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JOB SEARCH GUIDE

A STEP-BY-STEP GUIDE TO A 

SUCCESSFUL JOB SEARCH  
For return-to-work and career change mums

If it has been a long while since you looked for a job, you probably don’t quite 
remember where—or how—to begin. Having a clear strategy in place and using your 
time wisely is the name of the game. 

Follow our guide to help you organise and structure your job search, and make going 
back to work or changing careers a whole lot quicker and less stressful.  
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Step 1: Get Prepared 

1. Take a step back to f igure out what makes you t ick.  The more you understand 
yoursel f  and your mot ivat ions,  the more informed and product ive your career 

search process wi l l  be,  and the more l ikely you' l l  f ind a career that  is  the best 
f i t  for  you. Cl ick here for a l is t  of  quest ions to help you ident i fy your values, 

strengths and passions, and here to f ind out how onl ine career assessments 
can al low you to make better,  more informed career choices that are in l ine 

wi th your unique sel f .  

2. Next get  c lear on what you real ly want.  What does your ideal  job look l ike? Be 
as speci f ic  as possible.  What ski l ls  do you want to put to use? What tasks 

energise you? What type of  environment would you l ike to work in? What 
hours would you l ike to work? Wri te these things down, as wel l  as the th ings 

you def in i te ly don’ t  want to do or be around in your next role.  

You can even create a v is ion board of  what you want.  Cut out images from 
magazines that ref lect  exact ly what you’re looking for in your ideal  career or 

business.  Keep this v is ion board somewhere where you can see i t  every day.

3. I f  you’re not sure what ’s next,  reach out to people in your network who have 
interest ing jobs or are working for  interest ing companies -  learn about their  

exper iences and ask for  their  advice.  For more support  in f igur ing out your 
career direct ion,  s ign up for Igni te! ,  our f ree 7-day mini  e-course. 

4. Set your goals and make a plan. Give yoursel f  a deadl ine for  f inding a new 

job,  and some real ist ic  goals to achieve along the way. Then determine how 
much t ime each week you can commit  to your job search. How much of  th is 

t ime wi l l  you spend on each job search act iv i ty? We recommend sett ing aside 
50% of your job search t ime for networking, 25% for mater ia l  preparat ion and 

the appl icat ion process, 15% for onl ine research, and 5% or less on job board 
s i tes.  And f inal ly,  based on how much t ime you have each week for your job 

search, wr i te down the act ion steps you’re going to take to achieve your 

http://www.workhappymums.com/rh-discovery-questions.html
http://www.workhappymums.com/blog/what-are-online-career-assessments-and-how-can-they-help-you-choose-the-right-career-or-business
http://www.workhappymums.com/ignite.html
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goals.  Don’ t  forget to put complet ion deadl ines next to each one, and wri te 
them in your calendar.  

5. Create an Employer Target List .  Rather than rely ing solely on job boards,  

focus your web-based job search effor ts on employers of  part icular interest  to 
you. Create a l is t  of  25 or so employers for  whom you would l ike to work.  This 

l is t  wi l l  a l low you to ident i fy job openings before other candidates and help 
you focus your networking effor ts.  Research the employers on your l is t  

thoroughly.  Review their  websi tes.  Set up a Google alert  for  each organisat ion 
so you’ l l  know whenever they are in the news. Fol low them on social  media.  

Look up key personnel  on LinkedIn.  Ask your current contacts ( f r iends, fami ly,  
col leagues, other job seekers,  etc.)  i f  they know anyone working at  your 

target employer.

6. Prepare your references. Make sure you have sol id references (and their  
permission) in order,  p lus accurate contact  informat ion for  your references.

7. Get your support  team in place. Ident i fy the people who can help you with 

your job search – f r iends, old col leagues, or a career coach. 

Step 2:  Pol ish Your Personal  Brand 

1. These days, the f i rst  th ing a potent ia l  employer wi l l  do before hir ing you is 
head straight  for  Google.  Google yoursel f .  Do you l ike what you see? Then 

think about what your personal  emai l  address and social  media presence 
(Facebook, Twit ter  etc.)  says about you -  what wi l l  they look l ike to a 

potent ia l  employer?

2. Refresh your job search mater ia ls.  Make sure your CV, cover let ter,  and 
LinkedIn prof i le are up-to-date.  Whi le your resume and cover let ter  wi l l  need 

to be customised for each job appl icat ion,  having the bulk of  the updates 
done ahead of  t ime wi l l  a l low you to apply quickly when you f ind posi t ions of  

interest .  Before you start  making changes to your CV, make sure you know 
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how CV’s have changed in recent years,  and read this art ic le i f  you’re not 
sure how to explain “ the gap”.  

When you’re apply ing for jobs,  i t ’s  important to send out mater ia ls that  are 

perfect .  Use Grammarly to instant ly check your wr i t ing for grammar,  
punctuat ion and sty le.  Also consider having a t rusted professional  mentor or 

coach look over your mater ia ls and provide feedback. 

