
 

 

 
7 Time Management Tips for Job Seekers 

 

When you are not employed, it’s very easy to think you have lots of time on your hands. 
That’s true, but to be successful with your job search, you must be even more diligent 
about managing your time. As you set out on your search, apply these seven tips to 

how you spend your time so you can plan ahead and recharge your search every day. 
 

Tip #1 - Set Daily, Weekly, & Monthly Goals.  
➢ Daily Goal: Find one job that interests you.  
➢ Weekly Goal: Apply for one new job.  
➢ Monthly Goal: Get one new interview. Goals should be measurable and realistic. 

 

Tip #2 - Treat Your Search like a Job.  
➢ Think of your job search as a full-time job and put in the time and mindset 

necessary for success. 
 

Tip #3 - Research Companies before You Apply.  
➢ Look into companies you’re interested in by thoroughly reviewing their website. 

Then apply for positions that best match your background, skills and personal 
qualities.  

 

Tip #4 - Know When to Take Breaks.  
➢ You can be more productive and engaged when your mind is ready to work, and 

taking a break can be the boost you need to make more effective use of your 
time. 

 

Tip #5 - Stay Focused on Your Goal.  
➢ Be realistic so you don’t waste time pursuing a job you may end up not wanting 

or one that does not match your talents.  
 

Tip #6 - Be Personal and Digital.  
➢ Along with completing online applications, carve out time during the week to get 

some face time. Network with friends and colleagues! 
 

Tip #7 - Take Time for Emotions.  
➢ Looking for a new job can be an emotional experience, so manage your time well 

by taking time to enjoy small successes. Also plan a strategy for setbacks to 
keep yourself on track throughout the entire job search process. 

 
 
*Source: Time Management Tips for Job Seekers. Careerlink Marketing. (April 22, 2019 ) 
https://careerlink.com/careerhub/time-management-tips-job-seekers/ 

https://careerlink.com/careerhub/time-management-tips-job-seekers/

