· The following is advice given to young alums in the ND Alumni LinkedIN Group during the week of November 9, 2009.  Although directed toward young alums, it is advice that can be useful for any alum looking for a job or merely one who is looking for contacts and companies for other business purposes.   Good luck!  Linda Weaver
Young Alums - Entry level jobs 
(and more free advice...)

Dear Young Alums, 

I have met quite a few of you and have exchanged e-mail with many of you. I came across a web site tonight with which you all may be familiar but maybe not... It lists a ton of entry-level jobs across all industries in various cities. Hope this helps you. 
http://newgradlife.blogspot.com/2009/11/top-10-cities-for-new-graduates.html 

As Networking Chair for Chicago, almost every day I get at least one e-mail- sometimes several - from you or from another alumni trying to help one of you. In many cases, the e-mail will say something like, "I'm a 2009 grad from ND in (whatever major). I haven't had any luck finding a job in Chicago. I would like to get a job in (marketing, consulting, or whatever). I would appreciate any help you can offer." 

That is a perfectly reasonable e-mail to a senior alumni. But what might be better? How can you help us help you? 

You might start out like this: I am a 2009 graduate from Notre Dame in marketing. Attached is my resume. (Don't make me waste an e-mail asking you for it.... and remember to name it FirstName.LastName.doc) I am looking for a job in (marketing, education, finance, IT, or whatever) as a ___ or ____ or _______. 

At this point, I would like to see a summary of what you have done so far so I'll know where to start. Where have you submitted your resume already? Have you had some interviews? Have you already been dinged at some places? What search engines are you using to look for jobs on the Internet? Have you worked with a search firm? What else have you done? Knowing this stuff really helps save time! 

Now, I would like to know what kind of networking effort you have already made. Have you contacted other alumni in the area? We really like to help people who have already done their homework. Have you identified companies at which you would like to work. If you don't know what they are, how are we suppose to know??? So, it is very helpful to give the senior alum a list of target companies. Just from the list of target companies, we'll have an idea of other companies that might work for you. NOW if you have identified some companies and you are on LinkedIN, have you tried to identify alums who work there? (Click on the word "Companies" at the top. It will tell you if anyone else in this Group has a connection to that company... Wouldn't it be nice to send a senior alum a list of companies and names and say, "Do you know any of these alumni or anyone who works at these companies?" 

We want to know what you've done and that you are not just throwing a Hail Mary. It is really frustrating for me not to be able to help someone. The more info you give the alumni, the more likely he or she will be able to connect you with someone that can help you. 

One more tip for your resume. If you have this newer version of Word that ends with .docx, do yourself a favor and save your document in the older .doc version. I can't open it and there are a lot of other people who can't open the .docx. PDF it when you actually apply, but send it to an alum from whom you are seeking advice in Word. If I see something in your resume that needs to be changed (because I see a LOT of them), it is easier for me to just do it rather than write a long treatise on the changes you should make. You can decide whether you like the changes. 

Now don't everyone contact me. : ) I'm having a hard time keeping up with our senior alums who are in transition. (and my real job...) If you don't know any alumni, post here seeking help as you have been doing (but try to include this info). I know several senior alumni who respond privately to our young alums here. There is also a place in IrishOnline where you can search for a mentor by geographic area I believe. Good luck.

____________________________________
 

Okay. So how might a young alum find a contact? I checked out the mentor thing. 

Go to IrishOnline. Click on Onward at the bottom of the menu on the left hand side of the page. Click on Networking. Scroll down to "Find Mentors" and click on that. Do a search in whatever area of the country to see if anyone has signed up to be a mentor. Doing a search in Chicago, IL pulled up 307 alumni who, at some time in the past, indicated they would be willing to serve as a mentor. Surely they wouldn't mind being contacted for some advice. It pulled up 46 in Indy. 

This will give you their Name, Year of Graduation, Field of Work/Occupation and Primary Employer. You have the option of narrowing the search. If you narrow it to find those in Law, for instance, you will get 35 names in Chicago. Many of those people might not be in LinkedIN. It now allows you to send an e-mail to the alum with a message. 

I don't know how current they keep the e-mail addresses or if this is tied into the e-mail addresses in IrishOnline. As much as people move around anymore, if you don't get a response, it may simply mean that the person is not at the designated e-mail address anymore. But it is worth a try I think. 
______________________________________________
Comment: 

1. 



Martha Calcutt 
Volunteer, Music Minister at House of Brigid, Inc.

