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GSAS Career Services Website: GSAS Career Services Website: 
The Job SearchThe Job Search
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Academic Job Searching Academic Job Searching 
v.v.

 Job Searching Beyond AcademeJob Searching Beyond Academe
AcademicAcademic

Structure, clear Structure, clear 
timelinetimeline

Departmental supportDepartmental support

You KNOW the You KNOW the 
language, culture, language, culture, 
and people of and people of 
academeacademe

Beyond AcademicBeyond Academic
Less structure, Less structure, you you set set 
the timelinethe timeline

Little or no Little or no 
departmental supportdepartmental support

You are venturing You are venturing 
into new into new &&

 
unknown unknown 

territoryterritory
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Job Searching Beyond Academe:Job Searching Beyond Academe:
 A FourA Four--Step ProcessStep Process

1.1.
 

Identify target/s.Identify target/s.

2.2.
 

Research employers. Research employers. 

3.3.
 

Expose yourself to the language, culture, Expose yourself to the language, culture, 
and people of your target.  and people of your target.  Tailor your Tailor your 
profile.profile.

4.4.
 

Make contact with employers.Make contact with employers.
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Note:Note:
TodayToday’’s examples include the popular s examples include the popular 
fields of biotech & consulting.  fields of biotech & consulting.  

Resources are not limited to these Resources are not limited to these 
industries!industries!
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TipsTips
Think of job searching as a fullThink of job searching as a full--time job.time job.
––

 
Most people underestimateMost people underestimate

 
time required.time required.

––
 

Initiative is key.Initiative is key.
DonDon’’t rely exclusively on ONE job search t rely exclusively on ONE job search 
method.method.
Take advantage of Take advantage of allall

 
career services & career services & 

resources at your disposal. resources at your disposal. 
If necessary, be willing to take a position If necessary, be willing to take a position 
““beneathbeneath””

 
your goal (e.g. entryyour goal (e.g. entry--level, level, 

temporary).  temporary).  The springboard is bouncy for PhDs.The springboard is bouncy for PhDs.
Be persistent and remain positive/openBe persistent and remain positive/open--minded.minded.
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EmphasizedEmphasized
 TipsTips

Cast a VERY WIDE NET.  Apply for A Cast a VERY WIDE NET.  Apply for A 
LOT of jobs.  (Lose some of that precision.)LOT of jobs.  (Lose some of that precision.)
––

 
Most PhDs apply for too few jobs and lose Most PhDs apply for too few jobs and lose 
confidence when they arenconfidence when they aren’’t hired quickly.t hired quickly.

DonDon’’t rely solely on online resume t rely solely on online resume 
submissions.submissions.
––

 
Any effort you make above and beyond this Any effort you make above and beyond this 
method will give you an edge.method will give you an edge.



Step 1: Identify Target/sStep 1: Identify Target/s
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IDENTIFYING TARGET/S:IDENTIFYING TARGET/S:
 Some factors to considerSome factors to consider

Intellectual stimulation, nature of the workIntellectual stimulation, nature of the work
Autonomy vs. teamworkAutonomy vs. teamwork
Flexibility vs. structureFlexibility vs. structure
Salary and benefitsSalary and benefits
PurposePurpose
Geographic locationGeographic location
Degree of human contactDegree of human contact
Work environment (pace, size, reputation, etc.)Work environment (pace, size, reputation, etc.)
Family factorsFamily factors
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SELFSELF--ASSESSMENT TOOLSASSESSMENT TOOLS

Meyers Briggs Type Indicator ($38)Meyers Briggs Type Indicator ($38)
Strong Interest Inventory ($16)Strong Interest Inventory ($16)

Contact:Contact:
wperry@virginia.eduwperry@virginia.edu
or call 434or call 434--924924--89098909
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You may choose to You may choose to 
narrow your target bynarrow your target by……

Industry/organizationIndustry/organization
––(e.g. (e.g. pharmapharma, GlaxoSmithKline), GlaxoSmithKline)
Geographic locationGeographic location
Function or job titleFunction or job title
––(e.g. clinical trials)(e.g. clinical trials)
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Identifying Your Target: ExampleIdentifying Your Target: Example

Research Triangle Park, NCResearch Triangle Park, NC

Biotech/Biotech/BiopharmaBiopharma
Clinical trails Clinical trails 
managementmanagement



Step 2: Research Step 2: Research 
EmployersEmployers

This is where PhDs excel!This is where PhDs excel!

