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Job Search Toolkit

PURPOSE________________________________________________________________________________________
The Career Services Office recognizes that the pursuit of a full-time position can be a lengthy process. It is worth noting that the actual job search process can provide as much of a learning experience as the job itself. The primary function of the Job Search Toolkit is to facilitate the job search process by providing structure and organization, while offering various resources to help you market yourself effectively to prospective employers. 

CONTENTS______________________________________________________________________________________
The Job Search Toolkit contains the components described below. It is recommended that you also save supplemental materials such as job descriptions and copies of written correspondence in a binder to best help you keep track. You may use the toolkit in its entirety or select those sections that are most applicable to your needs. 
· 8 Steps to Landing a Full-time Job
· Analyzing your Strengths, Challenges, Opportunities, and Threats (SCOT)
· Resume and Cover Letter Guide
· Networking Worksheet
· Employer Contact Log
· Steps to Acing a Job Interview
· Preparing for a Behavioral Interview
· Progress Report
· Salary Negotiation Tips
· Career Resource Guide

ABOUT CAREER SERVICES________________________________________________________________________
It is the mission of the Career Services Office to provide quality comprehensive career-related services and resources, empowering students by giving them the tools necessary to excel in today's highly competitive global employment market. The Office of Career Services facilitates connections between students and employers for the purpose of promoting productive employment opportunities for both experiential learning and full-time careers in the aviation 
and aerospace industry. 

The Career Services Office provides the following services and resources to students and alumni:
· Career advisement (alumni one-year post-graduation limited to one per academic year)
· Career-related document critiques (cover letters, resumes, writing samples, statements, etc.)
· Mock interviews (phone and in-person)
· Career Resource Library (online and in-office)
· Annual Industry/Career Expo (every fall at both residential campuses)
· Company information sessions and on-campus interviews
· Internships and co-ops (current degree-seeking students only)
· EagleHire Network resume referral and job posting system
· Newsletters (distributed through the EagleHire Network)
· Presentations on career-related topics



 (
Track your efforts 
 Keep a list of companies you have 
researched
 Keep a list of all the jobs you have applied to, 
when you applied to them, and a copy of the
 job description for future reference
Prepare your Application Materials 
 Resume 
 Cover Letter
 Portfolio
* Samples available at 
www.erau.edu/career/resources
 
 
 
 
 
Know Thyself
 Know your strengths and achievements
 Know your weaknesses and work on them
Conduct Research 
 Research the industry 
Read the 
news
 everyday to keep up with the industry
Join professional organizations and check out their websites
 Research specific companies that interest you 
 Work with
 Career Services to create a personalized plan utilizing our employer databases
Follow-up
 If you have contact information for the job posting, inquire on the status of the application process
 
Start Searching for Jobs
Know good resources for your field!
 Company websites
 Industry-specific job boards 
 General job boards (i.e. Monster.com, Careerbuilder.com, Hotjobs.com, Indeed.com, etc.)
 Industry/Career Expo, Career Fairs
 Network: contact friends, family, other students, faculty; use Facebook & LinkedIn)
 Professional organization websites, journals, 
& magazines
 
 
Prepare for the Interview
 Plan your dress: make sure you know how to dress for your industry; buy a suit or new clothes if needed
 Schedule a mock interview with Career Services
 Review the job description: know how your strengths and 
experiences relate
 to the position
For more detailed tips and sample interview questions visit 
www.erau.edu/career/interviews.index.html
 
Wrap-up
 Send a thank you letter
 Assess what you think went well and what didn’t go so well
 
Don’t give up and keep applying!
2
8 STEPS TO LANDING A FULL-TIME JOB 
1
3
6
4
7
8
5
TIP
Not sure what your strengths are? 
Make a list of your skills, dividing them
 
into three categories:
1. Knowledge-based skills:
 
Acquired from education and experience 
(e.g., computer skills, languages, degrees, training and technical ability).
2. Transferable skills:
 
Your portable skills that you take from job to job (e.g., communication and people skills, analytical problem solving and planning skills).
3. Personal traits:
 Your unique qualities (e.g., dependable, flexible, friendly, hard working, punctual, and being a team player).
TIP
Make these general at first, then tailor them to meet
 the needs of the job
TIP 
Practice your
answers to common interview questions in the mirror
)

Analyzing your Strengths, Challenges, Opportunities and Threats (SCOT)

The traditional SWOT analysis, often used in marketing and strategic planning efforts, is a great way to evaluate your personal strengths and challenges and external opportunities and threats to the job search.  To begin this exercise using the SCOT analysis, summarize the qualities, experiences and skills you bring to any job.  Next, identify any challenges, or weaknesses, that could be an issue when pursuing employment. You will also want to list any external opportunities that you can use to find a job, and you should research any threats that could be faced during your search.  Summarize the results in the SCOT table for easy reference.  Use the areas listed below as points of consideration.

