JOB SEARCH CAREER CENTER
Q GUIDE COLORADO STATE UNIVERSITY

What are the recommended actions for landing a job?

3. Consider Creating or

1. Prepare a Resume 2. Write a Cover Letter Updating a Linkedln Profile

4. Look for Job Openings. We recommend a multi-faceted approach.

«Start with Handshake, an online platform for students and alumni where employers post job
openings.

+Use job aggregators like Google Jobs or Indeed. These search engines compile job postings
from numerous online sources. The keywords you use to search matter. Diversify your search
terms to yield different results. You can also save searches and follow companies to be notified
of new jobs.

«There are industry specific job boards that will show jobs for your particular interest. The Career
Center Resource Center will show job boards for many industries and interests. Once in the

Resource Center click on topics, then click job boards.

-Some companies only advertise their open positions on their website, so check out company web
sites too!

«Speak with a Career Educator for additional job platforms related to your field. If something looks
like a scam, it might be! Feel free to contact our office with questions.

5. Make Connections. Statistics show that candidates with a personal connection within an
organization are almost 10 times more likely to receive an offer. See tips on ways to expand
your network below

How can I organize my job search?

It can be helpful to organize your search to ensure you do not miss deadlines and to keep track of what
each application entails. Consider using a table, like the one below, for organization.

Position Link to Location Application Application

Compan
it Title Job Posting Deadline Link


https://career.colostate.edu/wp-content/uploads/2022/08/Resume-Guide.pdf
https://career.colostate.edu/wp-content/uploads/2022/06/SP22_CoverLetterGuide_Final.pdf
https://university.linkedin.com/content/dam/university/global/en_US/site/pdf/LinkedIn Profile Checklist - College Students.pdf
https://colostate.joinhandshake.com/
https://career.colostate.edu/resource-center/
https://www.google.com/search?q=jobs+colorado&sxsrf=AOaemvJk6DbIa5Y6KwOoNmx-idyhevEdxQ:1643221835217&ei=S5PxYdnTDMGzqtsPg_aE0Ak&uact=5&oq=jobs+colorado&gs_lcp=Cgdnd3Mtd2l6EAMyCAgAEIAEELEDMggIABCABBCxAzIFCAAQgAQyBQgAEIAEMgUIABCABDIFCAAQkQIyBQgAEIAEMgUIABCABDIFCAAQgAQyBQgAEIAEOgcIIxCwAxAnOgoIABBHELADEMkDOggIABCSAxCwAzoHCAAQRxCwAzoECCMQJzoNCAAQsQMQgwEQyQMQQzoFCAAQkgM6BwgAELEDEEM6CggAELEDEIMBEEM6BAgAEEM6CAgAELEDEJECOg0IABCABBCHAhCxAxAUSgQIQRgASgQIRhgAUIgBWOsKYL0MaAFwAngAgAGgAYgB0gaSAQM4LjGYAQCgAQHIAQrAAQE&sclient=gws-wiz&ibp=htl;jobs&sa=X&ved=2ahUKEwiEvsLnhtD1AhW6JjQIHcfRDYEQudcGKAJ6BAgIECs#htivrt=jobs&htidocid=7CN6Sa5fWigAAAAAAAAAAA%3D%3D&fpstate=tldetail
https://www.indeed.com/

What are some helpful tips to keep in mind while I search for a job?

Get clear on your priorities. What

really matters to you? Consider

locations, salary, job type, responsibilities,
organizational culture, etc.

Attend Events. You can build relationships with potential employers by
meeting them. Check the Events tab on the Career Center website for
employer events.

Create “job search times” in your calendar
with goals/ assignments weekly. Having a
set structure can help with progress and
motivation.

Tailor your resume and cover letter to each job posting. Employers spend
an average of 7 seconds per resume for a first look and they need to

quickly see a clear match between your skills and their job description.

Bias and discrimination are real and they happen in the job search. If you feel you are being discriminated against,
learn about your rights as a candidate to decide if you want to take action against an employer or take your job search
in a different direction.

Expect your job search to take time and to
include frustrations. Rejection and
nonresponse from companies is normal.
Exercise patience with yourself and others.

When you find a job posting that you plan to apply for, save the job
description. Postings are usually taken down after an application deadline,
but having the job description is helpful when preparing for an interview.

It is acceptable to follow up with a Connect with others. One way to meet people within an organization of
company if you have not heard back. interest is to find them on LinkedIn and ask to learn more about their
We recommend following up two career and where they work. Click here for tips on how to reach out and
weeks after you applied. what questions to ask.

What to do when | receive

ffer?
What to do when | get an an ofrer

e When you receive an offer, don’t just

sign it without trying to negotiate the
Be prepared for interview questions. terms first. Employers expect
Attend a drop-in session to find out candidates to negotiate, and doing so
how to prepare for an interview and can have a tremendous financial
consider scheduling a mock impact on your career in the long term.
interview appointment. Also check Communicate the main strengths you
out our interview resources in our bring to the organization and keep all
Resource Center. your emails and conversations positive
and hopeful during this process. If
you want help understanding a
contract, Student Legal Services can
provide this for current CSU students.

The Career Center can help you with job search questions and other career topics. To access
drop-in hours, appointments, or hundreds of resources, find us here or call 970-491-5707.


https://career.colostate.edu/wp-content/uploads/2022/08/Informational-Interviewing-Handout.pdf
https://career.colostate.edu/
https://career.colostate.edu/wp-content/uploads/2022/09/10-Workers-Rights-Handout.pdf
https://career.colostate.edu/resource-center/?topic=interviewing
https://career.colostate.edu/wp-content/uploads/2022/07/SU21_SalaryNegotiation_Handout.pdf
https://sls.colostate.edu/
https://career.colostate.edu/



