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1. Introduction 
 
Preparing for your Job Search 

 

It may be difficult, but before you start your job search, it’s a good idea to identify what 
kind of job you would really like. It may seem easier to approach the job search with the 
attitude that you will take anything that seems ‘good’ of fits your master. But this 
approach can be inefficient and may lead to unsatisfying career decisions. Knowing 
what kind of position you are targeting will help you form the most productive job 
search strategy, and even basic information can help you focus your search on potions 
that are good for you.  
This workbook provides tools and resources to help you embark on a successful job 
search. 
 
Making a good choice about careers to pursue depends on four things: 
 
1. Improving your awareness and understanding of your personal traits, interests, 

skills and motivations (self assessment – reader 1) 
 

2. Learning what kinds of jobs, employers, and career fields exist that fit your interests 
and abilities. Making a decision that combines what you want with available 
opportunities (job market orientation – and decision making reader 2) 
 

3. Learning how to create a CV and covering letter that sells, and how to prepare for 
interviews (job seeking strategies – reader 3) 
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2. Job Market Orientation 
 

2.1 What's Out There? 
 
This is a question that you should keep asking yourself throughout your lifetime. What's 
out there that I might be interested in? What's happening that might have an impact on my 
current work? Where are the new opportunities for a person with my expertise? 
 
Even if you are just beginning to learn how to research career fields, you probably know 
something about the possibilities that exist out there in the "real world." You may even be 
familiar with the specifics of a field or two. But what about all the other possibilities in the 
world of work? What about those jobs or fields you've never heard of, or you can only 
vaguely imagine? How do you go about getting more information about them? You do 
something you're probably very good at by now: you research! 
 
No matter how busy you are with your current activities, arrange to spend some time 
reading about careers and people in different professions. This is an investment of time that 
will pay for itself many times over. You will:  

• learn about what people find interesting and rewarding in their chosen work.  
• learn about the problems and issues that concern them.  
• acquaint yourself with their vocabularies and styles of expression.  
• begin to identify aspects of professions that you like or dislike.  

Once you have identified the type(s) of work and field(s) or industry/industries on which 
you would like to focus, you will be ready to begin a more targeted approach to gathering 
the information you will need in order to identify and contact potential employers. 
 
 

2.2  How to Think About Information and Research 

 
Information can come from a variety of sources in many formats. It can be: 
- print-based: books, trade and professional journals, annual reports, prospectuses or 
  marketing materials, newspapers, other periodical publications 
- electronic: web-based, CD-ROM, videotape, news broadcasts 
- experiential: summer jobs, internships, coursework, extracurricular activities, travel  
  career fairs & panels, employer information sessions 
- networking activities: conversations & correspondence with career counselors, 
  family, friends, alumni, faculty, tutors, coaches, mentors, visiting fellows, guest  
  lecturers, professional association events, etc. 
 

Types of information 
Career information can be divided into three categories:  
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a. Reflective information 
This stimulates you to think about:  

• who you are  
• what is important to you  
• how much risk you are willing to take  
• your strengths  
• your weaknesses  
• your likes  
• your dislikes  
• your hopes  
• your fears.  

This information is all around you and can take any form: print, electronic, experiential, 
etc. Chapter 2 helped you gathering this information (self-assessment). 
 
b. Descriptive information  
These materials describe a career field, industry, or a particular employer.  
The types of information one would typically find include:  

• the nature of the work  
• required education & skills  
• compensation  
• potential for advancement  
• the work environment  
• organizational culture, etc.  

These could be books, newspaper or magazine articles, (organizational) web sites, etc. 
People-oriented. These resources are the ones that tell you who's out there doing whatever 
it is you might want to do. Directories or electronic databases of employers or organizations 
or, in some cases, newspaper or magazine articles serve this purpose. 
 
Information on occupations 

A good place to start is to find information on occupations on the internet: 
Occupational Outlook Handbook:  www.bls.gov/oco/ 
The Occupational Information Network: http://online.onetcenter.org/ 
Jobstar-careerguides: http://jobstar.org/tools/career/spec-car.php 
 
c. Data-oriented information 
These are the facts and figures resources. They provide information on:  

• key people within an organization  
• areas of specialization  
• research focus  
• financials  
• client lists  
• locations of branches  
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• product information  
• automation systems  
• trends in the field  
• compensation packages  
• comparative cost of living, etc.  