	Internal 
	Strengths
Consider positive attributes that you can control:
· Work experiences
· Education, training and certificates
· Qualities (hard working, creative)
· Transferable skills (communication, leadership)
· Computer and language skills
· Motivation

	Challenges
Consider weaknesses that can be improved:
· Lack of specific work experiences
· Low academic success (GPA)
· Little technical knowledge or experience
· Weak skills (public speaking, teamwork)
· Negative personal traits (procrastination, no discipline)
· Job search skills and motivation


	External 
	Opportunities
Summarize ways you can take advantage of opportunities that are outside your control:
· Positive trends in your discipline or industry
· Advancement opportunities you could pursue
· Connections within your industry or external of the field
· Opportunities for professional development or training
· Geography
	Threats
Analyze external conditions that could pose a threat to your job search:
· Economic situation
· Negative trends in your discipline or industry (downsizing, outdated technology)
· Skills the competition can offer companies
· Limited advancement in the company or field
· Companies not interested or knowledgeable about your field of study
· Geography


(Reference: http://www.quintcareers.com/SWOT_Analysis.html)

Once completed, the SCOT analysis can be used to further develop career goals, determine challenges to overcome, assist with resume and interview preparation, and direct you to specific action items.  Here are some questions to ask upon completing this exercise:
· Do your strengths match the typical requirements of the job you are pursuing?
· What companies can you pursue in order to meet your career goals?
· What skills or qualities are missing from your analysis that you can gain through additional training or education? What experiences are missing that could make you a more solid candidate?
· What opportunities could you pursue to make you a more viable candidate or allow you to network with others?
· How will you react to the threats to create opportunities?

Finally, use the information identified to create a plan of action for your job search. Follow through with each point of your plan.


Complete your SCOT Analysis using the format below.

	Internal
	Strengths
















	Challenges

	External
	Opportunities
















	Threats



Plan of Action:
________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Resume and Cover letter Guide

General Resume Tips
FORMAT
· Maintain a one to two page resume; two pages are recommended if you have worked for five or more years; exceptions include federal resumes, resumes uploaded into text boxes, and CVs  
· Keep format consistent throughout the document
· Avoid fancy or difficult to read font styles
· Keep font between 10-12 point size 
· Ensure your name is prominently displayed on the resume (use bold, a larger font size, or all caps)
· Bold or capitalize section headings to make them stand out; headings should be centered or on the left
· Single space within sections
· Use standard 8.5 x 11 paper in white or ivory when printing the resume

CONTENT
· Tailor your resume to the position you are seeking and integrate key words pulled from the job description; have different resumes for different career areas 
· Focus on results and outcomes of work experiences to establish accomplishments 
· Quantify information whenever possible 
· Use positive language to sell yourself and your accomplishments; avoid being negative
· Leave out personal information (e.g. social security number, marital status, non-smoker, etc.)
· Provide accurate information that can be verified; avoid exaggerations 
· Prioritize content by listing the most important sections first; entry-level candidates should list education towards the top of the resume, but more experienced candidates can prioritize the work experience above the education
· Use reverse chorological order: list your most recent experiences first and then work back in time; applicable for the education and experience sections
· Place all references in a separate document from the resume; do not include “References Available Upon Request” on the resume
· Spell out all abbreviations

SECTIONS FOR THE RESUME
· Heading: list your name, address and contact information, both phone and email
· Objective: clearly define the objective and avoid general statements that provide no information to a reader; experienced candidates with work in a consistent field may leave off the objective; focus the objective on what you can offer the employer and not what you will gain from the job
· Summary or Profile: summarize qualifications and accomplishments in this section; best used for experienced candidates
· Education: include the name of the institution, the location (city, state), the degree, minors/ specializations/areas of concentration and the expected or completed date of graduation (month year); can include GPA if applicable; high school information should not be included on a professional resume unless the institution provided a specific skill related to the job
· Experience: provide the job title, organization name, location (city, state), and dates worked; use bullet points to provide concise information; begin each point with an action verb; focus on key accomplishments by listing relevant skills, examples and outcomes of experiences; can include part time, contract or volunteer work if applicable


· Skills: detail computer, language, or technical skills
· Additional Sections: ensure that each additional section helps focus the resume on the job you want: training, certifications, flight ratings/time, activities, professional memberships, awards/commendations, relevant coursework, project experience, volunteer experience, etc.



