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HOW TO FIND JOBS

INTRODUCTION

How do you go about looking for a job?

If you are like most job seekers, you start by browsing online jobs listings. You search for titles or companies
which interest you in your city, review the requirements and qualifications, send off your CV and Cover Letter
and...voila, you have a job! Easy, right?

Except... this is rarely how things work in reality, and many students report the experience of looking for
work online to be overwhelming, depressing and frustrating.

In fact, surveys regularly show that the majority of available jobs are never publicly advertised. The
exact percentage is extremely industry-dependent, but regardless of the type of job you are looking for, if
responding to online postings is your only job search strategy, you are likely to be looking for a long time.

Our most recent CaPS Destination Survey results showed that successful job seekers found opportunities in
the following ways:

Advertising
Public Hiring 42%
Job Boards
Websites
42%

Cold Contact
25%

Networking
58%

Referral
33%

How do employers find and connect with potential employees?

Most employers publicly advertise jobs on an as-needed basis only, when other, more informal methods

of hiring have failed to pay off. Along with the appropriate skills and experience, employers are ideally
looking for people they can trust. Any recommendation or connection to a new hire generally increases the
likelihood that he or she will be trustworthy.

The triangle on the next page depicts the way that most employers prefer to search for new hires starting
at the top and moving downward. In general, as you get closer to the tip of the triangle, trust decreases and
the time and resources required for the search increases.
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Internal Candidates

Referrals from Existing Staff

Past Interns/Employees

Other Managers

Professional
Associations

Human
Resources

External
Job Sites

Internal Candidates: Already known and trusted.

Referrals from Existing Staff: Likely know the position well and will suggest those that they
themselves would want to work with and who would be a good fit.

Past Interns/Employees: Might be looking for work and are already known to be a good fit.

Other Managers: Trusted by hiring managers and are likely to know of suitable candidates.

Professional Associations: Good for finding “pools” of people with a particular skillset.
Human Resources: Will post the position and/or go through CVs that they have on file.

External Job Sites: The last, most costly and labour-intensive option.
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6 TIPS FOR AN EFFECTIVE JOB SEARCH

1) Be active, not passive

Jobs rarely come to you, you need to seek them out. A potential employer has no idea you would love
to work for them unless you initiate contact. In general, the more active and direct your approach to job
searching, the better!

2) Look for jobs AND for employers

A quarter of all job seekers obtain positions by “cold” contacting employers. This involves researching
organizations and companies of interest and then making contact with them, regardless of whether or
not you have been referred. Many employers do accept and subsequently review CVs from prospective
applicants who have proactively sought out the organization and can demonstrate a high degree of “fit”in
terms of their skills and background.

® Once you have narrowed down the field(s) and geographic area(s) you are interested in, ask at CaPS for
help in locating directories of companies and organizations in your sector

® Research prospective employers to determine if they are a good fit, and to ensure your application
materials are tailored to their needs

® Actively apply to any employers you are interested in, even if they are not publicly advertising openings

3) Make effective use of online resources AND job search in person

® When feasible, make your enquiries and drop off your applications in person. Your chances of having a
conversation with someone and finding out more about the organization are much higher!

® Maintain an updated profile on professional networking sites such as LinkedIn

® Create“Search Agents” through myFuture, the CaPS online job postings database, to be emailed
automatically when a job of interest is posted

® Use the CaPS Resource Centre and website to find additional relevant online resources

4) Take concrete and ongoing steps to expand your network

® Make a list of Primary Contacts: people you already know such as friends, family, neighbours, professors,
teammates and community acquaintances

® Ask for referrals to anyone working in your target field/company

® Follow up with these secondary contacts, and when possible, arrange information interviews (see ‘How
To Contact Employers’ guide for more advice on this)

® Actively create new contacts:
«  Sign up for the McGill Mentor Program if you are a current student
« Join a professional association, attend career-related conferences and events

« Volunteer or do an internship in your area of interest
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5) Ask for advice, ideas and information

Most people are not in a position to “give” you a job. What people can (and often love to) give is ideas, advice
and information!

Initiate conversations about your job search

Find out if your contacts or anyone they know are working in your area; if so, invite them out for coffee to
find out more about what they do

Ask about hiring practices in this area, job search tips and other contacts in the field they would
recommend you talk to

Seek out help in finding information that would assist you in your search

6) Follow up on your applications/enquiries

Many job seekers neglect this crucial step. They send one exploratory email or drop off a CV and then...
that’s it. As long as you are polite and professional, sending a follow up email or making a second phone call
is more than just ok, it's often necessary.

® Maintain contact with the people you have met. Send an email to thank them, share a resource, ask a
follow up question, or update them on your situation. If you keep the relationship going, they are likely
to let you know when a job comes up

® Follow up on any applications you have submitted online or in person: pick up the phone, call the
company or department or contact person and let them know that you are very interested in working for
them and are following up on your application

® In general, follow up works better the more direct the method. An email is easy to ignore/miss. A phone
call less so. A human being standing in front of you, fairly difficult!

® Be professional, courteous and clear

® Thank people for their time and assistance

7) Bonus tip

Make an appointment at CaPS to discuss your job search in more detail. We look forward to meeting you!
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PRIMARY CONTACT LIST

People | know personally:

Family

Friends

Neighbours

People | know from school:

Professors/Teachers

Classmates

Mentors/Alumni

McGill Staff/Advisors

People | know from work:

Co-workers

Supervisors

Clients

Professional Associations

People | know from:

Volunteering

Extracurriculars & Clubs

Sports

Church/Temple

Community Involvement
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EXPANDING YOUR NETWORK

Make direct contact with
potential employers
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Meet your
secondary contacts
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Sign up for a
mentor in your field
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primary contacts
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PROGRAMS & SERVICES

Ask a Career Advisor

Ask your career questions online and one of
our career advisors will get back to you, usually
within 48 hours.

Career Leadership Program

Become a Career Leader and promote CaPS
across our campuses while developing your own
leadership skills.

CV & Advising Drop-In

Drop-in hours are available to undergraduate
and graduate students, whether you would like
your CV reviewed or have a quick question.

McGill Mentor Program

Explore jobs and industries of interest. Get
connected to a McGill alumnus/ae working in your
dream field.

myFuture

Log on to caps.myfuture.mcgill.ca for an extensive
listing of jobs and internships. Register for CaPS
events, browse publications and view employer
profiles.

PA.CEE.

Join other students in this 10 hour/4 week
program which helps you explore personal goals,
values, interests and career options.

ONLINE RESOURCES

CaPS Website - www.mcqill.ca/caps

Your main portal to the services offered by CaPS and a wealth of information related to career exploration and job search.

Explore by Major - www.mcgqill.ca/caps/students/explore/major

CaPS has compiled targeted career information for your major to give you some ideas of where to go next.

MyWorldAbroad - myworldabroad.com/mcaqill

The authoritative guide to international careers. 4,000+ searchable resources, articles and inspiring student stories.

General Job Listings - www.mcgill.ca/caps/students/job/jobsearch

This page contains links to many job listings sites to help you find career and job opportunities.

Vault Career Insider - careerinsider.vault.com/career-insider-login.aspx?parrefer=7165

Downloadable career guidebooks, insider company surveys, industry profiles, career tips, jobs and internships. Informa-
tion on companies in consulting, finance, law, marketing, public relations, accounting and business-related industries can
be found here.

Going Global - online.goinglobal.com

16 million worldwide job and internship listings, employer profiles, and country-specific career information.

Career Cruising - public.careercruising.com/en/

Comprehensive resource to look up Canadian occupational information, educational paths and university programs.
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