This is the kind of information you will need in order to target certain employers and as 
you go through the employment process. It will also serve you well as you pursue 
networking activities by making you an active participant in a dialogue, as opposed to a 
passive recipient of information. 
 
 
2.3 Where Do I Begin? 
 
Gather career information as you would gather information about any other topic or issue 
that interests you: be an active listener, a critical observer, a voracious reader, a web surfer 
with a purpose, an engaged data hound. Your goal is to become as informed as you can 
about both yourself and "what's out there." Just about any resource or contact may be able 
to provide another piece of the career or employment picture puzzle. 
 
There is no "right" way or time to go about the discovery process, but you may find it 
helpful to start by focusing on the "reflective" or "descriptive" types of information early in 
your college career. If you can figure out what's important to you, then all you have to do is 
find where or how that intersects with what's out there. 
 
It may take you some time to find all of the "you" parts of the puzzle, because as you learn 
more about the "out there" parts, you will think of more questions to ask yourself. Don't let 
this keep you from wading (or diving!) into the descriptive information. Read about careers 
on the web; browse through general career guides; read the trade and professional journals. 
Talk to people. 
 
Once you identify some fields that seem to be of interest, do some more in-depth research 
by utilizing "identifying" and "data-oriented" resources. The additional information will 
help you to decide whether you wish to seriously explore career options in a particular field, 
organizational culture, or geographic location. 
 
Keep in mind that your preferences, needs, and skills will change over time. So, too, will the 
employment landscape and career universe. This means that you will regularly find yourself 
exploring new options and testing new possibilities. The research skills and habits that you 
develop now will serve you throughout your professional life. They will also become as 
natural to you as thinking and breathing. 
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Research Tips  

1. Get organized.  
Career research does not happen in one sitting. It is a process that continues over time. You 
are likely to begin with a particular set of topics to explore, but find, as you go along, that 
some are no longer top priorities or that you have discovered other possibilities. If you keep 
a journal or notebook detailing sources you have consulted and thoughts or ideas you have 
had, you will not have to worry about forgetting to follow up on a lead you stumbled upon 
just before you left the library (or as you were walking down the street). You will also be 
able to pick up where you left off the next time you sit down to work, rather than 
inadvertently duplicating your research efforts. Perhaps most importantly of all, you will 
remember to follow up on leads generated by your networking contacts and to keep in 
regular contact with them as you continue your career exploration and/or development. 
 
2. Keep an open mind.  
If you come across a piece of unexpected information, incorporate it into your research. 
Many fulfilling careers are the result of a combination of focused research, thoughtful self-
assessment, and serendipity. 
 
3. Stay connected.  
Although you will need to devote a certain amount of time to the solitary perusal of print 
and on-line resources, don't become a recluse. Test the information you are gathering in the 
real world. Ask the people in your network for feedback on what you have learned, how you 
might best apply that knowledge, and what other issues you should be researching as you 
explore career fields or prepare yourself as a serious candidate for a specific job. 
(More information about networking in section 3.5). 
 
4. Relax and reflect. 
Whether you are just beginning to explore possible career options or are intensely 
preparing for an interview, you need to be able to make sense of what you have learned. 
Your objective is not to memorize data so that you can recite it by rote, but rather to 
prepare yourself for a future dialogue, whether internal (What is it about this field that 
excites me?) or external (So, Wonderful Candidate, given what you know about us as an 
organization, in what ways do you see yourself contributing to our success?). 
 
5. Have fun!!! 

There is a world of options out there. Not all of them will be right for you, but by listening 
to your inner voice, doing your homework, and being persistent, you will find the ones that 
are right for you. Your reward will be a career path or series of careers that will sustain you 
both personally and professionally throughout your life. 
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2.4 Useful Sources 

 
There are several ways to find a job: 

1. Through ads in the printed press and on the Internet (both on jobsites and on the 
websites of the employers) and in magazines 

2. Through employment and recruitment agencies; 
3. By means of an open application with an employer; and 
4. By visiting business courses, fairs, conferences and seminars. 
5. By networking (see section 3.5) 

 
In principle, you should try all of them and not limit yourself to one of these. 
 
