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Before you start
This is not career counseling, recruiting advice, coaching, or a guarantee of interviews, offers, or any employment outcome. It is an
organizational system for tracking your own job search. Salary and compensation fields, if you use them, are private notes only —
not market advice. Sample names and numbers in this guide are fictional.

No company names in this guide are endorsements. Examples use fictional roles and people. You are responsible for how you
apply any process here.

AI disclosure (for later KDP / store use): This edition was drafted with AI and edited by us. Interior diagrams are
original code-drawn graphics. On any future KDP upload, tick AI-generated text (and cover/interior art if
applicable), per KDP rules.

Companion free tracker (when hosted): https://novablueprint.pages.dev/products/job-search-tracker.html?utm_s
ource=eguide&utm_medium=pdf&utm_campaign=job_search_system&utm_content=companion_cta

https://novablueprint.pages.dev/products/job-search-tracker.html?utm_source=eguide&utm_medium=pdf&utm_campaign=job_search_system&utm_content=companion_cta
https://novablueprint.pages.dev/products/job-search-tracker.html?utm_source=eguide&utm_medium=pdf&utm_campaign=job_search_system&utm_content=companion_cta
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1. Treat your search like a project
A job search spreads across weeks. Without a system, applications pile up in inboxes, follow-ups
get forgotten, and energy goes to the loudest tab instead of the highest-priority role. Treating
the search like a small project gives you three things: a definition of done for each week, a
visible pipeline, and a habit of reviewing what worked.

This guide does not tell you which career to choose, which city to move to, or what salary to
accept. It helps you organize the work you already decided to do — so you can see status, next
actions, and gaps.

The project mindset
• Scope. Decide which roles and markets are in scope this month. Park everything else on a
someday list.
• Capacity. Block a realistic number of hours per week (for example 6–10). Protect that time
like a meeting.
• Artifacts. Keep one tracker for applications, one place for contacts, and one weekly review
note. Avoid parallel spreadsheets.
• Cadence. Plan on Monday, follow up mid-week, clean the pipeline on Friday, review on the
weekend.

Reminder: Volume of applications is not a success metric by itself. Quality of fit, response rate, and
interview conversion tell you more — and none of them guarantee an offer.

What “done” looks like for a week
Pick 3–5 concrete outputs for the week. Examples: update five aging applications, send three
thoughtful follow-ups, prepare stories for one upcoming interview, research two target teams,
close three dead roles. Write them down before you open job boards.

If you finish the week’s outputs, stop. Rest is part of a sustainable search. If something urgent
appears (an interview invite), reschedule lower-priority tasks — do not silently expand scope
every day.
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2. Set clear targets
Targets turn a vague “I need a job” into a filter you can apply every day. Write them once,
revisit monthly, and use them to say no quickly.

Four target layers
1. Role families. Name 1–3 role titles or families you will pursue (for example: product
operations, customer success, data analysis). Keep the list short so your materials stay
coherent.

2. Constraints. Location or remote preference, work authorization, schedule needs, must-have
tools or domains. Constraints are filters, not judgments.

3. Stretch vs baseline. Mark some companies or teams as stretch. Keep a baseline set where
you already match most requirements. Balance both so rejection on stretch roles does not stall
the whole week.

4. Weekly activity targets. Example: 5 tailored applications, 8 follow-ups, 2 networking
messages, 1 skills practice block. Adjust after two weeks of data — not after one quiet day.

Do not set targets you cannot measure. “Network more” is vague. “Send 3 personalized notes to
people already in my contact list” is measurable.

Anti-targets (optional)
Write what you will skip this cycle: industries you are leaving, role types that drain you, or
commute patterns you will not accept. Anti-targets save hours of half-hearted applications.
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3. Build a pipeline
A pipeline is a set of stages every opportunity moves through. Stages create shared language
with yourself: you always know the next action for each row.

Sourced Applied Screen Interview Offer Closed

Suggested stages — rename them if your process differs.

Sourced — You found the role; not yet applied.
Applied — Application or referral submitted.
Screen — Recruiter or hiring-manager screen scheduled or done.
Interview — One or more interview rounds in progress.
Offer — Written or verbal offer under consideration.
Closed — Withdrawn, rejected, accepted elsewhere, or expired.

Rules that keep pipelines honest
• Every active row has a next action and a due date.
• Move to Closed when there is no reply after your follow-up window (often 10–14 days past
last touch). Reopen later if they return.
• Cap active Sourced items. A backlog of 40 “interesting” roles is a wish list, not a pipeline.
• Never invent a stage called “Sure thing.” Optimism is fine; fake certainty is not.
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4. Track applications
Your applications log is the source of truth. Capture enough to follow up and learn — not so
much that logging becomes the job.

Minimum fields
Company / team Who posted the role

Role title As listed

Source Board, referral, company site, community

Date applied ISO date YYYY-MM-DD

Stage Pipeline stage

Next action One verb + object

Due When you will do the next action

Link / ref ID URL or confirmation number

Notes Short — requirements quirks, names

Optional private notes
Compensation expectations, location preferences, or personal rankings are optional private
fields. If you log numbers, treat them as your notes only. This guide does not provide salary
benchmarks or negotiation scripts that promise a result.

