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Job Hunting
To be an effective job hunter you need to choose the methods that are most appropriate for your target career area. Searching for vacancies using Google is not always the best way to find the job you want. The best job hunters do not wait for the jobs to appear; they are proactive in tracking down the best opportunities. 

before you start job hunting

Know what you are looking for
It is hard to find the right opportunities if you are not sure what you want to do. If you are confused about your career direction it may help to discuss your decision with a careers adviser. See the leaflet Generating Ideas for some more thoughts on how to identify possible options and complete a self-analysis at www.careers.lon.ac.uk/sortit.

If you are considering more than one career option, it may be a good idea initially to focus on just one of them thoroughly for a certain period then consider the others. 

Find out more information
Intelligent job hunting involves gathering a lot of information about your target sector. Do the employers advertise and, if so, where? Do they use recruitment agencies? Which ones? What selection methods do they use? What things do they look for in applications? 

In addition, the more you know about a particular job and its sector, the easier it is to convince a recruiter that you have the right qualities, qualifications or experience. You can find out more from:


AGCAS occupational profiles - as well as giving brief summaries of over 400 occupations, these sheets also identify specific places to look for relevant vacancies (www.prospects.ac.uk/links/occupations)


Occupational files in your careers service contain further information on a wide range of careers.

Reactive job hunting

Job vacancies
There are a number of places where you can find general graduate vacancies:


JobOnline www.careers.lon.ac.uk/vacancies

JobAlert a targeted email service www.careers.lon.ac.uk/alert

Graduate Prospects www.prospects.ac.uk

TargetJobs www.targetjobs.co.uk


GET/Hobsons www.get.hobsons.co.uk

Inside Careers www.insidecareers.co.uk

Milkround www.milkround.com


WikiJob www.wikijob.co.uk
You can also find vacancies in:


national, regional and local newspapers (eg The Guardian, The Independent)


special job newspapers (eg Jobs UK)


specialist ‘trade’ journals (eg Computing, The Bookseller)


local Job Centres

If you do not have everything they ask for in an advert, it is often worth applying anyway. The ideal candidate may not exist and you may be the best person available. 

Even if an appealing vacancy asks for more experience than you possess, it could provide a clue about where to look for similar jobs. You could use this advert as a way of making a useful contact with an employer. It may also give you something to aim for. Perhaps by getting more information you could find out how to get the experience you need to be able to apply for such jobs in the future. 

Recruitment agencies
Many people believe that recruitment agencies are an easy option for job hunting. They can be a useful additional job hunting method but, to increase your chances of obtaining meaningful work experience, you will have to put in a lot of effort.


You will need to be very specific about the type of work you are looking for and select agencies that deal with appropriate sectors. 


You will need to ensure that your CV is targeted clearly at particular types of jobs to increase the likelihood of being selected by the agent.


You will need to contact the agency regularly to ensure that they keep you in mind for positions.

More information on recruitment agencies:


The Recruitment & Employment Confederation (www.rec.uk.com) has an online directory of agencies. 


See the booklet Recruitment Agencies and Online Job Boards, The Careers Group, University of London.

Proactive job hunting
This involves tracking down unadvertised vacancies or, perhaps, creating new opportunities for yourself. One of the keys to this is building a network of contacts both as a source of information about the career that you are interested in, and as a way to get yourself known by people who may be able to help you.

Generating contacts
First, try to identify people you already have some link with who may be useful, or who could lead you to someone useful. Make a list of everyone you know: friends, family, colleagues, fellow students, former employers, tutors, people on Facebook, etc. Let them know the type of work you are interested in and ask if they know anyone with knowledge of that area.

College alumni are often willing to help with advice and information. Your careers service may have a database of alumni who have volunteered to advise current 
students. 

Professional bodies can sometimes give suggestions of people to contact. If none of these options generates a ‘warm’ contact, it is often possible to find lists of companies working within a sector. You can then approach them directly by ‘cold calling’. Such lists can be found in a number of ways.


General business directories, such as Yellow Pages or KOMPASS.


Specialist directories, such as Willings Press Guide, Voluntary Agencies Directory. Many of these are produced by relevant professional or trade associations. The Directory of British Associations or the Trade Association Forum website (www.taforum.org) may help you to identify the appropriate organisation. 

Speculative applications
Having identified relevant employers, you could just send off your CV in the hope that they have a position available. Such speculative applications can result in success. To increase your chances, your applications should be well-researched and targeted to that particular area. Resist the temptation to fire off hundreds of identical CVs and covering letters in the vague hope that something will happen. Often, a better approach is to make an informal contact first. Information interviewing is a good way of doing this.

Information interviewing
This is the process of arranging informal meetings to ask people about their jobs. In general, people respond positively to such requests, especially if you are only asking for information and advice and not a job (at this stage). Even if you are still unsure about the right job for you, information interviewing can help you decide if you really would enjoy this type of work.

One approach is to email a contact stating that you are interested in working in their field and that you would like to get more information. Make it clear that you are not asking for a job, only 15 minutes of their time. It is also a good idea to mention where you obtained your contact’s name, especially if it is a mutual acquaintance. Suggest that you will contact them by phone in a few days to arrange an exact time for an appointment. The worst they can do is claim they do not have the time.

When you get there
To make the best use of your meeting, be clear about what information you would like to obtain. Do as much background reading and preparation as you can so that you do not waste their time. 

Questions you could ask about the job itself:


What does the job involve in detail?


What are the typical activities?


What are the typical career paths?


What training is available?


What are the most/least enjoyable parts of the job?


What are current issues within the industry?

Questions you could ask about career progression:


Are there any particular courses or types of work experience which are sought after by employers?


What are the best ways to go about gaining relevant skills and experience?


Where do advertisements for this type of job occur?


How did your contact get their job?

Always ask your contact if they can recommend some more people who might be able to offer you further advice. This keeps your network expanding.

Here are some more top tips for effective information interviewing:


Always have a copy of your CV with you, just in case.


Write up your meetings immediately afterwards while the information is fresh in your mind.


Always follow up meetings with a thank-you letter.


Keep in touch with your contacts and inform them of your progress, telling them exactly how their information has helped you.


Keep records of your contacts, when you talked to them and what you discussed.


Keep appointments and don’t overrun.

Reviewing your strategies
Job hunting requires persistence and determination but if you are not getting any results after a substantial period of time, you may want to review your strategy. This could mean:


deciding that this career is not for you 


acquiring or developing skills by taking a course


gaining experience by volunteering 


taking a less responsible job which would enhance your chances of getting the job you want


following up any contacts you may have


changing your CV and covering letter to make it more effective (based on advice from your contacts).

Further information

www.careers.lon.ac.uk The Careers Group, University of London, Stewart House, 32 Russell Square, London, WC1B 5DN. 


City Business Library, 1 Brewers’ Hall Garden, London, EC2V 5BX. Tel 020 7332 1812.


www.bl.uk/bis British Library Business Information Service. Tel 020 7412 7454. 


www.wikijob.co.uk the first candidate focused graduate recruitment website, WikiJob is an online community designed to let students and graduates find out what careers, employers and interviews are really like.
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