General Cover Letter Tips

FORMAT
· Use a standard business letter format where the content is aligned to the left 
· Maintain a length of one page and divide the content into three to four main paragraphs
· Use the same font as your resume if possible
· Sign your cover letter in blank ink; if submitting electronically, type your name

CONTENT
· Always address the letter to a specific contact person; if you do not have a specific contact, use "Dear Sir or Madam"
· Write out all abbreviations  
· Use the job description to customize the cover letter
· Use the cover letter to expand on the resume and avoid repeating exact information 
· Maintain a positive tone, accentuate skills, and illustrate how these skills translate into assets for the position you are seeking
· Format
Paragraph One: focus on why you are writing; list the position title, company name, how you found the position and any company specific information
Paragraph Two: Detail your qualifications for the position; provide examples of experiences, skills and achievements that relate to the position
Paragraph Three: Conclude the letter with a statement that sums up your purpose; provide an action statement; list your contact information; always thank the reader for his or her time

Finally proofread all your career-related documents for content, grammar and structure.  Ask your program manager any questions you have concerning your specific situation for the resume and cover letter.

Sample resumes and action verbs: http://www.erau.edu/career/resumes/index.html
Sample letters: http://www.erau.edu/career/letters/index.html


Networking Worksheet
Networking is a rewarding, lifelong activity that should always be part of your professional development. You want to approach networking as more than just a request for a job; you want to build relationships with others. 

Step 1
List out all of your contacts; this list can include friends, family, faculty, peers, alumni, co-workers, acquaintances, fellow organization members, dentist or neighbors

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





Step 2
Categorize the list into professional (faculty, acquaintances made at professional events, referrals) or personal (family, close friends of the family, friends, or close co-workers) contacts; use this list to determine how formal or informal your contact with each person should be; contact your professional network through LinkedIn, formal networking events, scheduled phone calls, meetings/lunch meetings, etc.; contact your personal network through means such as Facebook, texting, phone calls, and casual conversations; maintain your list in a spreadsheet or through an electronic contact list or address book

	Professional
	Personal

	













	






Step 3
Define your style of networking by considering what you excel at or when you may feel most comfortable; identify the best way for you to build your network, both in person or online
· Do you get completely overwhelmed in any social setting?  Take advantage of online networking in groups such as LinkedIn, Twitter, or MyWorkster; you can also network one-on-one by scheduling informational interviews (www.erau.edu/career/resources/informational_interviews.html).
· Are you shy?  Volunteer for a professional organization or your local community; sometimes having a task to complete helps you feel at ease as you network  
· Do you get overwhelmed by large crowds but like to work in smaller groups?  Identify a smaller organization where you can mingle, or identify groups that could use your expertise and give presentations relevant to your field
· Are you outgoing and ready to talk to everyone? Use online networking tools and network in person to prevent losing out on contacts that may prefer online social networking 

Step 4
Plan what you want to convey to your network by using the methods that work best for you
· In-person networking: have your elevator speech (http://interview.monster.ca/8890_en-CA_p1.asp), a 30-second commercial about you, ready to present at all times
· Online networking: ensure that your email address, LinkedIn, and/or Facebook accounts are professional and do not present you in an unprofessional manner; also have your resume and cover letter ready to share at any time  

Step 5
Take action – after working out who you can contact, what approach you will take and what you will convey to your group, take the next step and start networking; don’t limit yourself to just one style or one group of people
· Attempt to complete one networking activity per week, and take advantage of more opportunities if you are actively searching for a job
· Think outside of box and consider local Chamber of Commerce meetings, volunteering at your local airport, blogging on a subject matter that you are experienced in, using your hobby to identify new connections, and any other method that could open the door to a new opportunity for you

Step 6
General etiquette rules apply to networking: always be polite and appreciative of what people do for you
· Make a good first impression – always be appropriate depending on the event and/or method of networking; remember that your physical appearance contributes to your overall impression
· Always be genuine when networking and avoid “using” people for their connections
· Do as much preparation and research as possible before talking with your connections
· Maintain your contacts and always be willing to help another person – it is a reciprocal relationship
· Thank a contact if he or she directly or indirectly assists you with making a connection; do something to thank the person even if it is a simple note of appreciation 
· Keep commitments and promises made
· Never burn bridges - it can hurt your career progression or job search

Employer Contact Log


Company Name: 																	

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
Contact name: __________________________________________
Contact address: ________________________________________
Contact phone: _________________________________________
Contact e-mail: __________________________________________
Resource used to find position: ____________________________
Position sought: _________________________________________


	
	Date
	Description of contact (e.g., sent cover letter and resume via e-mail)
	Results/Notes (e.g., granted interview)

	Initial contact
	
	
	

	Follow-up 
	
	
	

	Interview
	
	
	

	Thank-you letter
	
	
	

	Additional follow-up
	
	
	





Company Name: 																	


Contact name: __________________________________________
Contact address: ________________________________________
Contact phone: _________________________________________
Contact e-mail: __________________________________________
Resource used to find position: ____________________________
Position sought: _________________________________________


	
	Date
	Description of contact (e.g., sent cover letter and resume via e-mail)
	Results/Notes (e.g., granted interview)

	Initial contact
	
	
	

	Follow-up 
	
	
	

	Interview
	
	
	

	Thank-you letter
	
	
	

	Additional follow-up
	
	
	



Steps to Acing a Job Interview

Part I: Prepare 

1. Know the company. Find out as much as you can about the position, the company and its needs, so you can show how your background meets those needs. Check out the company’s web site, gather literature and other information, and if possible, get a copy of the company’s annual report. 

