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Assess your 

work values, 

interests, 

abilities & skills, 

personality, 

long-term 

career goals. 

 

Adjust for clarity. 

Create a SWOT 

 

Explore 

occupations 

businesses, 

and industries  

found in the 

San Diego. 

 

 

Learn about the 

local labor 

market. 

 

 

Evaluate 

options,  

make  decisions, 

develop a 

strategy for 

achieving your 

short and long 

term career 

goals. 

 

Plan  A. Plan B. 

 

Take action!  

 

Acquire skills, 

education, 

training and/or 

conduct a   

job search 

campaign . 

 

 

Career Change Steps 



éidentify your career goals that match your 

interests with people in occupations 

ébe true to your personality type and 

personal/work values 

édonõt kid yourself about your 

futureéidealism vs. realism 

Self-Assessment 



 
1.  You can do the job: Your skills and Interests 

2. You fit in: Your personality and values 

3. You can be counted on:  You are reliable  

4. You want to be there!! You are motivated 

What Employers Want 



òNetworking is a business strategy of 

learning how to rely on people 

professionally and ethically, and to 

volunteer yourself to be relied on 

professionally and ethically.ó 

 

òItõs developing maintaining contacts with 

people you have a mutual interest.ó 

What is Networking? 



People you know 

 

Family 

Friends 

Co-workers 

Teachers 

Supervisors 

 

 

People who know people 
 

Career services staff 

Chamber of Commerce 

Better Business Bureau 

Volunteer organizations 
 

 

 

 

People who donõt know 
 

Friends of friends 

Professional associations members 

Potential employers 

Fellow participants of training programs,  

workshops, job fairs, mutual interesting event 



é gets you the job 

é closes the deal 

é helps keeps you in the running! 

... can be formal or informal 

é can be preceded by a phone screening 

An Interview isé 



It is not what you know, itõsé 

   éwho you know. 

 

Itõs not who you know, itõsé 

   éwho knows YOU! 



1. Networking 

2. Professional Trade Organizations 

3. College Career/Alumni Offices 

4. Cold Contact/Direct Mail 

5. Job Fairs 

6. Online Job Boards/Job Sites 

7. Corporate Career Centers 

8. Recruiters/Head Hunters 

9. Online Want Ads 

10. Direct In-person Contact 

 

*quintessentialcareers.com 

How Job Seekers Find Jobs*é 



1. Use your network 

2. Make it personal 

3. Ask for advice or informational interview (foot-in-the-door) 

4. Cold contacts 

5. Build your own website 

6. Join professional/trade organizations 

7. Contact college career/alumni office 

8. Attend job fairs 

9. Use online job sites and job boards 

10. Use recruiters/headhunters 

11. Create a Linkedin.com page 

12. Follow-up every lead 

*salary.com 

How Job Seekers Find Jobs*é 



Á26% of external hires made from referrals vs. 
13% from online job boards 

ÁObtain job leads, a job, or more contacts 

ÁGain information to help you obtain a job 

ÁPractice interviewing 

ÁGain visibility with people who could hire you 

Benefits of Networkingé 





Be open, Be prepared, Be friendly! 

 

ÁProfessional appearance (clothes, 

grooming, body language) 

ÁCommunication (small talk) 

ÁBusiness cards (simple) 

ÁPersonal Pitch (commercial) 

 

 

Informal Networkingé 



 
 

 

ÅRemain poised and relaxed 

ÅMinimize distracting body language 

ÅSMILE; Convey enthusiasm 

ÅSpeak clearly - not too fast or slow 

ÅShake hands confidently 

ÅLook at contact in the eye 

ÅListen carefully to the question 

ÅSit up and lean forward 

Developing Rapporté 



ÁBe open 

ÁBe prepared to ask questions 

ÁBe informed 

ÁBe a good listener 

ÁLook for common ground 

ÁAvoid controversial topics 

ÁStart with òtell meé.ó 

Tips for òsmall talkó 



ÁWho are you?     Your background 

ÁWhere are you headed?   Your objective 

ÁWhy are you going there? Your motivation 

ÁWhat is unique about you? Your brand 

Your Personal Pitché 



I am an Administrative Professional with extensive experience in 
office management, event planning and presentations.  Some of 
my key strengths include organization, diplomacy and creativity. 

In my last position I was a Senior Administrative Assistant 
supporting the Vice President of Marketing for ABC company.  In 
this capacity I planned opening events for 500 to 1,000 
participants, created Power Point presentations incorporating 
movement and sound, and met the administrative needs of a 
marketing staff of 10. 

LΩƳ ǾŜǊȅ ǇǊƻǳŘ ƻŦ Ƴȅ ŎƻƴǘǊƛōǳǘƛƻƴǎ ŀǘ !./Σ ŀƴŘ LΩƳ ƭƻƻƪƛƴƎ ŦƻǊǿŀǊŘ 
to contributing my strengths in organization, diplomacy and 
creativity to your company. 

Example of a Personal Pitché 



Tell me  

about 

yourself 

ÁWrite your own personal pitch ASAP 

ÁRecommended time: 30 seconds 

ÁDebrief with Teacher, Counselor or Career 

Counselor 

 



Who is in your network? 

 

ÁCreate lists of primary contacts by 

identifying groups or categories of people 

you could network with 

 

ÁBe creative and expand your thinking about 

who could help you 

Targeted Networkingé 



 

COLLEAGUES 

Family 

Friends 

Colleagues 

Supervisors 

Customers 

 

Who is in your Network? 

 

FRIENDS 

 

FAMILY 

 

CUSTOMERS 

 

SUPERVISORS 

 

YOU 



ÁProfessional associations 

ÁSocial/recreational clubs 

ÁVolunteer/service organizations 

ÁCoworkers/former coworkers 

ÁChildrenõs activities 

ÁService providers 

 

Building Your Networké 



ÅCreate a personal business card 

ÅKeep a portfolio of your work with you at all 

times including an online portfolio 

ÅDevelop a formal letterhead 

ÅHave a resume with you at all times! 

ÅObtain or make Thank You cards/note 

ÅCreate a website or blog 

ÅMaintain a contact file to manage your 

networkéhard copy or data base 

 

 

Networking Tangiblesé 

../junk/doug's%20personal%20business%20cards.pub
../resumes%20and%20related/Doug%20Elliot%20letterhead.doc
../resumes%20and%20related/Doug%20Elliot%20CV.doc
../resumes%20and%20related/Thank%20You%20Note%20for%20demo%20ppt.pub




1.Look for discussion boards or groups on 

browsers and social media sites 

2.Formalize your professional online presence 

3.Search for people and companies, not jobs 

4.You must have an online profile with a bio and a 

link to a website, blog or LinkedIn profile 

5.You must have a network of followers ð offline 

and online! 

6.Create a blog of your skills, interests, passions 
 

 

 

 

 

Social Mediaé 



Online Networkingé 



In 140 characters or less, itõsé 

In pictures, itõsé 

Musically, itõsé 

Itõs also the places you goé 

And the things people likeé. 

Lastly, itõs the stories and ideas that you shareé 

Professionally itõs�«  


