"

Day 3 (The Deadline): If you still don't have a link by the end of Day 3, apply anyway. A 
referral for a closed job posting is worth zero.

4. The "Retroactive" Strategy
If you decide to apply without the link because time is running out, you can still salvage 
the referral:

Apply via the portal.
Message your contact: "I went ahead and submitted my application to ensure I didn't 
miss the window. If your system allows for 'retroactive referrals,' here is my application 
ID!"

The "Internal Note": Many systems allow employees to add a note to an existing 
candidate’s profile. This is often just as effective as an initial referral link.

As a rule of thumb: A referral is almost always worth a short delay, but rarely worth a long one.
Here is a strategic framework to help you decide exactly when to pull the trigger.

1. The "Type of Referral" Assessment
Not all referrals are created equal. Before waiting, you need to know how that specific company’s 
system works. Ask your contact: "Does the system require you to submit my resume first, or do I 
apply and list you as the referrer?"

The "Link" Referral: If they must generate a unique link for you to apply, wait up to 48–72 hours.

The "Internal Flag" Referral: If you apply normally and they "flag" you in the system later, apply 
immediately and send them your application confirmation number.

The "Recruiter Email" Referral: If they are personally emailing a recruiter they know, apply 
immediately so your profile is in the system when the recruiter goes looking for it.

2. The Decision Matrix:
Use these three factors to determine your deadline.

Search 
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A BOLD STRATEGY: THE “LETTER OF INTEREST”

How to Write a Letter of Interest
Formatting Your Letter
Samples and Templates

What is a Letter of Interest?
A letter of interest is written by a job seeker when they are 
VERY interested in working for a company that does not 
appear to have any relevant job opportunities listed.

By writing a letter of interest, also known as an interest letter 
or a prospecting letter, you bring attention to your motivation 
and qualifications, hoping that the person you send it to will 
be interested in learning more about you. 

Include a resume? 
Yes, if it makes a clear case for your fit. 
Or you may just include your LinkedIn URL.

https://careersherpa.net/letter-of-interest/
https://www.indeed.com/career-advice/career-development/letter-of-interest

https://www.grammarly.com/blog/letter-of-interest/ 

Alternate Strategy: 
Be Bold!

Be Super Bold! 
For small 

companies, go in 
person to drop off a 
resume and letter of 

interest

https://careersherpa.net/letter-of-interest/#how-to-write-a-letter-of-interest
https://careersherpa.net/letter-of-interest/#formatting
https://careersherpa.net/letter-of-interest/#samples-and-templates
https://careersherpa.net/letter-of-interest/
https://careersherpa.net/letter-of-interest/
https://careersherpa.net/letter-of-interest/
https://careersherpa.net/letter-of-interest/
https://careersherpa.net/letter-of-interest/
https://www.indeed.com/career-advice/career-development/letter-of-interest
https://www.indeed.com/career-advice/career-development/letter-of-interest
https://www.indeed.com/career-advice/career-development/letter-of-interest
https://www.indeed.com/career-advice/career-development/letter-of-interest
https://www.indeed.com/career-advice/career-development/letter-of-interest
https://www.indeed.com/career-advice/career-development/letter-of-interest
https://www.indeed.com/career-advice/career-development/letter-of-interest
https://www.indeed.com/career-advice/career-development/letter-of-interest
https://www.indeed.com/career-advice/career-development/letter-of-interest
https://www.grammarly.com/blog/letter-of-interest/
https://www.grammarly.com/blog/letter-of-interest/
https://www.grammarly.com/blog/letter-of-interest/
https://www.grammarly.com/blog/letter-of-interest/
https://www.grammarly.com/blog/letter-of-interest/
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PROJECT MANAGEMENT TOOLS

notion.com  

trello.com  

Organization 
Tools and 
Trackers

http://www.notion.com/
http://www.trello.com/


NEXT STEPS AND FOLLOW UP
 Refine your goals 

 Start or refine your target list(s) of companies

 Start or refine your networking contact list

 Use job boards -- first for research, then to search for jobs

 Explore recruiters and staffing firms

 Create a DAILY to-do list and WEEKLY calendar to stay on track:
➢ Remember to schedule time for fun and self-care too! 

 Create file and email management systems that work for you

 Track your applications
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See these pages on our website
 for additional information:

➢ Self–Assessment Summary

➢ Target Lists

➢ Networking/Getting Started

➢ Job Boards/Applications

➢ Recruiters

https://lakegrovejobseekers.org/assets/uploads/documents/Self-Assessment-Summary-Table.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Self-Assessment-Summary-Table.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Self-Assessment-Summary-Table.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Self-Assessment-Summary-Table.docx
https://lakegrovejobseekers.org/learn/target-lists
https://lakegrovejobseekers.org/learn/target-lists
https://lakegrovejobseekers.org/learn/networking-getting-started
https://lakegrovejobseekers.org/learn/networking-getting-started
https://lakegrovejobseekers.org/learn/job-boards-applications
https://lakegrovejobseekers.org/learn/job-boards-applications
https://lakegrovejobseekers.org/learn/recruiters
https://lakegrovejobseekers.org/learn/recruiters
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