Research will help you focus Research will help you focus 
& determine the value of your & determine the value of your 

hypothesized target.hypothesized target.
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Reasons to ResearchReasons to Research

To identify top organizations and jobs To identify top organizations and jobs 
of interest.of interest.
To gain an understanding of job To gain an understanding of job 
market.market.
To write better cover letters and To write better cover letters and 
resumes.resumes.
To prepare effectively for interviews.To prepare effectively for interviews.
To make informed career decisions.To make informed career decisions.



1515

What to ResearchWhat to Research

HistoryHistory
Services/productsServices/products
Financial standingFinancial standing
Competitors and other players on the Competitors and other players on the 
fieldfield
Current newsCurrent news
Culture/division of labor/hierarchyCulture/division of labor/hierarchy
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Example: Roles in BiotechExample: Roles in Biotech
 (from Toby Freedman, (from Toby Freedman, Careers Opportunities in Careers Opportunities in 

Biotechnology and Drug DevelopmentBiotechnology and Drug Development, 2008), 2008)

Discovery researchDiscovery research
PrePre--clinical researchclinical research
Project managementProject management
Clinical developmentClinical development
Medical affairsMedical affairs
Regulatory affairsRegulatory affairs
Quality controlQuality control
OperationsOperations
Product developmentProduct development

Information mgmtInformation mgmt
Business Business develpmtdevelpmt
Marketing/salesMarketing/sales
Mgmt consultingMgmt consulting
Technical applicationsTechnical applications
CommunicationsCommunications
Executive leadershipExecutive leadership
LawLaw
Healthcare financeHealthcare finance
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Professional and Trade AssociationsProfessional and Trade Associations
 (e.g. American Society for Cell Biology)(e.g. American Society for Cell Biology)

 www.ascb.orgwww.ascb.org
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Other National Web Resources:Other National Web Resources:
 NIH OITENIH OITE

 http://http://www.training.nih.govwww.training.nih.gov/trainees/toolkit//trainees/toolkit/
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NIH Virtual Career CenterNIH Virtual Career Center
 http://http://www.training.nih.gov/careers/careercenter/index.htmlwww.training.nih.gov/careers/careercenter/index.html
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Science CareersScience Careers
 http://http://sciencecareers.sciencemag.orgsciencecareers.sciencemag.org//
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National Postdoctoral AssociationNational Postdoctoral Association
 http://http://www.nationalpostdoc.orgwww.nationalpostdoc.org/careers/career/careers/career--planningplanning--resourcesresources



2222

Professional Networking SitesProfessional Networking Sites
 (e.g. (e.g. LinkedIn.comLinkedIn.com, , Doostang.comDoostang.com))
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Email notificationsEmail notifications
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Researching Employers:Researching Employers:
 University Career Services ToolsUniversity Career Services Tools

UCS Library, Bryant Hall at Scott Stadium UCS Library, Bryant Hall at Scott Stadium 
(open to all)(open to all)
Graduate and Postdoctoral Prof. Graduate and Postdoctoral Prof. 
Development Programs Library Development Programs Library (smaller (smaller 
but more specific)but more specific)
CareerSearchCareerSearch

 
(database of 4 million (database of 4 million 

employers) employers) ——student/faculty/staff access student/faculty/staff access 
only at UCS or through only at UCS or through Graduate and Graduate and 
Postdoctoral Prof. Development ProgramsPostdoctoral Prof. Development Programs
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University Career Services Website:University Career Services Website:
 www.career.virginia.eduwww.career.virginia.edu

 Online Library Database top right, Quick LinksOnline Library Database top right, Quick Links
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UCS Online Library DatabaseUCS Online Library Database
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Vault GuidesVault Guides
 (available through me)(available through me)
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Example:Example:
 

Vault Guide to the Top 50 Vault Guide to the Top 50 
Management & Strategy Consulting Management & Strategy Consulting 

Employers (2009 ed., 529 pp.)Employers (2009 ed., 529 pp.)



