Worksheet
[image: Checklist with solid fill]Finding Job Opportunities
Instructions: Use this worksheet as your personal roadmap to organize and track your job search activities.   
Step 1: Begin by identifying your job search goals, including the roles you are interested in, your available hours, skills, and transportation should all be considered.  
Step 2: Next, brainstorm and list the people in your personal networks, (such as family, friends, or former coworkers) who might know about potential job leads. By using the Networking checklist to ensure you are reaching out to people effectively.
Step 3: As you go out into the community, use the table in this section to record the local businesses you visit in person. Note the date, who you spoke with, what you learned, and when you need to follow up.
Step 4: Assess weekly. This should be a living document that is updated consistently throughout the job searching process. Goals will sometimes change as you learn more about available jobs and meet more people that can help you find the next job for you.  


Job Seeker Information
[bookmark: Text1][bookmark: Text2][bookmark: Text3][bookmark: Text4]Name:      
Date Started:      
Career Interest/Field:      
Employment Goal:      
Step 1: Set Your Job Search Goal
Use this section to identify the type of job you are looking for.
My Job Goal
Job Title(s) I am interested in:
· [bookmark: Text5]     
· [bookmark: Text6]     
· [bookmark: Text7]     
Hours I would like to work:
☐ Full-Time
☐ Part-Time
☐ Seasonal
☐ Flexible
Preferred Work Location(s):
[bookmark: Text8]     


Skills and strengths I can offer employers:
· [bookmark: Text9]     
· [bookmark: Text10]     
· [bookmark: Text11]     
· [bookmark: Text12]     
Transportation Plan:
[bookmark: Text13]☐ Drive myself
☐ Public transportation
☐ Ride from family/friend
☐ Walking
☐ Other:      




Step 2: Identify People in My Network
People in your network can help you learn about job opportunities.
	Name
	Relationship
	Contact Information
	How They Can Help
	Follow-Up Date

	[bookmark: Text14]     
	[bookmark: Text15]     
	[bookmark: Text16]     
	[bookmark: Text17]     
	[bookmark: Text18]     

	[bookmark: Text19]     
	[bookmark: Text20]     
	[bookmark: Text21]     
	[bookmark: Text22]     
	[bookmark: Text23]     

	[bookmark: Text24]     
	[bookmark: Text25]     
	[bookmark: Text26]     
	[bookmark: Text27]     
	[bookmark: Text28]     

	[bookmark: Text29]     
	[bookmark: Text30]     
	[bookmark: Text31]     
	[bookmark: Text32]     
	[bookmark: Text33]     

	[bookmark: Text34]     
	[bookmark: Text35]     
	[bookmark: Text36]     
	[bookmark: Text37]     
	[bookmark: Text38]     


Networking Checklist:
☐ Tell family and friends I am looking for work
☐ Ask teachers, counselors, or job coaches for leads
☐ Connect with former employers or coworkers
☐ Attend job fairs or community events
☐ Practice introducing myself to employers

Step 3: Visit Businesses and Ask About Jobs
Visiting businesses can help you learn about openings and make connections.
	Date
	Business Name
	Person Contacted
	What I Learned
	Follow-Up Needed

	[bookmark: Text39]     
	[bookmark: Text40]     
	[bookmark: Text41]     
	[bookmark: Text42]     
	[bookmark: Text43]     

	[bookmark: Text44]     
	[bookmark: Text45]     
	[bookmark: Text46]     
	[bookmark: Text47]     
	[bookmark: Text48]     

	[bookmark: Text49]     
	[bookmark: Text50]     
	[bookmark: Text51]     
	[bookmark: Text52]     
	[bookmark: Text53]     

	[bookmark: Text54]     
	[bookmark: Text55]     
	[bookmark: Text56]     
	[bookmark: Text57]     
	[bookmark: Text58]     

	[bookmark: Text59]     
	[bookmark: Text60]     
	[bookmark: Text61]     
	[bookmark: Text62]     
	[bookmark: Text63]     


