Career Activist:  Job Hunt Preparedness Quiz

Personal Information (optional): 

Name:      
Date:  FORMTEXT 

     

Current Status:    FORMDROPDOWN 
 
Most Recent Position Held:      

Length of Time in Most Recent Position        (years)
Length of Time with Most Recent Employer       (years)

Reason for Leaving Most Recent Employer      


Time Spent Looking For Work So Far:    FORMDROPDOWN 


Level of Optimism re: finding work soon

 FORMDROPDOWN 


Reason for Looking:  FORMDROPDOWN 
                    Kindly explain briefly:      


Instructions:  Full Version  
Welcome to the “Job Hunt Preparedness” quiz. The following questions are meant to assess how ready you are to undertake a comprehensive job search. There are no right or wrong answers and no one will see your results unless you share them, so please feel free to answer honestly. 

Fill out the questionnaire by reading each of the 6 sections below one at a time. Use the left mouse key to click on the answer that most applies to your current situation in each question. At the end of each of the 6 sections you have an opportunity to add up your scores for that portion of the survey. At the bottom of this questionnaire you can total up the scores from all 6 sections and compare yourself to others in terms of job search readiness. I hope you find this a useful part of your hunt for employment!

Disclaimer and Copyright

The information in this survey is meant as a general, initial assessment only and is not to be considered career advice. 

For specific suggestions regarding your unique situation please consult a professional.
All content property of Mark Swartz ©. Commercial distribution by prior written permission only.  www.careeractivist.com.

Part 1:  Preparing For My Job Search
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

I have given careful thought to the kind of job I want to go after, and why it fits in with my goals, skills, experience, personality and lifestyle.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have done my best to arrange my finances such that I will have the maximum amount of time possible to pursue my work search without panicking (if possible).
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have collected samples of my work, my most recent resume, performance reviews from my last few positions and any written reference letters to help as I prepare.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have created an organized schedule of activities that will guide me, on a daily and weekly basis, through all the key steps of my job search.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have determined how many hours I am willing and able to devote to my job hunt weekly, and am committed to following this regimen in a dedicated manner.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






Part 2:  My Marketing Materials
2A:  Resume
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

My resume is a maximum of 2 pages long and summarizes my experience in a way potential employers can’t fail to be impressed by.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have had someone who knows about resumes go over mine and make honest comments about the content, layout, spelling and grammar etc.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I am using action verbs to begin each new bullet point.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have left off the dates of my education and have included only the last 10 – 12 years of work history if I am concerned about being screened out based on my age.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have quantified the results I have achieved in each of my bullet points where appropriate.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






2B:  Transitional Business Card
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

I have a transitional business card that contains the following information: my name, professional identifier, phone number, e-mail address, city and postal code. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

My transitional business card was produced by a print shop (e.g. Kinko’s, Staples etc.) on heavy stock, not on a home printer where the paper is flimsy and can leave tear marks.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

My card does not in any way (visually or in the words I use) suggest that I am a consultant or part of a business, because this can make potential employers suspicious of my intentions.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






2C:  Cover Letter Template
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

I have prepared a strong cover letter template that includes room for the name, title and address of the person I am applying to. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

The cover letter template talks a bit about me, then mentions the firm I am applying to, and finishes with a call to action (e.g. I will be contacting you on Tuesday to follow up).
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






2D:  Other Templates
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

I have prepared an effective template for my Thank You letters, both in .doc and .txt
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have prepared an effective template for my Networking letters, both in .doc and .txt
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






2E:  30 Second “Elevator Speech”  
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

When someone asks me “Tell me about yourself,” or a similar question, I have memorized a 30 second mini-commercial that tells people a little about my past, present and future. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

My “elevator speech” follows the model outlined on the following page: http://www.careeractivist.com/my-articles/Elevator-Speech.htm.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






Part 3: Job Hunting Tactics
3A: Networking into the Hidden Job Market   
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

My list of personal and professional contacts is up to date and sorted in an easy-to-access format, and I devote the bulk of my time spent job hunting on networking.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I understand the three different types of networking (info gathering, standard and targeted) and know when to use each approach depending on the situation.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have a script prepared for the calls I will be making to ask people to network with me.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have an agenda for each type of networking approach that makes it easy for the networker to help me out.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I follow up each networking event (e.g. an office visit, a phone call) with notes about what went on, plus action plans on how to proceed with this contact next.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I know several associations or group affiliated with either my line of work, industry, ethnicity, relgious beliefs and/or country of origin, and can tell you when and where they’re next meeting.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