2929

Consulting Firm RankingsConsulting Firm Rankings
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Example:Example:
 

Vault Introductory Info Vault Introductory Info 
on McKinsey (page 1/8)on McKinsey (page 1/8)
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More on McKinseyMore on McKinsey
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More on McKinsey (continued)More on McKinsey (continued)



Database of Employers:Database of Employers:
 CareerSearchCareerSearch

Accessible only at Accessible only at 
University Career Services University Career Services 

Library, MLibrary, M--F, 8:00amF, 8:00am--5:00pm,5:00pm,
or through me or through me 



3434

CareerSearchCareerSearch
 Sample Criteria: Biotech/Sample Criteria: Biotech/PharmaPharma, Clinical Trials, RTP, NC, Clinical Trials, RTP, NC

 ——42 results42 results
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CareerSearchCareerSearch
 

Sample Result for Criteria: Sample Result for Criteria: 
Biotech/Biotech/PharmaPharma, Clinical Trials, RTP, NC, Clinical Trials, RTP, NC
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GSAS Career Services WebsiteGSAS Career Services Website
 http://http://artsandsciences.virginia.edu/gradschoolcareerartsandsciences.virginia.edu/gradschoolcareer
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GSAS Career Services SiteGSAS Career Services Site
 Careers Beyond Academe: Careers Beyond Academe: 

Job Search: Finding JobsJob Search: Finding Jobs
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GSAS Career Services SiteGSAS Career Services Site
 Finding Jobs: By IndustryFinding Jobs: By Industry
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GSAS Career Services Site:GSAS Career Services Site:
 Getting Started/Create Structure/Conduct Getting Started/Create Structure/Conduct 

ResearchResearch
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Other Helpful Online ResourcesOther Helpful Online Resources

Riley ARiley A--Z index of resources  Z index of resources  
www.rileyguide.comwww.rileyguide.com//

Occupational Outlook Handbook by the Occupational Outlook Handbook by the 
U.S. Department of Labor, Bureau of U.S. Department of Labor, Bureau of 
Labor StatisticsLabor Statistics
www.bls.gov/ocowww.bls.gov/oco//

Regional websites, e.g. CharlottesvilleRegional websites, e.g. Charlottesville’’s s 
www.avenue.orgwww.avenue.org

http://www.rileyguide.com/
http://www.rileyguide.com/
http://www.bls.gov/oco/
http://www.bls.gov/oco/
http://www.avenue.org/


Steps 3 Steps 3 &&  4 4 
may be the most may be the most 

challenging for you.challenging for you.
Step 3: Step 3: Getting to know the Getting to know the 

people people &&
 

culture of culture of 
your targetyour target

Step 4: Step 4: Contacting employersContacting employers

So keep this in mindSo keep this in mind……



4242

Job Search Methods Job Search Methods 
& & Their EffectivenessTheir Effectiveness

Cold calling 47%Cold calling 47%
Asking people you know for job leads  33%Asking people you know for job leads  33%
Answering professional journal ads  7%Answering professional journal ads  7%
Mass mailing  7%Mass mailing  7%
Answering local newspaper ads  2Answering local newspaper ads  2--24%24%
Search agency  2Search agency  2--24%24%
OnOn--line job search  2line job search  2--10%10%

Source: Richard Source: Richard BollesBolles, , What Color is Your ParachuteWhat Color is Your Parachute
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NETWORKING IS EFFECTIVE!NETWORKING IS EFFECTIVE!
80% of jobs are obtained through 80% of jobs are obtained through 
connections.connections.
Who you know Who you know DOESDOES

 
matter.matter.

People are the best resource of information People are the best resource of information 
(better than online/print resources).(better than online/print resources).
Successful job seekers employ more than one Successful job seekers employ more than one 
method in their searches.method in their searches.



