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Navigating a Challenging
Career Landscape
What do you want to
be when you grow up?
This age-old question is something you’re asked from early childhood through
college and beyond. With so many factors to consider, it can be a hard
question to answer. It’s intimidating to settle on a career path—especially
one that will bring you the sense of fulfillment and salary you’re seeking.
How do you make your mind up when choosing a career path to pursue that
accounts for all the things you want in your life? Do you base your career
choice on what makes you happy or a field that offers financial stability?
Rest assured, you’re not alone. If you’re anything like the majority of college
students, you likely have no idea where to begin and that’s okay.

Anywhere from 20-50% of students enter college
with an undecided major—and this uncertainty can
often continue into students’ 3rd and 4th years of
school as well1.
Even if you have a clear path to graduation, “only
35% of students jump right into their career after
college or are on a path to a successful launch
after completing additional education.2”
According to a recent Bureau of Labor Statistics
study, the U.S. unemployment rate for 20- to
24-year-olds, the age when many students
graduate from college, is 7.4% and more than
twice that of 25+ year-olds3.
But take a deep breath and relax because we’ve got a simple step-by-step
process that clears the path to your dream job right out of college.
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Our Career
Development Process
Before we dive into the specifics of how we’ll guide your career search,
let’s back up and get acquainted. We’re GradLeaders, the market leader in
campus recruitment and career services technology, connecting students
to leading employers for the past 30+ years. We’ve partnered with your
career center and hundreds more to rally around one common goal—to
help millions of students like you find their dream job by arming you with the
technology and expertise you need to succeed in a competitive workplace.
This plan and our skillfully-designed process, paired with our virtual career
coaching software and personalized success steps, are all designed
specifically for you. We’ll provide you with all the tools you need to
successfully jump-start your path to your dream job. Let’s dive in!
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Your Personalized
Career Path
Before you set up your job-seeker profile, we’ll outline our formula for
success. GradLeaders has designed an easy process for you to follow,
starting with assessments and career exploration, then intuitive tools to
manage your job search end-to-end, all resulting in you gettting hired for
your dream job. Our solutions deliver a more tailored career pathway
based on who you are and what you know.

All Students
Each step of the process
is designed to achieve
the following goals:

LEARN

about yourself

ASSESS

the job market

UNDERSTAND
career skills

NARROW
your search

CHOOSE

your career

Now that you have a surface-level understanding,
let’s cover how to use this plan.

Get HIRED
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How to Use This Plan and Other Important Resources
This handy plan will help guide you throughout your career exploration process. It will offer background information on why each step in this process is
important. The list at the end of each section serves as your to-do list before proceeding to the next step. There are also some supplemental tools that will aid in
your career exploration journey.

CareerTracker™
Available from your career center portal, CareerTracker™ is
GradLeaders’ virtual to-do list to keep your success steps organized.
Use CareerTracker alongside this plan to keep track of deadlines,
share visible progress with your career advisor/mentor and log all
activities. The best part is that we’ve preloaded CareerTracker with
the all the LAUNCH Program Success Steps you need to complete to
launch your career, so all you have to do is follow along!

Career Center Portal
Your career center portal powered by GradLeaders is your one-stop
shop for any and all career services related activities and advice.
Simply visit your online career center portal to register, create a
profile, and begin the LAUNCH Program. If you need assistance,
please contact your career service office.
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Getting Started
To begin your career search, you’ll need to register
(or log in to your existing account) via your career
center portal. With our easy, 1-2-3 process, you can
get started by entering your contact information
including a username, password and email address.
From there, you’ll be prompted to provide more
in-depth data including your mobile phone for text
message alerts, academic information, previous
work experience, diversity information, interests
and soft skills, and availability/ graduation date.
If you already have an account, simply log in to
your existing account and ensure your profile is
complete.
When completing your profile, you should educate
yourself and pay special attention to the fields
below because they are extremely valuable to
employers and will help you land your dream job!
Here’s a quick explanation of the most important
fields to fill out and why they matter.

Previous Work and Hands-On Experiences
are crucial hiring criteria when recruiters are proactively seeking right-fit
students for their unique job openings. Be sure to specify a functional,
industry or geographic work experience you have along with student club,
intercollegiate sports, or study abroad programs you may have participated
in. According to the Great Jobs, Great Lives Gallup-Purdue Index Report,
which surveyed 30,000 U.S. college grads, these types of experiences double
their chances of being better prepared for and engaged in their first jobs4.

