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A practical tip sheet for professionals in career transition

Today's job search requires more than submitting a resume and waiting for a response. Strong
candidates are often overlooked when their search is unfocused, their materials are too general,
or they rely only on public job postings.

Use this guide to identify common mistakes, make a practical adjustment, and create a more

proactive job-search process.

THE MISTAKE

WHY IT HURTS

DO THIS INSTEAD

Applying to every role that
sounds remotely relevant.

A broad search leads to generic
materials, inconsistent
messaging, and a lot of effort
spent on opportunities that
may not truly fit.

Define 2-3 target job titles, the
industries or company types
that interest you, and the 3-5
business problems you solve
best. Use those targets to
decide which opportunities
deserve your time.

Quick check: Can you describe the role you want and the value you bring in two sentences?

THE MISTAKE

WHY IT HURTS

DO THIS INSTEAD

Sending the same resume to
every employer.

Hiring teams need to see a
direct connection between their
needs and your experience. A
general resume can make a
well-qualified candidate appear
less relevant.

Maintain a strong master
resume, then tailor the
summary, skills emphasis, and
most relevant accomplishment
bullets to each serious
opportunity. Use the language
from the job description
accurately and naturally.

Quick check: Does the top half of your resume make it obvious why you fit this particular role?
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THE MISTAKE

WHY IT HURTS

DO THIS INSTEAD

Keyword stuffing, hiding text, or
using overly designed resumes
that may be difficult for applicant
tracking systems to read.

Applicant tracking systems help
employers organize and search
applications. Attempts to
“game” the system can reduce
readability or create a poor
experience for the human
recruiter who reviews your
resume.

Use a clean, single-column
format; standard headings such
as Experience, Education, and
Skills; and truthful keywords
that reflect your actual
capabilities. Put important
contact information and
qualifications in the main body
—not only in headers, footers,
tables, or graphics.

Quick check: Is your resume easy for both a person and a system to scan?

THE MISTAKE

WHY IT HURTS

DO THIS INSTEAD

Leaving your LinkedIn profile
incomplete, outdated, or limited
to job titles and task lists.

Recruiters and professional
contacts often use LinkedIn to
understand your expertise,
career direction, and
professional credibility before
they engage.

Make the top of your profile
work for you. Use a clear
headline, a concise About

section, an accomplishment-

focused Experience section,
relevant skills, and a
professional photo. Describe
the problems you solve and the
outcomes you create—not just
the positions you have held.

Quick check: Could a recruiter understand what you do well and what type of role you want
within 30 seconds?
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THE MISTAKE

WHY IT HURTS

DO THIS INSTEAD

Spending nearly all job-search
time clicking “Apply.”

Public postings are important,
but they are also highly
competitive. Many
opportunities emerge through
recruiter outreach, referrals,
professional relationships,
internal movement, and
conversations that begin before
a role is widely advertised.

Balance targeted applications
with company research,
LinkedIn activity, networking
conversations, and follow-up.
Build a list of organizations
where you could create value,
then learn who works there and
what the company is focused
on.

Quick check: Does your weekly plan include time for relationships and research—not only

applications?

THE MISTAKE

WHY IT HURTS

DO THIS INSTEAD

Sending messages that
immediately ask contacts if they
know of an opening.

This can make networking feel
transactional and
uncomfortable for everyone
involved.

Reconnect first. Share your
transition briefly, explain the
direction you are exploring, and
ask for perspective on the
market, industry, or company. A
useful conversation can lead to
information, encouragement,
introductions, and
opportunities over time.

Sample message:

“I wanted to let you know that my role was affected by a recent restructuring. I'm exploring

opportunities in [field], particularly where | can contribute in [area of expertise]. I'd value the chance to
reconnect and hear what you are seeing in the market.”

Quick check: Does your outreach invite a conversation rather than make a request for a job?
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THE MISTAKE WHY IT HURTS DO THIS INSTEAD

Hiring managers are not
necessarily concerned that you
were laid off; they are listening
for professionalism, clarity, and

confidence.

Avoiding the topic, over-

explaining it, or speaking

negatively about a former
employer.

Prepare a factual, forward-
looking explanation.

“My position was affected by a broader organizational restructuring. I'm now focused on opportunities
where | can apply my experience in [field] to help an organization achieve [specific outcome].”

Quick check: Can you explain your transition calmly in 20-30 seconds?

THE MISTAKE WHY IT HURTS DO THIS INSTEAD

Build a low-pressure visibility
habit. Follow target companies
and industry voices. Leave 2-3

thoughtful comments each
week. When ready, share a
useful observation, lesson, or
article with your perspective.
Focus on the professional topics
you want to be known for.

A static profile gives people
limited evidence of your current
thinking, interests, and
expertise.

Updating your profile once, then
never engaging with the
professional community.

Quick check: Have you added value to at least one relevant professional conversation this week?
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THE MISTAKE

WHY IT HURTS

DO THIS INSTEAD

Sending generic applications and
messages without understanding
the organization'’s priorities.

Generic outreach sounds like it
could have been sent to
anyone. It does not show the
employer how your experience
connects to their business.

Before applying or reaching out,
review the company website,
LinkedIn page, recent
announcements, leadership
posts, products or services, and
the job description. Look for
business priorities, growth
plans, challenges, and language
you can connect to your
experience.

Quick check: Can you explain why this company—not just this job title—interests you?

THE MISTAKE

WHY IT HURTS

DO THIS INSTEAD

Searching sporadically, losing
track of applications, and
forgetting follow-ups.

Job search becomes emotionally
draining when activity feels
random and progress is difficult
to see.

Create a weekly rhythm and
track every important action.
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A balanced schedule might include:
Activity Suggested weekly target
Targeted applications 2-4 well-aligned roles

Networking outreach 5 new or renewed contacts

Professional conversations 2-3 conversations
LinkedIn engagement 2-3 meaningful comments
LinkedIn visibility 1 post or value-add share

Research and follow-up 1-2 focused blocks

Use a simple tracker for company, role, contact, date, next action, follow-up date, and notes.

Do you know exactly what your next three job-search actions are?

The Modern Job Search Mindset

The goal is not to eliminate job applications. The goal is to stop making applications your entire
strategy.

A modern job search combines:
@- Clear target roles and companies
@- A resume tailored to the opportunity
@- A focused LinkedIn profile
@- Relationships and professional conversations

@- Consistent visibility and follow-up
@- A practical weekly routine

Small, consistent actions create momentum. Focus on being clear about your value, visible in the
right professional spaces, and proactive in creating conversations that lead to opportunity.
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