See all Martha’s activity » 
Stop following Follow Martha [image: image1.png]



Linda, Thank you! As the young alum in the throws of a job search, I really appreciate this. These are some of the most helpful tips I've come across so far. 
Posted 5 days ago | Reply Privately
​​​​​​​​​​​​​​​​__________________________________________________

Back to Advice:

 

What a nice thing for me to read first thing in the morning! 

Another thing to include in your e-mail: geographic preference. Let them know your preferences but also where you would be willing to go. "I would prefer to stay in Chicago, but also have an interest in NYC or Tampa." or "I'll go anywhere for the right position!" If you only want to be in Chicago (or wherever for whatever reason) just say so. No need to go into the reason. If you don't say you are open to other areas of the country, however, the alum might not even think to connect you with his college roommate who owns a company in another state just like the type for which you are looking. 

Mentor Ops: If any established alums are reading this and wouldn't mind being a mentor, you can sign up by going through the same steps outlined above, but instead of clicking on the "Find a Menor" link, go down a little farther and it will ask you if you would like to be a mentor. Click on that link. 

And, Young Alums, don't forget to sign up to be mentors yourself. So what if you may only be out a year or two. You may be the ONLY alum we have in a particular area of the country. Plus, many young alumni might prefer to contact someone their own age when moving to a new city just to ask about best places for an apartment, where to find a good happy hour, etc. If you are a member of the local alumni club, you could invite them to attend a function with you. (Now you don't have to attend alone either...) 

Also, to Current Students: join the alumni club in your home town while you are a student. If they have events when you are home on breaks or, in particular, during the summer, attend! Start building your network as soon as you are a freshman. I think the clubs nationwide have the same fee structure: 

$25 Undergraduate Young Alumni (Classes of '04-'08) 
FREE Undergraduate Class of '09 
FREE Current Undergraduate or Graduate Student (Class of '10-'13) 

But you say, "I live in Small Town USA and I don't really want to work there when I graduate." The members of the Small Town Alumni Club have ND friends across the country. Join the club, meet the members and be genuinely interested in the people and in becoming involved. Your local club would probably appreciate having some young energetic students to help with and attend their events. Don't forget, even if YOU don't have a job, when they get you into the club, they also get YOUR connections. Your dad, mom, siblings, etc. might be or know contacts that can help someone already in the club. 

ND networking is about building relationships. It is not just an "expanded job search" disguised as networking that someone does for a few months after graduation or when you are in transition. Start early and continue to build connections the rest of your life.
____________________________________________

Comment:

1. Dennis Dunleavy 

Senior Bank Examiner at Federal Housing Finance Board

See all Dennis’s activity » 
Stop following Follow Dennis [image: image2.png]



Linda, 

my compliments on your advice as it is very helpful also to alums trying to help other alums--it is akin to a doctor interviewing a patient about medical history, symptoms, etc. before trying to help them. 

i also salute your efforts to help. 

DD 

​​​​​​​​​​​​​​​​​​​​​​______________________________________________

 

Back to Advice:

Thanks Dennis. Over the course of being the Networking Chair for the last seven years, I have had the honor to meet so many awesome ND alumni- of all ages. I've seen how much they care about people, how devoted they are to their charitable causes and how they stop to help others even though they are busy. I've met a lot of really good people. I used to think of ways to improve the world. One day I realized that one of the best investments I could make was to invest in our alumni because by helping them, I am almost guaranteed of a great return on my time. I don't need to control how they improve the world. I'm just confident that they will. I'm just trying to help get them where they are suppose to be a little faster. : ) I have a feeling you are an example of what I'm talking about. Thanks for helping. 
_________________
 

I'm going to do this "once for all" so you don't each have to figure this out for yourself. Here is a comparison of the different tools you have available and my thoughts on why and how you might use one over another for a particular purpose. I am not an expert in any of this. I just learned this trying to find jobs for friends. 

If you go to the Onward Site http://career.alumni.nd.edu click on the Job Search link, and enter your Irish Online password. You will have several options for finding Jobs. I'm going to compare them a little here so you can see why you would use which. 

1. Notre Dame Job Board. 

Under this tab you will find jobs that have been submitted by our alumni. Currently there are 103 jobs posted nationwide. Why not check this? Some of these companies may be ones that don't want to post their jobs on a job board where they will get flooded with a thousand resumes. They may specifically be looking for ND alumni. Check it out. 

2. CareerShift. You need to sign up for this. Normally it is $29.99 a month, but like I said, ND alums have access to it for free at least through Dec. 31. To take advantage of this special offer, you have to register through the link at CareerShift and enter “notredamealumni” into the Group Code field. Then you will have a separate ID and password for this area. 