Step 3: Get to know the Step 3: Get to know the 
language, culture, and language, culture, and 

PEOPLE of your target!PEOPLE of your target!
This is where some This is where some 

postdocspostdocs
 

may have difficulty.may have difficulty.
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Reasons to Connect with People of TargetReasons to Connect with People of Target

To gain a better understanding of a To gain a better understanding of a 
particular field/job/employer.  Inside particular field/job/employer.  Inside 
scoop!scoop!
To learn how best to present yourself.To learn how best to present yourself.
To learn how to apply for a position most To learn how to apply for a position most 
effectively.effectively.
To make connections with other people.To make connections with other people.
To show your interest and enhance your To show your interest and enhance your 
chances of getting a job.chances of getting a job.
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MORE REASONS:MORE REASONS:
 Become a Better Job Candidate!Become a Better Job Candidate!

To become fluent in the language of the To become fluent in the language of the 
industry.industry.
To gather inside information that will To gather inside information that will 
impress an employer. impress an employer. 
To narrow your target.To narrow your target.
To build confidence in your career plan To build confidence in your career plan 
and ability to discuss your interestand ability to discuss your interest……

 which will help you in job interviews!which will help you in job interviews!
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YOUR GOALYOUR GOAL

Convince employer that you are Convince employer that you are not a risknot a risk
––

 
You You KNOWKNOW

 
what the work involves what the work involves 

(research)(research)
––

 
You can You can DODO

 
the work (qualifications)the work (qualifications)

––
 

You You WANTWANT
 

to do the work (interest)to do the work (interest)
––

 
YouYou’’re re ONE OF THEMONE OF THEM

 
(fit)(fit)



GREAT PRINT RESOURCE:GREAT PRINT RESOURCE:
 

Klaus, Peggy, Klaus, Peggy, BRAG! The Art of Tooting BRAG! The Art of Tooting 
Your Own Horn Without Blowing ItYour Own Horn Without Blowing It

 (Warner Business Books, 2003)(Warner Business Books, 2003)
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DonDon’’t depend on your CV/resume t depend on your CV/resume 
to speak for you.to speak for you.

ThereThere’’s a time and place for selfs a time and place for self--deprecation and deprecation and 
modesty: your job search isnmodesty: your job search isn’’t it.t it.
Be proBe pro--active; put yourself out there.active; put yourself out there.
Even if youEven if you’’re a team player, donre a team player, don’’t overuse the t overuse the 
firstfirst--person plural.  The teamperson plural.  The team’’s future isns future isn’’t at t at 
stake; stake; yoursyours

 
is.is.

Create a Create a ““personal pitch,personal pitch,””
 

a.k.a. a.k.a. ““bragaloguebragalogue,,””
 a.k.a. a.k.a. ““elevator speech.elevator speech.””

Listen carefully to others and engage them in Listen carefully to others and engage them in 
conversation.conversation.
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Sample Personal PitchSample Personal Pitch

Hello, IHello, I’’m John Doe.  Im John Doe.  I’’m a postdoctoral fellow m a postdoctoral fellow 
in biochemistry at U.Va.  Iin biochemistry at U.Va.  I’’m interested in m interested in 
pursuing a career in consulting and Ipursuing a career in consulting and I’’ve been ve been 
following McKinseyfollowing McKinsey’’s biotech initiatives in s biotech initiatives in The The 
Wall Street JournalWall Street Journal

 
and and FortuneFortune.  I.  I’’m very m very 

interested in what you had to say about this new interested in what you had to say about this new 
direction, and I have expertise that I think could direction, and I have expertise that I think could 
contribute to that end.  Icontribute to that end.  I’’d really like to meet for d really like to meet for 
coffee or lunch or stop by your office at your coffee or lunch or stop by your office at your 
convenience.  Would you have time next week?convenience.  Would you have time next week?
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Also look intoAlso look into……

Alumni databases of institutions Alumni databases of institutions 
youyou’’ve attended.ve attended.

Your departmentYour department’’s placement info s placement info 
(available online, through the (available online, through the 
department secretary, etc.).department secretary, etc.).
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The Informational InterviewThe Informational Interview

A pressureA pressure--free conversation with people free conversation with people 
working in a target field to gain insight working in a target field to gain insight 
into a field/employer and advice on job into a field/employer and advice on job 
search strategies.search strategies.