Some useful sources: 

 
News & information source for living in the Netherlands 

www.expatica.com  
www.goinglobal.com/countries/netherlands/netherlands_work.asp 
 
Papers & magazines 
The best newspapers for English-Language ads are: 

• De Telegraaf, Saturday edition, for commercial and administrative/ clerical jobs 
• Het Financiële Dagblad, Thursday edition, for financial and bank positions 
• Algemeen Dagblad, Saturday edition, for administrative/ clerical and technical 

positions 
• Volkskrant, Saturday edition, for positions in the non-profit and health sectors 
• Your regional daily newspaper, Saturday edition, for administrative/ clerical and 

secretarial positions 
• The weekly magazine Intermediair for positions for those with a higher education. 

www.nrc.nl 
www.volkskrant.nl 
www.intermediair.nl 
www.carp.nl 
 
Public Employment Service, UWV Werkbedrijf  
www.werk.nl/portal/page/portal/werk_nl/werknemer/working_in_the_netherlands_wn/ine
nglish 
 
Recruitment bureaus for non-Dutch speakers 
www.undutchables.nl 
www.career-abroad.com 
www.kellyservices.com 
www.dutchisnotrequired.nl 
www.bluelynx.nl 
www.manpower.com 
www.elanit.nl 
www.sykes.com 
www.uniquemls.com 
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Job websites: 
 
Finding a job in the Netherlands 
www.carp.nl 
www.crosspoints.nl 
www.dacumac.com 
www.englishlanguagejobs.com 
www.eures-jobs.com   
www.expatica.com 
www.intermediar.nl   
www.jobnews.nl 
www.jobpilot.nl 
www.jobtrack.nl 
www.nationalevacaturebank.nl 
www.monsterboard.nl 
www.stepstone.nl  
www.vacaturebank.nl 
www.jobbingmall.nl 
 

International jobs 
www.career.yahoo.com 
www.overseasjobs.com 
www.emdsnet.com 
www.erc.org 
www.escapeartist.com 
www.futurestep.com 
www.monster.com 
www.newscientistjobs.com 
www.stepstone.com 
www.wetfeet.com 
www.careerpath.com 
www.thepavement.com 
www.cooljobs.com 
www.careermag.com 
www.americasjobbank.com 
www.4work.com 

 
For free-lancers 
www.guru.com 
www.monster.com 
www.mbafreeagents.com 
www.aquent.com 
www.nolo.com 
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2.5 Networking 
 

What is Networking?  
Networking is the process of making contact and exchanging information with other people. It 
involves building relationships and creating a personal set of contacts that may be able to 
help you in some way and that you may be able to help in some way. 
 
Developing a network is a lifelong process, and there is no time like your time at the 
university to learn how to do it and put it into practice. 

Networking IS NOT :  

• "schmoozing"  
• just being friendly  
• nepotism  
• just a shorter way of saying "It's not what you know, it's who you know."  
• a personal sales pitch 

Networking IS:  

• Building relationships  

Networking is attentively and consciously meeting people, being interested in them, 
remembering who they are and what they do, and exchanging information with them over 
time. 
 

Why Network? 
Networking can be used in many ways in your job search and throughout your career to:  

• Conduct field research - Learn about a specific field that you are interested in.  
• Explore careers - Learn about what types of work exist in different fields.  
• Obtain information about organizations - Learn about an organization for which you 

might want to work.  
• Obtain career advice - Ask people in the world of work about how you might prepare 

yourself for a certain field or position.  
• Seek job-search advice - Ask for suggestions of people you might contact for 

information about job or internship possibilities.  
• Create your own job or internship - Identify an activity or a type of work that you 

would like to do, and find someone who is willing to let you do it.  

"Sanity-check" your approach - Test your hypotheses about your "hire-ability" in a field or 
organization by asking the opinion of someone currently working within it. 
 



Student Career Service Humanities 
  

11 

People You Can Network With:  

Everybody. There are no limits.  