Compliance: This is not career counseling. Tracking an application does not improve your odds by
itself — it only makes your next action visible.
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5. Track contacts
People you meet during a search deserve a simple CRM: who they are, how you know them, and
when you last wrote. This is relationship hygiene, not a persuasion playbook.

Contact fields that matter
• Name and preferred channel
• Context (how you met / mutual connection)
• Company / role (if relevant)
• Last touch date and summary
• Next touch idea (optional)

Healthy norms
Ask for advice or clarity, not for a job in the first note. Keep messages short. Record a thank-you
after conversations. Never paste the same blast to twenty people and call it networking.

If someone declines or goes quiet, close the loop politely once, then leave the door open.
Persistence without consent becomes spam.
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6. Follow up without guessing
Follow-ups are calendar work. Decide your default windows in advance so you do not rewrite
policy every evening.

Suggested windows (adapt to the employer’s stated timeline)
• After applying with no auto-reject: check once around day 7–10 if the posting is still live.
• After a screen with “we’ll be in touch”: one polite note at the date they named, or around day
5–7 if no date was given.
• After a full interview loop: thank-you within 24 hours; status check only after their stated
decision window.

Stop after two unanswered follow-ups unless they reopen. Move the row to Closed with reason
“no response.” Your energy belongs on live threads.

What a good follow-up contains
1. Clear subject with role title
2. One sentence of context (when you spoke / applied)
3. One specific ask (status, next step, or materials)
4. Easy out for them (happy to share more if useful)

Neutral tone beats pressure. Never imply they promised you a decision they did not promise. Never
threaten to withdraw as a negotiation tactic in a cold follow-up.
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7. Prepare for interviews
Interview prep is project work: gather artifacts, rehearse stories, note questions. This chapter is
a checklist, not coaching on what to say to “win” a role.

Before the call
• Re-read the posting and your application materials.
• Skim the team’s public page or recent posts (facts only — no stalking).
• Prepare 4–6 short stories using situation → action → result.
• Write 5 questions you genuinely want answered about the work.
• Confirm time zone, tool link, and backup phone number.

After the call
Log who you met, topics covered, and any homework. Send a brief thank-you if appropriate.
Update stage and next action the same day — memory fades fast.

If you feel an interview went poorly, still log it. Patterns across interviews teach more than any
single gut feeling.
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8. Compare offers with your own weights
When you have more than one option — or one option versus staying put — use a personal
scorecard. You choose the criteria and the weights. This guide does not tell you which offer to
take or what pay is “fair.”

Example criteria (replace with yours)
• Role fit and growth path
• Manager / team signals from interviews
• Compensation package (your private notes)
• Schedule and location
• Stability and runway (your research)
• Mission / product interest

Score each option 1–5 on each criterion, multiply by your weight, sum. Then read the number
as a conversation starter with yourself — not as a machine decision. Sleep on high-stakes
choices when you can.

No salary promises: Nothing in this guide forecasts compensation, raises, or equity outcomes.
Numbers you enter are yours alone.
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9. Keep a weekly review rhythm
A short weekly review turns the tracker from a graveyard into a cockpit. Thirty focused minutes
beat three anxious hours of scrolling.

Mon
Plan targets
& outreach

Wed
Mid-week
follow-ups

Fri
Pipeline
cleanup

Sun
Weekly
review

A simple weekly cadence.

Weekly review agenda
1. Counts. Applications sent, responses, interviews, offers, closures.
2. Aging. Anything past your follow-up window without a next action?
3. Learning. Which sources produced replies? Which materials felt weak?
4. Next week targets. Rewrite 3–5 outputs.
5. Energy check. Adjust capacity if you are depleted — sustainable pace matters.

Archive or delete noise. If a metric does not change a decision, stop collecting it.
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10. Use the companion tracker
This e-guide pairs with the free Job Search Tracker pack (Notion-ready board + spreadsheet
workbook for applications, contacts, interviews, and offer notes). When hosting is live,
download it here:

https://novablueprint.pages.dev/products/job-search-tracker.html?utm_source=eguide&utm_m
edium=pdf&utm_campaign=job_search_system&utm_content=companion_cta

Use the guide for the method; use the tracker for the data. Neither tool is career counseling.
Neither promises interviews or offers.

Companion download
This free e-guide pairs with the free Job Search Tracker. When hosting is live, use the link above
to download the tracker ZIP. There is no email signup inside this guide.

This is not career counseling, recruiting advice, coaching, or a guarantee of interviews, offers, or any employment outcome. It is an
organizational system for tracking your own job search. Salary and compensation fields, if you use them, are private notes only —
not market advice. Sample names and numbers in this guide are fictional.

https://novablueprint.pages.dev/products/job-search-tracker.html?utm_source=eguide&utm_medium=pdf&utm_campaign=job_search_system&utm_content=companion_cta
https://novablueprint.pages.dev/products/job-search-tracker.html?utm_source=eguide&utm_medium=pdf&utm_campaign=job_search_system&utm_content=companion_cta
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Bonus — Where roles enter the pipeline
Diversify sources so one board outage or algorithm change does not freeze your week. Track
source on every application so your weekly review can show which channels produce replies —
not just clicks.

