 _____________’s Job Search Emergency Action Plan Outline

               your name goes here 
Set dates for the following actions either aggressively or leisurely:  

1. Decide now what changes you’ll make in your daily schedule and for how long you’ll make them to enable you to accomplish the following actions (i.e. get up earlier, go to bed later, watch less TV, etc.). 

2. Purchase either What Color Is Your Parachute? or Knock ‘em Dead tonight and start reading it.

3. Read at least seven pages each day from the book you buy and apply what you learn as often as you are given the opportunity to use what you learn. 

4. Do John G.’s Emergency Job Search Kit exercises on __-__-__. 

5. Write a note or email to John G. evaluating his efforts to help you find another job on __-__-__.  

6. Call to schedule at least __ meetings with *recruiters & placement agencies each day/week for the next __ days/weeks.  Find one or more informal job search coaches.  

7. Prepare more than one resume (hard and soft copies) on __-__-__ targeted at more than one industry’s type of position.  Be ready to apply for several types of jobs in a few industries. 

8. Prepare cover letters (hard and soft copies) communicating how informed and interested you are for each type of resume you create on __-__-__.  

9. Collect and prepare to present all complementary notes, certificates, performance reviews, etc. in a portfolio to your job search coach on __-__-__.  

10. Prepare to look and sound like a professional (organized, conservative, confident, persuasive, etc.) in meetings and interviews starting as early as next week and meet with your job search coach to role play a tough interview for a job in your least favorite potential industry.  

11. Get classified ads for the types of jobs you targeted on your resumes from the last four Sunday editions of newspapers from several major cities and the National Underwriter by __-__-__.  

Things to do next week: 

1. Start calling at least __ companies for interviews and mailing __ resumes w/cover letters weekly starting on __-__-__.

2. Staple copies of the resumes w/cover letters you send out to the classified ad you responded to.

3. Be sure to get the appropriate classified ads each week starting on __-__-__.

4. Start a filing system for your copies of documents you collect so you can refer to your paperwork before interviews and whenever you speak to prospective interviewers on the phone.

5. Back up you job search floppy disk daily.

6. Prepare a letter of thanks on __-__-__ to send after each of your job information interviews. 

7. ________________________________________________________________________

8. ________________________________________________________________________

9. ________________________________________________________________________ ________________________________________________________________________

10. Go fishing!  (Do something that is inexpensive but refreshing.  You need recreation to keep you fresh.)  

11. Purchase a life or career-planning book and read the first chapter.  If it doesn’t excite you buy a new one and store the first one in your personal library.  Repeat this process until you get a vision of what you want to become and what you need to accomplish to realize your vision.  

*  Recruiters find people to fill openings and are typically paid by firms having openings to fill.  Placement agencies are paid by job seekers who contract  their help to find a job   
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