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I.  Common Job Search Mis-Steps 

1. Conducting a “Pajama” Job Search 

• Never leaving your computer: Getting out 
and networking is key to getting responses 
and shortening your time of unemployment. 

• “Shotgunning” applications: You fire off 
hundreds of identical job applications, hoping 
that you’ll hit something. It’s better to identify 
jobs for which you are a strong fit, then tailor 
your resume to those jobs. 

2. Using Ineffective “Sales Collateral” 

• Having an out-of-date resume: Almost everyone needs some help with their resume, 
so don’t assume that yours will be ok.  Your resume is often the first impression that 
you can give an employer; make sure it is 
top notch! 

• Not writing a cover letter: The truth 
about cover letters is that they don’t 
always get read, BUT a good cover letter 
can be the thing that makes you stand out 
from the pack, so take the time to write a 
good cover letter. 

• Typos and other mistakes: Many 
recruiters have commented on how many 
typos they see, and a resume with a typo usually gets tossed. Take the time to carefully 
spell check and proof read resumes, cover letters, and email messages that you send 
to an employer. 
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• Next Impressions: Your voice mail greeting, email address & signature also convey 
your professionalism.   

- Voice mail greeting; nothing cutesy or sarcastic, just a standard message “you’ve 
reached…” 

- Email address should be a variation of your name, not BeerKing2015@xyz.com. 

- Email signature should be professional as well. Do not use “Cheers!”, “Peace 
Out!” or “Forgive any typos…sent from my iphone/android.” 

3. Blowing the Job Interview 

• Winging it: unplanned, impulsive answers usually lead to a disastrous interview.  It’s 
always best to do a mock interview with a friend or family member to rehearse your 
answers. 

• Not doing your homework: Interviewers 
want you to know something about their 
company, industry or profession.  Learn as 
much as you can about the company.  Online 
resources can make your research easy! 

• Don’t bad-mouth your former employer: It 
will brand you as a complainer. 

• Being a downer: Smile and make eye contact. The more you can enjoy the 
conversation, the more likely you are to make a good impression. 

• Not taking the employer’s perspective: The core of the interview should be about 
what you can do for the employer, not what they can do for you. 

4. Blowing the Follow-Up 

• Not sending a thank you after your interview: Following up can help you stand out 
amongst the other candidates and reinforce your interest in the position. 

• Following up a second time: Only if you have heard nothing after a suitable interval, 
make one follow-up attempt (email or phone), again expressing your interest. After that, 
stop. 
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5. Social Media Blunders 

• Not Using LinkedIn: Often referred to as the Facebook for Professionals, LinkedIn can 
be an important job search tool.  On LinkedIn you can research companies, find job 
opportunities, network with other industry professionals and connect with hiring 
managers. 

• TMI (Too Much Information): Employers are 
checking out the social media profiles of applicants 
to weed out undesirable candidates.  Here are a 
few tips of mistakes to avoid: 

- Set security setting to friends only or private. 

- Use your real first and last name, not Big 
Booty Judy, Steve “Smoke It If You got It” 
Sanders. 

- Displaying unprofessional pictures, posts or comments (including comments 
posted by friends). 

- Do not bad mouth current or previous employers. 

6. Ignoring the Awesome Power of Networking 

• Employers typically prefer job candidates that come as a referral from someone they 
know. Therefore, networking becomes a cornerstone of your job search. Additionally, 
networking helps you acquire contacts, information and helpful advice surrounding your 
industry, which is exactly what you need to do when job 
hunting.  Below are a few networking tips: 

- Tell friends, family, neighbors and business 
associates you are looking for a new position. 

- Create & rehearse your 30 second elevator 
speech. 

- Attend local job clubs & networking groups. 

- Do not conduct your entire job search from behind 
your computer. 
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II.  How We Can Help 
Due to the layoff, you are already eligible for the following federally-funded services offered 
by DuPage County, through the workNet DuPage Career Center: 

Job Search Assistance 

Job Search Boot Camp 

Boot Camp is an intensive five-day series of workshops, packed with the latest information on 
conducting an efficient and effective job search. The five workshops are: 

• Job Search Research & Resources 

• Resumes, LinkedIn & Cover Letters 

• Interview Skills (part 1) 

• Interview Skills (part 2) 

• Negotiation Skills 

Individualized Services 

Resume Writing:  We offer one-on-one assistance with updating your resume. Then, your updated 
resume can be added to our online Talent Pool, which is made available to employers. 

