
Tips for Organizing Your 
Job Search  

1. Designate a clutter- and chaos-free, central location to work on job search.

2. Develop a system to track your job search.
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3. Organize your copies of job descriptions and applications in a binder, file box, or online.

4. Save electronic files of your cover letters and specific resumes by company name and date.

5. Keep a schedule.
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6. Schedule Activities.  
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7. Pace yourself. 

8. Get up and out from behind the computer.  

9. Target 10-15 companies. 

10. Take advantage of online tools and apps. 
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