2. Know yourself. Mentally review the skills and character traits you have that will help the company’s bottom line. Think in terms of the value you can add to the position and the company.

3. Know your job history. Mentally review your past achievements and be prepared to describe your work experience in detail. Gather letters of reference and samples of your work to present to the interviewer as proof of your past accomplishments. Practice describing your experience in terms of your responsibilities and accomplishments at each job.

4. Know the questions. You can almost bet on being asked, “Tell me about yourself.” Approach this from the employer’s point of view. Ask yourself, “If I were hiring someone for this position, what would I want to know?” Then answer those questions. And be ready for tough ones too. Think of the worst questions you could be asked about your experiences and abilities, then prepare positive responses.

5. Prepare questions of your own. Employers are as interested in your questions as they are in your answers. They will react favorably if you ask intelligent questions about the position, the company, and the industry.

6. Get the big picture. Visualize the entire interview, from start to finish. See yourself as performing with style and confidence. Be ready for any eventuality.


Part II: Make a good first impression

7. Be punctual. Do whatever it takes to arrive a few minutes early. If necessary, drive to the company the night before and time yourself. Allow extra time for traffic, parking, and slow elevators.

8. Dress appropriately in business attire. Suits with ties for men; suits with hose for women. Polish those shoes and iron that suit!

9. Be well groomed. Clean hair and fingernails are a must! Hair should be styled conservatively. Avoid excessive make-up, jewelry, or cologne. Less is more.

10. Shake hands firmly. Make eye contact when you shake.

11. Stand up straight. Good posture exudes confidence. When sitting, lean slightly forward as to indicate interest in what the interviewer is saying.


 Part III: Conduct the interview

12. Show your enthusiasm by making eye contact and keeping an interested expression. Nod and gesture in moderation; excessive body movement can distract and annoy the interviewer.

13. Listen carefully and ask questions to probe deeper into what the interviewer is telling you.

14. Good grammar and articulate speech are essential. If this is an area where you are weak, work on it. Practice with your family and friends, practice in front of a mirror, record your voice, take a course, etc. Do whatever it takes to become a more effective communicator.

15. Never make negative statements about previous jobs or employers. Instead, be diplomatic. No matter how bad your last boss was, there was probably something good that you learned from the experience. Emphasize the positive – with a smile.

Part IV: Follow through

16. It is important that you write a thank you letter to every person you met at the company. Your most important letters should go to the interviewers. In your letter, be sure to summarize your conversation and re-emphasize the skills you would bring to the position. Thank them for their time and mention that you will call later in the week to see how their search for a candidate is going. That candidate may well be you!




Source: AviationCareer.net (November 14, 2000)



Preparing for a Behavioral Interview
 List your top…. 
Strengths 							Achievements

___________________________________________		___________________________________________

___________________________________________		___________________________________________

___________________________________________		___________________________________________

___________________________________________		___________________________________________

___________________________________________		___________________________________________

*(This section will also help you answer the “Tell me about yourself” question)

 Reflect and provide an example of…
A time I failed:__________________________________________________________________________________

______________________________________________________________________________________________

A time I set a goal:______________________________________________________________________________

______________________________________________________________________________________________

A time I dealt with conflict in a team: ______________________________________________________________

______________________________________________________________________________________________

A time I led: ___________________________________________________________________________________

______________________________________________________________________________________________

My greatest strength is: _________________________________________________________________________

______________________________________________________________________________________________

My greatest weakness is:_________________________________________________________________________

______________________________________________________________________________________________

 Here is what I know about this company: ____________________________________________________________

___________________________________________________________________________________________________

 This is how my skills could be used at this company: __________________________________________________

___________________________________________________________________________________________________

 If asked about my academic achievements, what would I say?: ___________________________________________________________________________________________________

___________________________________________________________________________________________________

 My career goals include: ___________________________________________________________________________

___________________________________________________________________________________________________

Progress Report

We recommend that you assess your progress on a regular basis to ensure that you are on the right track with your job search. You may want to do this weekly or monthly, depending upon how your job search is progressing. Review this report often to help you identify trends and progressions. 

If you are applying to a lot of jobs but aren’t getting any interviews, you may want to take a step back and have your resume re-critiqued. If you are getting a lot of interviews but no offers, you may need to work on your interview skills and may opt to receive a mock interview with the Career Services Office. 


