How to Research the Job & the Employer

y 7 focus on only those j
best use of your time during your job search. One way to do this is to decide before
you apply whether the job and the company are a good fit for you. If you do this, you

Finding out everything you can about a job and a company before you apply can save
o) you a lot of wasted time. Deciding whether a job is worth applying for will help you

ob openings that will work best for you. Your goal is to make the

will spend your time in high-value activities that give you a greater payoff for the time and energy that
you invest. The Internet has made this task simple and easy.

Why do research?

« To spend your time wisely.

To find out about job openings.
To learn about the job.

To learn about benefits.

To show interest and initiative.
o To learn about the company.

« To prepare for the interview.
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Get organized

e To keep a paper record, make copies of both sides of this Guide. Use the forms to
help you organize your information. Setupa simple filing system, using a separate
folder for each potential job.

« If you are proficient with a computer spreadsheet software program, record the
information by setting up columns for each desired data element like company
name. This will allow you to sort and filter your data as you wish.

«  Whichever method you use, keep your information close to the telephone.

THE JOB
Job Title Date Completed
® What does the person
do each day? @ Job Duties
® Usual starting salary.
® Salary/Wage $ /Month  or $ /Hour
Hours of Work Days: Sun Mon Tues Wed Thur Fri Sat Hours
® Which benefits are
included? ® Benefits:
Health Insurance Sick Leave (Days per )
o Ar'e thets GRpoII: Life Insurance Training Provided by the Employer
nities for advance- —— B e .
mienit? Disability Insurance Vacation (Days per )
___ Other ____ Other
® 1Is the work inside or
outside? Noisy or @ Promotion Opportunities
quiet? Office or
shop floor? .
& Towhotiwill you ® Work Environment
report? )
@ From whom did you ® Supervisor's Name
obtain this
information? @ Source of Information
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© Mailing address
for sending
correspondence.

® Important for
quick access, and o
to fax résumés,
letters, references,
etc.

® Manufacturing,
construction, legal

services, retail,
etc. ]

® The primary
products produced
or services
delivered.

® Where you will be
working (if

different from ®
address above)?

® Knowing the o
competition
shows the (5]
interviewer that
you've done your ®
homework.

@ If employees leave 0

the company on a
regular basis, this
may not be a good
place to work.
Find out the
reasons why they
leave.

THE COMPANY

Company Name
Address '

City State Zip
T e e oL - 4p_

Telephone ( ) Fax ( )

Web Site -
Contact Person
Email Address of Contact Person

\

Industry or Type of Business
\
Products or Services
\
Location of other Plants/Offices/Facilities
Competitors
\

Employee Turnover

\
Source of Information

—\

Contact Dates
e A % e -

Where to find this information Using the information in your job

* Internet (Company website, Facebook page, etc.) See Internet resources below

¢ Local American Job Center
* Libraries

* Company annual reports

* Company visits

* Informational interviews

*  Observation of employees leaving work

¢ Current and former employees
*  Newspapers

*  Business organizations (Chamber of Commerce, etc.)

*  Industry directories

search

*  Decide which Job openings interest you.

¢ Complete an information sheet for each job opening
and company that interests you,

¢ Compare this information  with your interests,
knowledge, skills, abilities, salary/fringe requirements
and other needs.

*  Decide whether it is worth your time to apply for this
job.
> Ifthe answer is "no," don't waste your time.
> If the answer is "yes," go for it!

Internet resources

www.distinctivewep, com/research.htm -- Good ideas on doing company evaluations.

www.thebalance, com/ﬁnding-jobs-at-company-websites-2060028—- Finding jobs at company web sites.

g www.salary.com/ -- Researching salaries for various occupations,
. wT https://careertrend.com/how-2005384-research-company-interview.html-- Using the Internet toresearch companies,
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