Most people are very willing to help Most people are very willing to help 
someone by talking about what they do & someone by talking about what they do & 
sharing their opinions.sharing their opinions.
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How to Prepare for Info InterviewsHow to Prepare for Info Interviews

Consider which fields/companies you want to explore.Consider which fields/companies you want to explore.
Develop a list of contacts.  Tip: Conduct your first Develop a list of contacts.  Tip: Conduct your first 
informational interview with someone who will make informational interview with someone who will make 
you feel at ease (e.g. a friend of a friend).you feel at ease (e.g. a friend of a friend).
Develop your goals for the interview:Develop your goals for the interview:
––

 

To learn about the fieldTo learn about the field
––

 

To learn about the company/positionTo learn about the company/position
––

 

To get additional names for broadening network.To get additional names for broadening network.
Have your materials ready (resume/CV).Have your materials ready (resume/CV).
Prepare your introduction before contacting your target.Prepare your introduction before contacting your target.
Prepare questions in advance; do research and Prepare questions in advance; do research and 
customize questions.customize questions.
Keep records.Keep records.
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SAMPLE INITIAL CONTACTSAMPLE INITIAL CONTACT
Dear John Doe,Dear John Doe,

I am a postdoctoral fellow in Microbiology at the I am a postdoctoral fellow in Microbiology at the 
University of Virginia, and I am very interested in the field University of Virginia, and I am very interested in the field 
of HIV prevention.  My colleague Jane Smith told me about of HIV prevention.  My colleague Jane Smith told me about 
you, and I would be delighted to hear about your work you, and I would be delighted to hear about your work 
with the CDC.  I am currently engaged in research that with the CDC.  I am currently engaged in research that 
could be of benefit to the development of an anticould be of benefit to the development of an anti--HIV HIV 
vaccine, and the CDCvaccine, and the CDC’’s efforts in this area have especially s efforts in this area have especially 
drawn my attention.  Would you be willing to speak with drawn my attention.  Would you be willing to speak with 
me for 20me for 20--30 minutes about your company and your work?  30 minutes about your company and your work?  
I will be happy to come to your office at your convenience.I will be happy to come to your office at your convenience.
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Road BlocksRoad Blocks

If you donIf you don’’t get a response to your initial t get a response to your initial 
contact, try again.  Doncontact, try again.  Don’’t read too much t read too much 
into silence.into silence.

If, for some reason, your target declines, If, for some reason, your target declines, 
ask for the name of someone else you ask for the name of someone else you 
could speak with.could speak with.



5656

You may contact your target by email, You may contact your target by email, 
phone, or mail, but only conduct the phone, or mail, but only conduct the 
informational interview by phone or informational interview by phone or 
(preferably) in person.(preferably) in person.

Make the informational interview as easy Make the informational interview as easy 
on the interviewee as possibleon the interviewee as possible——he or she he or she 
will be VERY impressed.will be VERY impressed.

ETIQUETTEETIQUETTE
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Conducting the Info InterviewConducting the Info Interview

Be prompt for both phone and faceBe prompt for both phone and face--toto--face face 
interviews.interviews.
Keep to the time limit agreed upon in Keep to the time limit agreed upon in 
conducting the info interview.conducting the info interview.
Ask for suggestions of additional contacts.Ask for suggestions of additional contacts.
Keep the connection going by asking for Keep the connection going by asking for 
permission to follow up with additional permission to follow up with additional 
questions, etc.  questions, etc.  Networking isnNetworking isn’’t finite!t finite!
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Questions to Ask:Questions to Ask:
 Three CategoriesThree Categories

1.1.
 
Occupational FieldOccupational Field: Ask questions to generate : Ask questions to generate 
disclosure of indisclosure of in--depth information on a depth information on a 
particular field and on closely related fields. particular field and on closely related fields. 

2.2.
 
