
HOW TO START  
YOUR JOB SEARCH 
It can seem completely overwhelming to start looking for work or planning your pathway into a career, especially  
if you aren’t quite sure what you’d like to do. There are so many careers and jobs out there, you are likely to change 
job or career at least once in your lifetime. In fact, the job you may end up doing might not have even been  
invented yet.  

Useful online resources to help you identify jobs and careers include: Prospect  
prospects.ac.uk — has an online quiz that can match your interests to different jobs  
and careers. The National Careers Service nationalcareersservice.direct.gov.uk  
has profiles of lots of different jobs as well as advice and guidance, including webchat 
and a helpline. 

When you are starting your job search it’s important to remember your longer term professional goal and 
understand that there will be a number of steps and different jobs on the route to achieving that goal. Some sectors 
(such a law or nursing) are structured and have very defined pathways. However for other careers, the first job that 
you look for needs to help you develop the skills and experience to progress. You may have to make compromises 
to achieve this, in terms of hours or salary or location, and remember that there isn’t one way to reach your goal. 

Even if you aren’t at the point of looking for a job, starting a job search is a really useful exercise 
to invest some time in looking at jobs being advertised. It can help you:
—   Identify the gaps in your skills and experience so you can make a plan to gain those skills
—   Understand if there are any specific educational or training requirements so you can plan your  

 future learning
—  Understand what doing that job might be like, what sort of hours, where in the world you can work 
 and what the starting salary and career progression might look like
— Identify key organisations and individuals in your sector you could follow and get to know more about 

There are lots of places that jobs are advertised depending on the type of job and sector you are 
looking to work in. These are some suggestions of places to start job hunting.

COMPANY WEBSITES 
Lots of small to medium organisations (and some large ones) will have a Jobs or Work for Us section 
on their website.

LinkedIn 
A professional networking website. Organisations often advertise jobs here and if you set up a LinkedIn profile 
you can follow organisations and receive alerts.

JOB SEARCH WEBSITES 
There are hundreds of job search websites like Reed or Monster or Total Jobs. Some specialise in recruiting  
for specific sectors, like Charity Jobs which advertises all kinds of jobs in the not-for-profit and charity sector.  
A drawback is that sometimes you don’t get much information about the job or company and sometimes the jobs 
have already been filled so don’t make them the only way you search for jobs.

TRADE AND GENERAL PRESS 
Jobs are often advertised in the general press, for example The Guardian has lots of creative, media and charity 
jobs. Each sector usually has its own trade press that advertises jobs. You may have to pay a subscription  
to access these.

RECRUITMENT CONSULTANTS 
Organisations and individuals who are paid to find the right candidates for a particular job. The recruitment 
consultant will receive a fee for everyone they place in a job who stays in that role for a certain amount of time.  
A good recruitment consultant will get to know you, your skills and aspirations and will review your CV and help  
you prepare for the interview. There are unscrupulous recruitment consultants and you should never have to pay 
a fee or feel pressured into taking a job.

CAREERS FAIRS 
There are lots of general careers events where big employers are looking to recruit people into their internship 
programmes, apprenticeships and graduate training programmes. Your school or college should be able to help
you find these. There are also sector specific events, like the Silicon Milk Roundabout which is a technology jobs 
fair in London. Sometimes you might have to pay to attend so do your research and make sure it’s the right event 
for you. Even if you aren’t ready to look for a job yet it can be very useful and interesting to attend a careers event 
as part of your research.

SOCIAL MEDIA 
Most organisations will advertise jobs through their social media accounts as it’s a cost effective way to reach 
people who are interested in them, so follow organisations you are interested in.

IN PERSON 
It can be very expensive to advertise jobs so lots of smaller businesses might advertise jobs at their place 
of business. This is particularly relevant for trades people like plumbers or electricians. Spending some time 
researching local organisations and understanding how they recruit can help you find the best job for you.