It is set up to be a tool to manage and organize your job search. If you just want to check out job listings, you can do that. Click on the "My Jobs" tab to do a search. (You don't have to set up all that other stuff...) You can search by keyword or search for job openings at specific companies. You can then limit the search by geographical area and by other criteria such as part-time, full time, internships etc. 

As a test, I did a search for internships within 50 miles of zip code 600611 (downtown Chicago). I used the keyword "intern" since I had to put something in that field. It pulled up 269 possibilities. If I were looking for an internship, I think I might start here. 

Now what else can you do while you are here? You can click on a link below the job listing to "Find Contacts at This Company." Since I saw an internship with the YMCA, I clicked on that one. It pulled up 8 names of upper level execs at the company including Steve Cole, the President and CEO. (If someone had asked me if I knew anyone at the YMCA, I would have said I know the Director of External Communications but I had forgotten that I met Steve at the Mission of Our Lady of the Angels when we opened the new YMCA at Kelly Hall in January....Fr. Bob Lombardo, ND'79 knows him well.) The names it pulls up are not necessarily ND alumni. They appear to be higher level exec employees gleaned from sources such as SEC filings, etc. Under Steve's name, are more links. One gives me "More Information" about Steve. One gives me "More Information" about the company. CareerShift appears to gather articles about the employees from the Internet. You can read stuff that might be important in your interview process or in deciding how you approach the company. 

This is probably also a very handy tool for our alums doing business and trying to make contacts within particular companies (not looking for a job). I could just do a company search and it would give me top execs, along with the person's e-mail, phone and fax in addition to other relevant info. So for our marketers and business development people, this could be helpful. 

(See how when you give, you receive... Some alumni reading this may just be reading to help someone else and may have just learned something that will help them!) 

I don't view CareerShift as a way to find ND alumni particularly, but it does have a lot of other useful info - jobs and scoop on the top people and the company. 
 

3. Indeed: 

There is also a link to the Indeed web site http://www.indeed.com I use this all the time to look for jobs for people (mainly because I don't have to go through any web sites or enter passwords to use it...) Doing an advanced search for internships, I came up with 338 (although I couldn't do the same date restriction -within 30 days as I did with Careershift.) I noticed that there is a Publicity Intern position that was posted 11/4 at Oprah's studio... Lots of good possibilities. Now unfortunately, this won't allow you to find contacts or information about the contacts. So I would look at both lists and if you find one on Indeed that is not on the CareerShift list, then go back to CareerShift and see if you can find a contact if you need a high level contact. 


4. One Wire: There is also a link to an online search engine for finance jobs. I don't have time to explore that right now. Maybe someone else can and let us know what it has to offer. 

How does all of this work with LinkedIN? 

I did an advanced Job Search via the tab at the top of this LinkedIN page for the same (internship) search. It pulled up no jobs. Perhaps my search was flawed or perhaps LinkedIN is viewed more for permanent jobs. I don't know. Even though I didn't find any jobs, I did a search for employees at the YMCA that I might know or someone I am connected to might know. Under the Companies Tab at the top of the page, I put in "YMCA" and limited it to within 50 miles of 60611. That showed that I am connected to the Director of External Communications and I am connected to four other current employees through someone I know and it tells me who the connector is - people it would have never occurred to me to contact. 

But I'm not done yet. Now I do an Advanced search in the "People" option. I put in that I'm looking for someone within 50 miles of 60611, at the YMCA, and in the "school" box. I put in Notre Dame. I could have searched the ND Alumni Group too (you can search by the groups you belong to), but not all ND alumni are in this group. I might have missed someone. I get 8 names from this search. The only thing you need to check here is the school. While it is usually our ND, it could pull up some high school with the words Notre Dame in it. 

Summary: 

So career shift will give you the names of the higher execs of the company, contact info and info about them. It is research that can be handy for strategic reasons. LinkedIN will allow you to search for ND alumni currently working for or who have worked for your target companies in the past AND show you how you and your contacts are connected to them. These people will probably be more receptive to being contacted for networking purposes than the top CEO who is not a ND alum.... 

Final item: What about doing an advanced search in Irish Online for ND alumni who work for particular companies? Yes, try it, but with people changing jobs and moving around so much, the contact info may not be current. Plus, just because someone gives his or her contact info to the University, doesn't mean he will be as receptive to networking as someone on LinkedIN - with, of course, the exception of those who have signed up to be mentors. IO won't tell you past employees of a company or how you might be connected to the alumni. For comparison sake, I did an advanced search for alumni who work for the YMCA in Chicago. I pulled up "no results." Dead end. 