 (
Things I am doing well:
 ____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
Things I can improve upon:
 ____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
Action Items:
 ____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
)
	Date

	

	Number of Jobs Applied 

	

	Number of Phone Interviews

	

	Number of First Interviews

	

	Number of Second Interviews

	

	Number of Offers

	




	Date

	

	Number of Jobs Applied to

	

	Number of Phone Interviews

	

	Number of First Interviews

	

	Number of Second Interviews

	

	Number of Offers

	




	Date

	

	Number of Jobs Applied to

	

	Number of Phone Interviews

	

	Number of First Interviews

	

	Number of Second Interviews

	

	Number of Offers

	





Salary Negotiation Tips
What is a Job Offer?
The “Job Offer” is a comprehensive package, not just your salary, the employer extends. It can include the following benefits:
· 
· Health and retirement benefits
· Vacation time		
· Sign-on bonus
· Performance evaluations (timing)	
· Professional development options
· Tuition reimbursement
· Flexibility of work schedule
· Telecommute options
· Travel requirements
· Stock options
· Company laptop/cell phone (if it’s needed in your position)

Negotiating Basics
Know when to negotiate
· Negotiate only when you feel you are not being offered what you and the job are worth
· Do not negotiate just for the sake of it
· Do not negotiate until an offer is made
· Understand the economic climate

Know your strengths
· As a candidate, you have more negotiating power if:
· You have relevant work experience 
· You have technical expertise that is highly sought-after
· You have a graduate degree in an area of expertise
· You have a written job from another employer that offers a higher salary (use only if you have not already accepted)

Know what you want
· Consider other elements of your compensation package

Know what you’re worth
· 
· Your credentials/career path
· Your professional qualities
· Your potential to deliver a prompt return on the employer’s investment
· Research salary ranges for the position you applied to 


Conducting Salary Research
Things you need to consider/research: 
· 
· Your worth
· Your budget
· The industry of the employer
· The geographic location
· How much recent grads are getting paid
· The position, company, competition
· How much other similar positions are posting for


Resources for comprehensive salary data:
· 
· Salary Wizard (www.salary.com)
· http://homefair.com (Salary Calculator)
· http://college.wsj.com 
· JobStar ( www.jobstar.org )
· The American Almanac of Jobs and Salaries
· The Bureau of Labor Statistics
· US News & World Report
· BusinessWeek 
· Professional Associations, Trade Journals, Business Magazines
· Newspaper and online job listings


Salary Talk Basics
· You want to put off the salary talk as long as possible
· The first one to talk salary can lose negotiating power
· Entry-level candidates especially want to let the employer bring up the salary first; once you have had the opportunity to demonstrate your qualifications, you’ll be in a better situation to discuss your salary


The Salary Question
On the application
· An employer may ask the following as a screening device on an application
· salary requirement -how much you expect to get paid 
· salary history- how much were you paid in the past
· Possible application responses to salary requirements:
· 
· Provide your salary requirement
· Provide a wide salary range
· State that you “expect competitive or fair compensation”
· Express your salary flexibility
· State that you would prefer to discuss salary in an interview
· Give your salary history instead
· Ignore the salary request


In the Interview
· If asked by a potential employer for your desired salary during an interview, you should express the following:  
· Your interest in the opportunity
· Your expectation to be paid in line with market conditions and your experience level
· Your willingness to discuss salary history once you and the company decide you’re the right person for the position
· If pressed for a response, provide a salary range, not a specific dollar amount

The Job Offer
Okay, so you have finally received a job offer, what do you do now?
· No matter how good the offer sounds, take some time to think it over; it is customary to ask for 24-48 hours to review the offer
· Thank the interviewer for the offer and express your interest in the company and position but ask for time to evaluate the offer

The Counter Offer/Counter Proposal 
Counter Proposal
· Can be done in person or via phone (*or by letter/e-mail) 
· Use your best judgment
· It is up to you to demonstrate why you are a value to the company and why you are worth the added investment
· If salary cannot be negotiated, consider negotiating other aspects of your benefits package 

Don’t Forget
· Throughout the negotiation process, make sure to continue to sell your skills and experiences
· Never make demands; keep the tone conversational instead of demanding
· Do not keep counter-offers going for multiple rounds; after your initial counter proposal, you should avoid making additional demands; remember your offer could still be rescinded
·  If you have no true intentions of accepting the job offer, do not start the negotiation process since it is a waste of your or the company’s time

Mistakes to Avoid  
· 
· Settling/not negotiating
· Revealing how much you would accept
· Focusing on need/greed rather than value
· Weak research or negotiation prep
· Making a salary pitch too early
· Accepting a job offer too quickly
· Declining a job offer too quickly
· Asking for too many changes in counteroffer
· Being too pushy
· Taking salary negotiations personally
· Not asking for final offer in writing

_________________________________________________________________________________________________
Sources: 

www.quintcareers.com 			http://ezinearticles.com 		www.monstertrak.com 		
www.resume-help.org 			http://susanireland.com 		www.collegejournal.com 
http://career-advice.monster.com 		www.1st-writer.com

Career Resource Guide

This list is not a comprehensive summary of all resources available, but these resources have been found to be useful for students and alumni in all walks of life.  Use this guide as a starting point for your career needs.  Many of the websites are not inclusive to the category in which they are listed. The most ERAU-specific resource is EagleHire (http://erau.erecruiting.com/er/security/login.jsp) and is a mandatory stop for all job searches. 


