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Find Your Way: Job Search Techniques 

Luck plays a part in any successful job search, but it’s up to you to take care of the rest. In almost all cases, people who land jobs 
are able to conduct an effective job search; they take the time to devise a comprehensive plan and follow through with it. While 
preparing and carrying out a job search may seem like a lot of work – because it is a lot of work – the more prepared and 
efficient you are, the more likely you are to find the right job for you. 

Step 1: Committing and Organizing 

It’s fair to say that conducting an effective job search is a job in itself. The unfortunate reality is that a 
thorough search can and generally will consume plenty of resources, including time, energy, and money. That 
said, searching for a career-track job is important. Consider the amount of time and energy you typically 
devote to academic projects; if you’re a strong student, it’s probably quite substantial. If you view your 
education as, at least in part, a means to finding a fulfilling career, your job search is ultimately one of the 
largest academic projects you will ever undertake. 

 Set a schedule: At the outset, commit to a fairly firm job searching schedule. Set aside a small 
amount of time each day, or perhaps a few times per week, and promise yourself you’ll use it 
exclusively for your job search. If you’re especially organized, you should also prioritize the tasks you 
need to complete, then organize your time accordingly. 

 Stay organized: Once you’ve committed to a schedule, it’s important to keep track of your job 
search activities on an ongoing basis. In the future, you’ll want to follow up with employers and 
prepare for job interviews (!) properly. Create a job search log: record dates when you submit 
applications to employers, and make a note of the method(s) you’ve use. Many career experts 
advocate for dedicated job search “workbooks” or templates, which allow you to create a specific list 
of job-search-related tasks for yourself ahead of time. These can come in handy in cases where 
employers are operating on a different timeline; they might call you back months later! 

 

Step 2: Researching 

The more you know about the occupations, industries, and employers that interest you, the better. The more 
targeted you are able to search, the more efficient and easy the process will be. First, your job search strategy 
depends on current market conditions. It’s important to get a clear sense of the overall labour market for 
your field of interest 

 Have some perspective: It’s an obvious point, but one worth restating: some areas of expertise are 
significantly more “in demand” than others. What you know how to do and what you would like to 
do in the working world should significantly affect your expectations for your job search. Along 
similar lines, know what you’re selling before you begin applying. Make an honest assessment of your 
skills and consider your capacity for developing new and different skills. 

 Talk to people: Your family, friends, classmates, colleagues, and professors are valuable resources. 
Don’t be afraid to express your interests to them and inquire about organizations you should explore 
when looking for a job. In fortunate cases, an existing contact may be able to help you make a 
connection with somebody “on the inside.”  

 Conduct labour market research: Our provincial and national governments publicize 
comprehensive labour market information for Ontario and Canada. These sites, and further internet 
resources, are excellent repositories for free occupational and career information, including job 
opportunities, educational requirements, main duties, wage rates, salaries, current employment trends 
and outlooks. See our What Can I Do with My Degree? series of resources for much more information. 

 Identify companies in your industry: If you want to be, say, an engineer working in wind power, 
you’ll need to know which energy companies hire people like you. Profile Canada provides a contact 
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database listing over 1,000,000 Canadian companies, categorized by field. Canadian Company 
Capabilities, a government resource, is a database from Industry Canada of over 50,000 Canadian 
companies, including hundreds of specialized manufacturing, service, and product-specific business 
directories. There are also dedicated research portals for specific lines of work. For example, here is a 
resource provided by the Canadian Engineering Association. 

 Dive deeper: Ask the following questions when you find a company that seems interesting:  
o What is the company’s contact information, including web address, and location(s)? 
o How large is the company? How many employees does it have?  
o What is the company’s history? How long has it been in business, and what major changes 

have occurred during that time?  
o Does the company/its industry seem stable? Is it likely to grow in the future?  
o What type of work does the company do? What are the products and services it provides? 
o What are the company’s common hiring practices? Are any positions currently available? 
o What is the company’s industry and clientele?  
o Who are their competitors? How does the company rank among its competitors? 
o What are the company’s “core values”? Is the company culture a good “fit” for you? 
o What about the company makes you want to work for it (besides its having a job opening)?  
o Can you do the job? What knowledge, skills, and experience do you bring to the position? 

How will you be valuable?  

 Embrace experiential learning (co-op, practicum, and internship positions): Experiential 
learning is universities’ way of saying learning by doing. The right experiential learning opportunity will 
allow you to explore viable career paths as a student, giving you the opportunity to connect 
classroom theory to real-life situations through hands-on experiences. In terms of job searching, 
experiential learning is a great way to sample areas of the world of work, get to know companies in 
your field, and make connections to insiders. Career and Employment Services’ Volunteer Internship 
Program (VIP) is an excellent way to “try out” professional tasks with a not-for-profit or publically 
funded organization. Along similar lines, co-operative education (“co-op”) is a major part of several 
degree programs at the University of Windsor. What’s more, your program may offer course-based 
experiential learning opportunities in the form of practicums, internships, or field placements. 

