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Question Prompts


Goal and parameters:

Type of position?

Librarian, type of librarian, information specialist, director, etc.

Where?  
Type of institution:  company, public library, academic library, nonprofit, private company

Size of institution?

Population served:   size type (demographics)

Doing What?   --- specifically in this role?  
Reference, instruction competitive intelligence, prospect research, outreach, marketing, 


Geography:  Where are you willing to look/work?

Other countries besides the US?  US?

Regions of the US?  Northwest, South, Midwest, Upper Midwest, West Coast, East Coast, etc.

Are certain states off the list?   I won’t live in ____.

Large Cities, medium sized towns, small towns, rural areas

Place I’m already familiar with, or a brand new place?

Amenities in the area that are important to you ---
biking hiking walkable, mass transit, museums, rural spaces
school systems, access to healthcare…

How far am I willing to commute to get to that job?

Hours/schedule ----full time, part time, benefits

Other considerations:   near family as far away as possible from family?
Are there unique considerations I need to keep in mind, special challenges, or concerns or questions I have?
(ex.)  International –so will need to be sponsored.  Where can I learn more about this?  Which offices on campus or in local area?)

(ex) I have visible or hidden disabilities, health issues, where accommodations may be needed?  And or will impact where I can work and what type of positions?  Where do I get more info on how to approach this?

(ex) Special circumstances with a partner, family member that I care for, etc?

(ex) Things that are hard for me, that I know I need to work on/overcome to be successful?
Things I’ve realized are weaknesses for me as a potential applicant –how will I address them?  If I don’t know how, who can I ask?


Timing

By when?  When do I want to have the job by?
	(ex)  Have a firm offer within 6 mos of graduation



Process/Organization/Tools

I am going to keep my job hunt process organized by:

What system?

Where will I store all of my materials? Folder/s on my computer hard drive?  Google docs, box?

Print out materials/jobs I’m posting for and create a job hunt binder?

System I will use to track as I apply for jobs and status:  excel spreadsheet, google spreadsheet, mgt tool like jibber jobber?

Do I have materials I need to update or create?  Resume, cover letter, LinkedIn profile professional portfolio or blog?

Have I checked my social media, searched myself to see what an outsider or friend of a friend would see, how I appear online identity to the public?



Communication/Networking/Career Goal Support Team

Based on the institutions and locations I am looking in, do I have any contacts there?   If not, who in my current network could I ask?

Who will I include in my job support team?
Advisor, supervisor, coordinator, instructor, friend, parent, partner?  What roles will they play:  reviewer, morale cheerleader, network builder/connector, etc?

Who will:  review my materials and give me feedback?

Review job hunt cycle diagram from week 1 :  who will/can help me at each stage of this cycle?  Have I asked them yet?

Who in my network needs to know that I’m on the job market?  Have I communicated to all of them?  ( if not ,this becomes an immediate action item)

Stress Management/Self-care
What will I do to manage my stress and take care of my self during the job search process? (Hint build these things into your weekly schedule just like other tasks.)

Physically (Ex.  Yoga class 2/week, running, walking, etc.)
Mentally/Emotionally  (Ex. Play board games with my friends every Friday night, write in my journal, meditate, read for pleasure, etc.)



Action Items/To-dos
What are the action items or steps I still need to take to be ready/put this job hunt in action?


(ex) Set up place on my laptop where I will track positions applied for and store related materials

(ex) Go back and do a bit more self-assessment to clarify the types of jobs opps I’m looking for

(ex) Talk to my advisor about registering for a second practicum, since I’ve realized that I’m weak on hands-on experience

(ex) Let my supervisor (NAME) at Steenbock Library know that I’m going on the job market, and ask if s/he would be willing to review my draft application materials.
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