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CTC Job Search Planning Worksheet – Instructions
The purpose of the Job Search Planning Worksheet is to drive your plan of action from Career Goal to “What am I going to do today to get me to my career goal?”  You will be more successful in your search if you write your plan down; and you will be even more effective if you articulate your plan to others. Your CTC job coaches will help you to assess your progress and effectiveness along the way.

Step 1 - Career Objective

Document your career objective. If you have more than one, there is an over-riding theme to them. Most likely it is the value that you can provide to a prospective organization. This objective can also used on your resume, elevator speech, handbill, business card and/or cover letter. It may change over time as your career search progresses and you learn what is working and not working.

Step 2 – Target Positions / Organizations / Industries

You should have at least one Target.  If you are specific about your target(s), you will have more than one. If you have a contingency target job, such as seeking a part-time position while pursuing your primary objective, then document that target as well.  The more specific you can be about your target; the more effective your tactics will be.

Step 3 – Networking and Other Tactics

Document how you are going to strive to get each target job. One of your tactics must be networking.  Your tactics may differ depending on your target job. In fact, they should. The more directed your tactics are to the target job, the more effective they will be. 

Step 4 – 30 Day Goals

Define longer-term goals to provide a direction for your activities and a milestone to assess your progress. These goals should be SMART (Specific, Measurable, Attainable, Realistic, Time specific).  Ask yourself, “How will I know that I have achieved this goal”?   Make it something that you can observe.
Step 5 – What I Will Accomplish This Week

For Networking and other tactics, identify tasks for the week to which you will hold yourself accountable. Be specific by being SMART.  You will need to factor in your time availability; priority of your target jobs; and which activities will be most productive. You may have to make trade-offs based on your time availability. Ask; “What target job is most important to me” and “What activities are the best use of my time”?
Setting weekly goals is more effective than setting daily goals. However, you should look at your weekly goals daily to determine what you need to do today.  At the end of each day, take an inventory of what you accomplished and determine what you need to do tomorrow. 
Step 6 – What I Accomplished This Week 
What Worked / Did Not Work
At the end of the week, take account of what you accomplished. You need to do this so that you can identify tasks for the next week.  Take pride in what you did well and take note of what did not work so well. Assess where you are towards your 30-day goals.  Review your tactics to determine if any of them need to be tweaked based on what you have learned.
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