I find LinkedIn to be the most useful tool to find current contacts. 

This is quite a lot of information.... but if you invest a bit of time to understand it all, it can be really helpful when finding a job for yourself or someone else or to find a connection if you want to do business with a company. (Since it was painful to watch the Bears after the first quarter, I thought I would invest my time in something better this afternoon....) Good luck.
___________________________________________
Last comment for today. How can belonging to groups help me? If you find other LinkedIN groups in the industry in which you want to work (Marketing, Finance, HR etc), and it appears to be a fairly large group or you find a good size group within the geographic area that interests you, join. Why? Because as a member of the group, now you can send a message to almost anyone in that group. Otherwise, you would not be connected to them and could not contact them directly. Moreover, they might post info on functions and jobs. Primarily though, joining relevant groups expands the number of people you can contact directly on LinkedIN exponentially. So someone in Chicago might consider joining the group called Linked n Chicago. You now have over 21,000 new people at a lot of companies that you can contact directly through the link at the top right hand side of their profile that says "Send a Message." Don't go crazy though. You want to search smart, not just engage in activity....

​​​​​​_________________________________________

I just wanted to point out to those of you still on campus that about two weeks ago, the editor of Scholastic, the campus magazine, contacted me for advice and thoughts for our graduating/young alum as to networking within the alumni community. I think that article should be coming out this week, so try to check it out. I purposely did not duplicate here what I said to him there. I'm sure he has other good advice too.
_______________________________________________

Comments:
1. 


Ji Yoon Sim 
Multicultured & Multilingual, bridging Eastern and Western Biz Practices

See all Ji Yoon’s activity » 
Stop following Follow Ji Yoon [image: image4.png]



Linda, thanks for this amazing post. As someone who is trying to change the job and also as a young alumni, this is very helpful. 
____________________________________________________

1. 


Erin Linville 
Management Consultant

See all Erin’s activity » 
Stop following Follow Erin [image: image6.png]



Linda, great suggestions, and I've forwarded them on to YAs that I know who are looking. I'd like to add one thought. I've received feedback that attaching your resume from the start can appear very bold. I'd recommend softening the language a bit, saying "Attached is my resume, in case you'd like to review my background." Good luck! 
_________________________________

Back to Advice:
Thanks Ji. I was working on this next piece of advice last night (instead of watching the Bears get trounced again...) but didn't have time to finish it. It looks long, but to actually do the search is only a matter of a few clicks. 

Good comment Erin. I'm so busy and get so many e-mails and resumes (I have a few other networks too...) that I need to cut to the chase so I'm appreciative of the direct approach, but others may certainly like a softer approach. I really like your suggested sentence. Thanks for your feedback. I'm sure others have great advice for our young alums. Don't let me be the only one commenting here! 

Today's advice: How to find a company in the industry in which you want to work. If someone sees a smarter way to do what I suggest, I won't be offended if you point that out! You might save me some time too. 

A young alum e-mailed me yesterday asking if I knew of any publishing firms in Chicago. Now I might know one or two or someone who I think might know someone in publishing, but is there a better more efficient way for the Alum to find which companies might hire someone who wants to work in publishing? 


STEP 1: 
Yes, there is. At the top of the page there is a box where you can search for people. To the right of the word "Search" in the blue box, is the word "Advanced." Click on that. 

STEP 2: 
Now several boxes open up. On the right hand side of the page is the word "Industry" which lets you search for people in a certain industry. Since I'm looking in Chicago, I go to the Location box and click the drop down menu and choose "Located In or Near" and then type in my zip code. 

STEP 3: 
Now I go to the Industry box and scroll down the many choices until I come to "Publishing." Check that box. 

STEP 4: 
Now you have two options to find ND alums and Publishing Companies. 

FIND PEOPLE IN THE ALUMNI GROUP IN PUBLISHING WITHIN ZIP CODE: 
1) Go to the word "Groups" and check the Notre Dame Alumni Group. Now hit search. You will find people who are in the Chicago area, are in the ND alumni group, and have indicated that they are in the Publishing industry when they signed up. That pulls up 15 results. Even if you don't want to contact the alumni, you will now have an idea of Publishing firms in Chicago. 

