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Job Search Method 

 

Listed below are proactive job search methods and employment search engines you can 

use to help increase your chances in job placement. 

 

Step 1: Find out who the Hiring Manager or Supervisor is for the position listed.  Get the 

following information: Name, title, direct number, fax number, and email address 

Step 2:  Apply for the position as instructed in the ad, however; use the hiring 

managers/supervisors name in the top corner of your application. If applying by email, send 

a copy of your resume to the attention of the hiring manager/supervisor.  (This step is 

designed to give priority status to your application packet and will help you in Step 3). 

Step 3:  Contact the hiring manager/supervisor directly.   Use the statement provided below. 

This will break the ice and get the hiring manager/supervisor to help you and while doing so 

you can mention the position and request an interview. 

 

Good Morning/Afternoon Mr. / Ms. Hiring Manager/Supervisor, 

 

I need your help!  My Job Specialist, Mr. Patrick F. Danley, informed me that you have 

valued information about the position listed with your company.  I’ve been job searching for 

some time now and I’ve even applied for a position with your company.  I feel my interview 

skills are excellent, but I’m not sure if my resume is professional or properly lists my work 

experience and credentials to a company.  May I please fax or email you my resume and 

get your professional opinion?  I may be eligible for a wage reimbursement program funded 

by various workforce development and community agencies once employed and work 

related tool, clothes, and other supplies provided to me in order to assist my employment 

efforts.  Thank you.  

 

Or try the verbiage listed below: 
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Good Morning/Afternoon Mr. / Ms. Hiring Manager/Supervisor, 

 

I’m applying for the position you have posted in the KC Star/or careerbuilders.com/etc.  I 

posses the skills and qualifications you are looking for such as: 

__________________________.    I have attached a copy of my resume that goes further 

in-depth of my skills and abilities.    

 

(Optional verbiage)  I may be eligible for a wage reimbursement program funded by 

various workforce development and community agencies to subsidize my wages and 

provide work related tool, clothes, and supplies to assist me once I become employed.  

Thank you, I know this would really help my career efforts!    

 

 

 

Career Search Engines: 

KANSASCITY.COM 

CAREERBUILDERS.COM 

WWW.INDEED.COM 

KCHASJOBS.COM 

KCPHILNET.ORG 

GREATHIRES.ORG (BOTH JOBS AND EDUCATIONAL INFO) 

 

 

 

 

 

 

 

 

 


