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Your guide to

Creative Job Hunting
Every year there are a large number of students who have never had to apply themselves to the art of 'job hunting' or are a little out of practice. This guide will give an outline of the main methods of finding potential opportunities for all types of vacancies, including permanent graduate employment, work experience, placements and part-time jobs.

Ways of Getting Jobs

Most people's approach to getting a job is based on responding to advertised vacancies. Although it is important to do this, you may be seriously limiting your chances if this is your only approach. Research into how people get jobs suggests that the minority of positions are filled through adverts. Employers frequently give reasons for avoiding advertising – it's expensive, takes too much time, and often produces a flood of unsuitable applicants. There are many ways of chasing 'the jobs that are never advertised' and this leaflet aims to introduce you to them as well as the 'traditional' methods.
Advertised Jobs

Most people are familiar with the concept of vacancies being advertised in newspapers but there are many other sources of vacancies which you should

explore.  The main sources of graduate vacancy information are –
Employer Directories -

“Prospects Directory” and “GET Directory” are directories of graduate employers. Published each Autumn, they outline the types of vacancies employers are offering over the coming year and how to apply for them. Take away copies are available from the Careers Service, although reference copies are always available. The information is also on the web - Prospects www.prospects.ac.uk and GET www.get.hobsons.co.uk
Prospects Graduate – fully interactive, digital, online magazine containing jobs, courses, advice and information for graduates, updated every fortnight. Gives details of vacancies for those who have already completed or near to the end of their course and are able to start work within a short space of time.
Newspapers - national and local papers are a good source of vacancies. You can access them online (www.thepaperboy.com for international/ national vacancies and www.fish4jobs.co.uk for UK local vacancies) or the Learning Resource Centre may have them.  You need to be aware on which days particular newspapers advertise vacancies of interest to you. 

Publications and Periodicals - employers may use relevant trade and specialist journals to advertise vacancies which may be suitable for a new entrant. They are also an extremely useful source of potential employers whether or not the particular vacancy advertised is suitable for you. Many are available on the internet.  

Vacancy Bulletins - the Careers Service regularly receives some vacancy bulletins from local organisations
My Prospects - an e-mail vacancy alert service offered through Prospects Web.
The Internet  - The internet can be used to search for vacancies and is also an

excellent tool for researching companies to help target your speculative applications.  Many large companies have recruitment web pages and there are many recruitment agencies advertising online (use www.rec.uk.com to find recruitment agencies most applicable to your desired area of work or geographical location). However, evidence suggests that it is not effective to simply send large numbers of speculative CVs to either companies or agencies.  The best starting point for graduates is Prospects Web (www.prospects.ac.uk)

The Speculative Approach
Making speculative applications can be more of a high risk practice than applying for advertised posts.  You need determination and resilience. However, it does have important advantages. It gives you the initiative in job seeking and stops you feeling like the victim all the time. When you find an opportunity, you are likely to be up against far fewer applicants. It is particularly useful if -

· you want to enter a type of work where vacancies are rarely advertised, e.g. advertising, journalism, most art and design jobs

· you are restricted to one geographic area and want to make sure that you are covering all your possible options

· you are planning to move to a particular location and want to check out what is available locally

· you have missed the 'traditional' graduate recruitment process

Making Speculative Applications

Speculative applications are most likely to succeed if – 

· they look relevant and interesting

· you have something to offer which they want

· they arrive on the desk of someone who is in a position to help you

· they are well presented

· there is some reason why the employer should notice and help you rather than the other ten people who wrote in that day

· you are specific about what you want (but with some flexibility,) they are written in good English and of optimum length, i.e. letter no more than one side, CV not more than 2 sides
Where Do You Begin?

· identify the organisation(s) you are interested in

· research them as much as you can - look at their recruitment literature, annual report, web site, entry in “Prospects Directory” or “GET Directory“, whether they have advertised recently in Prospects Graduate, etc.,

· find out job titles on offer, or about their graduate recruitment programme and the name of the person who deals with vacancies 

· either contact that person directly on the phone – the personal approach is  often effective - or alternatively write a letter and enclose a CV, making it as specific as possible to the job and the company you are applying to 

·  follow up written speculative applications with a telephone call to check their progress, if you haven't heard within, say a fortnight

· if you are unsuccessful ask them to keep your CV on file and whether they can suggest some other similar organisations that you might try

· if you have a reasonable phone call or even better are invited to have a chat, follow it up with a brief thank you letter. You are much more likely to be remembered this way.

· always be prepared for an informal interview if you phone.  Be ready to answer questions and also have some to ask

Who to Apply To?