To better define "everybody," here are some specific ideas: 
- professors 
- guest speakers in your classes  
- people in line at the coffee shop  
- your parents, their friends & neighbors  
- high school teachers  
- house tutors  
- lab supervisors  
- alumni  
- staff members of community organizations 
- anyone that works in the community  
- people next to you on subways, planes, buses  
- your friends  
- your friends' families  
- your friends' neighbors  
- your dentist, doctor, postman, barber  
- elected officials  
- local business people  
- members of professional organizations 
 
Network wherever you go! You should be getting the idea that your network is without 
boundaries. 
 

Networking Etiquette And Guidelines: 
No matter who you contact, etiquette is important in building and maintaining 
relationships.  

• Be well prepared. Be able to articulate as much as you know about what you are 
looking for in your career, job search, etc.  

• Always be professional, courteous, and considerate.  
• Be interested in the people you meet. Most people enjoy the chance to tell you about 

their own careers and activities.  
• Be genuine. Possess a sincere desire to learn. Be honest in asking for advice. If you 

are only interested in asking for a job, it will show, no matter how you disguise it.  
• Be gracious. Write a thank you letter when people take time to meet with you.  
• Stay in touch. Update people in your network when you make significant progress 

in your research or job search.  
• Give back. Know enough about the people you meet to keep their needs in mind as 

you continue to network. You may be able to pass on ideas, articles, and contacts 
that will interest them.  

Use good judgment about the amount of time you request when you contact people. Do 
not overstay your welcome, and do not "return to the well" too many times. 
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Networking To Find A Job: 
Have faith that effective networking will result in helpful information about job 
possibilities. You also dramatically increase your probability of getting an interview if you 
have arrived at a job prospect through your own networking efforts than through other 
means. The personal contact involved in networking enhances your status as a candidate as 
compared with more anonymous application methods such as job boards, company web 
sites, and print ads. 
 
Networking will often result in a job prospect that did not exist before you networked. 
Positions are sometimes created to accommodate a terrific person who contacts an 
organization proactively.  
 
The reasons for this have to do with the nature of the job market and the way organizations 
work. The only jobs that are posted on job boards are those that have been identified as a 
need, approved by the organization's bureaucracy, and posted. This is an arduous process 
in many organizations. Jobs may be at various stages of the HR process, from being written 
as a formal listing through approval of the personnel requisition. Often, managers do not 
bother to seek approval for a personnel requisition ("req") until they have found a qualified 
candidate; this makes life easier for them. You may never even see those job descriptions! 
 

How Do You Ask A Stranger For A Job? 

You don't. You will have better success, and your meetings with contacts will be more 
meaningful and pleasant, if you are seeking advice, doing research on the field, or trying to 
learn about someone's work, than if you present yourself as looking for a job, looking for 
leads on jobs, asking if there are any jobs available at someone's firm, or asking if they know 
of any openings anywhere. 
 
When you ask a contact for specific job leads, that person maybe reluctant to refer you if he 
does not know you and can't vouch for you. 
 
On the other hand, when you ask for advice or help with some career research, very few 
people will say no. Very few!! 
 

 
Exercise: Networking Contacts   

 
Start your global contact list. Make a list of 20+ people you know. Consider the names you 
have just written. Do you have other information on them? What would the purpose be of 
contacting them? And do these contacts have: 

a. Hiring authority (could hire you for the work you want)?  
b. Job leads (have knowledge of the industry in which you want to work)?  
c. Ability to refer you to others (may not know field but have many contacts in 

general)?  
 
Your b's and c's will refer you to the a's. Put an * beside the names of those who work or 
live in, or otherwise have knowledge of, the geographical area in which you prefer to work. 
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Your approach is very important. If the people you are contacting do not have hiring 
authority, don't scare them off by asking them for a job. They still have valuable advice and 
information to share, including names of other contacts in the industry that may have such 
authority. 
 
First, begin with a few of the names on your list, people you know well. 
Ask those willing to help you to critique your approach. Networking is not just handing out 
your business card and requesting assistance. Networking should be reciprocal. It includes 
learning about others and how you can be of service to them. Networking is being friendly 
in a genuine way. Listening is the key to effective networking. If you spend most of your 
time asking questions about your contacts and building good rapport, they will eventually 
turn the conversation around to you. Then you can let people know what you need, and 
perhaps even what particular goal you want to accomplish. Explain what it means to you. 
Pose open-ended questions. "Who do you know who...?" is better than "Do you know 
anyone who...?" which can be answered with yes or no.  
 
