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This Job Search Planner & Checklist is built to serve as a step-by-step guide to take 
the stress out of your job search and help you land more interviews.  

First, you’ll learn what to do once you’ve decided to look for a new job – from setting 
up your iHire profile to cleaning up your social media accounts. Next, you’ll explore 
career paths, identify your strengths and weaknesses, and analyze your skills. Then, 
you’ll discover best practices for preparing a professional resume and cover letter, 
building a strong personal branding statement, managing your time, acing your 
interviews, and more. Along the way, you’ll see links to additional resources and 
templates to keep you organized and save you even more time. 

By downloading this planner, you’re already off to an excellent start – let’s get going! 

How to Use the Checklist: 

To use the DIGITAL checklist, download and save the .pdf file to your computer or 
phone. After you’ve made some progress and are ready to complete a step, just 
select the checkbox. Don’t forget to save the document before closing.

If you want a HARD COPY of the checklist, 
download and print the .pdf. Keep the 
digital version handy so that you can 
access the supplemental resources that 
are provided. 

CONGRATULATIONS ON STARTING YOUR SEARCH 
FOR YOUR NEXT GREAT JOB OPPORTUNITY!



3

Preparing for Your Search

Clarifying Career Objectives

Resume Writing & Cover Letters

Personal Branding & Social Media

Job Search Strategies & Networking

Interviewing

Job Offers & Salary Negotiations

Additional Job Search Help

Table of Contents

4

5

6

7

8

9

10

11



4

Preparing for Your Search

Get Organized

		  Establish a dedicated home office workspace. 

		  Set up a new professional email address dedicated to this search and record  
		  a professional voice mail message. 

		  Create a job search schedule and goals (e.g., five applications per day, five  
		  follow-up calls or emails per week, three networking events per month, etc.). 

		  Refresh your knowledge of job search terms.

Complete Your iHire Profile 

		  Explore iHire’s 57 sites. 

		  Complete your iHire Profile, fill in your iMatch  
		  Preferences, and upload your latest resume (no need  
		  to update just yet, we’ll help with that step later). 

		  Explore the iHire Resource Center.

If You Are Unemployed 

		  Research/file for unemployment benefits. 

		  Research/apply for health insurance (check out Healthcare.gov and/or COBRA). 

		  Identify and manage the stages of job loss grief. 

		  Make sure to maintain your emotional and mental well-being while unemployed. 

		  Follow these nine tips to remain productive while unemployed. 

68.1% 
of employers plan to 
increase hiring in 2023 

(source:  iHire’s Hiring & Job 
Search Outlook Report) 

https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-turn-your-workplace-into-a-healthy-safe-environment
https://www.ihire.com/resourcecenter/jobseeker/pages/what-future-employers-see-in-your-email-address
https://www.ihire.com/resourcecenter/jobseeker/pages/stay-ahead-of-the-chaos-organize-your-job-search
https://www.ihire.com/resourcecenter/jobseeker/pages/job-search-glossary-tips-and-resources
https://www.ihire.com/network/directory
https://www.ihire.com/jobseekers/imatch
https://www.ihire.com/jobseekers/imatch
https://www.ihire.com/resourcecenter/jobseeker
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-file-for-unemployment-benefits
https://www.healthcare.gov/
https://www.dol.gov/general/topic/health-plans/cobra
https://www.ihire.com/resourcecenter/jobseeker/pages/guide-to-job-loss-grief
https://www.ihire.com/resourcecenter/jobseeker/pages/navigating-unemployment-managing-your-emotions
https://www.ihire.com/resourcecenter/jobseeker/pages/9-things-to-do-every-day-when-you-re-unemployed?p=y
https://www.ihire.com/employerlp/2023-hiring-job-search-outlook-report
https://www.ihire.com/employerlp/2023-hiring-job-search-outlook-report
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Clarify Career Objectives  

		  Use our Career Clarity Worksheet to gain a better understanding of your  
		  career goals. 

		  Get a new perspective on your skills and potential careers with a few  
		  free online career assessments. 

		  Complete a strengths, weaknesses, opportunities  
		  and threats (SWOT) analysis.  

