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Shaping the Economy

Our mission is to provide an
effective local service delivery
system to place Texans in jobs
and to equip workers with skills
needed to foster economic
development.
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TURN A NEW YEAR’S RESOLUTION  
INTO A NEW JOB REALITY 

Texas Workforce Commission Offers Six Steps for a Successful Job Search 
 

The resolution – it’s a New Year’s tradition.  The 
New Year provides a fresh slate wiped clean of 
last year’s procrastinating and filled with promise 
and hope of losing weight, paying off debt or 
spending more quality time with family.  One 
popular New Year’s resolution – finding a new 
job – might be easier in 2005.  To help job 
seekers fulfill their New Year’s resolutions, TWC 
has developed six “HIRE ME” steps toward a 
successful job hunt: 
 
H:  Assemble a professional HISTORY.  
Examine past work experience, achievements and 
education.  Conduct a professional history 
“audit” to aid in the development of an updated 
résumé or portfolio.  The audit will help job 
seekers determine what they are qualified to do, 
serving as a reminder of what skills and 
successes to highlight, and expectations to set 
with the potential employer.  Job seekers should 
also take inventory of their relationships, as 
friends and colleagues may be able to share leads 
regarding potential employment opportunities. 
 
I:  Be “INTERVIEW-READY.”  Before 
beginning the actual job search, job seekers 
should get organized.  Develop a filing system 
for extra copies of résumés and relevant work 
samples, or to keep track of job postings or 
announcements.  Also, get in touch with mentors, 
past employers and other contacts to update them 
about the pending job search.  Ask their 
permission for listing them as an appropriate 
reference.   

 
R:  REGISTER on WorkInTexas.com, a no-
cost, online employment resource for employers 
and job seekers that boasts more than 340,000 
available positions statewide.  Using an online 
job resource will provide quick access to 
thousands of job postings and offer job seekers  
 
 
 
 
 
 
 
 
 

the ability to focus their search on positions that 
match their  qualifications.  Keep contact 
information updated on the site, and take 
advantage of online tools available to enhance the 
job search.    

 
E:  Contact the EMPLOYER.  With job 
opportunities identified and résumé in shape, it is 
time to contact potential employers.  Follow the 
employers’ specific instructions regarding the 
application process – some request a cover letter 
and copy of a résumé and others may require an 
application form.  Either way, the goal is to 
project a professional image and, ultimately, land 
an interview.  Proofread all correspondence 
carefully, check for spelling errors, and make 
sure sentences and paragraphs are well organized.  
When in doubt, ask a friend or family member to 
look over the application materials. 

 
M:  MEET and greet.  After passing the initial 
screening process, it is time for the next step – 
the interview.  Be sure to know the “who, what 
and when” of the interview, and get directions 
just in case.  In preparation, practice answering 
questions with a friend and be sure to highlight 
skills that meet the qualifications of the position.  
Have a good working knowledge of the company 
and the available position.  Good grooming and 
appropriate dress are important.  Afterward, be 
sure to send each interviewer a personal thank-
you note. 

 
E:  Be ENTHUSIASTIC.  Once hired, the real 
work begins.  Lay out a career path with specific 
goals.  Ask for advice from others in the field, 
and develop relationships with people in the 
organization and community.  Join professional 
organizations, attend conferences or workshops, 
or take additional courses at a local college to 
increase industry knowledge and skill sets.   
 
  
 
 


