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To truly have job search success, you must be both tenacious and optimistic.  However, there are times 

when the most determined jobseeker can struggle with frustration.  You can feel drained at the thought of 

sending out yet another resume or looking at more job postings.  Furthermore, a jobseeker can experience 

extreme overwhelm from the stress of monetary obligations, family tensions, and the inevitable no’s, 

while not seeing progress in their search.  Here are some helpful suggestions and book resources that can 

help you maintain your sanity and resolve during a challenging search! 

 

1) A job search takes time!!!  You MUST keep this in the back of your mind in all job search 

activities, AT ALL TIMES.  The average search takes about five to six months, which means 

many people have a job search that lasts longer.  While there are those who have quick job search 

experiences, being realistic will avoid a lot of disappointment.  

 

2) Resumes are NOT just one-page for most jobseekers.  Let that myth go!  Most individuals will 

have a two- or three-page resume, period!  Resumes are also NOT chronological obituaries 

(where you just see a list) or general functional documents.  They are your PERSONAL 

MARKETING DOCUMENTS.  Tell a story, you could win an interview.  Just give them general 

info or a list, you lose the interview.  See my resume tips for success in #7 and #8 below. 

 

3) Take care of your mental health and set yourself up for success.  Do you get dressed every day, or 

stay in your pajamas?  Are you going to bed and getting up at a regular time?  Are you eating 

healthily?  I encourage all of my clients to get up each day at their typical “get ready for work” 

time, shower/bathe, and get dressed.  This isn’t about wearing a suit, but instead about putting on 

real clothes, practicing good hygiene and healthy eating habits, and keeping regular schedule.  

You will have a quicker job search if you take care of YOU! 

a. During the day:  Turn off the television, stop listening to anything the distracts you, and 

TURN OFF your phone alerts.  Want a quicker job search?  Then don’t set yourself up 

for failure from the start by allowing the distractions to derail you from day one.  

 

4) Clean your work area.  If your office/work area in general is a mess, you create chaos around you.  

Make sure you are working from a tidied area, and you will have increased productivity and a 

more positive attitude.  
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5) Create a daily To-Do task list.  Each day of the regular workweek – Monday through Friday.  Do 

this the night before and write the list by hand.  I know, it sounds a little strange, but study after 

study has shown that when you put pen/pencil to paper for a task list, you will achieve more of 

your tasks.  Put down that phone and/or step away from the computer and write an “old 

fashioned” list to achieve more of your daily goals.  Besides, there is something infinitely 

satisfying about crossing items off your list. 

 

6) Set your daily tasks into time chunks.  Want to decrease project/task stress and see immediate 

success?  Then eliminate the overwhelm.  When you get something done without distractions, 

even in short spurts of time, the feelings of satisfaction will motivate you on to another “time 

chunk” and ultimately, completion of the project or task.  Take things in chunks of time, from 10 

minutes to one-hour, and see your To-Do list quickly shrink to DONE!” 
 

7) Write an achievements-oriented resume(s).   

a) Do/did you author or co-author content at work – manuals, forms, tips sheets, newsletter 

articles, marketing collateral, etc.?  How about creating spreadsheets or databases to track 

information?  Let them know, and don’t be afraid to mention the software used in creating 

them. 

b) Did you work with “high profile clientele” or can a name be shared (be careful here), or 

would it be better just listing they are a Fortune 500 Company or internationally recognized.   

c) Utilize real numbers.  If you forecasted, prepared, and administrated a $5,700,000 annual 

budget, don’t say $6,000,000, or close to $7,000,000.  Give the actual number.  If you need to 

estimate – always go a little low.  Then you can be sure your number is right!  

d) Don’t just tell them you answered phones – give them detail:  Answered five-line phone 

system, forwarding calls to appropriate parties, and fielding general inquiries.   

e) Don’t just say you “managed people” but offer specifics that are keyword and key phrase 

rich.  Some people only provide training, hiring input, and general oversight as a manager, 

but many do the following (do you perform any items on this list as a manger?): 

i) Recruit, interview, hire, dismiss, discipline, quarterly or annual performance reviews, 

Performance Improvement Plans (PIP’s), coach, mentor, schedule, task assignment, 

training, arrangement for training OR training/professional development plans, 

sales/position goals, and general oversight.  And that isn’t a complete list. Tell them what 

you really do, with detail, and watch your resume make it to more desks where decision-

makers can assess your true value to an organization.  

 

8) Tailor each resume.  Since most jobseekers have two or three working resumes for related or even 

vastly different job types to have better success, you will want to do a bit of tailoring to the 

specific ad each time you apply.  This isn’t about spending hours looking at the job ad, instead it 

is taking the particular resume that focuses on the industry/position you are wanting, and doing 

the following: 

a) Assessing what keywords and key phrases the company is targeting, and which one’s are 

missing from your current resume.  ALWAYS start a new resume document, and name it 

with your name and the company to which you are applying – for instance:  John Smith 3M 

Resume.docx. 

b) Adding any of the keywords and key phrases into the resume where you have that particular 

experience, either within a bullet point, a list at the end of the resume called “Additional 

Skills,” or in a keyword list that many include at the top of their resume (save the best of the 

best for the top of the resume).  

c) Moving bullet points up or down in a given job based on what the company is focusing on 

specifically, with any appropriate word tailoring.   

d) Doing a cover letter with additional customizations.  



e) Remember that the original resume you create for a given industry/job type should have 

ample keywords and key phrases throughout.  The Applicant Tracking Systems have 

prepopulated keywords based on job type, then HR and Hiring Managers add more keywords 

and key phrases for each position, resulting in 150-250 keywords and key phrases in a system 

for each job.  No job ad contains that many keywords or key phrases, and if it did, it would 

scare a jobseeker off.  If you are struggling to find what to use for keywords and key phrases 

for the parent resume – GOOGLE it!  Just type in the job name and resume keywords, for 

example:  Business Analyst Resume Keywords, and Google will take care of the rest by 

populating site after site of recommendations.  

