
PROACTIVE WORK SEARCH TECHNIQUES 
 
Applying for advertised positions on various job portals is an essential part of your job search, but the good news is 
that you don’t have to sit around waiting and hoping for someone to get back to you. No! You can take the bull by 
the horns and proactively increase your chances of finding work. 
 
STEP 1: MAKE A LIST OF YOUR CONTACTS  
 
If you think about it, you will be astounded by 
the number of contacts that you actually have.  
It could be anyone from your family members, 
friends, doctor, dance teacher, sports coach or 
anyone new you meet, etc.  You can expand 
your contacts by attending lectures or 
conventions in your chosen field. 

 
STEP 2: NETWORK WITH YOUR 
CONTACTS 
 
Network with your new and old contacts by communicating with them when you see them, telephonically or via social media. 
Tell anyone who will listen about what kind of work you are looking for and ask for their help in getting leads.   

STEP 3: IDENTIFY POTENTIAL EMPLOYERS IN YOUR CHOSEN FIELD 
 
Draw up a Target List of Organisations 
 

To start, your list should include about 20 names.  If that is too long, you can shorten it by 
adding specific criteria that suit you, e.g. the organization should be within 10km of your 
home, or it should have less than 50 employees, etc. 

 
Researching Organisations You Like 
 
Once you have prioritized the organizations for which you would like to work, start by focusing 
on the top three and do some research on them before you approach them: 
 
 

✓ You need to know if they need you and your skills. 
✓ You need to know how strong they are financially so that if they do end up hiring 

you, you have some job security. 
✓ It makes a good impression during an interview if you have taken the time to find 

out exactly what the organization does.   

 
You can acquire this information by asking your contacts if they know anyone who works 
there and if they can introduce you to this person.  If the organization has a website, look at 
it.  Get copies of company magazines or annual reports, etc.  You can even go so far as to 
try to get a temporary position there or do volunteer work for them, if possible. 
 

(It is important to remember to thank anyone who has helped you or done you a favour during this 

process; either call them or send them a thank you message or note, as soon as possible.) 

STEP 4: APPROACHING AN ORGANISATION 
 
Small organisations are more accessible because it is easy to identify the person who makes decisions to employ people and 
they are usually much more available than their counterparts in large organizations.  They are also much more likely to create a 
position for you if you can convince them they need you. 
 

 
 

 

 
 
 

 
 



It is more difficult to get an appointment with the person who has the power to employ you, in a large organization.  Ideally, you 
would like to get an appointment through a personal contact who has made the appointment on your behalf, or who has 
recommended you. 
 
If you do not have this personal contact, you need to create it by finding an 
insider.  This you can do by asking your network to introduce you to a 
contact within the organization.  You will then establish the nature of the 
organization, who makes the hiring decisions and what they are like.  Often 
this contact person may also be willing to help set up an appointment.  If 
they are unable to do this, get them to introduce you to an insider who can.   
 
Although it is ideal to have or find a personal contact to introduce you to the 
right person/people, it may not always be possible. If you can’t find anyone 
who can introduce you, find out from the switchboard who makes the hiring 
decisions or who the HR Manager is (sometimes this information is available 
on the website) and ask to speak to them. Once you have them on the line 
try to get an appointment.  
 
You can also often make direct contact with hiring decision makers via 
LinkedIn which is a social networking site designed specifically for the 
business community. The goal of the site is to allow registered members to 
establish and document networks of people they know and trust 
professionally. Basic membership for LinkedIn is free. Network members are 
called “connections.”  Before you start to make connections, you will need to create a profile which best demonstrates your 

skills, character qualities and most importantly, how you can add value to a business. It allows you the opportunity 

to upload your CV, references, etc. both written and in video format. You can invite relevant hiring managers/decision makers to 
connect with you and if they do, they will have access to your profile which must be designed in such a way as to capture their 
attention and create an interest in you. Once they connect with you, you can start a dialogue and ask for a meeting with them or 
at least for them to allow you to call them on the phone or via Skype. 
 

If you do get to call or meet them, you will need to plan your ‘pitch’ very carefully and be sure to sound friendly, clear and 

confident when you speak to them. Your objective is to convince them to give you an appointment but whether or not you 
succeed in getting an appointment, ask permission to stay in touch by sending them an email every 6 weeks or so. 
 
If you do get an appointment, first prize is that you convince them that they need you, but even if you can’t do this, you want to 
the first person they contact when a vacancy does come about.  If you are not successful, at the very least, they could possibly 
give you a useful lead of where you may be able to find work. 
 
Taking charge and being proactive in this way helps reduce stress levels because you are taking control rather than passively 
waiting for something to come your way and it greatly increases your chances of successfully finding work.  
 
However, using this method is not for sissies! It takes initiative, work, determination and courage. You will get no's and closed 
doors, but don't be discouraged; the more doors you knock on the more you increase your chances. You only need ONE open 
door to be successful. 
 

 

 
 

Plan very carefully what you will say and how 

you will say it when you speak to people (HR 

Managers, etc.) on the phone or in person. 

Practise makes perfect, so role play these 

situations with a friend or family member or 

even to yourself in the mirror. The impression 

you make during these interactions is crucial! 

Be sure to have a well set out CV and a portfolio 

of evidence show casing your skills and 

abilities, that you can leave with them. 

 

 
 

 
 


