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Here are some great time-saving tips that will help ensure a smooth job search.



Be Prepared - Have a telephone answering machine or voice mail system in place and sign-up for a professional sounding email address.

Be Really Prepared - Always have an up-to-date resume ready to send - even if you are not currently looking for work. Also have a cover letter ready to edit. You never know when an opportunity that is too good to pass up might come along. Have a supply of good quality resume paper, envelopes and stamps on hand.

Act Fast - If you are laid-off, file for unemployment benefits right away. You may be able to file online or by phone. Waiting can only delay your benefits check.

Get Help - Utilize free or inexpensive services that provide career counseling and job search assistance such as college career offices, state Department of Labor offices or your local public library.

Create Templates - Have email and paper versions of your cover letter ready to edit. That way you can change some of the content to match the requirements of the job you're applying for, but leave your contact information and opening and closing paragraphs unchanged. The same holds true for your resume if you use different versions for different types of jobs.

Post Your Resume Online - Post your resume to the major job boards so employers can find you. Using a resume posting service like ResumeRabbit.com that posts your resume to multiple job sites at once can save hours of data entry and instantly get your resume in front of recruiters and employers.

Use Job Search Agents - Let the jobs come to you. Use job search agents to sign up and receive job listings by email. All the major job sites have search agents and some web sites specialize in sending announcements. 

Search Online Job Banks - Search all the online job sites on a daily basis. There is one service that lets you search and apply to job listed on all the top job banks at once called MyJobHunter.com.

Time Savers - Strapped for time? Consider using a resume writing service or resume writing software to help write or edit your resume.

References Ready - Have a list of three references including name, job title, company, phone number and email address ready to give to interviewers. If you have letters of recommendation bring copies to your interviews.

Network, Network, Network - Be aware of the fact that many, if not most, job openings aren't advertised. Tell everyone you know that you are looking for work. Ask if they can help.

