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While academics are always important, money can be an issue when it comes to a full
schedule. Getting a part time job is a great way to build your resume, form business
relationships, get referrals, and earn money. You can find part time jobs through school,
online, or in person. Once you update your resume and apply, you may be asked to interview.
Always be honest about your qualifications, show up early for interviews, and dress the part.
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Part 1 of 3:
Finding Job Listings
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Gather a list
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at the present.
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Gather a list of employers who are hiring at the present. Whether you're in school or
just looking for a part time job, there are plenty of places to find openings. Look around
online, at your school, or even inquire in person. [1]

* Be sure that the employer is hiring for immediate placement and not just taking your
application.

» Look for jobs that both interest you and hire people like you. If you are a student, a lot
of part time jobs can be found in the retail and service industry. These types of jobs are
typically good for a flexible schedule and don’t always require a lot of experience.

* Go to a job fair at your school or look on your school’s website. Many universities have
a jobs section where employers can post part time jobs for students.

e Search online for jobs. You can find part time jobs through sites like Monster.com,
Jobvite.com, Indeed.com, and even Craigslist.com. Other sites like Upwork.com,
Fiverr.com, and FlexJobs.com are good for remote or freelance work.[2] With sites like
Craigslist, you can even post a “work wanted” ad with your skills and experience to get
employers to contact you.

¢ You can also go into a store or restaurant and ask if the establishment is hiring.
Sometimes you can fill out an application on the spot.

o Ask your friends. Ask your friends about any employment opportunities. Sometimes
you may know someone who is already employed and who can help you get a job.
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Make a list of your favorite potential jobs. Once you've gathered a list of employers

who are hiring, make a smaller list of your favorites. Though you may need a job to pay
the bills, you shouldn’t have to hate the job you have. Write down your favorite ones.[3]

o After you have your list, do a little bit of research. Find out what the job functions and
requirements are. Check to see if you know anyone who works there. These people
can give you insight on the job and help you get an interview.

o After generating an adequate list of employers, your next step is to figure out what your
commitment level to each job will be.
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Make sure you can manage a part time job. Look at your current and upcoming

schedule. Before applying, ask yourself if you can realistically perform well at this job. If
you're in school, you need to make sure that you can handle both school and the job.

¢ Aim to have perfect attendance, as absences seem magnified when you’re only
working part time.

* Most applications will ask for your availability. Supply this information with accuracy.
You don’t want to lie about how much you can work. If you get hired because you say
you can work more than you can, then you risk losing your job. Additionally, ending a
job on a bad note with your employer can affect how easily you get your next job.

* Prepare yourself if your employer needs you to work at a specific time. If you already
have a set schedule for school, manage your time slots to ensure education and work
do not collide and interfere with each other. You don’t want a job that will disrupt your
studies and attendance. Employers do not want to hire someone who is not
responsible.
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Get your information in order. Before applying to any job, make sure that your resume
and any references are up to date and ready for you to pass out.

Read over any requirements for the job (like certain grade requirements from
university, or minimum years of experience). Make sure to include this information in
your resume.

Read over your resume and make sure that everything is spelled correctly and
updated. If you don’t have a lot on your resume, that’s okay, make sure you emphasize
your results. In whatever job you had before, potential employers want to see how you
made the business better.

Try to emphasize past achievements that are parallel to the job you are applying for. If
you had a camp counselor job and are applying for a retail job, you can talk about your
people skills.

If you have any references, make sure that those people are still ok with you putting
those names down on an application.

If you don’t have references, ask some people you have worked for before if you can
use that person as one. Even if you mowed lawns for your neighbor, that neighbor can
be a reference. You can also ask teachers who like you to be references. [4]
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Research the company. Whether you find the job posting online, on paper, or in

person, research the company.

¢ Online applications make it easy to get information on what is required of the job, and
to look at the company’s information. Look around the website and see what the
company’s personality is. Read about the company, how it got started, who is in
charge, etc.

e Even if you don’t apply online, you can still search for the company online. You want to
know as much about the company as you can. This knowledge can help you on your
application, in the interview, and even deciding if this job is something you want.
Search for reviews about the position to which you are applying. See what others have
said. You can read reviews from current and past employees on what the job is like.
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Make sure your online presence is professional. Just as you are researching your

potential employer, be prepared for your potential employer to research you. Clean up
your online presence. A bad online presence can prevent you from getting hired. [5]

¢ This goes beyond simply making your social profiles private. While making your
profiles private to unwanted visitors is within your rights and should be exercised, some
employers become wary of this and suspect you are hiding something.

e Google yourself and see what kind of information comes up. If you find information you
don't like, you can contact the publisher of that information and request it be taken
down. However, this approach isn’t always effective.

