
 

 

The Job Hunting Process 

Step 1:  Set your target  
 What is it that you are looking for? 

 Things to consider: the job market, the industry, the job nature, the organization, 

and so on. 

 

Step 2: Know your strengths and weaknesses 
 Identify the skills that are relevant to the job and the organization that you would 

like to apply to. 

 

Below are skills that employers are generally looking for: 

 communication skills 

 analytical skills 

 interpersonal skills 

 organization skills 

 leadership skills 

 negotiation skills 

 teamwork spirit 

 creativity 

 self-confidence 

 independence 

 self-awareness 

  



 

Step 3:   Search for job opportunities 
 Diligent research on the job market  

 Generate job leads through networking 

 Make good use of technology and social media 

 

Step 4:   Write your cover letter  
 Mention where you learn about the job (from newspaper/web site/friends/etc.) 

 Tailor-make a cover letter for each individual employer 

 Emphasize the qualifications that fit the job requirements 

 Use appropriate language 

 

Step 5:   Write or update your resume/CV 
 What is the main purpose of a resume/CV? 

 What information should you include? 

 What is the best way to structure the content of your resume/CV? 

 Who should I choose as my referees? 
 

Step 6: Apply for jobs 
 Send applications to a target list of employers 

 

Step 7: Prepare for tests/interviews  
 Predict the questions that are likely to be asked during the interview 
 Identify your skills and experience which match the job requirements and the 

company needs 
 Do more intensive research about the company 
 Prepare a few questions that you would like to ask at the end of the interview  

 
Step 8: Attend the interview  
 Arrive on time 
 Dress formally  - you should look clean and tidy 
 Show your interest and confidence  
 Be polite and respectful 
 Beware of your body language: eye contact, posture, hand gestures, and so on 

 

Step 9: Receive a job offer 
 What should you consider before accepting a job offer? 
 How and when to decline a job offer politely? 