		  Identify trending skills while browsing jobs on iHire. 

Explore Careers  

		  Take advantage of iHire’s Career Explorer Tool to discover  
		  other career titles and industries that may be a good  
		  match for you. 

	 	 Manage a career change using iHire’s Career Change Toolkit.

	 	 Sign up for a course or two to improve your skills, enhance your resume,  
		  and learn something new.  

Salary Research

		  Research salaries for your desired job title and location using iHire’s Salary  
		  Research Tool.   

		  Recession proof your job search by considering these industries: Healthcare,  
		  Government, Computers/Information Technology, and Education.

74.1% 
of employers predict they will have difficulty 
attracting qualified talent in 2023 

(source:  iHire’s Hiring & Job Search Outlook Report) 

Clarifying Career Objectives

On average, people 
change jobs every 

4.6 years
(source: Bureau of  
Labor Statistics) 

https://www.ihire.com/resourcecenter/jobseeker/pages/career-clarity-how-to-find-meaningful-work-free-workbook
https://www.ihire.com/resourcecenter/jobseeker/pages/top-3-free-online-career-assessments
https://www.ihire.com/resourcecenter/jobseeker/pages/personal-swot-analysis-worksheet
https://www.ihire.com/resourcecenter/jobseeker/pages/personal-swot-analysis-worksheet
https://www.ihire.com/resourcecenter/jobseeker/pages/ihire-trending-work-skills-feature
https://www.youtube.com/watch?v=guRcT6DbjsQ&t=70s
https://www.ihire.com/resourcecenter/jobseeker/pages/career-change-resources-toolkit
https://www.ihire.com/jobseekers/onlinecourses
https://www.youtube.com/watch?v=S5jsXMtV2qE
https://www.youtube.com/watch?v=S5jsXMtV2qE
https://www.ihire.com/resourcecenter/jobseeker/pages/recession-proof-your-job-search-with-these-strategies
https://www.ihire.com/employerlp/2023-hiring-job-search-outlook-report
https://www.bls.gov/news.release/tenure.nr0.htm
https://www.bls.gov/news.release/tenure.nr0.htm
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Applicant Tracking Systems (ATS)  

		  Get a clear understanding of the way an automated applicant tracking  
		  system works. Use the right keywords on your resume to get past the ATS. 

Resume Strategy  

		  Determine which resume strategy will work best for you: chronological,  
		  functional, or hybrid.

	 	 Try iHire’s Resume Portfolio and Builder, hire a Resume Writer, or use  
		  our resume toolkit. 

		  Proofread your resume using this checklist. 

	 	 Upload digital copies to your iHire profile and make your sure your resume  
		  is set to “searchable” (if you want recruiters to find you).

Cover Letter Writing  

		  Make your cover letter brief and to the point with this  
		  template and cover letter writing toolkit. 

	 	 Upload a digital copy to your iHire profile. 

	 	 Alternatively, use iHire’s Cover Letter Generator.

References  

		  Create a list of references and networking contacts. 

	 	 Create a reference page.

75% 
of resumes are 
eliminated by an 
applicant tracking 
system 

(source:  CNBC) 

Resume Writing & Cover Letters

https://www.ihire.com/resourcecenter/jobseeker/pages/an-introduction-to-applicant-tracking-systems
https://www.ihire.com/resourcecenter/jobseeker/pages/an-introduction-to-applicant-tracking-systems
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-beat-applicant-tracking-systems
https://www.ihire.com/resourcecenter/jobseeker/pages/what-is-a-chronological-resume
https://www.ihire.com/resourcecenter/jobseeker/pages/what-is-a-functional-resume
https://www.ihire.com/resourcecenter/jobseeker/pages/what-is-a-hybrid-resume
https://www.ihirechefs.com/candidates/help/topic/how-do-i-use-ihires-resume-builder
https://www.ihire.com/resumewriting
https://www.ihire.com/resourcecenter/jobseeker/pages/resume-writing-toolkit
https://az505806.vo.msecnd.net/cms/d3cee573-711b-4c5a-ac98-5b2616939fb3/f145f1ee-4284-48b5-8c17-a476a62de5f1.pdf
https://az505806.vo.msecnd.net/cms/fa3246fe-f18f-448a-8c52-6437558aee7c/a9589169-6bf0-4b33-bc12-462607111899.pdf
https://www.ihire.com/resourcecenter/jobseeker/pages/cover-letter-writing-toolkit
https://www.ihire.com/resourcecenter/jobseeker/pages/cover-letter-generator
https://www.ihire.com/resourcecenter/jobseeker/pages/ultimate-guide-to-job-references
https://www.ihire.com/resourcecenter/jobseeker/pages/job-reference-page-template-and-tips
https://www.cnbc.com/2019/02/28/resume-how-yours-can-beat-the-applicant-tracking-system.html
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Social Media