Practice Interviewing:  Get one-on-one preparation for job interviews, including mock interviews 
so you can practice answering some of those tough interview questions. 

Other Workshops 

We offer workshops to help with other aspects of your job search, including: 

• The Behavioral Job Interview 

• Mock Job Interviewing 

• Overcoming Job Search Obstacles and Fears 
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Funding for Skills and Certifications 

You can meet with a career counselor to discuss the possibility of getting a WIOA training grant, 
which will allow you to upgrade your skills or get a professional certification to make you more 
competitive on the job market. 

Here are some reasons why you should consider occupational training: 

• Upgrading your skills shows that you are serious about getting back to work. 

• Getting new skills shows that you understand the importance of continuing education 
and staying current in your field. 

• Recent training could give you an edge over another similarly-qualified job candidate. 

• Having new, current certifications is important in many industries (especially information 
technology). 

• If you were laid off from a job that you held for many years, your occupational skills may 
be out of date. 

• Training may help you make a career change, if you were laid off from an occupation or 
industry that is in decline. 

A WIOA Training Grant Can 
Help You Be More Competitive! 
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Online Career & Training Expo 

Our Online Career & Training Expo is a great way to learn about training and certifications that we 
may be able to fund, in these industries: 

Business Management Information Technology 

Truck Driving / Logistics Manufacturing 

Office / Administrative Accounting / Bookkeeping 

Visit the Online Expo at: www.worknetdupage.org/expo 

Contact us – we are here to help you! 

DuPage County’s Employment & Training Services 

Susi Pihera:  630-955-2041  or  spihera@worknetdupage.org 

Enrolling for Health Coverage under the Affordable Care Act 

Robin Lavender:  630-221-7049  or  robin.lavender@dupagehealth.org 

Employee Benefit Rights Information 

U.S. Department of Labor; Employee Benefits Security Administration:  
866-444-3272  or  www.askebsa.dol.gov 

Unemployment Insurance Benefits 

Dina Hamilton:  630-955-3629  or  dinalois.hamilton@illinois.gov 
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workNet Center Directory 
 
Cook County 
To find your local Workforce Center in Cook 
County go to http://www.workforceboard.org/ and 
click on Job Seekers >> Workforce Centers. 

Individuals that do not have Internet access should 
call 708-709-7975 to learn about services and 
their nearest Workforce Center. 
 
 

DuPage County 
workNet DuPage Career Center 
2525 Cabot Drive, Suite 302 
Lisle, IL  60532 
Susi Pihera 
630-955-2041 
spihera@worknetdupage.org 
 
 

Kane, DeKalb & Kendall Counties 
DeKalb workNet Center 
650 North Peace Road 
DeKalb, IL  60115 
Phone: 815-901-0177 
TTY: 815-901-0173 
www.kcdee.org 
 
Gail Borden Library (workNet satellite office) 
270 N. Grove 
Elgin, IL 60120 
Phone: 847-742-2411 
TTY: 800-526-0844 
www.kcdee.org 
 
North Aurora workNet Center 
2 Smoketree Plaza 
North Aurora, IL  60542 
630-844-6640 
TTY: 800-526-0844 
www.kcdee.org 
 

Kane, DeKalb & Kendall Counties (cont.) 
Yorkville workNet Center 
811 W. John Street 
Yorkville, IL  60560 
630-553-8303 
www.kcdee.org 
 
 
Lake County 
Grayslake 
Job Center of Lake County 
800 Lancer Lane 
(College of Lake County) 
Grayslake, IL  60030 
847-543-7400 
TTY: 847-978-9008 
www.lakecountyjobcenter.com 
 
Waukegan 
Job Center of Lake County 
1 N. Genesse Street 
Waukegan, IL  60085 
847-377-3450 
TTY: 847-978-9008 
www.lakecountyjobcenter.com 
 
 
McHenry County 
McHenry County Workforce Center 
500 Russel Court 
Woodstock, IL  60098 
815-338-7100 
TTY: 815-338-7125 
www.co.mchenry.il.us/departments/workforcenetwork 
 
 

Will County 
214 N Ottawa Street 
Joliet, IL  60432 
815-727-4444 
TTY: 800-855-1155 
www.jobs4people.org 

 
 

Search for the workNet Center nearest you at:  www.illinoisworknet.com 