· don't be surprised if many large firms remain unsusceptible to your speculative approaches; they are usually the ones with the more structured recruitment practices and less flexibility about who they can recruit and when

· you may find that small companies are equally restricted due to lack of staff turnover and low budgets

· medium sized firms are often the most receptive to speculative approaches - not large enough to be rigid in their recruitment practises but big enough to absorb a promising individual with flair and initiative

· writing to the Managing Director is good for some small firms (especially if you can write to her/ him by name) but a manager or office supervisor may be the best person to contact in others. Personnel departments may be helpful in some organisations. In many organisations vacancies are created by senior line management and filled by personnel managers, so you need to decide whether to write to the person who creates vacancies or the one who fills them. Try to find out who to approach by reading the literature on the organisation or telephoning first. Switchboard operators and secretaries can tell you who is in charge of what, their correct title and the spelling of their names 

Finding Possible Employers 
Careers Service resources –
Graduate Employer Directories -

“Prospects Directory” and “GET Directory” contain addresses of companies likely to recruit university leavers with geographical and classified listings.  Bulk copies are delivered at the beginning of each academic year. Both are also on the internet.
AGCAS Occupational Information and Sector Briefings – These give details of trade directories, specialist journals, professional associations etc, which will help in your search for names and addresses. They can be accessed on Prospects Website via PCs in Careers Service.
Prospects Guides -Specific career guides i.e. Finance, Marketing, Engineering and lT, offering useful insights into industries as well as major recruiters. Also included are profiles of recent graduates sharing their experiences.  Both series are on the internet.
Finding More about Employers
· “Prospects Directory” and “GET Directory” each give some preliminary details about companies 

·  it can be difficult to find out information about small/medium sized companies. One option is to research the company using local newspapers to see if they have appeared in recent articles, a task now easier via the internet. There are also several web sites where you can research business news www.ukbusinesspark.co.uk.

· almost all employers have some sort of presence on the internet– use a search engine such as www.google.co.uk.
· - www.yell.com - online yellow pages  
· there are also many directories and resources that can be used to research companies
Other Methods 
Networking
Many people find work through contacts they have made through work, friends or even relatives.  When you have a number of people who are aware of what you are looking for, this is called networking. It works on the principle that ten pairs of eyes and ears have to be better than one.  Here are a few pointers to help you make the most of your network – 

· remember you are not asking for a job, you are asking for contacts within organisations, for people you can talk to about opportunities that might be available 

· you can establish networks through your friends from University, keeping an eye out  for vacancies they know you maybe interested in
· seek out friends of friends who may work in the industry you want to get into
· learn how to use the telephone effectively. Aim to contact the person who makes the decisions. This may require in depth research of companies and what they offer
· personal approaches can be very successful, but you must be prepared well and have the confidence to do it
· make sure you write and thank any contacts that help you – this way you can ensure they will continue to help
· networks do not end when you get a job. You will continue to develop your professional network
· remember networks are two way - they are about helping each other
· keep details of all contacts you make and the information you gain
Recruitment Fairs

These are held at Universities around the UK, usually on a regional basis so people don't have to travel too far (although you can go to whichever ones you choose). 

Details are advertised in Prospects Graduate and on Prospects Web. 
Fairs are of more use to those looking for certain types of work – it is best to check the employers attendance list available from the organiser before committing yourself to attend – look at the organiser’s web site. 
Recruitment Agencies
There are many recruitment agencies and all except Job Centres are commercially run. Some are general agencies whilst others only handle certain types of vacancies. They may well be worth a try, as long as you are clear about what you want. Most have web sites where you can find out about current vacancies or register online. 
The Careers Service retains information on recruitment agencies or use the Yellow Pages to find local ones. A searchable database of recruitment agencies is online at www.rec.uk.com.
Job Centres

Job Centres will rarely have jobs that are suitable for newly qualified university leavers although there could occasionally be a vacancy that looks promising. This is particularly true if you already have experience in a certain field and would like to re-enter at a higher level or with more prospects for promotion. Ask at your Job Centre for any schemes that may be available for graduates.
Professional Bodies

Some professional bodies produce their own vacancy lists or operate a placement service for new entrants e.g. Chartered Accountants. 

It is often necessary to be a member of the professional body concerned to benefit from this service and often certain strict academic requirements apply.
Check whether there is a professional body that represents your area of interest and what might be the benefits of joining if you are eligible.
Other Points
· even if you are looking for permanent jobs, be ready to consider temporary or part time vacancies - these will enhance your experience and marketability as well as creating new networking contacts

· support your fellow graduates and create your own network

· try using e-mail to contact employers, this method is increasingly popular

· consider the personal approach -personally calling in to companies with your CV can be a productive method of job search, particularly in areas that require great initiative such as advertising, marketing and the media
Final Thoughts

Start your job searching as early as you can, the earlier you start the more opportunities will be open to you and the more research you can do. Some people decide to leave the whole process until after their final exams but this will mean that you won't have your pick of the crop of employers and you will have missed many closing dates.
Further Information

“Job Seeking Strategies”, AGCAS booklet
“Can I have a few moments of your time”, AGCAS video
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	Useful websites -

• www.prospects.ac.uk – Prospects web site,  your best starting point for graduate careers

• www.doctorjob.com

• www.kellys.co.uk – Kelly’s Industrial Directory

• www.yell.com - online yellow pages


	• www.fish4jobs.co.uk – search UK local press for vacancies

• www.rec.uk.com – searchable database of recruitment agencies

• www.ukbusinesspark.co.uk – UK company news


Aug 08
www.independent.co.uk





www.jobs.guardian.co.uk 





www.jobs.telegraph.co.ukk





www.timesonline.co.uk





http://jobs.ft.comm








PAGE  
6

