CAREER ACTION 1-1

Daily Job Search Organizer

Directions: Use this form to record your job search activities each day. Record the names of employers and contact information. List resources and web sites you used, and summarize your job search goals for the next day. Complete the last three sections of the Worksheet at the end of the day, including a summary of your progress, a list of new job leads, and any necessary follow-up (sending a thank-you note or resume, for example). Also, note whether you achieved the purpose of each contact made.

Date: 

Number of hours on job search:

From:
 
To:


Contacts
	Employer, Name of Contact, and Job Target

(include full address/phone/e-mail)
	Form of Contact (personal visit, phone call, letter, 
e-mail contact)
	Purpose of Contact

(Documents sent)
	Purpose Achieved? (Yes/No)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Job Research Sources
	Web Site or Resource Title
	Information Found
	Password or log-in used
	Useful Source? (Yes/No)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Other Job Search Activities:

	Summary of Progress Made Today:

	New Job Leads: 

	Follow-up/Next Steps/Goals for Tomorrow: 


Chapter 1: The Job Search Process
Your Career: How to Make It Happen, 7e
CA 1-1, Page 1 of 2
COPYRIGHT © South-Western Cengage Learning

