How to Find and Search for Job Openings in the Hidden Market

The hidden job market includes all positions in varying stages of conceptualization that have not yet been communicated to the open market channels.  In order to gain access to this unadvertised market, you must locate and approach the appropriate decision-makers.  If you can identify a need within an organization before it is publicized on the open market, you will significantly reduce, if not eliminate, the competition.  

Here are the basic steps to consider when wanting to find hidden job openings:  

1. Know and communicate your abilities.  

2. Write cover letters, resumes, and business plans.  

3. Create networking diagrams.  

4. Begin networking.  

5. Send cover letters and resumes.    
Here is more information about how you should consider accomplishing each step:  

1. Begin with the end as your target; know what kind of work you want to do and be able to show and tell how you can do that work well.  Focus on your selling points.  Your selling points should include whatever you know and can do for an employer and the employer’s customers.  Be able to answer: “Why should an employer hire you?”  Be specific about what you can do.  Be creative in presenting your facts on paper and in interviews so you show or demonstrate your ability to serve.  The key is to know the work so well that you know (or are able to imagine) what your targeted employers need.  Your experience, research and networking will help you do this! 

You'll need to know as much as you can about the tasks, skills, and experiences your prospective employers are looking for.  For now, focus on what YOU have to offer.  As you learn more about employers’ needs, you will pick up on the best ways to present your selling points.  Write and talk like you fit in the industry.  Make sure your resume spells out your selling points so your targeted employers do have to "read between the lines" or guess.
Your selling points are based on your knowledge, performance (proven track record), experience, and training as well as on your own preferences--What do you LIKE to do?  What do you do WELL?  What do you want to LEARN and keep on learning? 

2. Write rough drafts of cover letters and resumes for firms who hire people with your kind of skills to do the kinds of work you want to do.  Write cover letters and resumes for firms who could, but do not currently, hire people with your kind of skills to do the kinds of work you want to do.  Define your targets before you create your rough drafts.  Here are some actions for you to consider.  

a. Develop a list of keywords describing the target industry: Restaurants 

Diners 

Family Dining Establishments 

Resorts 

Retail Food Service 

Truck Stops 

b. Search for companies that match your focus.  Grow your list by learning more about your target industry.  You may discover that your industry definition still needs more work or that you need to broaden your geographic requirements to produce a larger list of employers.  No matter how long you have worked in a field, there will be new employer names to discover: start-ups, suppliers, and allied businesses.  Let's say our breakfast cook is stuck.  He may want to investigate: Airline food service production 

Corporate food services 

Hotel food services 

College and university food services 

Large catering companies 

And the whole world of commercial baking, if he has interest/skills in that area. 

To repeat: it is essential to "chase" one industry at a time so you can learn as much as you can and find smaller companies or companies that are not especially well-known. As you move from one related target industry to another, you may also find that employers are looking for different skills or selling points. Our cook's duties may vary with the setting: purchasing, supervising other operations, keeping accounts or assisting with presentations to potential clients may be required in one setting and not in another. 

Use web-based resources such as JobStar to search: General Business Publications 

Local Business Publications
Northern California
Southern California 

Trade Associations 

Industry Reports 

Examples of POSITION and target industry focus.  These statements are related to the use of selling points mentioned in Step 1. 

· EVENTS COORDINATOR for a chamber of commerce in Los Angeles. 

· MECHANICAL ENGINEER at scientific instrumentation company specializing in mass-spectrometry or gas chromatography. Will consider smaller companies or start-ups. Relocation possible. 

· ONLINE RESEARCHER for law firm specializing in patents and trademarks. 

· RECEPTIONIST for insurance agency in Encino area. Some word processing (WordPerfect, Word for Windows), heavy phones okay. Part-time, no benefits required. 

· AUDITOR for health-related nonprofit organization in Marin County. 

· Lead breakfast COOK for high-volume restaurant in the Napa Valley. 

Select several companies to investigate in depth using several sources of information.  You'll need to know as much as you can about the company, products, services, customers, competitors, technologies used and the challenges the company faces.  Try to read between the lines to get a sense of the company's "style" or approach to its market.  You'll be trying to answer two questions: Is this company a good fit for you?  AND What are the employer's needs and how can I present myself to meet those needs?  Find mailing lists that match your targeted industries.  Use mailing lists from web-based resources and business publications.  

Begin by listing the employers you already know you should target.  Group information about each employer similar to this: 
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Copy the previous text and change it to fit your preferences, needs, and understanding so you have a template for your targets.  If your target statement matches a previous employer, add that firm's competitors to the list. 

3. Create a networking diagram for each firm.  Illustrate how you plan to find and connect with decision-makers.  Each diagram should have a specific individual targeted in a specific company.  You're going to be tracking down employers who are the best match for your selling points. You MUST limit your search to develop a specific list of target employers. 

As you work through Steps 2 and 3, you'll begin to see more possibilities.  But don't get sidetracked.  Make notes of other positions and industries of secondary interest to you --you can begin the process again using THAT focus if you later decide to re-direct your search.  You must focus on primary targets and stick to it to conduct an effective Hidden Job Market search. 

4. Plan your networking efforts by calendaring what you need to accomplish.  Create a schedule to help you make progress toward each of your diagrams’ targets.  Consider using some thing like this:  


5. Make contacts with employers and organizations that will help you network into introductions to your targeted employers. 
6. Get good help.

Target Profile





Name: ________________________  Location: ______________________________________


Salary range for your type of work & level of experience: $____________ to $____________


Self-description from their publications: ___________________________________________


Professional and civic organizations supported: _____________________________________


Industry periodicals: ____________________________________________________________


Recent publications featuring articles about the firm: ________________________________


Any other information about the firm: _____________________________________________


   “       “            “              “     “   industry: ___________________________________________


Where you should go & whom you should talk to about this target next: _________________


Your 30-second commercial/introduction: _I am a                           professional that can work for


you and (company name goes here) by doing:_-- _______________________________________,


                                                                           -- _______________________________________, 


                                                                           -- _____________________________________, and


                                                                           -- _______________________________________. 


I’ve recently graduated from (school name goes here) with a degree in ___________________ _with a GPA of          .  While in school I learned ___________________________________________and worked on _______________________________________________________________________.


or 


I am currently unemployed.  I was working for (former employer name goes here) as a ___________.  My employment there requires me to do: -- _______________________________________,


                                                                  -- _______________________________________, 


                                                                  -- _____________________________________, and


                                                                  -- _______________________________________. 


or


I am currently serving (current or former employer name goes here) as a _______________.  My employment there requires me to do: -- _______________________________________,


                                                            -- _______________________________________, 


                                                            -- _____________________________________, and


                                                            -- _______________________________________. 





I want to work in the _____________industry because_________________________________.  I am interested in your company because                                                                                           . I want to interview to work as a ______________________ now.  
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