• Company career pages for your baseline target list
• Referrals from people already in your contact log
• Public job boards you already trust
• Professional communities and alumni groups
• Recruiter outreach you choose to engage (log them too)

Listing a source type is not an endorsement of any brand. Use whichever channels fit your market.
Never pay for “guaranteed interviews.”

Application quality checklist (before you hit submit)
☐ Role is inside this month’s target families
☐ Constraints (location, authorization, schedule) are compatible
☐ Resume / profile version matches the role family
☐ Any required questions answered completely
☐ Contact or referral noted if relevant
☐ Tracker row created with next action = “confirm submission / watch inbox”
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Worked example — one fictional week
Alex is pursuing two role families: operations coordinator and customer success. Capacity: 8
hours. Targets this week: 5 tailored applications, 6 follow-ups, 2 contact notes, 1 interview prep
block. Names and employers below are fictional.

Monday — plan
Alex reviews the pipeline: 11 active rows. Three are past the follow-up window. Alex schedules
those three notes for Wednesday, picks five Sourced roles that match constraints, and blocks
Thursday evening for interview stories.

Wednesday — follow-ups
Two polite status notes go out. One role moves to Closed (posting removed). Alex logs
last-touch dates and does not send a third chase.

Friday — cleanup
Five applications submitted earlier in the week are in Applied. Alex adds confirmation numbers,
sets next actions for day 8, and archives two Sourced roles that failed the quality checklist.

Sunday — review
Counts: 5 applied, 2 follow-ups answered (1 screen invite), 1 closed. Learning: referral-sourced
rows got faster replies this month. Next week outputs: prep for the screen, 4 applications, 5
follow-ups, 2 referral asks. No salary target was “promised” by this process — only organization
improved.

This story is illustrative only. Your results will differ. The system organizes work; it does not create
offers.
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Pipeline deep-dive — exit criteria
Define what must be true before a row leaves a stage. Clear exits stop rows from lingering in
“Interview” for weeks with no next step.

Sourced → Applied Quality checklist done; materials submitted; tracker row
complete

Applied → Screen Screen scheduled or explicit invite received

Screen → Interview Hiring loop / next round scheduled

Interview → Offer Written or clearly stated offer to review

Any → Closed Reject, withdraw, accept elsewhere, expire, or no-response after
policy

If a recruiter says “we’ll know next month,” set the due date to that window and put the next
action on your calendar. Hope is not a due date.
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Offer scorecard — blank worksheet
Copy into your tracker. Weights are yours. This is not advice to accept or reject any offer, and it does not forecast compensation.

Criterion Weight (1–5) Option A (1–5) Option B (1–5)

Role fit

Team / manager signals

Comp (private notes)

Location / schedule

Stability / runway

Mission / interest

Other: __________

Weighted total

Decision notes (free text):
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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FAQ — process only
How many applications per week?
Whatever fits your capacity and quality checklist. This guide does not prescribe a magic number
and does not claim more applications equal an offer.

What if I get no replies?
Review targeting, materials match, and sources in your weekly review. Consider a smaller
scope. Silence is common; it is not a verdict on your worth.

Can I share this PDF?
Personal use and honest sharing of the free edition is fine. Do not resell it, strip the disclaimers,
or present it as coaching.

Is this career counseling?
No. It is an organizational system. For counseling, coaching, legal, or immigration questions,
consult a qualified professional in your jurisdiction.

Will you negotiate salary for me?
No. Optional private fields exist so you can remember your own numbers. We make no
compensation promises.
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Appendix A — Target worksheet
Fill by hand or copy into your tracker.
Role families (1–3): ________________________________

Must-have constraints: ________________________________

Nice-to-have preferences: _____________________________

Anti-targets this cycle: ______________________________

Weekly activity targets: ______________________________

Hours blocked this week: ______________________________

Review date (monthly): ________________________________
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Appendix B — Neutral follow-up outlines
Templates below are structural outlines. Rewrite in your voice. They do not guarantee a reply.

After application (no response)
Subject: Following up — [Role title]

Hello [Name],
I applied for [Role] on [date] and remain interested. Happy to share anything else useful. Thank
you for your time.
Best regards,
[You]

After interview
Subject: Thank you — [Role title]

Hello [Name],
Thank you for the conversation on [day]. I especially enjoyed discussing [topic]. I remain
interested in the next step whenever helpful.
Best regards,
[You]
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Appendix C — Weekly review checklist
☐ Counted applications / replies / interviews / closures for the week

☐ Updated stage + next action on every active row

☐ Closed aged no-response rows (or scheduled final follow-up)

☐ Logged new contacts and last-touch dates

☐ Prepped materials for any interviews in the next 7 days

☐ Wrote 3–5 outputs for next week

☐ Protected calendar blocks for search hours

☐ Noted one process change (source, material, or cadence)

© Free edition · The Job Search System. Original content. Not career counseling. No outcome or salary
guarantees.
AI disclosure: drafted with AI and edited by us. On KDP upload, tick AI-generated text. Disclose on every store
listing.