3B: Responding to Advertised Job Openings
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

My resume is uploaded onto the top three job hunting sites in Canada.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have set up “Alerts” with each of the big three job boards in Canada to send me notices of new jobs in my field automatically, on a daily basis (using Boolean language).
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I know how to get the e-mail addresses and titles of people who are hiring at a particular employer even when their firm won’t give out the information freely.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I customize every important cover letter I send out, and include the name and title of the hiring person in most cases.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I follow up each job application I’ve responded to with a phone call to check on the status of my submission within 5 business days.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I spend no more than 20% of the time I devote in a given week to job hunting on answering published ads for job openings, no matter where I’ve sourced the leads.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






3C: Working With Recruiting Firms 
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

I know who the top recruiting firms in my field are.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have made efforts to get referred in to meet the top recruiters in my field face-to-face.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Recruiters who I have dealt with know not to send out my resume until they have spoken to me first and secured my O.K. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I follow up with recruiters I’ve made contact with every 2 –3 weeks to update them and inquire if any relevant postings have become available.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I spend no more than 10% - 20% of of the time I devote in a given week to job hunting on dealing with recruiters (this percentage may increase depending on your position).
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






3D: Cold Calling 
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

I can tell you the difference between a broadcast letter and a targeted marketing letter.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I use “cold calling” techniques only for the employers I believe are in the bottom 70% or so of all the employers I would consider working for.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have an effective script for making cold calls, and a proven template for sending out broadcast letters and targeted mailings. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have both .doc and .txt versions of the material I use for cold calling mailings.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I spend no more than 5% of of the time I devote in a given week to job hunting on cold calling activities (this % increases considerably if you are earning less than $40,000 per year).
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






Part 4: Research Techniques
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

I look up “Investor Information” or “About Us” for every employer I apply to before sending out my customized cover letter to them.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I know what details I should look for in “press releases” or “news releases” issued by the employer to give me an edge at interview time.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I know where to look for labour market conditions by industry, profession and geographic location. I can also find detailed salary information for people in my field, at my level.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






Part 5:  Interviewing Skills
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

I have reviewed and rehearsed my answers to the 30 or 40 most common questions I may be asked at interview time.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have turned the most important bullet points on my resume into short stories I can tell easily and effectively, based on the “Situation – Actions – Results” formula.  (Behavioural style).
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

When I’m asked to talk about my negatives, I know how to do so in ways that show I’m human but which I can then turn to my advantage. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I can talk in an informed way when it comes to discussing the key issues facing employers I am applying to, and I have thought of some solutions to offer. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I come into each interview with a series of specific questions I would like to ask the employer, based on that employer’s particular circumstances.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






Part 6: Negotiating a Job Offer
Scoring:  5 = Fully Agree  4 = Agree  3 = Not Sure  2 = Disagree  1 = Fully Disagree
5
4
3
2
1

I know exactly when to start negotiating an offer.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

When asked about salary expectations, I use an appropriate range instead of a precise figure.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I have ranked my priorities in terms of perks, benefits and compensation, and know what I must  have in order to be happy, and what I’d be willing to give up, if necessary, to ensure a win-win negotiation process.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I know how long I can wait to accept an offer once it’s made before I risk blowing the deal. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

I always ask for an offer in writing before I sign on as an employee, to make sure it says precisely what the employer and I have agreed on in our discussions.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 
 FORMCHECKBOX 
 

Section Score:  Total up the points in each of the following columns and place them in the right box.






*                                 *                                     *
TOTAL SCORE: Add up the points from each “Section Score” box, and place grand score here:      






SCORING

216 TO 270 Points

You are very prepared to pursue an efficient, highly effective job search. Your materials are top notch and you are likely to come across as confident and knowledgeable. This will give you a definite edge at every stage in the process and your odds of succeeding have been increased enormously. 

161 To 215 Points

You have many of the necessary components for a full-out job search ready to go.  However you will need to focus on the areas where you have identified room for improvement. Remember that when it comes to competing for jobs everything counts, so attention to detail and increased effort at this stage may be very important for you.

160 Points or Below
It is quite possible that you are not getting the results you would like to have in terms of interviews and job offers. You can improve your odds by doing more of what the well-prepared job seeker does; by working consistently at your search; and by spending as much time as you can on targeted efforts, not just mass marketing.
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