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Key Mindsets/Tips

Start early
A successful job search takes time, often several months, so allow yourself more time than you think you’ll 
need.

Be proactive, not reactive
Jobs rarely come to you; you will 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 proactive and direct your approach to job 
searching, the better!

Get organized
Job search involves a lot of information and details; make sure you have an e!cient way to keep track of 
everything right from the get-go. A spreadsheet or notebook works well to list employers you are interested 
in, roles you’ve applied for, interesting job titles, application deadlines, notes on conversations and 
interviews etc.

Find a starting point
Even if you are open to many types of opportunities, you will need to start somewhere! If you are unsure of 
the job title(s) you are targeting, there are other aspects to consider including:

Company/Organization

Field/Industry

Geographical Location

See our “Quick Guide to the World of Work” for more ideas and examples.

Be e!cient with your time and energy
Most people "nd jobs through a combination of the three strategies detailed on the next page. Make sure 
you’re devoting time to each.

HOW TO FIND JOBS
This guide is designed to demystify the process of looking for a job/internship. We’ll cover key job search 
strategies and tips to help you get organized and get started.

https://www.mcgill.ca/caps/files/caps/quickguide_worldofwork.pdf
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Three Key Job Search Strategies

LOOK FOR JOBS – What opportunities are being publicly advertised?

This strategy is the straightforward one! It involves using public sites such as indeed.ca, and school a!liated 
sites like myFuture to search for jobs, as well as professional platforms such as LinkedIn.

• Seek out postings sites which are focused on your "elds of interest or the geographical areas you’re 
targeting so that you minimize the time you spend fruitlessly scrolling

• Make use of helpful features such as job alerts to increase the e!ciency of your search
• Take note of the quali"cations and skills required, especially those which come up consistently

*Pro tip: Any time you apply for a job, save a copy of the posting in case you need to refer back to it later.

LOOK FOR EMPLOYERS – Which companies and organizations in city/region X are doing the kind of work I’d like 
to try out or be involved in?

This strategy involves researching organizations and companies of interest and then making direct 
contact with them even if they are not currently advertising open positions. Many employers do accept 
and subsequently review CVs from prospective applicants who have proactively sought them out (which 
indicates high motivation), and who have relevant skills and experience.

• Compile a short list of "elds/industries you are interested in 
• Use Industry Guides and Directories to identify potential employers in your city/region
• Research any organizations of interest in depth
• Get in contact to ask any questions you have, inquire about opportunities, and to apply directly for 

current openings or for future consideration

TALK TO PEOPLE – Who can I reach out to or connect with to learn more?

Talking to professionals in your "eld(s) of interest is an excellent way to gain additional knowledge to aid in 
your job search. While most people do not have the ability to give you a job, even if they wanted to, they are 
usually happy to share ideas, advice and information. Start by searching for McGill alumni, as you already 
have something in common. Both the McGill Connect platform and the LinkedIn Alumni tool are very useful 
in this regard. 

You can also ask family, friends, and other contacts if they are able to refer you to anyone working in your 
"eld/company of interest. When they are hiring, many organizations do at least some advertisement by 
word of mouth, so you want to make sure that those in your network know the kinds of roles/employers you 
are exploring.

See our Career Conversations guide for further details and ideas about what to ask.

https://caps.myfuture.mcgill.ca/
https://www.mcgill.ca/caps/students/explore/industry
https://www.mcgill.ca/caps/files/caps/how_to_navigate_career_conversations_july_2022_1.pdf
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AND…don’t forget to follow up on your applications/inquiries

Many job seekers neglect this crucial step. They send one exploratory email or 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 okay, 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. Email is often the default, but you can 
also call or (if it makes sense) drop by in person.

• Be professional, courteous and clear
• Thank people for their time and assistance

All the best with your job and internship searches!
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