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Employ Northern Indiana and WorkOne Northern Indiana provide   
professional job seeker services at no cost. Some of the services we 
offer     include online and in-person workshops, resume development, 
job search assistance, training and job matching using Indiana Career 
Connect. 
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7 Things Every First-Time Job Seeker Should Know 
1. Social media matters. 
Before you even send off your first application, it’s imperative to clean up your social media profiles. It’s estimated that 
93% of recruiters will search for you on social media to evaluate you as a candidate. 
 
Look at your profiles and review them from an HR perspective. Are there any photos, posts, or likes you might feel 
embarrassed by a potential employer seeing? Use privacy settings to make your profiles private, and delete anything 
questionable. Ensure you have some professional accounts as well. LinkedIn and Twitter are great platforms to use 
professionally—you can connect with others and show off your industry expertise. 
 
2. Networking is key. 
Networking isn’t usually a crowd favorite, but who you know matters. Some studies have found that 85% of jobs are 
filled by networking. 
 
If you’re just out of college or high school, your connections from school are fresh. Start with professors, mentors, and 
school staff to see if they can guide you to a company or job. Ask for recommendations from these people as well. And if 
any of them have a direct contact or connection to a job or company, ask for a referral. This will set you well ahead of 
those who apply without a personal contact or referral. 
 
3. Research the company. 
Most first-time job seekers know to craft their cover letter, make a killer resume, and brush up on their answers to 
interview questions, but not all know to thoroughly research the company they’re applying with. Yes, employers are 
looking for someone who has the skills to do the job, but they’re also looking for candidates who are knowledgable and 
excited about the company itself. 
 
Use your cover letter to express this knowledge, and the interview stage is the place where you can really shine with 
your company enthusiasm. 
 
4. Resume keywords can save you. 
As a first-time job seekers, you’ll want to understand Applicant Tracking Systems (ATS). In short, they are automated 
systems that screen submitted applications and resumes for keywords that match the company’s job description. These 
systems serve as time-savers for companies that receive large amounts of resumes, or that want to quickly weed out 
unqualified applicants. Anytime you submit a resume online through a company’s website, you’re likely encountering an 
ATS. 
 
Pour over the job description and ensure you use the same keywords and terminology that the company uses in your 
resume and cover letter. You may be a great candidate, but your information could be tossed out simply for not having 
the right keywords. 
 
5. Look for related experience. 
So many new grads struggle with how to relate viable experience on their resume when they don’t have any. The truth 
is, you likely do have experience. Think beyond traditional job experience—did you participate in any internships or 
perform any volunteer work during your schooling? Did you use your skills to help a friend with anything that can serve 
as a work sample (perhaps some website design, writing, data entry, etc.)? Add them to your resume. 
 
6. Practice your interviewing skills. 
Since this is likely your first professional interview, you’re probably going to be need some preparation. Nerves and a 
lack of confidence can be common for first-time job seekers. You may feel you won’t have much to talk about when it 
comes to your skills or experience. The best way to break through these jitters is to practice. Get comfortable with 
hearing yourself speak out loud. Write out your answers to common interview questions and then say them out loud, 
whether to yourself or to a friend. When it comes time for the real thing, your practice can help you feel confident and 
know just what to say. 
 



7. Freelance or remote work are viable options. 
Your first job doesn’t have to be a 9-to-5 office job. Today’s workforce is ripe with flexible work options. Consider a part-
time job, two part-time jobs, freelance gigs, or a remote job. Expanding your search beyond a traditional full-time job 
will open you up to many more opportunities you wouldn’t find otherwise. FlexJobs is full of flexible work for entry-level 
candidates in over 50 different career categories. Your perfect job could be right around the corner—happy searching! 
**See WorkOne Offices for Job Search assistance, Resume help, Training, Workshops, and Veteran assistance.   
                                      
 

JOB LISTINGS 
 

State Job Bank-State Jobs Website: https://workforindiana.in.gov/ 
Veterans: Vet Central – JOBS at http://vetjobcentral.com 
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Indeed.com 
Road Service Technician 

System Clean Inc. 

South Bend, IN $22 an hour 

Construction Superintendent 

Engtal 

South Bend, IN $120,000 - $145,000 a year 

X-Ray Technician 

Zenex Partners, Inc 

South Bend, IN $58 - $60 an hour 

Commercial Refrigeration Technician 

American Recruiters 

South Bend, IN $25 - $30 an hour 

Maintenance Technician  

LAKE CABLE, LLC 

Elkhart, IN 46516 $27 - $31 an hour 

Horticulturist 

Wellfield Botanic Gardens 

Elkhart, IN 46514 $43,000 - $45,000 a year 

Maintenance Technician 

MORryde 

Elkhart, IN 46516 $32 an hour 

Daily Note Reviewer  

Forte Residential, Inc. and Forte Home Health... 

Warsaw, IN 46580 $35,000 a year 

Foundry Operator 

Confidential 

Warsaw, IN $18 an hour 

QMA/EMT Mid shift 

Quality Correctional Care 

Warsaw, IN 46580 

RV Service Technician 

Wiers 

Plymouth, IN $28 - $33 an hour 

Residential QDP 

Cardinal Services of Indiana 

Plymouth, IN 46563 $22.47 an hour 

Pathfinder Services 

Plymouth, IN 46563 $19.50 an hour 

Nurse Aide in Training 

Hickory Creek 

Rochester, IN 46975 

Rehab Unit Secretary 

Woodlawn Hospital 

Rochester, IN 46975 

Deputy Auditor 

Fulton County Government 

Rochester, IN 46975 $19.81 an hour 

2nd & 3rd Plastic Injection Mold Set-up and Techs 
Goshen, IN $22-$26 Direct Hire! Sign On Bonus! 
Specialized Staffing Solutions 4.6 
Goshen, IN Up to $26 an hour 
 
Production Operator 1 
Johns Manville 
Bremen, IN 46506 from $22.51 an hour 
 
Employment and Training Advisor 
JobWorks, Inc. 4.8 
Rochester, IN $20 an hour 
 
Inside Sales Representative 



Ramco Supply 4.9 
Rochester, IN 46975 $22 - $25 an hour 
 
Electrical Maintenance 
LaSalle Bristol 3.0 
Plymouth, IN 46563 from $30 an hour 
 
Shipping and Receiving 
Topp Industries, Inc. 
Rochester, IN 46975 from $16 an hour 
 
Retail Merchandiser 
Kalamazoo Garden Solutions 
Rochester, IN $14.00 - $14.50 an hour 
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