Second, compile a list of people you know who are employed in the field you are interested 
in. Contact each person (perhaps some were on your original list) and suggest that you 
meet. Up front, let them know that you are not looking for a job with them or from them. 
You are seeking their expert advice. When you meet, again, don’t ask for a job. Instead ask 
for recommendations on what they would do if they were you, where they see opportunities 
in the field, who could advise you about potential areas, and with whom you could speak 
about what might be coming up in the future. Try to get an introduction to the next person 
you could talk with. You could get 2-3 referrals from a contact you know quite well and has 
no hesitation in referring you. From others, listen carefully while they speak. If they talk 
about a company or organization that seems promising, ask if they have suggestions as to 
whom you could speak with. Then phone your new leads. Tell them where you got their 
names (only when you have permission from your contact to do so). Ask for 15 minutes of 
their time.  
 
Your agenda is to learn about the other person. By finding out about your contact’s 
interests you can be of service to them. If you see an article or hear about something that 
might interest them, you can pass it along, and in the process renew your association. If you 
give leads, you will get leads, even though they may not come from the same people you 
have given them to.  
 
If you manage your network well, you will know who can benefit from your business and 
personal contacts. Hopefully you will be remembered when something comes up in your 
line of work.  
 
The detailed information you receive on organizations, work, and candidates’ 
qualifications, will place you in an excellent position to speak with hiring managers. You 
will have a competitive advantage when you present the contribution you can make. With a 
good "fit" and your enthusiasm for the work, managers will be more interested in speaking 
with you. 
 



Student Career Service Humanities 
  

14 

Third, talk to the heads of departments or organizations where you want to work. 
Begin with organizations low on your priority list to gain experience. It can be quite 
difficult to get to the person who hires because of the people who screen calls (e.g., 
secretary, receptionist, assistant). It is important to work with them. Fully identify yourself 
immediately, as gatekeepers are generally skeptical of people appearing to hide something. 
If you are asked, let them know why the manager would benefit from speaking with you. Be 
sincere, confident and assertive. Treat everyone with respect. Build rapport. Ask for the 
name of the person screening so that you can use it on subsequent calls. Ask questions. 
Show that you want to learn about their needs.  
The more information you have, the better off you will be when you speak with the 
manager. You may also want to try phoning early in the morning, over the lunch hour or 
later in the day, when the manager may be answering his/her own phone. 
 
When you try to reach a hiring manager and are transferred to someone else within the 
organization, use the opportunity to develop another contact. Here are some ideas if you do 
not know what to say. 
 
Possible Opening Phrases: 

"I was given your name by..."  
"I am considering a career in..."  
"I understand that your organization is a leader in..."  
"I heard that you have been working in the area of..."  
 
Possible Requests You Can Make: 

Stress that you are seeking internship information and not a job from that person  
Ask to meet to discuss job search techniques and the appropriateness of your CV  
State that you realize the person is busy and would only take 15-20 minutes at a time 
convenient to them  
When you do meet with a manager, define in depth what contributions you can make. It 
will help if you think in terms of what the organization is looking for.  
Create a good first impression with appropriate dress and grooming, excellent interpersonal 
and communication skills, and sincere enthusiasm. 
 
Getting Ready 

It is never too early to begin making contacts. For co-op, internship, contract or on-going 
(permanent) positions, monitor the job market year-round so that your research is up-to-
date. Have activities with a practical application to the job market to talk about. For people 
whose knowledge may become outdated quickly, be able to show how you are staying 
current in your field. 
 
Develop a plan to find a job 
Your work search will be more effective if you map out your strategy in advance. 
Set daily and weekly objectives so that you have a concrete way to evaluate your progress. 
Determine the amount of time you will allocate to:  

- Identify target organizations   - Make contact 
- Research      - Follow up 
Record all of your appointments, activities and results. 
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Phoning for information 

Opening:  
Start with a greeting, check to make sure that you are calling at a good time and introduce 
yourself: ‘Good...., my name is.... I hope I’m not disturbing you? (Do you have a moment? I 
have a question about...?). 

