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7 important steps to take to find a job in your career field! 



 

Step 1:  Rest up & prepare! 

  

 The job search process can be both overwhelming and exciting.  It 
is very important to get plenty of sleep so you have energy, 
concentration, and stamina throughout the process.  Being 
prepared will also impact your success. Here are a few essential 
things to do in preparation for your job search: 

Update your resume 

Learn how to write an outstanding cover letter 

Practice your interview techniques/responses 

 

 

Visit the Career Services Website for resources on these topics!  

http://www.health.harvard.edu/press_releases/importance_of_sleep_and_health
http://www.health.harvard.edu/press_releases/importance_of_sleep_and_health
http://www.champlain.edu/career-success/career-services/career-resources


 

Step 2:  Ask around 

  When making any important life decision, it can be 
helpful to check in with an expert.  For example, your 
Career Services Advisor is always here to help! 

 

 Since Dr. Phil seems to think he is the expert on just 
about everything, let’s see what he has to say about 
getting off the couch, and getting a JOB….  

 

Click HERE to watch Dr. Phil talk about getting a job! 
(NOTE: If you are having trouble viewing the video in Firefox, try pasting the URL into Internet Explorer.) 

http://www.champlain.edu/career-success/career-services/meet-your-advisor
http://www.youtube.com/watch?v=cpyx4TCIsKY
http://www.youtube.com/watch?v=cpyx4TCIsKY


Step 3:  Stand out to employers 

If you are looking for a job it helps to 
pay close attention to how employers 
locate and hire their employees!  The 
TOP 3 WAYS that employers prefer to 
fill their open positions are to… 
 



1.) Promote someone from within…  
 

  

  

 

 

 

 

  

 

As the job seeker you can work your 
way up from within a company and 
use networks within the organization. 
Begin by volunteering, working part-
time, or completing an internship with 
a company you’d want to work for full-
time in the future. 

employers prefer to…  



 As the job seeker you should show the employer the relevant work you 
have done in the past to provide proof of what you can do for them.  In 
addition to stating things in your cover letter and resume, you could: 
 email them a link to your online portfolio 
 set up a time to demo a program you’ve designed 
 send writing samples  
 send letters of recommendation 

 

 

employers prefer to…  

2.)  See proof, evidence, or testimonials that 
demonstrate the candidate’s work... 
 



 3.)  Take recommendations from the people they trust 
(colleagues, friends, family, etc.)!  

 

  

 

employers prefer to…  

As a job seeker you should: 
 Maintain positive relationships with former supervisors and colleagues. 
 Build a strong list of references.   
 Find out if you know anyone at the hiring company who could put in a good 

word for you.   
 Also, a great way to meet NEW people in your career field is to join a 

professional association and build your network . 

http://www.weddles.com/associations/index.cfm
http://www.weddles.com/associations/index.cfm


As a job seeker you should build 

a strong and up-to-date LinkedIn 

profile, join groups,  and connect 

with alumni and professionals in 

your field!  Visit:  http://www.linkedin.com/ 

 

 

 

BONUS TIP:  Employers are searching for qualified 
candidates on LinkedIn! LinkedIn is a professional 
online social networking site that over 80 million 
professionals are using to exchange information, 
ideas and job opportunities.  

 

http://www.linkedin.com/
http://www.linkedin.com/


Step 4:  Research 

 

 Occupational research will help you see the big picture (industry trends, career 
fields, and labor market information).  You can use website like O*Net and 
several others to find up-to-date occupational and  career information.   

  

 Employer research will help to bring clarity and understanding to the job 
search process. Employers put up tons of information in their websites these 
days… including the latest and greatest job openings !  

 
 

One very important step in the job 
search process is research.  

 

http://www.onetonline.org/


Step 5:  Learn about jobs 
 Even when you aren’t currently looking for employment it’s helpful to know 

what opportunities exist in your field. You will discover exactly what skills 
employers are looking for so  you can work on developing them.  In addition, 
the job search process can take several months so it helps to start early!  There 
are thousands of websites that list available jobs.  You can locate 
recommended resources on the Career Services Website . You can also attend 
our Career Fairs and Employer Recruiting Events to meet with employers in 
person!  

http://www.champlain.edu/career-success/career-services/career-resources
http://www.champlain.edu/career-success/career-services/career-services-events
http://www.champlain.edu/career-success/career-services/career-services-events
http://www.champlain.edu/career-success/career-services/career-services-events
http://www.usajobs.gov/
https://champlain-csm.symplicity.com/students/
http://www.careershift.com/Default.aspx?sc=champlain


Step 6:  Go above and beyond 

Don’t limit your job search to the same old popular job 
boards that millions of other people are using too.  Push 
yourself further, and explore the following:      
 

  



 

 

 

 

 

  

Social Networks (In-person & Online) and Career Related 
Events : Attend job fairs, industry-related events, and career 
services events.  Reach out to networking contacts, join 
professional associations related to your field, and  use 
LinkedIn, Facebook, Twitter, Blogs and online social networking 
resources! Remember, most jobs are obtained through 
networking and talking to PEOPLE.  
 
Company Websites: This is the best place to gather info and 
learn about available jobs at a company you want to work for! 
 
Industry Specific Job Boards:  There are all kinds of job posting 
websites out there.  Contact your Career Advisor if you want to 
know which ones are recommend for your major.  Be sure to 
set up automatic alerts, search agents, and use RSS Feeds to 
stay up-to-date!   
 
Local Newspapers: Use newspapers to find out about job 
openings, networking events, local business news and more!  
Most published newspapers have websites as well.  Use this 
online directory to find local newspapers  
www.newsvoyager.com 
 

  

http://www.champlain.edu/Career-Services/Meet-Your-Advisor.html
http://www.newsvoyager.com/


Step 7:  Think happy thoughts 
A successful job search includes gathering information from multiple sources and acting 
quickly on opportunities that come up.  You’ll have to prepare, execute, and follow up 
while being highly organized along the way!  If you get discouraged just try to keep your 

eyes on the prize …YOUR DREAM JOB!!!  Employers want someone with a positive 
attitude who can rise to the challenge!   

http://www.successconsciousness.com/positive_attitude.htm
http://www.successconsciousness.com/positive_attitude.htm
http://www.youtube.com/watch?v=yvtUByxnrGU


Congratulations! 
You have just learned the basics of job searching.  Every 
employer will have a unique hiring process and way of 
recruiting talent.  The more you can learn about the hiring 
processes for the field you plan to enter… the better off you 
will be!  The next step will be selling your talents and skills 
so that the employer picks YOU out of the sea of applicants.   



 
If you need assistance along the way please contact the Career 

Services Office to get connected with your Career Advisor. 
 

Phone:   

(802) 860-2720 
 

Email:   

careerservices@champlain.edu  
 

On the web:  

http://www.champlain.edu/career-success/career-services 
 

 

 
Sources: 
 What Color Is Your Parachute?  2009 Edition:  A Practical Manual for Job-Hunters and Career Changers. Richard N. Bolles 
 A Guide to Internet Job Searching (2008-2009 Edition):  Margaret Riley Dikel and Frances E. Roehm 
 

 

http://www.champlain.edu/Career-Services/Meet-Your-Advisor.html
mailto:careerservices@champlain.edu
http://www.champlain.edu/career-success/career-services
http://www.champlain.edu/career-success/career-services
http://www.champlain.edu/career-success/career-services
http://www.champlain.edu/career-success/career-services
http://www.champlain.edu/career-success/career-services
http://www.champlain.edu/career-success/career-services

