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The job search process can certainly cause an excess amount of clutter. Searching, applying, tracking, and networking your job skills can be stressful when you’re on the hunt for a job.

It doesn’t always take a personal assistant, website, or online application to make the job search more organized. Cut your stress by applying these three simple tips for staying organized during your job search:

1. Preparation
It isn’t often that job seekers find success when entering into the job search blindly. Never underestimate the secret weapon that is careful preparation. Putting a strong attention to detail into the necessary job search preparations will not only cut down on your job search time, but also generate more successful results.

The job search doesn’t just entail applying for jobs. Effective preparation means creating customized materials for each application, building a marketable online or offline portfolio, perfecting your elevator pitch, and much more. Perhaps the most important preparatory step for job seekers is setting specific goals for the job search. These goals could be anything from the amount of job applications you’d like to complete each week, to how many new networking connections you plan to have informational interviews with.

2. List Generation
The simplest and most practical way to stay organized during the job hunt is by creating detailed records of your search.  This is where spreadsheets become a job seeker’s powerful ally. For every application submitted, use a spreadsheet to keep track of the following:

· Company

· Position title

· Job description,

· Company website URL

· Date submitted

· Status of submission

The detailed spreadsheet records you’ve developed will give you an overview of several important factors of your search. An overview can give you a general idea of how long it takes for certain kinds of employers to respond and an easier generalization of which types of employers seem to be interested in your resume. Detailed records also offer a chance to document contacts at certain companies for future outreach.

Of course, there are also plenty of free and paid apps out there to replace the old school spreadsheet.

3. Time Management
Many job seekers overlook the importance of good time management techniques when applying for jobs. While preparation and record keeping will be extremely beneficial to the search, your overall job search goals will not be met without adequate time management.

This is as easy as creating a job search calendar and directly aligning it to your specific job search goals. For more time efficiency, dedicate a set number of hours each day to researching and applying for jobs, and identify the specific time of day you plan to complete these tasks. Finding an even balance between your job search and your personal life will mean a more organized and successful job search.

Read More From GlassDoor:
How To Find The Right People To Network With

The importance of networking is ingrained in the brains of both college students and young professionals. From the first lecture on your future profession, advisors, professors, and alumni begin to gently hint that networking connections will be the most important influence in landing a job. Sounds pretty simple, right? Not necessarily.

Although you know networking is crucial to job search success, how do you know which networking connections are the right ones to help your career.

Simply searching job boards and sending resumes isn’t going to seal the deal. Knowing the right people will allow you to work smarter – not harder – to build your professional network. Transform your networking opportunities by identifying the most beneficial networking prospects:

1. Develop a strategy. While new networking prospects can spring up around every corner, it’s best to research and identify the type of people you want in your network. More than likely these will not be the CEOs or human resources managers.

Building a networking relationship with a person who has reached the level of success you aspire to have and designate them as your mentor. This networking relationship will allow you to learn from their success as well as their mistakes. The mentor in your network will offer important wisdom and experiences that help you develop a unique perspective on the job industry. This person will also be able to watch you evolve throughout your career. Some of the best mentors are your very own college alumni.

Identify an industry-insider who has an expert level of information. Staying informed on the latest information within your field is another successful measure when developing professional relationships. Bounce your ideas and goals off of this person to get a good feel as to what’s happening and what the next big thing is. 

Connecting with the key types of people that will give your network important aspects involves finding the perfect places to develop connections both online and offline. Attending networking seminars, conferences, alumni events, industry association meetings and speeches are all great ways to meet people. Although, it takes a lot more than just handing out business cards. Gather insight into which industry professionals will be attending and make a point to reach out to the people whose current jobs and companies interest you the most.

When it comes to meeting people in an online setting, look to social media websites like LinkedIn and Twitter, where finding key influencers is simplified. Other networking opportunities can be found online by reading industry websites and blogs, online seminars and interacting on forums. This will increase the scope of your network and also allow you to see how other people are building their networks in your career field.

2. Identify specific networking prospects. After identifying the key types of people you would like in your network, it’s time to create a list of specific contacts. Networking isn’t about reaching the highest person in the company, it’s about building a valuable relationship with the right person.

Whether it’s someone you have followed for years on Twitter that happens to be a big-name insider within your industry or a blogger that has inspired you professionally, narrow down your list of networking individuals to get to the people who matter most.

3. Establish a plan for building a mutually beneficial relationship. Once you have identified the specific prospects to build your network, be more than just a Twitter handle or an email address. Don’t rule out online networking completely, but if the opportunity arises, go the extra mile by inviting to take someone to coffee and learn more about their job experiences.

Being visible and having meaningful conversations around industry-related topics will help you develop a more engaged network. Networking is about two-way communication and gaining valuable and personal insight into a career field. Don’t skimp on taking steps to building strong relationships with the individuals in your network.

Smart networking takes research, strategy and visibility. Seeking out individuals to ask for career advice versus asking to be hired is a key step in networking overall. It’s important to always remember that networking is the act of building two-way, mutually beneficial relationships.  Don’t wait until you’re unemployed to begin the search for the right networking prospects.
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