		  Find out what’s out there by searching your name on Google or any search engine.   

	 	 Prospective employers will look you up! Get a better understanding of what  
		  employers are looking for on social media.  

	 	 Manage your online reputation by deleting any embarrassing or potentially  
		  compromising photos and posts.   

LinkedIn

		  Create or update your LinkedIn account.  

		  Differentiate your LinkedIn profile from your resume. 

		  Include a professional headshot in your LinkedIn profile. 

		  Join LinkedIn conversations and groups to stand out as  
		  a job seeker.

Personal Brand

		  Learn how to develop a strong personal brand.

		  Write a personal branding statement.  

		  Create an effective elevator pitch and practice, practice, practice. 

70% 
of employees got  
their current job 
through networking

(source: Zippia)

Personal Branding & Social Media

67% 
of employers  use social media to research candidates

(source: The Harris Poll) 

https://www.ihire.com/resourcecenter/jobseeker/pages/ask-a-career-advisor-do-employers-check-social-media
https://www.ihire.com/resourcecenter/jobseeker/pages/manage-your-online-reputation
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-make-your-linkedin-stand-out-as-a-job-seeker
https://www.ihire.com/resourcecenter/jobseeker/pages/ask-a-career-advisor-should-your-linkedin-profile-be-the-same-as-your-resume
https://www.ihire.com/resourcecenter/jobseeker/pages/11-headshot-tips-for-job-seekers
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-make-your-linkedin-stand-out-as-a-job-seeker
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-write-a-personal-branding-statement-for-your-job-search
https://www.ihire.com/resourcecenter/jobseeker/pages/5-steps-to-a-personal-brand-showing-employers-who-you-are
https://www.ihire.com/resourcecenter/jobseeker/pages/creating-an-effective-elevator-pitch
https://www.zippia.com/advice/networking-statistics/#:~:text=70%25%20of%20people%20got%20their,rate%20of%20seven%20to%20one.
https://www.prweb.com/releases/71_of_hiring_decision_makers_agree_social_media_is_effective_for_screening_applicants/prweb17467312.htm
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Online Job Boards

		  Discover how industry-specific job boards help you stand out from the crowd. 

		  Learn how to answer the “desired salary” question on applications. 

		  Customize your resume for each job. 

			   Use iHire’s iScore Resume Match Tool before applying to jobs to get instant  
			   feedback on which keywords are missing in your resume for a specific job ad. 

	 	 Track and follow up on all of your applications with iHire’s Job Tracker Tool. 

Temp/Contract Positions & Recruiters 

		  Consider accepting a temporary or contract position. 

	 	 Connect with multiple recruiters in your industry. 

Networking

		  Research upcoming networking events (in-person or  
		  online) and review these icebreakers. 

		  Follow up after a networking event using the email tips and templates. 

	 	 Reconnect with previous co-workers, supervisors, or other contacts via email  
		  or LinkedIn with these templates. 

	 	 Build a target company list and make connections with people who work there. 

	 	 Request informational interviews with contacts at your target companies or people  
		  in your network whose career path aligns with your goals. 

Job Fairs/Conferences

		  Learn how to prepare for a virtual career fair and find opportunities  
		  at an in-person job fair.