EmployerEmployer::

 
Ask questions on the work setting Ask questions on the work setting 

and hiring procedures. Good questions begin and hiring procedures. Good questions begin 
with who, what, when, where, why, and how. with who, what, when, where, why, and how. 
Beginning with these words leads to openBeginning with these words leads to open--

 ended responses. ended responses. 

3.3.
 
AdviceAdvice: e.g. on your CV/resume, whom else to : e.g. on your CV/resume, whom else to 
contact, next steps.contact, next steps.
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Sample Questions: OccupationSample Questions: Occupation
What credentials or degrees are required for entry into this kinWhat credentials or degrees are required for entry into this kind d 

of work? of work? 
What types of prior experience are absolutely essential? What types of prior experience are absolutely essential? 
How did you prepare yourself for this work?  How did you prepare yourself for this work?  
Would you describe how you occupy your time during a typical Would you describe how you occupy your time during a typical 

workweek? workweek? 
What skills or talents are most essential for effective job What skills or talents are most essential for effective job 

performance in this job? performance in this job? 
What are the toughest problems you must deal with? Apart from What are the toughest problems you must deal with? Apart from 

external motivators such as salary or fringe benefits, what do external motivators such as salary or fringe benefits, what do 
you find most rewarding about your job?  you find most rewarding about your job?  

What do you enjoy the least?What do you enjoy the least?
What obligation does your work place upon your personal time? What obligation does your work place upon your personal time? 
How much flexibility do you have in terms of dress, hours of How much flexibility do you have in terms of dress, hours of 

work, vacation schedule, place of residence? work, vacation schedule, place of residence? 
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More Sample Questions: OccupationMore Sample Questions: Occupation
How often do people in your line of work change jobs? How often do people in your line of work change jobs? 
How rapidly is your present career field growing? How rapidly is your present career field growing? 
How would you describe or estimate future prospects?  Where do How would you describe or estimate future prospects?  Where do 

future personnel needs lie?future personnel needs lie?
If the work you do was suddenly eliminated, what different typesIf the work you do was suddenly eliminated, what different types

 

of of 
work do you feel that you could do? work do you feel that you could do? 

What types of employers hire people with your background; what aWhat types of employers hire people with your background; what are re 
some representative job titles? some representative job titles? 

Which related fields would you explore if you were in my shoes? Which related fields would you explore if you were in my shoes? 
How do people find out about these jobs? Are they advertised in How do people find out about these jobs? Are they advertised in the the 

newspapers (which ones?), by wordnewspapers (which ones?), by word--ofof--mouth (who spreads the mouth (who spreads the 
word?), by the personnel department? word?), by the personnel department? 

How does one move from position to position? Do people normally How does one move from position to position? Do people normally 
move to another agency (company, division), or do they move up imove to another agency (company, division), or do they move up in n 
the agency (company, division)? the agency (company, division)? 

If you were to hire someone to work with you today, what factorsIf you were to hire someone to work with you today, what factors

 
would be most important in your hiring decision and why would be most important in your hiring decision and why 
(education, work experience, personal attributes, specific skill(education, work experience, personal attributes, specific skills, s, 
etc.)? etc.)? 
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Sample Questions: EmployerSample Questions: Employer
What is the size of the company/geographic locations? What is the size of the company/geographic locations? 
What is the organizational structure? What is the organizational structure? 
How does the size and structure of your company compare to that How does the size and structure of your company compare to that of others of others 
in your field (in this city and/or nationally?) in your field (in this city and/or nationally?) 
How does the work of your division or office fit into the work oHow does the work of your division or office fit into the work of the f the 
organization as a whole? organization as a whole? 
What is the organizationWhat is the organization’’s commitment to diversity? s commitment to diversity? 
What is the average length of time employees stay with the organWhat is the average length of time employees stay with the organization? ization? 
How much freedom is given to new people? How much freedom is given to new people? 
Does the employer provide opportunities for professional developDoes the employer provide opportunities for professional development? ment? 
How often are performance reviews given? How often are performance reviews given? 
What are the arrangements for transferring from one division to What are the arrangements for transferring from one division to another? another? 
How much decisionHow much decision--making authority is given after one year? making authority is given after one year? 
What new product lines or services are being developed? What new product lines or services are being developed? 
Where is the organization expanding? How does it compare with itWhere is the organization expanding? How does it compare with its s 
competitors? competitors? 
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Asking for AdviceAsking for Advice