Soft skills
are similar to people-skills. While hard to define, they include traits that
demonstrate a strong emotional intelligence level such as the ability to
communicate clearly, problem-solve, adapt-to-change and get along with
co-workers. When evaluating their hiring plans for 2017, 62% of employers
rated soft skills as very important, according to CareerBuilder5. For you, the
combination of soft skills and high grades means multiple job offers and
premium starting salaries upon graduation. Be sure to fill out this section
of your profile with detailed examples that demonstrate execution of these
important soft skills.
Communicating Clearly: The ability to communicate effectively
with superiors, colleagues, and staff is essential, no matter what
industry you work in. Workers in the digital age must know how to
effectively convey and receive messages in person as well as via
phone, email, and social media6.
Problem Solving: In the course of a business day, there will be
issues that arise. In some cases, issues can be avoided or dealt with
efficiently through comprehensive planning prior to executing a
project. Other situations require workplace problem solving skills
from management and staff in order to avert a crisis. Being able to
recognize examples of workplace problem solving will help you to
better prepare to deal with work-related issues7.
Adapting to Change: Being flexible when it comes to work is
worth a lot. Employees who approach their job with a flexible
mindset are typically more highly valued by employers. Flexibility
on the job includes the willingness and ability to readily respond to
changing circumstances and expectations. For employers, having
employees willing to step outside their job description means they
can get more accomplished with workers who are able to take on
more responsibilities, do different tasks, and do more at work. It
also means that the employer doesn’t have to persuade employees
to take on more work. Flexible employees are willing to do whatever
is necessary to get the job done8.
Collaborating with Coworkers: Collaboration skills enable
workers to interface productively with others on the job. Successful
collaboration requires a cooperative spirit and mutual respect.
Employers typically seek employees who function effectively as part
of a team and are willing to balance personal achievement with
group goals9.
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Diversity Information
can be a tricky question to address but is a huge asset when made available
to employers. Why? Companies lucky enough to have a workforce as diverse
as the population find themselves armed with many perspectives, views and
ideas that add strength to their organization by offering the ability to better
strategize and communicate. If you need more context, diverse workplaces
are composed of employees with varying characteristics including, but
not limited to, religious and political beliefs, gender, ethnicity, education,
socioeconomic background, sexual orientation and geographic location.
Make yourself more marketable by filling in this information if applicable!

Career Preferences and Interests
are important to employers because they want to know that
you have a genuine passion for the given role that you’ll play
in their company. Hiring new employees is expensive so
they want to know that you’re engaged so they can retain
you year-over-year. There are several studies that have
found that happy and engaged workers are actually more
productive10.

As you’re preparing yourself for a
successful job search, you’ll also want
to consume as much relevant content
as you can. We’ll provide the basic
resources you need a bit later in the
process, but as a first step, you should
follow your career center on social
media so you can stay up-to-date on
the content, advice, events, jobs and
others news they share regularly.
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LEARN

about yourself

Now that you’ve laid the foundation for an organized career exploration
pathway, it’s important to fully understand your personality type, career values,
skills and motivations before determining a career path. Self-assessments are
a great starting point for uncovering which careers may fit you best. Here’s an
explanation of what self-assessments can tell you.
• Personality: Combination of characteristics or qualities that make up your unique
character.
• Motivation: Internal and external factors that stimulate desire and energy in you to
be continually interested and committed to a job, role, subject, or to make an effort
to attain a goal.

1

Fill out basic job-seeker profile.

2

Sign up for optional career resources.

3

Complete the soft skills and
values survey.

• Aptitude: The skills you’re capable of learning.

4

Complete a personality test
or profile assessment.

• Behaviors: How you respond to conflict, what motivates you, what causes you stress
and how you solve problems.12

5

Record your assessment
results in your profile.

• Interest: The hobbies and areas you like to participate in or learn about.
• Abilities: The skills you’ve already learned11.

There are several free, online assessments that we’ve identified to help you
gauge these factors and help you learn more about yourself and your career
aspirations.
Be sure to check out the Resource Library for more context about what these
assessments mean and how to interpret your results. Keep in mind that
these exercises are only meant to be thought-starters. They are by no means
associated to your final career choice. Assessments are simply a way to better
understand the types of careers you may be pre-disposed to. People of many
different personality types and thought patterns can be successful in all fields.
Test Type

What It Tells You

Personality Test

Personality type and common careers of people
with a given personality type

Soft Skills and Values Survey

Underlying work needs and motivations

Aptitude Test

Gifts and passions and how they fit with real-world
careers.
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ASSESS

the job market
6

Browse job titles.

