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Job Search 

Preparedness



Prepare yourself for success!

❖ You will be provided with everything 

you need to document this journey 

and prepare you for your next 

interview. However, it is up to you to 

make it happen!

❖ Start by identifying 3 important 

factors that you want from a 

company so that you can narrow your 

search, and focus on what is 

important to you. 
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Document 

Everything!

❖ The process can 
become 
overwhelming. 

❖ Be sure to document 
everything 
electronically for 
easy reference.



Keep Your Sanity & Stay Organized

❖ Create a folder for each position you applied to. Each should contain the resume 

and cover letter you used. You may even want to copy the job description into a 

word document as those often quickly disappear from job postings. 

Generic Resume & CL 

in Word to edit for 

each submission

Tailored Resume & CL 

for the specific position



Organize The Information
❖ It is important that everything gets placed into the appropriate folder, 

otherwise things can easily get lost. 

❖ If you are applying for many jobs, you may want to create folders for 

different weeks, so that you can easily manage your application folders.

❖ You can then use ‘CTRL F’ on your spreadsheet to find the company and the 

date you applied. Then go straight to the folder to review before an 

interview. 



Prepare For The Interview

❖ Prepare answers for the “Top 
Interview Questions” ahead of 
time and review your answers 
several times before your 
interview.

❖ Review the interview portion of 
Glassdoor for the company you 
are applying to, so you can see 
what questions are commonly 
asked, and hopefully for the 
position you are applying for. 

❖ Tap into your network! Who do 
you know who works there? Or 
who could you know?
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Impress The Interviewer

❖ Research the company, their culture, and 
what they do. If they have a product that 
offers a ‘free trial’, sign up for it so that you 
can mention during the interview that you 
took these steps and what you really liked 
about it from a ‘consumer standpoint’.

❖ Develop 3-4 unique questions to ask the 
interviewer. There will be times your 
prepared questions will be answered during 
the discussion about the position, so always 
prepare extras. You never want to end an 
interview with no questions to ask, it can be 
taken as a sign of being unprepared or 
uninterested. 

❖ What else can you do to show you are fully 
prepared?

http://www.kbic.com/blog/pharmacy/interviewing/9-tips-impress-interviewer/


Let’s Recap!

❖ This PowerPoint reviews and highlights 
key aspects in preparing you for your 
job search. You will also receive 
additional documents such as the Job 
Preparedness Excel Spreadsheet, Top 
Interview Questions, and Questions for 
the Employer.

❖ This material was created to help build 
your path to success while applying for 
jobs, but only YOU can ensure that path 
is taken.

❖ The material in this PowerPoint and 
supplemental documents were created 
for Silver Key Career Solutions, LLC and 
is not intended for resale or 
distribution.


