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Understand how to improve job searches

Unit 8 – Understand how to complete a job search
Task 1 – Effective job search skills
Look at the list of job search skills and decide which of these skills you do well and which you need to develop. 
If possible try and rate the job search skills in order from the thing you do best to the thing you do least well
	Job search skill
	Something I do well
	Something I need to develop
	Order of ‘best’ to ‘least’ thing I do well

	Use of internet to search for jobs
	
	
	

	Phoning prospective employers
	
	
	

	Writing to prospective employers
	
	
	

	Looking for work at the Job Centre
	
	
	

	Looking for jobs in newspapers
	
	
	

	Adapting cover letter or CV to specific jobs
	
	
	

	Speaking with contacts – networking
	
	
	

	Following up on leads
	
	
	

	Finding new sources to widen job search
	
	
	

	Visiting employment agencies
	
	
	


Task 2 – Job search SWOC
Complete the following SWOC analysis. 
Write down actions you plan to take based on your SWOC analysis.
	SWOC Analysis

	What were my job search STRENGTHS? 


	What were my job search WEAKNESSES? 



	What OPPORTUNITIES are there for me? 
	What CHALLENGES do I need to overcome?

	Actions I plan to take based on my SWOC analysis:




Task 3 – Getting even better
Complete the Action Plan. Try to write actions that are SMART where possible.
	Action Plan

	What do I intend to do?
	Target date
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