79% 
of employers plan to  
use job boards in 2023

(source:  iHire’s Hiring & Job 
Search Outlook Report)

Job Search Strategies & Networking

https://www.ihire.com/resourcecenter/jobseeker/pages/the-case-for-industry-specific-job-boards
https://www.ihire.com/resourcecenter/jobseeker/pages/ask-a-career-advisor-desired-salary-on-job-applications
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-tailor-your-resume-for-a-job-in-3-steps
https://www.ihire.com/resourcecenter/jobseeker/pages/using-iscore
https://www.ihire.com/resourcecenter/jobseeker/pages/introducing-ihire-job-tracker
https://www.ihire.com/resourcecenter/jobseeker/pages/why-contract-and-temporary-employment-may-become-the-new-normal
https://www.ihire.com/resourcecenter/jobseeker/pages/5-tips-for-maximizing-recruiter-relationships
https://www.ihire.com/resourcecenter/jobseeker/pages/5-creative-networking-event-icebreakers
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-follow-up-after-a-networking-event-email-tips-and-templates
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-reconnect-with-old-colleagues
https://www.ihire.com/resourcecenter/jobseeker/pages/target-top-companies-to-find-more-job-opportunities
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-request-an-informational-interview-6-templates
https://www.ihire.com/resourcecenter/jobseeker/pages/virtual-career-fairs-what-job-seekers-need-to-know
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-get-the-most-out-of-a-job-fair
https://www.ihire.com/employerlp/2023-hiring-job-search-outlook-report
https://www.ihire.com/employerlp/2023-hiring-job-search-outlook-report
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Interviewing

Interview Prep

		  Prepare for the job interview by researching the company using this checklist  
		  and worksheet. 

	 	 Download iHire’s common interview questions cheat sheet and rehearse  
		  your answers. 

	 	 Build your interview story bank using the STAR Method. 

	 	 Maintain professionalism and don’t ghost the employer.

Interview Styles & Types

		  Be prepared for any of these 5 types of interview styles by downloading the  
		  official interview guide.  

	 	 Virtual/Video Interviews – Practice video interviewing and make sure your  
		  technology is working using this checklist to prepare. 

		  In-Person Interviews – Boost your confidence with these five interview tips. 

		  Panel Interviews – Learn how to answer these panel interview questions.  

		  Group Interviews – Be sure you stand out in a group interview. 

Acing the Interview

		  Learn how to talk about your strengths and weaknesses during an interview. 

	 	 Ask the hiring manager smart questions during the interview. 

Interview Follow Up

		  Send thank you notes and follow up after the interview with these sample scripts  
		  and templates. 

	 	 Continue to stand out as the ideal candidate after the interview by  
		  following these steps.

https://www.ihire.com/resourcecenter/jobseeker/pages/preparing-for-a-job-interview-research-checklist
https://www.ihire.com/resourcecenter/jobseeker/pages/preparing-for-a-job-interview-research-checklist
https://www.ihire.com/resourcecenter/jobseeker/pages/interview-cheat-sheet-101-common-interview-questions
https://az505806.vo.msecnd.net/cms/40791376-590d-426c-98b2-e0edb9647d58/b73ce549-4cf8-499f-b8c2-b3601a7001d5.pdf
https://www.ihire.com/resourcecenter/jobseeker/pages/job-ghosting-is-a-bad-idea
https://az505806.vo.msecnd.net/cms/a529693a-80ad-4d4f-8e61-620bd3882549/ecb0c765-67b2-4d98-8b28-798f3e365101.pdf?
https://www.ihire.com/resourcecenter/jobseeker/pages/virtual-interview-checklist
https://www.ihire.com/resourcecenter/jobseeker/pages/boost-your-confidence-with-these-job-interview-tips
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-prepare-for-a-panel-interview
https://www.ihire.com/resourcecenter/jobseeker/pages/7-tips-for-standing-out-in-a-group-interview
https://www.ihire.com/resourcecenter/jobseeker/pages/strengths-and-weaknesses-analysis
https://www.ihire.com/resourcecenter/jobseeker/pages/good-questions-to-ask-in-an-interview
https://www.ihire.com/resourcecenter/jobseeker/pages/ask-a-career-advisor-should-i-follow-up-after-my-interview
https://www.ihire.com/resourcecenter/jobseeker/pages/ask-a-career-advisor-should-i-follow-up-after-my-interview
https://www.ihire.com/resourcecenter/jobseeker/pages/what-to-do-after-an-interview
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Job Offers

		  Carefully review every job offer and use our worksheet to compare multiple  
		  job offers.  