How well suited is my background for How well suited is my background for 
this type of work?  Would you look at my this type of work?  Would you look at my 
CV/resume and offer me feedback?CV/resume and offer me feedback?
Would you suggest other related fields? Would you suggest other related fields? 
What types of experiences (e.g. volunteer What types of experiences (e.g. volunteer 
work, partwork, part--time jobs) would you most time jobs) would you most 
strongly recommend? strongly recommend? 
If you were in my position, how would If you were in my position, how would 
you pursue this line of work? you pursue this line of work? 



6363
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Sample Dialogue (continued)Sample Dialogue (continued)
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After the Info InterviewAfter the Info Interview

Make notes about the interview in your records.Make notes about the interview in your records.

Send a thankSend a thank--you noteyou note
––

 
As a courtesy.As a courtesy.

––
 

As another pretext to send your name/contact info.As another pretext to send your name/contact info.
––

 
As a means of showing what you got out of the As a means of showing what you got out of the 
interview.interview.

……and laterand later……
––

 
Keep your contacts informed of your progress/let Keep your contacts informed of your progress/let 
them know when you get a job.them know when you get a job.
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GSAS Career Services Website: Job GSAS Career Services Website: Job 
Search/Finding Jobs/StrategiesSearch/Finding Jobs/Strategies

 http://artsandsciences.virginia.edu/gradschoolcareer/carhttp://artsandsciences.virginia.edu/gradschoolcareer/car
 eersbeyondacademe/jobsearch/findingjobs.html#a2eersbeyondacademe/jobsearch/findingjobs.html#a2



Step 4: Contact EmployersStep 4: Contact Employers
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Methods of ContactMethods of Contact

Cold contacting (calling/mailing/faxing)Cold contacting (calling/mailing/faxing)
Online applications/resume submissionsOnline applications/resume submissions
Contact events (career fairs, info sessions, Contact events (career fairs, info sessions, 
etc.)etc.)
Informational interviewingInformational interviewing
Internship/externshipsInternship/externships
Chance encountersChance encounters



Consider an Consider an ““externshipexternship””
 

or or 
jobjob--shadowing experience shadowing experience 

as another way to make as another way to make 
contact/gain insight.contact/gain insight.
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Four Stages of Employer Four Stages of Employer 
““ReadinessReadiness””

 
for Job Seekersfor Job Seekers



 

No current job openings, No current job openings, 
but employer is always but employer is always 
interested in good people.interested in good people.



 

Identified need, but Identified need, but 
position hasnposition hasn’’t been t been 
formally created/posted.formally created/posted.



 

Job is created but not yet Job is created but not yet 
publicpublic——open inopen in--house, house, 
referrals sought.referrals sought.



 

Job is posted publicly.Job is posted publicly.



 

Plus: no competitionPlus: no competition
Minus: harder to grab Minus: harder to grab 
employeremployer’’s attentions attention



 

Plus: increased readiness; Plus: increased readiness; 
little or no competitionlittle or no competition
Minus: timetable for Minus: timetable for 
detailsdetails



 

Plus: heightened readiness Plus: heightened readiness 
Minus: some competitionMinus: some competition



 

Plus: clear readinessPlus: clear readiness
Minus: great competitionMinus: great competition
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Sample Cold CallSample Cold Call
Hello, Mr. Doe.   My name is Jane Smith, and IHello, Mr. Doe.   My name is Jane Smith, and I’’m a postdoctoral m a postdoctoral 
fellow in microbiology at the University of Virginia. Ifellow in microbiology at the University of Virginia. I’’m very m very 
interested in the work youinterested in the work you’’re doing at [small company]; would you re doing at [small company]; would you 
have a few minutes to speak with me?have a few minutes to speak with me?
(Yes.)(Yes.)
I have experience with [X] and [Y] both through my research and I have experience with [X] and [Y] both through my research and 
my [other kind of experience].my [other kind of experience].
II’’m particularly interested in your recent initiatives in [Z area]m particularly interested in your recent initiatives in [Z area].  I .  I 
didndidn’’t see any position openings posted on your website, but It see any position openings posted on your website, but I’’d like d like 
to be considered for future opportunities.  to be considered for future opportunities.  
May I come by for about 10 minutes sometime next week to May I come by for about 10 minutes sometime next week to 
introduce myself in person and give you a copy of my resume [or introduce myself in person and give you a copy of my resume [or 
CV] for your files?CV] for your files?