7

Record job titles of interest.

8

Meet with your advisor/mentor.

9

Update job titles of interest as needed.

Now that you’ve uncovered some common areas of interest based on who
you are and what you know, it’s important to educate yourself on the job
market and make yourself more aware of the jobs that are best for you.
By taking the time to research job titles, salary and skills you can better
understand what you’d like to spend your time doing. If your lifestyle is
aligned to salary, skills you have (or are willing to obtain), and day-to-day
duties that interest you, the likelihood of success and satisfaction with your
career is much higher! That’s where the “ASSESS” step comes in. In this step,
you’ll take a deeper dive into the job titles that caught your eye! You can
always start with a quick Google search, or we’ve identified a few tools to
make this step even easier.
• O*Net is the nation’s primary source of occupational information. The O*NET
database contains information on hundreds of standardized and occupation-specific
descriptors and can be accessed for free. It’s continually updated by surveying a
broad range of workers from each occupation and includes Career Exploration
Tools—a set of valuable assessment instruments for workers and students looking to
find or change careers13.
• The Occupational Outlook Handbook is updated via the Bureau of Labor
Statistics and can help you find career information on duties, education and training,
pay, and outlook for hundreds of occupations. Simply select occupations to complete
general research from a trusted source14.

What to Look for
Below is a brief glossary describing what you should look for when searching job titles,
skills and other criteria on Google, O*Net and The Occupational Outlook Handbook.
• Postings: Number of jobs posted
over a designated period of time
that require the skill or title you’re
searching by.
• Median Salary: Median salary for
jobs with a given title (and factoring in
location, if provided).
• Time to Fill: The average amount of
time it will take you to begin your first
day of work at a job with this title.
• Concentration: The popularity of the
job in comparison to location.
• Related Skills & Certifications:
Skills that are necessary for this job
or appear together when jobs with a
given title are posted.
• Core Skills & Certifications: The
most commonly requested skills and
certifications for this job title.

• Booster Skills & Certifications: Skills
that increase this job’s salary, time-tofill, or both.
• Salary Based on Geographic
Location: How much money you can
expect to make
• Education: Average degree level
obtained by those with this job.
• Number of New Jobs Projected:
The projected numeric change in
employment from 2014 to 2024.
• Growth Rate: The projected percent
change in employment from 2014 to
2024.
• Related Jobs: Job titles that are similar
to the ones you searched.
• Locations: A more in-depth and visual
look at job demand based on location.
• Who’s Hiring: Job titles and
companies that are hiring as well as job
descriptions for each open position.

The to-do section on the left will walk you through the information you need
to record in your profile as you conduct research. As you’re exploring, you’ll
want to think about the following:
• Patterns, themes and common job titles that resonate with you
• Skill sets that you may need to further investigate and obtain
• Training opportunities to enhance necessary skills
• Projected growth and salary for given jobs
• Additional questions you have about what you discovered
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UNDERSTAND
career skills
10 Get practical tips about conducting

your job search from your school.

11

Build your job-seeker skills.

12

Utilize career accelerator bootcamps.

13

Create your resume.

14 Upload your resume.
15

Now that you’ve narrowed down the potential job titles you’re interested in
and have worked with your career advisor to build an initial action plan, it’s
time to hone your practical skills such as:
• How to write or enhance your resume
• Frame your strengths and weaknesses in a job interview
• Develop an elevator pitch
• And other essentials

Materials in the Resource Library and Campus Career Coach, a website
updated regularly with cutting edge career advice, will cover everything you
need to know to put your best foot forward to employers. Soak up as much
as you can and read every material.
It’s also important to note that the “UNDERSTAND” step is also applicable to
internships and experiential learning projects. If your job is an internship, you
can follow all the same steps. Keep in mind, you may repeat this process again
when looking for full-time employment.

Meet with your advisor/mentor.

16 Attend a mock interview.
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NARROW
your search
17 Research companies of interest.
18 Favorite target companies.
19 Refine resume.
20 Connect with your network.