JOB SEARCH RESOURCES
Note that some of the sites will require an account to be created and/or a fee for memberships and services

General Job Search Engines

6 Figure Jobs: www.6figurejobs.com/
Careerbuilder: www.careerbuilder.com 
Clearance Jobs: www.clearancejobs.com/ 
Cleared Connections: www.clearedconnections.com/
College Job Board: www.collegejobboard.com  
College Recruiter: www.collegerecruiter.com/
Collegegrad.com: http://www.collegegrad.com/
Flip Dog: www.flipdog.com/ 
Get the Job: www.getthejob.com/
Goliath Jobs: http://goliathjobs.com/
Hot Jobs: http://hotjobs.yahoo.com/ 
Indeed: www.indeed.com/ 
Job Central: www.jobcentral.com/
Job Search Shortcut: www.jobsearchshortcut.com/
Jobs 4.0: www.jobs4point0.com/
Jobs.net: www.jobs.net/
JobScribble: www.Jobscribble.com
Monster: www.monster.com/ 
Plus Jobs: www.plusjobs.org/
Simply Hired: www.simplyhired.com/
The Ladders: www.theladders.com/
True Careers: www.truecareers.com/ 


Industry-Specific Websites

http://aviationemploymentboard.net
http://jobs.aviationweek.com
http://jobsinlogistics.com
http://sky-fire.tv/index.cgi/careers.html
www.aandp.com
www.academic360.com
www.aeps.com
www.aeroindustryjobs.com
www.airjobsdaily.com
www.airjobsonline.com
www.airlinejob.net
www.airline-jobs.net
www.airlinepilotcentral.com
www.avcrew.com/
www.avianation.com
www.aviationcrossing.com 
www.aviationjobsearch.com
www.careercornerstone.org
www.careers.aero
www.climbto350.com 
www.computerwork.com 
www.copterjobs.com 
www.dice.com 
www.ecoemploy.com 
www.efinancialcareers.com 
www.engineer.net 
www.environmentalcareer.com 
www.findapilot.com 
www.flitejobs.com 
www.fltops.com 
www.flycontract.com 
www.hrjobs.com 
www.idealist.org 
www.intelligencecareers.com
www.jetcareers.com 
www.journalismjobs.com 
www.logjobs.com/Index.asp www.mypilotcareer.com 
www.pilotcareercenter.com 
www.pilotjobs.com
www.planejobs.com
www.propilotworld.com 
www.safetyemployment.com
www.sales-marketing-jobs.com 
www.skyjobs.net
www.spacejobs.com
www.tech-centric.net 
www.willflyforfood.cc



International Job Search Websites

www.123oye.com
www.aerojobs.ca
www.aviationjobsuk.co.uk
www.flightglobal.com/jobs/default.aspx
www.jobinthesun.com 
www.jobrapido.com
www.jobsabroad.com/search.cfm 
www.overseasjobs.com
www.totaljobs.com


Additional Tools for the Job Search

Facebook: www.facebook.com
JibberJobber: www.jibberjobber.com
LinkedIn: www.linkedin.com
MySpace: http://jobs.myspace.com
MyWorkster: www.myworkster.com
Twitter: http://twitter.com




GOVERNMENT JOB SEARCH WEBSITES
Federal Employment

USAJobs: www.usajobs.opm.gov
Students Jobs: www.studentjobs.gov/ 


Additional Federal Employment Sites

Career One Stop: www.careeronestop.org 
Careers in National Defense: www.godefense.com 
Federal Job Search: www.federaljobsearch.com
FedWorld: www.fedworld.gov


Federal Agencies

Central Intelligence Agency: www.cia.gov 
Department of Defense: www.defenselink.mil 
Department of Education: www.ed.gov 
Department of State: www.state.gov 
Department of Transportation: www.dot.gov 
Department of Treasury: www.ustreas.gov 
Federal Aviation Administration: www.faa.gov 
Federal Bureau of Investigation: www.fbi.gov 
Homeland Security: www.dhs.gov 
National Transportation Safety Board: www.ntsb.gov 
National Weather Service: www.nws.noaa.gov 
Nuclear Regulatory Commission: www.nrc.gov 
Office of Oceanic and Atmospheric Research: www.oar.noaa.gov 
Transportation Security Administration: www.tsa.gov 
All Agencies: www.usa.gov/Agencies/Federal/All_Agencies/index.shtml


State and Local Government

Links to federal, state and local government sites: www.usa.gov/Citizen/Topics/Education_Training
Links to state government websites: www.50statejobs.com/gov
Local Government Job Net: www.lgi.org


