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Module 03:  
Market yourself 
Beyond the Basics: 
• Networking 
• The Hidden Job Market 
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introduction 

hidden job market 

cold calling 

information interviews 

What is networking? 
• Sharing knowledge and contacts 
• Helping others 
• Building relationships before you 

need them 
• Getting the help you need when 

you need it 
• Getting more done with less 

effort   
  
Networking is the art of building and 
maintaining mutually beneficial 
relationships before you need them!  
 
Then when you need them, you 
know whom to call, and they will 
want to help you.  
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Many jobs are never 
advertised and the only 
way of finding out 
about these “hidden” 
opportunities is through 
connection with others  

 

Networking 
Networking is a technique that you can use in your 
job search.  
 
Use your networking skills to seek career advice, 
information and referrals rather than just asking for 
a job - the connections you make should be 
mutually beneficial for you and the person you’re 
connecting with. 
 
To be successful, be prepared  
to give as much as you take! 
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Think “outside the box”  
 
Don’t limit yourself to just friends, family and neighbours; be open to connecting 
with people from all “walks of life,” occupations and professions. They may have 
valuable contacts and information that you might not otherwise have access to.  
Start by networking informally with people you’re familiar with and once you feel 
comfortable move on to more formal events and settings. 
 
Also consider: current and former employers/co-workers, contacts  
from community/volunteer groups, former classmates and teachers 

  

Networking 
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Follow Up: 
After you meet with a 
contact, it is very 
important that you 
follow-up with the 
person, and as 
appropriate send a 
thank you note.  

 

Networking 
 
Tell your contact how 
much he or she helped 
you, and refer to the 
helpful information, or 
specific advice they 
provided you with. 
Everyone likes to feel 
appreciated and saying 
“Thank You” can go a 
long way.   

 
Keep in touch with your 
contacts on a regular 
basis so that they think 
of you when a job 
opportunity comes up.  
If you do get a job due 
to their connection, 
remember to say thank 
you again. 
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There are plenty of 
unadvertised or 
“hidden” jobs out there, 
but discovering them 
takes a little bit of luck 
and some work 

 

The Hidden Job Market 

 

Experts estimate that between 80% and 85% of all jobs 
openings are unlisted 
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The most often used job 
search strategies 
according to “What 
Color is your parachute? 
“ 2016 Edition 

 

The Hidden Job Market 
Using the Yellow Pages  Job Search Strategy Success Rate 
Using the Yellow Pages 65% 
Knocking on the door of any employer 47% 
Asking for job leads 33% 
Going to private employment agencies/search firms 5-28% 
Answering local newspaper ads 5-24% 
Posting or mailing out your resume to employers 7% 
Looking for employer job postings on the Internet 4% 
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The Hidden Job Market 
From within: promotion of a 

full-time employee, or 
promotion of a present part-

time employee, or hiring a 
former consultant, or hiring a 

former “temp” full-time 

Using a business colleague: 
hiring someone whose work a 
trusted colleague has seen 
(perhaps they worked for him 
or her) 

Using an agency they trust: 
this may be a recruiter or 
search firm the employer has 
hired, or a private employment 
agency 

How employers 
look for workers 

Using proof: hiring an 
unknown job-hunter who 

brings proof of what he or she 
can do, with regards to the 

skills and experience needed  

 
Using an ad they have 

placed: If the employers 
are desperate, they will 
use a resume, even if it 

was unsolicited   
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Researching Companies 
  
Choose your top three industries (company types) of interest. 
Search for companies in your first choice of industry by doing a 
google search under your company type and location or search 
through business directories (available online and at public 
libraries) . 
  
Ensure that you obtain the necessary information to contact the 
company. You may use a paper or electronic job search log to help 
you stay organized. 

 

The Hidden Job Market 

 



03 

Market yourself      

Contacting Employers Directly 
  
Once you’ve identified employers that interest you: 
• Contact them directly them to inquire about existing 

employment opportunities 
• Ask for the name of the person who is responsible for managing 

and/or hiring the position(s) you are interested in 
• Send a letter of introduction requesting an information interview 

 

The Hidden Job Market 
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Cold Calling is making direct contact with employers who you do 
not know or have met before. 
 
Cold calling can help you to conduct company research, set up 
information interviews, do networking and learn about job leads  
It can help to expand your list of contacts and increase the number 
of people who know you. 

 

Cold Calling 

 

 SEE ALSO 
REFERENCE 
 
• Cold Call Tips 
• Cold Calls Work 

(Bulletin)    
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Cold calling is one of the most effective ways of uncovering the 
Hidden Job Market (those jobs that are not advertised). 
 
It is a way to sell yourself, let potential employers know of your 
qualifications and credentials and allows you to contact several 
prospective employers within a short period of time. 
 
By calling employers first, you place yourself ahead of the 
competition for a position that may be available now or in the 
future before the company advertises for it. Cold calling may even 
result in having a position created for you! 

 

Cold Calling 
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How to prepare for and make a cold call: 
  
• Prepare a list of companies to contact  
• Prepare your script and objectives before calling 
• Have an outline of key points you want to discuss  
• Have a copy of your resume and any information about the 

company that you are contacting in front of you  
• Keep track of the employers you contact  
• Take notes during or after the conversation  
• Have a calendar to make appointments  

 

Cold Calling 
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5 Tips For Success 
 
1. Be direct, clear and focused, since the employer might be busy.  
2. Tell the potential employer about your qualifications first, this 

way you are giving them something that they can value. 
3. Tell the employer that you are seeking employment and how 

you can help their organization (what you can offer them). 
4. If you get turned down, do not take it as a personal rejection.  
5. Success is not just landing an interview for jobs that are 

available right now, but establishing contacts for future 
employment and networking! 

 

Cold Calling 
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The purpose of the information interview is to obtain information 
about career options or employment opportunities within a specific 
field or industry. 
 
Contacting employers for an information interview requires a 
different approach from contacting employers for a job:  
• It should be clear to the person that  you are seeking  

information to assist in your career planning and that  you value 
any information they may share with you.  

• At no stage during an information interview should  you ask the 
employer directly for a job! 

 

Information Interviews 
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Benefits of Conducting Information Interviews: 
 
• Help broaden your professional networks 
• Provide an opportunity to speak with experts in your field and to 

get ‘inside’ information on how to break into an industry, 
company or field 

• Allow you to gain a closer insight into current  
labour market trends in an industry 

• Alert you to potential gaps in your knowledge,  
skills, or experience 

 

Information Interviews 

 

 



03 

Market yourself      

5 Tips for Success: 
 
1. Be confident, interested and receptive to the information that is 

being shared with you.  
2. Show that you appreciate the time the interviewee has set aside 

for you. 
3. Ask permission to take notes during the interview. 
4. Make sure you don’t go over the agreed-upon  

time limit. 
5. Ask open-ended questions to elicit information. 

 

Information Interviews 

 

 
SEE ALSO 
REFERENCE 
 
• Information 

Interviews 
• Information 

Interview 
Questions  
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Resources: 
• Cold  Call Tips 
• Information Interviews 
• Information Interview Questions 
• Online Applications 
 
Worksheets:  
• None 
 
Please proceed to Module 04: Prepare for Interviews 

Additional resources and worksheets 
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