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Module 01:  
Prepare for your  
job search 
Get organized and ready for 
your work search 
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equipment 

organization 

email 

voicemail 

 

 

 

 

Your work search will be 
more effective if you 
organize what you need 
ahead of time 
 
Make sure that you have all 
the things you need to find 
work 
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Set up a space where you can organize everything you’ll need: 
• A computer with access to a printer and the Internet 
• A stationary or mobile phone with access to voice mail 
• Office supplies, such as pens, paper, envelopes, stapler 

If you don’t have easy access to a computer, find out where you can use one in your community.  
Try a library, community centre or your local WorkBC Employment Services Centre. To find the 
WorkBC centre closest to where you live visit www.workbc.ca 

Equipment and supplies 
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Use a system to help you keep track of your network of contacts, 
dates, and follow up information.   
 
Examples of things to track are: jobs you applied for, dates  
you applied for the job and when to make follow up contact, 
dates/times of interviews, names of people to network with,  
dates of follow up contact made, and weekly or monthly goals. 

Organization 
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Application Date 

Type of application  
e.g. in-person, email, 
online 

Status of application 
e.g. submitted, interview, 
offer, rejection 

 

The Name of the 
organization you’re 
applying to 

Your point of Contact 

Contact Email and 
Phone Number 

Your system can be as simple as a notebook or as complex as an Excel spreadsheet.  

Organization 
Interview Details 
e.g. date, time, location, 
names of interviewer(s) 

Follow-Up date 
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You will need an email account that is dedicated to your work 
search. An email address in many cases creates a first impression. 
Don't let an inappropriate email address make a negative first 
impression on employers. 

Email 

 

 



   

01/8 

 Prepare for your job search  

 

Keep it Professional:  
Avoid email addresses that include 

any other personal information 
other than your name 

Email 
Keep it Simple:  
The best email addresses are 
simple and easy to understand.  
To reduce confusion, avoid using 
numbers and symbols 

Keep it Appropriate:  
Use a combination of your first, 
middle and last names (and initials) 
to create a professional email 
address. If the email address you’ve 
selected is already in use, consider 
adding a keyword related to your 
target occupation  

Keep it Local:  
Use a North American, well 
recognized service provider  

(e.g. Gmail, Yahoo, Outlook). An 
international email address may 

give the employer the impression 
that you’re applying for a position 

from outside the country 

Best practices 
when it comes to 
setting up a 
professional 
email address for 
your job search 
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• JohnSmith is the username (replace with your name) 
• the @ symbol stands for the word “at” 
• The service provider who provides your email address 

comes after the @ symbol, in this case Gmail 
• The .com shows that the email address is for someone in 

North America using the Gmail service provider. Email 
addresses can also have other endings such as .org 

• An email address is typically written in  
lowercase with no spaces 

 

Create an email 
address 
  
When you sign up for an 
email account you will be 
asked to create an email 
address. An email address 
is made up of different 
parts 
For example:  
JohnSmith@gmail.com 

Email 
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Choose a password 
  
Your password should be something you will remember but that other people 
won’t guess easily. The best type of password is one that combines letters and 
numbers.  
 
Some websites will show you how weak or strong your choice of password is. 

Email 
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Does your existing voicemail greeting give the right impression to 
potential employers? Make sure your voicemail message is simple 
and professional by: 
• Including your name or phone number in the message. Mention you’re 

unavailable to answer the phone. Then ask the caller to leave their name, 
number and message, and say you will get back to them as soon as 
possible. 

• Speaking clearly, and sounding professional and polite when recording 
your greeting. 

• Avoiding background noise, musical or other “cute” messages, religious 
messages, joke messages, and profanity. 

Voicemail 
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Example 1: Your phone line and/or if 
you live by yourself: 
Hello. This is (name).  
I'm not available to take your call right 
now. Please leave your name, phone 
number, and the best time to reach you.  
I will get back to you as soon as possible. 

Voicemail 

 

Example 2: Shared phone line and/or 
you live with others 
Hello. You have reached (names).  
We are not available to take your call right 
now. Please leave your name, phone 
number, the best time to reach you, and 
the name of the person you are trying to 
reach.  
We will get back to you as soon as possible. 
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Resources: 
• Email Account Setup 
 
Worksheets:  
There are no worksheets associated with this module 
 
 
 
 
 
Please proceed to Module 01: Identify your skills 

Additional resources and worksheets 
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