Research

Federal Application Process - KSAs: www.cdc.gov/hrmo/ksahowto.htm
Hiring Tool Kit: www.opm.gov/hiringtoolkit
Occupational Outlook Handbook: www.bls.gov/oco 
Partnership for Public Services: www.ourpublicservice.org/OPS 
Virtual National Career Services Conference: www.opm.gov/VNCSC




NASA

Ames Research Center: www.nasa.gov/centers/ames/home 
Dryden Flight Research Center: www.nasa.gov/centers/dryden/home 
Glenn Research Center: www.nasa.gov/centers/glenn/home 
Goddard Space Flight Center: www.nasa.gov/centers/glenn/home 
Jet Propulsion Laboratory: www.jpl.nasa.gov 
Johnson Space Center: www.nasa.gov/centers/johnson/home
Kennedy Space Center: www.nasa.gov/centers/kennedy/home 
Langley Research Center: www.nasa.gov/centers/langley/home 
Marshall Space Flight Center: www.nasa.gov/centers/marshall/home 
Stennis Space Center: http://www.nasa.gov/centers/stennis/home Career Profiles: www.nasa.gov/audience/forstudents/postsecondary/career 




MILITARY AND TRANSITIONING RESOURCES


Department of Veterans Affairs: www.vetsuccess.gov
U.S. Air Force: www.af.mil
U.S. Army: www.army.mil 
U.S. Coast Guard: www.uscg.mil 

U.S. Department of Defense: www.defenselink.mil
U.S. Guard and Reserve: www.defenselink.mil 
U.S. Marines: www.marines.mil 
U.S. Navy: www.navy.mil 


Job Search Resources
Also see the Third-Party Recruiters/Headhunters section for additional resources

Defense Daily: www.defensedaily.com/jobcenter 
G.I. Jobs: www.gijobs.net
Hire Vets First: www.hirevetsfirst.gov
Jobs for Vets: http://jobsforvetsalpha.org
Military Spouse Research Center: www.milspouse.org 
Stars: www.militarystars.com
Military.com: www.military.com 
MilitaryHire.com: www.militaryhire.com
Recruit Military: www.recruitmilitary.com
TAOnline: www.taonline.com
TurboTab.org: www.transitionassistanceprogram.com
VetJobs: www.vetjobs.com



Career Fair Resources

www.lucasgroup.com/services/military.asp
www.nationalcareerfairs.com/military
www.taonline.com/MilitaryJobfairs
www.techexpousa.com





PROFESSIONAL ORGANZIATIONS
Resource for networking opportunities; sites may have job search areas; membership fees may be required to use resources
Aeronautical Repair Station Association: http://www.arsa.org/
Aerospace Industries Association: http://www.aia-aerospace.org/
Air Traffic Control Association: http://www.atca.org/
Air Transport Association: http://www.airlines.org/
Aircraft Electronics Association: http://www.aea.net/
Aircraft Owners and Pilots Association: http://www.aopa.org/
Airports Council International: http://www.airports.org
American Association of Airport Executives: http://www.aaae.org/
American Association of Port Authorities: http://www.aapa-ports.org/home.cfm
American Helicopter Society International: http://www.vtol.org/
American Institute of Aeronautics and Astronautics: http://www.aiaa.org/
American Institute of Certified Public Accountants: http://www.aicpa.org/ 
Professional Organizations (continued)

American Management Association: http://www.amanet.org/
American Marketing Association: http://www.marketingpower.com/Pages/default.aspx
American Meteorological Society: http://www.ametsoc.org/
American Society of Transportation and Logistics: http://www.astl.org
Association of Operations Management: http://www.apics.org/default.htm
Dangerous Goods Advisory Council: http://www.hmac.org/index.shtml
Experimental Aircraft Association: http://www.eaa.org/
General Aviation Manufacturers Association: http://www.gama.aero/home.php
Helicopter Association International: http://www.rotor.com/
Human Factors and Ergonomics Society: http://www.hfes.org/web/Default.aspx
International Air Transport Association: http://www.iata.org/index.htm
International Civil Aviation Organization: http://www.icao.int/
International Society of Air Safety Investigators: http://www.isasi.org/
Military Officers Association of America: http://www.moaa.org/
National Air Transportation Association: http://www.nata.aero/
National Association of Environmental Management: http://www.naem.org/
National Business Aviation Association: http://www.nbaa.org/
National Society of Black Engineers: http://national.nsbe.org/
Professional Aviation Maintenance Association: http://www.pama.org/
Society of Automotive Engineers International: http://www.sae.org/servlets/index
Society of Women Engineers: http://societyofwomenengineers.swe.org/
The International Society of Logistics: http://www.sole.org/
The National Center for Simulation: http://www.simulationinformation.com/cms/
The Ninety-Nines: http://www.ninety-nines.org/
Women in Aviation International: http://www.wai.org/