Interview Checklist:
☐ Dress appropriately
☐ Bring copies of resume
☐ Introduce myself confidently
☐ Ask if they are hiring
☐ Ask how to apply
☐ Thank the employer for their time


Action Plan: Goals for Next Week
1. [bookmark: Text64]     
2. [bookmark: Text65]     
3. [bookmark: Text66]     




Worksheet

[image: Checklist with solid fill]Job Application Tracker
Instructions: Click the download link below to use this helpful Job Application Tracker tool. It can be opened with Excel or uploaded to Google Drive and opened with Google Sheets. Fill out as many fields as you can, there are dropdown boxes in some fields to help you out.
(Link to download ‘Job Application Tracker’)
Here is a sample of how the Job Application Tracker will function:
[image: Screenshot of a job tracker table listing company names, job links, titles, application dates, job types, salaries, contact emails or LinkedIn profiles, locations, application statuses, and interview dates.]
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Job Tracker

a 5 Salary Contact 9 Application Interview
Company Name Job Link Job Title Date Applied  Type of Job (Annual) EmaillLinkedin Location Status Date
Starbucks https://www.linkedin_com/iobs/view/ Marketing Manager il 12, 2026 Full-Time $88,000 hitps://www_linkedin_co Remote lied
Serenity Healthcare https://www.linkedin_com/iobs/view/i Marketing Coordinator April 8, 2026 Part-Time $32,000 https://www.linkedin.co San Diego, CA  Not Started 4125/2025
Spotify https://www.linkedin_com/iobs/view/f Talent Acquisition Coordina  April 22, 2026 Freelance $35,000 marktaylor119@spotify New York, NY  Interviewed 412212025
Mastercard https://careers. mastercard.com/us/e Global Product Manager April 15, 2026 Contract $56,000 https://www.linkedin.co Cleveland, OH  Applied
Randstad General Staffin¢https://www.simplyhired.com/job/Zb. Marketing Coordinator Part-Time N/A hrrecuit@randstand.cc Tallahassee, FL  Interview Schedule  4/28/2025
Storyblok https://www.indeed.com/viewjob?ik= Director of Field Marketing  April 24, 2026 Full-Time $134,000  jakehr@storyblok.com Baltimore, MD  Not Started
Ferring Pharmaceuticals _ https:/www.linkedin_com/iobs/view/: Orthopaedics Marketing Int  April 3, 2026 Internship N/A hrhire@ferringpharma Remote Applied
OnePlan Solutions https://www.indeed.com/viewiob?ik= Digital Marketing Manager  April 22, 2026 Full-Time $148,000  https://www.linkedin.co Austin, TX Interview Scheduled
UnitedHealthcare https://careers.unitedhealtharoup.cc Marketing Specialist Contract $61,000 https://www.linkedin.co Des Moines, 1A Not Started
FDR Financial Grou https://www.glassdoor.co.in/job-listir Social Media Manager ril 12, 2026 Full-Time N/A logalpiers@fdrfinancial Remote Rejected
Shoutt Intemational https://freelance-jobs.meetharlow.cc Freelance Marketing Strate  April 21, 2026 Freelance N/A paulahr@shouttint.corr Louisville, KY  Applied
Unilever https://careers.unilever.com/iob/eng Senior Manager April 18, 2026 Full-Time $93,000 https://www.linkedin.co Mesa, AZ Rejected
Hermes https://www.welcometothejungle.cor CRM Coordinator Part-Time $66,000 https://www_linkedin_co Manhattan, NY  Not Started
MIRAKL https://www.welcometothejungle.cor Regional Marketing Manager Full-Time $98,000 https://www.linkedin.co Boston, MA Not Started

Airbnb https://www linkedin com/jobs/view/: Senior Marketing Lead ril 12, 2026 Full-Time $188,000 angelalynn@airbnb.co Remote Rejected
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