I am a ...... and I’m looking into different possibilities on the job market.’ 
 
Mention the person who referred you or some other reference point (company information 
– from...): ‘I read about your company/organization on the Internet and I am interested 
in...’. 
 
Show enthusiasm, explain the purpose of the call and ask if the person has time to help you: 
‘I’d like to talk to you briefly about…’ or ‘Is there someone in the organisation who 
handles…?’ or ‘I wonder/would really appreciate it if you could make time for a short 
informative/orientation interview...’ 
 
(When you are speaking to the right person): If they agree, then ask when and where you 
can meet and how much time they have available. Explain what kind of information you 
already have about the company and ask if there is any other information that you can get. 
Do not hesitate to point out that you want to familiarize with the situation as much as 
possible. 
 
(The person hasn’t got the time for you now to speak to you) If they cannot meet with you: 
be understanding of the fact that it is inconvenient (usually because they are busy) and ask 
if they can give you the name of someone else either within the organisation or outside of it 
who might be able to help you. 
 
Ending: 
Thank them and, if you’ve made an appointment, repeat the date and time: ‘Thank you for 
your time, I’ll see you on...’ (You can also ask the person if they are interested in receiving a 
copy of your CV.) 
Send your CV with a short, friendly letter confirming the appointment. 
 
In the event of refusal: 
‘Is there someone else within your organization who might be able to talk to me?’ 
‘Do you know anyone else in your industry/sector who might be interested in making time 
for an orientation interview?’ 
‘May I take the liberty of sending my CV?’ 
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Networking contacts 
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3. Decision Making 
 

This is an essential part of career planning as it provides you with the means of recording 
and assessing your own career development. Regularly setting and reviewing short, medium 
and long-term goals enables you to be in a stronger position to develop your career on your 
terms – nobody else’s.  
 

3.1  Steps to Action Planning  

 
The eight steps to action planning outlined below, are designed to help you develop this 
kind of approach and put it to work.  
 
Step 1 – Identify your overall goal  
Try to pinpoint the target you’re aiming at and understanding what drives you. It’s not vital 
to focus on a precise job – the main thing is to understand the kind of success you want and 
identify the direction you need to take.  
 
 Step 2 – Set SMART objectives  
Map out ways of targeting your actions to achieve the key objectives that will help you reach 
your goal.  
Avoid being vague by making your objectives SMART – Specific, Measurable, offering 
Advantages, Realistic and with a Timescale.  
 
Step 3 – Take bite-sized chunks  
Your objectives may seem daunting at first. Make it easier by breaking them down into 
manageable chunks.  
For example if you are interested in researching opportunities in personnel or marketing 
you might aim to:  
• Arrange an interview with a Careers Adviser to discuss your career ideas  
• Read relevant occupational information  
• Arrange a meeting with someone who is working in a field that interests you 
 
Step 4 – Understand the challenges ahead  
The first positive step is to understand what stops you achieving your goals. For example 
you may just lack the vital degree of self-promotion or self-confidence to apply for a 
summer programme with Shell.  
 
Step 5 – Find help  
Pinpoint key people and identify how they can help you achieve your goals. For example 
friends, family, lecturers, careers advisers may be able to give you the encouragement, 
contacts and advice you need.  
 
Step 6 – Map out opportunities and resources  
Think creatively about all opportunities and resources available to you at university, 
socially, at work or within the community. You could take on an extra curricular activity.  
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Step 7 – Create realistic timescales  
Assign a completion date to every objective and task. Start by setting easily achievable 
targets then try to stretch yourself. You may want to set daily, weekly, monthly or yearly 
targets.  
 
Step 8 – Review your progress  
Against your identified targets, measure your progress, review your learning from 
experiences, good and bad. Learning is a continuous process.  
 
 
3.2 Your Personal Profile and Action Plan  
 
By now you have undertaken a variety of different activities to help you gather information 
about yourself, i.e. your skills, interests, motivations and personal preferences.  
 
What you do next, depends on what stage you are at in your own career planning.  
You may have a few ideas about the kind of work you want to do, and want to explore in 
more depth areas of work you may be interested in and suited to. You may be making job 
applications, and able to apply what you have learnt to your applications and interviews. 
Perhaps you are somewhere in between; you have some ideas but need to investigate what 
different jobs involve in more depth. It is important that whatever stage you are at, you use 
the knowledge and skills gained from the workbook to help you in developing your own 
career.  
 