	 	 Research the employer’s company culture before accepting a job. 

	 	 Understand how background checks work and what control you have over  
		  your information. 

		  If needed, professionally decline a job offer using this email template.

Salary Negotiation 

		  Complete the salary negotiation prep worksheet. 

	 	 Follow these 10 steps to successfully negotiate a job offer. If you find yourself  
		  negotiating via email, use these templates as guides.   

	 	 Make sure you understand the differences between salary and total compensation  
		  packages and how to negotiate additional benefits. 

	 	 Be prepared to effectively respond to lowball salary offers.

Job Rejection & Resignation 

		  Respond graciously to a job rejection using this email template. 

		  Decide if you will tell your employer where you’re going when you resign.  

		  Use this template to craft your resignation letter. 

Job Offers & Salary Negotiations

85% 
of people who negotiate a salary offer are successful

(source: Fidelity Investments)

https://www.ihire.com/resourcecenter/jobseeker/pages/dealing-with-multiple-job-offers
https://www.ihire.com/resourcecenter/jobseeker/pages/dealing-with-multiple-job-offers
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-research-a-company-s-culture-before-accepting-a-job
https://www.ihire.com/resourcecenter/jobseeker/pages/3-reasons-not-to-fear-a-background-check
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-professionally-decline-a-job-offer-with-example
https://www.ihire.com/resourcecenter/jobseeker/pages/salary-negotiation-prep-worksheet
https://www.ihire.com/resourcecenter/jobseeker/pages/negotiate-a-sweeter-job-offer-in-10-steps
https://www.ihire.com/resourcecenter/jobseeker/pages/sample-emails-for-salary-negotiation
https://www.ihire.com/resourcecenter/jobseeker/pages/why-you-should-look-beyond-salary-when-making-a-career-move
https://www.ihire.com/resourcecenter/jobseeker/pages/why-you-should-look-beyond-salary-when-making-a-career-move
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-negotiate-for-things-other-than-salary-when-accepting-a-job
https://www.ihire.com/resourcecenter/jobseeker/pages/how-to-respond-to-a-low-salary-offer
https://www.ihire.com/resourcecenter/jobseeker/pages/responding-graciously-to-a-job-rejection-email-sample
https://www.ihire.com/resourcecenter/jobseeker/pages/ask-a-career-advisor-should-i-tell-my-employer-where-im-going-when-i-resign
https://az505806.vo.msecnd.net/cms/f0564073-d48e-414e-acee-215b0ab494fe/26439575-96d0-4c23-bf74-a8531444d621.pdf
https://newsroom.fidelity.com/press-releases/news-details/2022/Fidelity-Study-Shows-Young-Professionals-on-the-Move-Six-in-Ten-Have-Changed-Jobs-During-the-Pandemic-or-Expect-to-Be-at-a-Different-Company-Within-Two-Years/default.aspx
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For more job search tips, toolkits, and templates, visit iHire’s Job Seeker  
Resource Center.

Are you a Premium member? 
Schedule an appointment with your Career Advisor for even more personalized  

guidance. Find your assigned advisor and a link to schedule a call with them at the  

bottom of your iHire dashboard.

Need further assistance with your resume or cover letter? 
Get in touch with our certified resume writers (Premium members receive 10% OFF 

these services). 

Have more questions or comments? 
Reach out to our Customer Success team at CustomerSuccess@iHire.com  

or (866) 238-0161. 

Want the latest job search news? Connect with iHire:

Good luck – we’re 
rooting for you!

Additional Job Search Help

https://www.ihire.com/resourcecenter/jobseeker
https://www.ihire.com/resourcecenter/jobseeker
https://www.ihire.com/resumewriting
mailto:CustomerSuccess@iHire.com
https://www.facebook.com/iHire
https://twitter.com/iHireJobNetwork
https://www.linkedin.com/company/ihire-llc
https://www.instagram.com/iHirejobnetwork/
https://www.tiktok.com/@ihirejobnetwork
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