The resources in the last step, combined with
coaching from your career center advisor/
mentor should provide you with all the
information you need. Now it’s time to put what
you’ve learned into action. You’re ready to start
working your network and targeting specific
companies and positions! We’ll outline the basic
steps you should follow in order to effectively
manage the job search below, but be sure to
browse the Resource Library for more in-depth
QuickStart Guides and How-to Videos.
• Company Research: This is comprised of an
alphabetical list of all active companies in the
system. You can filter your view based on Company
Name, Industry, Search Firm Status, Ownership and
Annual Revenue. Then, click on any company to
read more or follow your target company by clicking
Favorite. Any tasks related to the companies you
follow will automatically populate to-do items in your CareerTracker task list.
• Networking: When networking, it’s most effective to reach out to those that you
have something in common with. Connect with your personal network including
upperclassmen, ambassadors and alumni at companies of interest to job shadow,
work on projects, or conduct an informational interview. From your profile, click
Mentors. Then, use the filters to sort through names by Industry, Function, Keywords
(input Company Name here) and Location. You may have to shuffle these criteria
around until you find some target contacts to reach out to. Then, email them directly
from the system, using the template in the Resource Library.

How to Set Up Job Notifications
1. From the Dashboard, click Job Postings  Job Search.
2. Then, use the filters to sort through jobs by Industry,
Function, Industry, Location and Keywords (input
Dream Job Title here).
3. Be sure to click Save Search and name the Search (Ex:
Marketing Jobs-Midwest) to save what you’ve input.
4. Click the star to favorite job postings that pique your
curiosity, or click within the posting to add tags and
tasks to CareerTracker and apply.

• Job Search Notifications: These notifications are most beneficial once you’re ready
to proactively search for jobs based on all the information you’ve gathered from
the proceeding steps. You’ll want to set up agents similarly to how you identified
mentors.
• Applying to Jobs: Now that you’ve set up agents and notifications, you should have
dozens of jobs you can apply to! Select Jobs > Job Postings then use the search tools
to find a job, click on the job title to view the job. Review the job, then select Apply in
the application section of the job description. You’ll receive a notification that your
application was successful. To withdraw your application, return to the application
section of the job description page and click Withdraw.
• Signing Up for Events: In order to show employers you’re engaged with their
company, it’s important to attend event. To sign up, choose an event from the list and
click Sign Up. From the event details page, select Sign Up. A confirmation will appear.
Click Continue and you’ll be directed to back to the list of events.

We’ve only outlined the basics in this plan, however our Resource Library is
full of other guides with complete instructions on how to manage your job
search. Be sure to read up on Mock Interviews, Attending Career Fairs, and
Signing Up for Interviews.
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CHOOSE
your career
21 Search for jobs.
22 Favorite jobs/internships of interest.
23 Attend on-campus recruiting

event/career fair.

Congratulations! All your hard work has paid off. This is the step in the
process where you’ve collected various offers and are evaluating the dream
job you’d like to accept. You should visit your career center to receive further
assistance, but there are some helpful resources to expedite this step.
• Offer Comparison Dashboard: This highly visually-driven analytics dashboard
makes it easy to gauge how you measure up to others from your school who have
received similar job offers. Input criteria on the right-hand side and adjust your view
so you can see how your school, or other students from different colleges stack up
salary-wise.
• First Destinations Survey: This is the easiest way to inform your career center that
you’ve accepted a job! They’ve given you all the tools you need to be successful and
land your dream job, so why not return the favor and report your successes to them?
This helps your university continue to improve their career development processes
and celebrate your job offer with you!

24 Apply to job(s)/internship(s)
Is your “job” an internship? Learn from your
experience, update your job-seeker profile
and resume, then repeat as needed.

© GradLeaders® 2017 | 11

get

HIRED

You’ve done the hard work and you’ve nearly completed the plan! But before
we send you off into the world, we want to leave you with a few additional
resources so you can walk into day one of your new job confident and ready
to hit the ground running. Check out the Resource Library for a few additional
materials that will be helpful in preparation for day one of the new job.

25 Enter job offer.
26 Review job offer negotiation resources.
27 Schedule appointment with

career advisor/mentor to
discuss offer negotiation.

28 Accept job/internship and answer

employment reporting questions.

29 Read first-day-on-the-job resources.
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Congratulations again on completing the
LAUNCH program! We’ve taken you through
a complete, virtual pathway beginning with
exploration and assessment of your skills, and
ending with you getting hired to your dream
job. We’re hopeful that this personalized career
pathway combined with the right preparation,
skills alignment and proper coaching, has set you
up for success in a role that’s the ideal fit for you.
Best of luck!
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About GradLeaders
For over 30 years GradLeaders has been the market leader in student
recruiting — connecting leading employers with candidates from
the world’s top-ranked graduate business schools, universities and
professional associations. Our exclusive school partnerships and
industry-leading campus recruitment technology make us the #1
choice of companies seeking top student talent.
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