NETWORKING 
Not all jobs get advertised, or get advertised very widely. Networking and developing professional friendships 
is an important way to stay up to date in your sector and hear about jobs. When you are starting out, it can  
be hard to network in an affordable way. You could look for a mentor in the sector you are hoping to find work  
in, join Facebook groups, follow blogs and go to conferences (you could offer to volunteer in return for being able 
to attend) and industry events, or lectures. You can often find out about these in trade press. Make sure you have 
your elevator pitch ready, do some research about the event, take a notebook and pen to make a note of who you 
meet and who they work for and maybe even make some simple business cards with your name and contact details  
on. You can find lots of tips on networking online.
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THE FOLLOWING QUESTIONS GUIDE YOU THROUGH STARTING 
TO SEARCH FOR A JOB 

What is the job?

What training or qualifications do you need for this job? 

Is there a professional body that represents this job? What is the website? How do you join the 
professional body? Do they have advice for people considering this job as a career? 

Are there any blogs by people who do this job or career? Make a note of them and read one 
or two entries, what do you find out?

Are there apprenticeships and/or internships? How do you apply for these? 

Is there a careers fair where you can find out more about this job or career?

Is there any trade press for this particular job or career? What is it? Do you have to pay to subscribe 
or it free? Do they list job adverts? Make a note of the web addresses and find one interesting article 
that might affect the future of this sector.

Find three organisations that employ people to do these jobs. Find the one closest to your home, 
the biggest one and one other you think is interesting. Make a note of their websites and follow  
their social media. 

Find two jobs being advertised; at least one should be an entry level job — the first job on this career 
pathway. Have a look through the job descriptions and person specification. What do you notice? 
You could note down what you think the essential skills or experience for this role are, or think about 
what sort of interview questions might be asked. You could create an elevator pitch to describe 
where you are now and how you plan to progress towards this job.

BUILDING A
SUCCESSFUL CV
A CV is a written document that details your work experience, skills, education, qualifications and interests for  
a potential employer or course admissions team. The job of a CV is to convince them that you are the right person 
for the job, or course, and help you progress to the next stage of the recruitment process. Did you know that 
most CVs are looked at for an average of just two minutes? That’s how long you have to catch the attention 
of the person recruiting and make them want to invite you to an interview. 

There is no one ‘right way’ to create a CV. Different sectors have different requirements; a lawyer’s CV will look very 
different from an advertising project manager’s CV, which will be entirely different to the academic CV of someone 
applying for a higher degree. You can research examples of different styles and types of CVs online through 
professional bodies or even better by making contact with someone who works in the sector in which you are 
seeking employment. 

Scan this QR code to watch a video from The Old Vic on the importance  
of a good CV and how you can craft your own successful CV. 

THERE ARE SOME ESSENTIAL THINGS THAT SHOULD ALWAYS APPEAR  
ON YOUR CV 

— Your name: make sure this is clear and the first thing the employer sees
—  Your contact details: your phone number and email address. Your answerphone message should 

be clear, friendly and professional. Your email address should be simple and professional. A home address  
isn’t essential

— Profile or personal statement: a short statement that highlights your key skills, experience and  
suitability for the job or course 

—  Work experience: detail any paid or voluntary work experience. Include your job title, employer’s name,  
the type of organisation, start and end dates of that job, your responsibilities and achievements in that role

—  Skills profile: this can be a useful way to share experiences that don’t easily fit into the other sections.  
This might include IT skills or other languages you speak

—  Qualifications and training: include the type of qualification, for example GCSEs, A-Levels, the subject  
and date you achieved the qualification. Also include any other relevant qualifications, for example First Aid,  
coaching or IT qualifications

— Education: include the name of your secondary school, college and/or university, and the dates  
you attended

— Interests: a short overview of your interests, hobbies and passions. You might detail membership  
of organisations, sports teams or clubs and particular achievements

—  References: always check your referee is happy to provide a reference each time. Ensure their 
contact details are accurate and send them the job or course description and your CV and cover letter. 
A simple statement like ‘Referees available on request’, enables you to brief referees only when you 
know a potential employer wants your references

SOME THINGS THAT DON’T NEED TO BE ON YOUR CV 

— The phrase ‘Curriculum Vitae’ and subtitles like ‘Address’, ‘Personal Statement’ — it’s obvious what 
these things are and you are using up valuable space that could be selling your talents

— Your nationality and date of birth: this is unnecessary information, unless an employer specifically  
asks for it
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