2) Do not chose the Group option (you may need to go back and uncheck it if you are doing this search second). Instead put "Notre Dame" in the "School" box. Now you get 50 names. (Again, you might need to double check that the "notre dame" is our ND and not some high school with "notre dame" in it. So potentially, you have 50 companies that have employees who consider themselves to be in "publishing." (continued...)
STEP 5: YOU JUST WANT TO KNOW WHAT COMPANIES EMPLOY PEOPLE IN PUBLISHING IN CHICAGO - YOU DON'T CARE ABOUT ND ALUMNI RIGHT NOW - 
You are just looking for companies for which you might want to work. 

Only check the Location Box - (Located in or Near) Zip Code 60611 (for Chicago) AND the Industry Box - (Publishing) That pulls up about 8229 names! Wow. I never knew there were so many companies that hired people in publishing within 50 miles of downtown Chicago. I scan down the company names on the profiles it pulls up. If I see a company that looks interesting, I click on the person's profile. If you scroll down the profile to the company name - click on it. It will pull up a bunch of info about the company (no need to do a big google search to find out about it.) Even better than doing a google search, it will show you current and past employees and how you might be connected to them. 

So that pulled up 8229 names. I scroll through about 10 pages of profiles. First it shows me the people I am directly connected to that work or worked there. Then it shows me all the people that I'm connected to through one person-- someone who could introduce me. (more than 100). But, I don't want to go through anyone to connect with a current employee. I want to be able to connect with someone directly. I need to get to my "Group" connections. But a basic LinkedIN subscription will only give me about 100 profiles for free and I can't get past the first 100 names to my group connections. How do I get to that category of people? 

Go back to the Advanced Profile Page and check the boxes for ALL of the groups you are in along with the Location Box and the Industry box. Now I had 138 names of people I could contact directly, who say they are in publishing in Chicago who were also in one of my groups. 

Examples: Doing a search in the ND Alumni Group within 50 miles of Chicago, pulls up the following: 
Accounting 113 
Architecture and Planning 36 
Broadcast & media - 12 (26 names pulled up with doing Notre dame in the school search but not the 
ND Alumni Group) 
Law Practice - 322!!! Woo hoo.
_______________________________________

Question: But how do I get the people who make decisions? 

While doing any of these searches, you can also narrow your search by the person's "Title" or keyword. Here are three examples of what you get doing different searches for companies that might hire someone in publishing: 

Step 1: Go to Advanced Search: We have already chosen location in or near 60611 (Chicago) 


Step 2: Go to the Title box and type in something like "President" (which will pull up profiles that also have that word in it, so you'll get the Vice President and Presidents of Publishing companies) or "Manager" or "Director" This is one way I sometimes find executive level ND alums when I have a networking event so I can let them know about the event and make sure I have a good mix of all ages in attendance.... You can also choose to only search for people that currently have that title. Let's do that for all of the following searches. There's a drop down box where you can choose "Current & Past," Current, or Past. Click on "Current." 

Step 3: 
Option 1: Building on the above, now Click Publishing in the Industry box (you can choose whatever industry is relevant to you of course). Do the search. You get 532 profiles of current Presidents or VPs of businesses the person categorized as being in the Publishing business. You do not have to do another search to find ND alumni. Scroll down the profiles. It will show you any of your first connections, then your second connections, then your group connections. It will show you how many groups you share with the person. You may be in more than one - even better. More in common. If you are in a lot of groups, you'll want to re-run the search and put "notre dame" in the school field or chose the ND alumni group to save time finding ND contacts. 

Option 2: Type in "publishing" in the keyword box, but do not check Publishing in the Industry box. You get 892 profiles in the Chicago area. Why more? Because now you are pulling up people who may be in Internet Publishing or some other field who, when they signed up, had to make a choice as to which field they were in and "Internet" suited their overall business better than "Publishing." If you have writing skills, you can probably write just as well for an Internet company as a traditional publishing house. 

Option 3: Type in "publishing" in the keyword box and click Publishing in the Industry box. I narrow that down to only 178. Now I have Presidents and Vice Presidents in Chicago who declared their business was in the Publishing Industry (as opposed to a hospital for instance that might publish a professional magazine) AND the person has the word "publishing" in his profile so that means he probably has something to do with that in his daily job (as opposed to being the director of IT at a publishing company). 

For someone trying to find top connections for business purposes, in the Title box you could also search for CEO COO CFO Owner Principal or Partner by industry or keyword. 

Here's a fun search for job seekers: To find HR Directors or Recruiters at firms in Chicago (example): 

In the title box type Director. Check "current." In the Keyword box type "human resources." In Chicago I get 704 profiles at about that many companies. Now re-do the search and instead of "human resources" type "recruiter." I get 534. You could also try both of those keyword searches using "Manager" or President instead of Director in the Title. (President will give you VP of HR.)