Action planning is a key career management skill. Working out where you want to be and 
the steps you need to take to get there, can be applied to short, medium and long term 
goals.  
 
Think about what you would like to achieve now or in the future, use the Personal Profile 
and Action Plan on the following pages to record the action you need to take.  
 
  
Personal Profile & Action Plan  

 
Part 1  

What have you learned about yourself? (from using this workbook)  
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Part 2  

Which skills (personal transferable skills) can you demonstrate with strong evidence?  
 
 
 
 
 
 
 

 

 
 Part 3  

 What are your main career expectations?  
 
 
 
 
 
 
  

 

  
Part 4  

What are the Career options you are considering?  
 
 
 
 
 
 
 

  

 
Part 5  

What is your SMART career goal?  
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Part 6 

What action will you take now? (in order to achieve your SMART goal)           By when? 
 
- 
 
- 
 
- 
 
- 
 
- 
 
 
 
 
 
 
 
 
 

 

 
  
 



Student Career Service Humanities 
  

21 

 

 

Faculty of Humanities Careers Service 

The Faculty of Humanities Careers Service provides Humanities students and alumni with 
professional advice and guidance in finding (international) work placements and jobs, 
courses in career planning and job applications, and booklets on job-hunting, job 
applications and cv’s. 

Looking for a work placement or a permanent job? 

Work placement providers and employers contact the Faculty of Humanities Careers 
Service on a regular basis to offer their jobs and work placements. If you would like to be 
kept informed of all current job advertisements, you are invited to subscribe to the 
LinkedIn group of the Careers Service: “vacatures ontvangen via Loopbaan Service 
Geesteswetenschappen” 

Individual advice 
For individual advice, you can make an appointment with the Careers Service work 
placement coordinator or the career advisor. They will assist you in exploring your 
individual interests and abilities, and guide you towards the most appropriate work 
placement or job. You will receive advice on how to get on the job application and job 
interview track, and they can help you get in touch with alumni who are experienced in the 
relevant job market.  

You are also encouraged to visit the information meetings on work placements and jobs, 
organized by the several Faculty of Humanities departments. These meetings are free of 
charge. For information: www.hum.leiden.edu/careerservice 

Email-service 
Need a professional check on your cv or covering letter? Please send your document(s) and 
/ or questions to loopbaanservice@hum.leidenuniv.nl (subject: ‘cv letter check’).   
Notice: please do not use email for making appointments! 
 
 
Website 
Please visit our website for tips and information on work placements, personal 
development, job market research, vacancies, a job-search toolkit (how to write a cv, 
covering letter etc.) and job hunting 
www.hum.leiden.edu/careerservice   
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Job application readers 
On our website you can download 3 readers in the student computerrooms. Outside this 
rooms you can ask our secretariat loopbaanservice@hum.leidenuniv.nl for the passwords 

 

 Self assessment 
 

 Job Market Orientation & Decision Making 
 

 Job Seeking strategies 
 

  

Faculty of Humanities network 

The Careers Service can also help you to get in touch with Faculty of Humanities alumni 
and students. The Careers Service has extensive databases containing contact addresses of 
alumni and students from your department. After consulting the work placement 
coordinator or the career advisor, you may be connected with professionals or trainees, who 
can share valuable information about their occupations and offer practical advice on the 
jobs or sectors you are interested in. 

During terms Mr. Tony Foster MA, a native speaker of English, offers a resume revision 
service. Location: building 1168, room 105 b. Make an appointment by  
e-mail:a.a.foster@hum.leidenuniv.nl  

Faculty of Humanities Careers Service (contact) 

Address: P.N. van Eyckhof 4 (building 1168) 
Telephone: 071-527 2235 
Web: www.hum.leiden.edu/careerservice 
E-mail: loopbaanservice@hum.leidenuniv.nl 
Opening hours: Monday-Thursday 9 am to 4.30 pm. 

Career Adviser  Mrs L. Nordlohne, MSc 
Work placement Advisor Mrs B. Sumer, MA 
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