 Consider secondary factors: Your occupational choice will ultimately influence every area of your 
private life: where you live, how often you move, you economic and social status, and your emotional 
and physical health. Honestly assessing your personal lifestyle preference will help you whittle down 
your list of potential employers. 

 Read and watch the news: As you prepare to enter the working world, it’s important to keep up 
with current events in your industry. Staying abreast of developments in your field will help to guide 
your job search and help your performance in interviews. Seek out related trade associations, 
governing bodies, societies, and publications. Read the relevant sections of your favourite print and 
online news resources, and pay attention to the company names that come up in news stories related 
to your field of interest. Consult LinkedIn Pulse for at least a few minute each day. Basically, act like 
you are already a professional in your chosen field. 

 Go to the source: By now, virtually every employer has a web presence. Once you’ve identified a 
company that interests you, do as much online research as you can to find out details about whom, 
how, and when they typically hire. Start with Google, but don’t finish there. In addition to consulting 
company websites, we recommend using LinkedIn’s Jobs tool to research the demographics and 
personal career trajectories of current employees at the companies you like. See our LinkedIn resource 
and online workshop for information about researching employers using that network. 

 Use your campus resources: Schedule a one-on-one appointment with Career and Employment 
Services to develop a research and exploration plan. 
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Step 3: Applying 

 One size does not fit all: Tailor your resume and cover letter to each position to which you apply. 
Career and Employment Services at the University of Windsor hosts a number of written resources 
designed to help you master each step of the application process. 

 Be realistic: Unfortunately, part of job searching is managing your expectations; an application does 
not equal an interview does not equal a job. If you’re like most people, you’ll likely have to apply to 
several job opportunities before one “sticks.” 

 Respond to advertised job positions: Most public job postings are now circulated online. Career 
and Employment Services regularly posts jobs for students and alumni via mySuccess. You may also 
have luck with recruiting agencies. For information about many other job search sites, see our External Resources 
tip sheet. 

 Explore the “hidden” job market: Few positions are conceived and then immediately advertised to 
the public. A surprising majority of job openings are never posted. The general consensus is that only 
about one quarter of all jobs are ever posted externally. For this reason, it’s important to network 
effectively to learn about unadvertised job openings. Our Networking resource contains plenty of 
information to this end. 
 

Four Stages of a Job Opening 

There are several visual metaphors used to model the job-searching process. The career pyramid or triangle is 
common. Here, we favour a four-quadrant model to explain how new job opportunities become available. 

1. JOB OPENING DOES NOT CURRENTLY EXIST 

 Employers are always looking for exceptional 
employees – even if they don’t need new hires at the 
moment. 

 Put yourself at an advantage for the future by 
making contacts at attractive employers before there 
is an opening. 

 

2. INSIDERS SUSPECT UPCOMING OPENING 

 If a company has an obvious unaddressed need for 
more help, its current employees will be the first to 
know. 

 If an employee is about to leave, be moved, or be let 
go, a select few may know about it. 

 

3. JOB OPENING EXISTS, IS NOT ADVERTISED 

 When a position is created or becomes open, 
employers generally encourage referrals from current 
employees or contacts. 

 Recruiter may review resumes they already have on 
file in their database at this stage – like the one you 
submitted in Stage 1.  

4. JOB OPENING IS ADVERTISED 

 Job openings only reach this stage if they have not 
been filled previously. Many companies post new 
openings internally (i.e. to current employees) before 
they notify the general public. 

 At this point, the job is open to everyone, therefore 
competition is stiffer. 

 

The four stages described here are meant to each represent 25% of jobs that are filled. This means that only a 
quarter of all job opportunities make it to Stage 4, at which point they are advertised to the general public. It’s 
easy to see, then, that fully three quarters of all jobs are unadvertised. Even in this situation, jobs are often 
posted as a formality after a candidate has already been unofficially selected. The lesson, then: if you exclusively 
focus on posted job opportunities, your job search will ignore 75% of your real possibilities.  

There are two primary means of accessing the hidden job market:  
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1. Networking: Any of your friends, coworkers, or family members could know of a possible job 
opportunity in Stage 2 or 3. He or she could be able and willing to point you in the right direction or 
even introduce you to a hiring manager. Make sure everyone you know, within reason, knows that 
you are actively looking for a job and what you can offer. Along similar lines, attend every career fair 
you can, schedule informational interviews, and use LinkedIn and social media to your advantage. 
Basically: put yourself out there. 

2. Direct contact: Search for companies that interest you, research their hiring practices as best you 
can, and follow their instructions for submitting an application. Some will have online applications, 
while others will encourage you to email a resume. Applying to a company even when no job is 
posted is an excellent way to get yourself in the company’s recruitment database. It may translate to a 
Stage 2 or 3 opportunity if you find yourself – and your application – in the right place at the right 
time. Cold calling can also be an effective means of making connections. Phone organizations at which 
you’d like to work directly. Your goal is to make personal contact with someone you can forge a 
relationship with and follow up with later.  
  