IMPORTANT NOTE:  Send the resume as a WORD doc unless the organization specifically asks for a 

PDF.  Many an Applicant Tracking System/Resume Scanning System will not read a PDF correctly and 

sees it as a “picture” eliminating you from consideration before the resume is ever read by a human.  

Additionally, be careful with graphics, unless you understand placement of these graphics and their 

impact, you will negate much of the written content on your resume and eliminate yourself from 

consideration.  

 

9) Avoid all the honey-do projects during the regular workday.  Often, our spouses/partners, parents, 

children, etc., will have lengthy lists of what they think “we” should accomplish during our job 

search.  Typically, their lists have little to do with the job search and more about wants – like 

painting a room, running constant errands, and other projects that aren’t going to help you get a 

job.  Treat all grocery shopping, laundry, special projects, etc., like what they are – items to be 

done when you aren’t working on your job search during Monday through Friday, at least four to 

five hours daily.  

 

10) Stay away from negative friends, family and acquaintances who are judging your job search.  The 

irony of their judgment frequently becomes clear during their next job search.  If you can’t fully 
avoid the person, limit your exposure.  

 

11) Remember that the length of a job search has ZERO to do with your value as an employee.  If 

you are being realistic in your job search target, and create a proper resume, even if you are 

switching careers, you will triumph.  

 

12) Make yourself visible.  Are you on LinkedIN?  Is your profile fully filled out?  Are you attending 

networking events either online or in-person?  Are you contacting people you know and letting 

them know not only that you are looking, but specifically the job types you are targeting?  If you 

aren’t, you are missing out on a key part of a successful job search.  

 

13) You will get NO’s!!!  The best salespeople will tell you that you must get through all the NO’s to 

get to the YES’s.  Well, your job search is a sale.  You are selling your time for another 

organization’s money.  If you approach it in this way, the no’s are part of the process and not the 

demoralizing, heart stopping issue keeping you from applying for the next position.  

 

14) Keep your eyes on the goal.  If you pay attention to what everyone else is doing in their job 

search, or what you are “hearing,” then you will lose proper focus in your search.  Your attention 

needs to remain on your search.  While inherently we realize that each person has different talents 

and experiences, just as each jobseeker will have unique results in their search timeline, we don’t 

apply this concept to our own job search.  Consider what YOU are doing to move forward as a 

jobseeker, and let what everyone else is doing be their business.  

 

 

 



 

BOOK RECOMMENDATIONS:  There are a variety of books here with topics including Job Search, 

Career Management and Advice, Career Change, Time Management, and my favorite on the list – Getting 

Unstuck!   

 

The Start-up of You:  Adapt to the Future, Invest in Yourself, and Transform Your Career, by Reid 

Hoffman and Ban Casnocha 

 

Ignite Your Career:  Strategies and Tactics to Unleash Your Potential, by Kris Holmes 

 

#Entry Level Boss:  How to Get Any Job You Want, by Alexa Shoen 

 

You Turn:  Get Unstuck, Discover Your Direction, and Design Your Dream Career, by Ashley Stahl 

 

Time Smart:  How to Reclaim Your Time and Live a Happier Life, by Ashley Whillans 

 

The Third Door:  The Wild Quest to Uncover How the World’s Most Successful People Launched 

Their Careers, by Alex Banayan 

 

Getting Unstuck:  How Dead Ends Become New Paths, by Timothy Butler 

 

The Lemonade Life:  How to Fuel Success, Create Happiness, and Conquer Anything, by Zack 

Friedman  

 

Reinventing You:  Define Your Brand, Imaging Your Future, by Dorie Clark 

 

Designing Your Life:  How to Build a Well-Lived, Joyful Life, by Bill Burnett and Dave Evans 

 

Tiny Habits:  The Small Changes that Change Everything, by B. J. Fogg, Ph.D.  

 

Switchers:  How Smart Professionals Change Careers and Seize Success, by Dawn Graham 

 

 

 
Karen Silins is a multi-certified, award winning, resume writer, career and business coach, serving clients 

throughout the U.S. and internationally. Karen has held a membership in the prestigious Forbes Coaches 
Council since 2016 and was recently published several times in Forbes Online in 2020 and 2021, was chosen 

as one of 38 Career Experts to Watch in 2018 on Twitter, is a frequent podcast, blog, and article guest expert, 

and is currently rated as a Top Social Media Influencer for Employment, Human Resources, and Recruitment 
on Agilience. She resides in Kansas City, Missouri with her husband Andrew and their four rescue dogs. 