7373

Responding to Ads:Responding to Ads:
 Where Jobs Are PostedWhere Jobs Are Posted

Company/Organization WebsitesCompany/Organization Websites
Professional Networking SitesProfessional Networking Sites
Professional Association WebsitesProfessional Association Websites
Classified Ads (national/local Classified Ads (national/local 
newspapers, professional journals, trade newspapers, professional journals, trade 
magazines)magazines)
Local Employment CommissionsLocal Employment Commissions
Community AgenciesCommunity Agencies



Note on Contingency RecruitersNote on Contingency Recruiters

Re: Monster, CareerBuilder, Re: Monster, CareerBuilder, 
etc.etc.
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PACKAGING YOURSELFPACKAGING YOURSELF

The package = packaging & its contentsThe package = packaging & its contents
––

 
The packaging = your materialsThe packaging = your materials

CV/resumeCV/resume
Cover letterCover letter
ReferencesReferences

––
 

Contents = you (interview)Contents = you (interview)
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THE IMPORTANCE OF PACKAGING:THE IMPORTANCE OF PACKAGING:
 CVs/Resumes and Cover LettersCVs/Resumes and Cover Letters

Create a Create a professional identityprofessional identity..
Consider your Consider your audienceaudience!!
Highlight your strengths.Highlight your strengths.
TailorTailor

 
document to specific job.document to specific job.

Use the Use the languagelanguage
 

of the industry/organization.of the industry/organization.
Use action verbs/figures when possible.Use action verbs/figures when possible.
Directly matchDirectly match

 
your strengths with employeryour strengths with employer’’s s 

needs in cover letter!needs in cover letter!



It may be difficult to omit It may be difficult to omit 
some academic achievements some academic achievements 

from your materials.from your materials.

Does the info have Does the info have meaningmeaning
 

to to 
your audience?  If not, including it your audience?  If not, including it 

runs you the risk of turning off runs you the risk of turning off 
your reader and diminishing your your reader and diminishing your 

chances for opportunity. chances for opportunity. 
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The Package Contents = YOU!The Package Contents = YOU!
 INTERVIEWINGINTERVIEWING

Types of interviewsTypes of interviews
––

 
Group vs. individualGroup vs. individual

––
 

PhonePhone
––

 
OnOn--Grounds (here), OnGrounds (here), On--sitesite

Different interviewing stylesDifferent interviewing styles
––

 
CV/resumeCV/resume--basedbased

––
 

BehavioralBehavioral
––

 
CaseCase
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Practical Steps You Should TakePractical Steps You Should Take

SelfSelf--assess; begin your research.assess; begin your research.
Draft a CV/resume and cover letter and Draft a CV/resume and cover letter and 
have them critiqued.have them critiqued.
Conduct informational interviews, other Conduct informational interviews, other 
““inside trackinside track””

 
efforts.efforts.

Apply for MANY jobs.Apply for MANY jobs.
Start gathering interviewing advice and Start gathering interviewing advice and 
then conduct a mock interview.then conduct a mock interview.
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Contact:Contact:

Wendy Perry Wendy Perry 
Director of Graduate Director of Graduate &&

 
PostdoctoralPostdoctoral

Professional Development ProgramsProfessional Development Programs
Office of the Vice President for ResearchOffice of the Vice President for Research

Varsity Hall 004Varsity Hall 004
434434--924924--89098909

Email: Email: wperry@virginia.eduwperry@virginia.edu

©©

 

Wendy E. PerryWendy E. Perry

mailto:wperry@virginia.edu
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