3. I f  you would l ike to take your personal  brand one step further and at t ract  
recrui ters by shar ing more of  your personal i ty and passion for what you do, 

t ry branded.me to create a f ree personal  websi te in minutes (or less) using 
the informat ion in your LinkedIn prof i le.

Step 3:  Start  Networking

1. Act ivate your current network.  With 80% of jobs never being posted publ ic ly,  
you want to get on the inside track to job openings. The f i rst  step is to 

act ivate your current network.  Begin strategical ly reaching out to members of  
your network.  Don’ t  s imply emai l  asking i f  they know of openings. Rather,  set  

up a br ief ,  15 minute meet ing or phone cal l .  Explain where you are 
professional ly,  where you are hoping to go, and ask for  advice.  This leaves 

the door open for an ongoing communicat ion.  

2. Refresh your LinkedIn prof i le,  get  act ive on the plat form and make sure you 
understand how to use i t  effect ively in your job search. Consider i f  the f ree or 

paid job seeker version of  L inkedIn is r ight  for  your job search.

 

Step 4:  Apply For Jobs & Keep Organised

1. Apply to open roles,  ideal ly commit t ing to between 3-5 appl icat ions per week. 

I f  you have decided that your job needs to be part- t ime or f lexible,  don’ t  be 
put off  apply ing for  fu l l - t ime roles.  Many employers wi l l  consider f lexible 

working ' for  the r ight  candidate '  even though they don' t  state i t  in their  job 

http://www.workhappymums.com/blog/-cvs-have-changed-since-you-last-looked-for-a-job-heres-how
http://www.workhappymums.com/blog/how-to-mind-the-gap-on-your-cv-after-maternity-leave
https://www.grammarly.com/
http://branded.me
https://www.workhappymums.com/blog/6-ways-to-use-linkedin-to-find-a-job
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ad. Read more about the best way of  f inding a part- t ime or f lexible role here,  
and our guide to when and how to ask for  f lexible work arrangements dur ing 

the job search process here.  

2. Your job hunt wi l l  be much smoother i f  i t ’s  organised. Try J ibberJobber for  a 
quick and easy way to organise and manage your career contacts and job 

search.  

Step 5:  Interview & Fol low-Up

1. The better prepared you are for interviews, the more conf ident and in control  
you wi l l  feel .  Pract ice how you’ l l  answer the most common interview quest ions 

and come prepared with several  good quest ions to ask at  the end. This is 
your chance to show the hir ing manager who you are and why you’d be a 

great f i t  for  the company.

2. Aways wr i te a personal ised post- interv iew thank you note.  And i f  you st i l l  
haven’ t  heard back af ter  two or three weeks, t ry fo l lowing up with the hir ing 

manager to show you’re st i l l  interested in the posi t ion.   I f  you don’ t  receive an 
offer,  ask for  feedback on what you might have done di fferent ly in the 

interview. This can keep the door open to future posi t ions that  may come 
avai lable wi th the company.  

Step 6:  Analyse Your Job Offer & Decide 

1. Ensure you understand al l  components of  your job offer  including base salary,  
bonus opportuni t ies,  benef i ts etc.

2. Revis i t  your descr ipt ion of  your ‘ ideal  job’ ,  and make sure the role you’re 
consider ing t ru ly meets your cr i ter ia.  

3. Off ic ia l ly  accept and sign your paperwork,  and give yoursel f  a pat on the 
back!  

http://www.workhappymums.com/blog/how-to-find-your-ideal-family-friendly-job
http://www.workhappymums.com/blog/when-and-how-to-ask-for-flexible-work-arrangements-during-the-job-search-process
http://www.jibberjobber.com/login.php
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As you’re going through the job search process, remember that  i t  takes t ime -  
3-6 months on average, perhaps longer in a down economy. Finding jobs that  
you are exci ted about,  networking and interviews are al l  th ings though that 
deserve celebrat ing.  Each step is gett ing you closer to your ideal  job.  

And i f  you ever feel  l ike qui t t ing (which we’re sure you wi l l ! ) ,  remind yoursel f  
you're a valuable asset to an employer,  so i t 's  just  a matter of  perseverance 
before you get something. 

Gett ing an outside perspect ive can also be useful  when you are in the depths of  
the job search. Feel  f ree to check in wi th us for advice and encouragement.   

####

Work Happy Mums is the go-to resource for  return-to-work professional  women 
and career advancers.  We help women get c lar i ty on what they real ly want f rom 
their  career af ter  having chi ldren, enhance their  ski l ls ,  rebui ld their  professional  
conf idence, and successful ly navigate career and fami ly to be the best they can 
be at  work and at  home.  

Visi t  Work Happy Mums to f ind out more about us,  and get in touch today to 
schedule your compl imentary Career Assessment to see how we can support  you 
on your back-to-work journey and beyond. We’re wi th you every step of  the way!

Best wishes,  
Melanie Fieseler  
 
Director,  Work Happy Mums
www.workhappymums.com

http://www.workhappymums.com
http://www.workhappymums.com

