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Jumpstart your job search
Job searching can be a challenging task and a good way of getting started is to follow a job search action plan. Without a plan it is hard to find direction. You may find that you are doing many tasks but not getting the results.
Having a job search action plan gives your goals more impact.
Jump through the hurdles to learn how a job search action plan can help you land your winning job.
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1
A job search action plan can help you decide how to go about your job search in an organised approach.
2
A job search action plan can help you time manage and calculate how much time you will spend looking for work.
3
A job search action plan will keep you motivated and focus your energy on identifying what is important and needs most attention.
4
A job search action plan will help keep an accurate record of your job searching details and feedback.
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What is a job search action plan?
A job search action plan is a written document that keeps record of your activities, timelines and outcomes. The advantages of having a job search action plan allows you to remain focused and help keep track of your job searching efforts. Without a plan, you may feel your job search is hit and miss.
A job search action plan will give you the frame work to create a path to find future employment faster.
Review the below job search action plan outline.
	Step
	Description
	Example

	1. Strategy
	This is your plan of action designed to achieve your job related goal.
	Apply for 5-7 graduate jobs in my field.

	2. Tasks
	These are the tasks or activities you need to complete to achieve your strategy.
	Search for online job opportunities. Update my resume. Attend a network night.

	3. Timeframe
	This is the specified time you have allocated to complete tasks.
	Complete Resume 7 days.

	4. Resources
	This is your source of support which you can rely upon to assist you achieving your strategy.
	Attend a RMIT job shop to review my draft resume before submitting.

	5. Next steps
	This is outcome or follow up from completing the strategy/ activity. This is filled in after the 01-04 has been completed.
	Invited to interview for position on 17th October
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Recording your results
When starting your job search you may often apply for numerous roles and submit various job applications. It may seem a bit daunting at first, but keeping records will help you manage your timelines and reflect on what you should keep doing or start doing, to better deal with challenges and make use of feedback.
A good approach to job searching is recording key pieces of information during your job search and the outcome of your job search. When recording your job applications, it is important to capture the following information for your records:
· Organisation name
· Job role and reference number
· Contact details or recruitment manager
· Date applied
· Result of the job application
· Feedback from potential employers
A good approach to collecting this data is to use a Job Application Record template. Download this free template to use with your job search.
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Remember...
A Job Search Action Plan is a plan that details your career goals and the steps in achieving these goals.
A Job Application Record Sheet is a record of your job applications with details regarding interview times, employer details, job titles and reference numbers.
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Job Application Record Sheet
Lets explore the information that needs to be recorded in a Job Application Record Sheet.
My Job Application Record Sheet
	Employer
	Job
	Contact details
	Date applied
	Results

	List the details of the organisation
	List the job title and reference number you applied for. 
	List your contact at the organisation.
	List the date you applied for the job. 
	What was the result of the job application.

	Meteor Marketing
	Graduate position
	Katie Nicholls
P: 0400 000 000
	3rd May
	Call mid-May to follow up
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Learning activity: Complete a job application record sheet
Meet Harrison
Harrison is in his final year of game design and close to graduating. He has started his job search and in the process of applying for positions in the multi media and gaming fields. He has been to several career expos, industry nights and networking events. He has made some key contacts and sent through his resume to various organisations.
Harrison is starting to lose track of who he has spoken to and what jobs he has applied for.
Help Harrison organise his notes and prepare a job application record sheet.

Harrison's notes:
Applied for New Talent programme with Spook Monsters. Sent online application on 2nd August. Jo Lance invited me to interview on 14th August with another gaming designer. Need to bring academic transcript and referee contact details. Need to confirm with former lecturer if they can be my referee. Jo Lance – 0401 000 000
Mick P – works at Design Partners, they have a graduate position coming up in Sept. Need to send resume by 20th Aug and he said to follow him up with a phone call beginning of Sept so he can find my resume. Mobile: 0400 000 000.
Help Harrison decipher his notes and prepare an accurate Job Application Record sheet. Drag and drop the key pieces of information and record them in the correct order on the Job Application Record Sheet.
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Asking for feedback
It is good planning to think about how you might handle feedback, especially if an application is being rejected. If you receive a job rejection it is good practice to ask for feedback, so you can learn to improve and move forward.
So You Missed Out - How to respond to rejection
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