Cold Calling 

Companies are always looking to add exceptional talent – even when they have no public job openings. 
Taking the time to inquire about the present and future hiring needs of companies that interest you will very 
rarely do you any harm. This sort of unsolicited contact is known as cold calling.  

While contacting an employer “out of the blue” can be intimidating, it demonstrates initiative and can have 
unexpectedly positive results in some cases. Here are a few pieces of advice: 
 

 Start with a clear and realistic occupational goal. Employers will be less receptive if you’re just 
looking for any job.  

 Compile a list of potential employers, considering factors like industry, geographic location, size, 
success, company culture, etc. (If you’ve been following along with our job search advice, you’ve 
already done this!) 

 Use your network: companies will be more receptive to your cold call if you can note a prior 
connection or a logical way that your experience and professional network relates to what they do. 

 Direct your inquiry to an actual person; look online for the name of a high-ranking employee in 
human relations (HR) or a staff recruiter or hiring manager. 

 If all else fails, phone the company’s main number and ask the receptionist for the name, title, and 
contact information of the hiring manager. If you are dealing with a large corporation, you may need 
to request the hiring manager in your specific field.  

 Cold “calling” often now refers to cold emailing. Most companies will appreciate you initiating 
contact through this medium, which gives them more time to consider your request. Send an email 
that introduces yourself and asks whether the recipient would be interested in speaking to you further 
about future job openings at the company. Similarly, consider connecting on LinkedIn or through 
social media accounts. See our LinkedIn resource and online workshop for information about making contact with 
employers using that network. 

 Explain the type of position you are looking for (e.g. full-time or temporary part-time for one 
summer?) Include:  

o A personal introduction including your educational background, working experience, and 
career goals 

o An explanation of the reason why you are reaching out 
o A specific question that clarifies the type of work for which you are looking 
o Two or three relevant skills that offer benefits to that employer 
o A .pdf version of your full resume or CV (as appropriate) 
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 Know that, in general, yes/no questions tend to produce better results than open-ended inquiries 
that place significant demands on employers’ time. For example: 

o Would you be interested in meeting me for a coffee to discuss the value I can add to your company in more 
detail? 

o Do you foresee a need for additional full-time help in the coming months? 

 While it’s reasonable to hope for a reply, never persistently contact an employer that has directly or 
indirectly told you they’re not interested. If you don’t receive a response after five days, it is 
appropriate to try phoning or emailing again as a follow up. Use your judgement to determine the 
value of any additional contact beyond one follow up. Many professionals receive a high volume of 
inquiries, meaning they are simply unable to respond in some cases. Also, expect some degree of 
failure. You may need to take cold call several companies before an employer is ready to speak to you 
in a meaningful way. 

 In cases where you establish a rapport with an employer but he or she does not have any positions 
available, you may be able to shift gears and schedule an informational interview. This will still give 
you a chance to meet and impress a potentially influential professional, and it is a useful way to learn 
more about a company or career that interests you. See our Informational Interview resource for 
significantly more information on this topic.  

 See our Writing Specific Letters resource for more information on the topic of cold calling. 
 

Step 4: Following Up 

 Once you get in touch with a company contact, an effective follow-up can help you to determine if 
you have been granted an interview. Alternatively, it can help you inquire about your possible 
employment after completing an interview. Follow up between 7 and 10 days after you’ve submitted 
an application (or, for advertised postings, 7 to 10 days after the application deadline has passed.) 

 For applications applied to using online forms, the process can be more complicated. If you don’t 
have a contact number or address, you will need to research the appropriate department at the 
company to which you’ve applied. This is normally Human Resources. You can often find a general 
email address used for recruitment purposes posted on the company’s website. If not, another option 
is to try placing a phone call. The receptionist may be willing to put you through to the HR 
department. If not, consider requesting an email address to which you can send your follow up 
instead.  

 If you have been granted an interview, you should follow up with a brief thank-you email within 24 
hours of attending  

 It is very possible to follow up too often! In some cases, over-aggressive contact can persuade a 
company to remove you from consideration for a position. It is vital that you respect the company’s 
hiring process and timelines; do not over contact. Keep your follow-up correspondence light and 
professional. 

 It is also a good idea to make time to stay in touch with your networking contacts and referees to let 
them know of your progress in your job search – especially if a lead they had for you turned into 
something more. 

 
 

 

CAREER AND EMPLOYMENT SERVICES OFFERS A VARIETY OF RESOURCES TO HELP 

YOU LAUNCH YOUR CAREER: 
Job searching ● Career Planning ● Work experience ● Career preparation workshops 
Personal appointments ● Resume critiques ● Mock interviews ● Interest testing ● Job fair 
Networking opportunities ● Volunteer Internship Program (VIP) 
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