THIRD-PARTY RECRUITERS/HEADHUNTERS
Resource good for mid-career and experienced job seekers; the sites denotes with an asterisk (*) specialize in “military to corporate” career transitions

Aero Personnel Global: www.aeropersonnel.com
Aerotek Aviation: http://aviation.aerotek.com
Airline People: www.airlinepeople.com
APA Services: www.apaservices.net
Aviation Recruiting: www.aviationrecruiting.net
Betts Recruitment: www.bettsrecruitment.com
Bradley-Morris, Inc.*: www.bradley-morris.com
Cameron-Brooks*: www.cameron-brooks.com
Corporate Gray Online*: www.corporategray.com
Corporate Leads, Inc.*: www.corporateleads.com
Jet Professionals: www.jet-professionals.com
JSFirm: www.jsfirm.com
Landmark Destiny Group *: www.destinygrp.com
LEADERS, Inc.*: www.leadersinc.com
Lucas Group *: www.lucasgroup.com
ManTech: www.mantech.com
Military Recruiting Institute *: www.jrofficer.com
Orion International *: www.orioninternational.com
Professional Outlook, Inc: www.professionaloutlook.com
Robert Larned Associates, Inc. *: www.rlastaffing.com
S.M.A.R.T., Inc.: www.smart-inc.com
Soar Consulting *: www.soarcareers.com
Space Careers: www.space-careers.com
The Beneva Group: www.benevagroup.com 
The Compass Group *: http://thecompassgroup.cc/
Think Energy Group: www.thinkjobs.com
Touch Aviation: www.touch-aviation.com
One resource to help identify recruiters is www.recruitersdirectory.com 





RESEARCH RESOURCES
Resources for finding information on subject matters related to career development; some of the resources may overlap between categories

About.com: www.about.com/careers
Ask the Head Hunter: www.asktheheadhunter.com
Career Journal, Wall Street Journal: http://online.wsj.com/careers
CareerTV: www.careertv.com
HiTeQuest: www.hitequest.com
HotJobs: http://hotjobs.yahoo.com
Job Radio: http://jobradio.fm  
JobWeb: www.jobweb.com

Monster: http://career-advice.monster.com/
NY Times: www.nytimes.com
Quintessential Careers: www.quintcareers.com
WetFeet: www.wetfeet.com



Company and Industry Research

Air Transport Association: www.airlines.org
A-Z Worldwide Airfreight Directory: www.azfreight.com
A-Z Worldwide Airport Directory: www.azworldairports.com
Dan Raymer’s Aircraft Design & RDS Website: www.aircraftdesign.com
ERAU Libraries: http://amelia.db.erau.edu/
Hoover’s: www.hoovers.com/free 
Landings.com: www.landings.com



	


Salary, Negotiation and Compensation Research 

All Connection: www.allconnection.com/employment/h1b/costliving.html 
AvJobs: www.avjobs.com/salaries-wages-pay/index.asp 
Bureau of Labor Statistics/USDOL: www.bls.gov/bls/wages.htm
CareerOneStop: www.careeronestop.org/SalariesBenefits/SalariesBenefits.aspx
City Town Info: www.citytowninfo.com
Corporate Pilot Central Salary Database: http://corporatepilotcentral.com/payscale.htm
Economic Research Institute: www.erieri.com/index.cfm?FuseAction=CareerPlanning.SalaryPotential 
Homefair: www.homefair.com
Jobstar: http://jobstar.org/tools/salary/index.php
National Center for Employee Ownership: www.nceo.org
Negotiate Your Salary: www.negotiateyoursalary.com/Services.html
Office of Personnel Management: www.opm.gov/oca
Paycheck Calculators: www.payroll-taxes.com/calculators.htm
Paycheck City: www.paycheckcity.com
Payscale.com: www.payscale.com
Salary Expert: www.salaryexpert.com
Salary.com: www.salary.com
ThinkEnergyGroup: www.thinkenergygroup.com/Think.nsf/SalarySurveys?Openform 
Vault Salary Information: www.vault.com/salaries.jsp



Resources for Special Populations

http://diversityworking.com 
http://prideindustries.com
www.aapd.com 
www.aarp.org/money/work
www.business-disability.com
www.career-intelligence.com
www.cosdonline.org
www.disabilityinfo.gov
www.diversityinc.com/public/873.cfm
www.eop.com
www.hiredisability.com
www.opm.gov/disability



CAREER FAIR INFORMATION


http://jobexpo.com
www.eop.com/exporegistration.html
www.erau.edu/career/expo/index.html 
www.nationalcareerfairs.com/monster
www.techexpousa.com
www.womenforhire.com/career_expos





Embry-Riddle Aeronautical University does not and will not endorse, condone or support either the companies seeking employees or any new job and surrounding activities for which employment is sought.  The intended purpose of this service is to provide possible job opportunities for students and alumni and creates no warranty as to any listed company.  Choosing a job is your decision; please use caution and common sense.
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