* Go through your profiles and delete posts, videos, and photos of you that might hurt
you getting a job. A good rule of thumb is to not have anything your grandmother
wouldn’t like. This may be tedious, but it can be the difference between paying rent and
having no job.

* Add more positive content. You can also add content to your online presence that may
help you land a job. Create a LinkedIn profile. Write blog posts that showcase your
writing talents, or create a website that shows off your portfolio, if you have one, and
your skills. A personal website can act like a digital resume.
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Begin to apply. Fill out any information your potential employer requires, whether

through an online form on paper. Employers are aware of the limited work experience
many high school and college students have, so do not worry about possessing each
requirement. Since you've researched the job, your resume will be updated to reflect your
best skills and experience for the job.

e Provide as much information as you can. If you are applying on paper, write legibly to
avoid confusion for your employer. It is highly recommended that you attach a resume
to the application. Your resume will provide your employer with a thorough overview of
your traits and credentials. If you are applying online, submit your resume as an
attachment; ensure the document is legible and provides relevant information for your
employer to review.

o Ask for a letter of recommendation from a teacher or someone who can offer your
employer examples of your work habits. Ensure when requesting a letter of
recommendation that the person knows you well enough to provide qualitative
information. If you are unable to reach someone, briefly describe your work ethics to
your employer. Always be as honest as possible; "stretching the truth" will not have
much of an advantage.

e |f you are asked for a cover letter, write one specifically for the job to which you are
applying. Don’t submit a standard cover letter. In your cover letter, include why you will
be a benefit to the company, cite examples from your resume, and be professional.
You don’t need a long cover letter that explains everything you've done. You want to
keep it short and sweet, briefly explaining how you are the best fit.

e |f you are applying in person. Have your schedule ready and bring your resume and a
pen. Though the employer may have a pen for you to use, being prepared with one just
in case shows initiative.
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Follow up with your applications. Always keep track of all applications you submit.

Ask for feedback or confirmation from your employer about the application; be courteous
and show initiative toward your interest for the job. [6]

o After you've applied to a job, wait a few days and then call. Unless specifically
instructed not to reach out, following up shows you are proactive and can put you on
top of the list. When you call, introduce yourself and ask to speak to the hiring
manager. Tell the manager that you recently applied to the job and that you are still
interested in employment. Ask if the position is still open and if the company will be
conducting interviews. You don’t want to be nosy or presumptuous and ask when you
can come in. You simply want to let the manager know you are still available and would
like to move to the next step.

* You can also follow up via email, or sometimes in person, depending on how you first
applied.

¢ Remember that if you need a part time job fast, prioritize employers who are hiring
immediately from the employers who are only accepting applications. If priority
information is not provided, ask the employer.
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Dress the part. If you land an interview, this is your next step to getting hired. When the

employer contacts you for an interview, it's ok to politely ask how you should dress. Most
part time jobs don’t require you to dress for an interview in anything nicer than clean
professional clothes.

¢ Men should consider pants that are not jeans, nice shoes, a button down shirt, tie, and
maybe even a blazer.

* Women should consider a nice blouse, pants or skirt, moderate shoes, and perhaps a
blazer.

e Certain part time jobs, like those in an office, may require you to dress up and look
professional. But not all part time jobs will require you dress up. If you're applying for a
more casual job, you don’t need to dress up as much, but your clothes and appearance
should be clean and look the part.

e |f you're going to interview for a retail job, it's a good idea to dress as well as the
store’s best clothes if you can. This doesn’t mean you have to go out and buy the most
expensive items from the store, but you should aim to emulate the style as best you
can.

e Some part time jobs may ask you to wear something specific. You may be asked to
dress for your first day of work if part of the interview requires you to do some training.
Other employers sometimes ask you to dress up in a costume. While this is rare,
sometimes certain companies want to see how open or creative you are, and how well
you can follow directions.
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Show up early. The day before the interview look up directions to the interview if you

don’t already know exactly where it is and how long it will take you to arrive. Aim to show
up ten to fifteen minutes before the interview.

e Showing up a little early not only shows that you are punctual and reliable, which is
very important to employers, but it gives you time to relax.

¢ You want to give yourself a few minutes to relax, go over any questions you have
prepared, use the bathroom, or simply check out the place.
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Make a good impression. In addition to showing up on time, which is early, you want

to show your potential employer that you're the right person for the job throughout the
whole interview. Shake hands and keep eye contact. be polite, and speak clearly.[”]

e When you introduce yourself, or re-introduce yourself, shake your interviewer’s hand

and make eye contact. Tell the person your name and thank the employer for seeing
you.

* Keep your body language friendly and relaxed. Though you may be nervous, it’s
important to show that you’re confident and comfortable. Try not to fidget too much or
touch your hair and face. Remember to smile.

e |t's a good idea to bring another copy of your resume with you to give to your
interviewer. Have a copy of your schedule with you as well.
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Answer and ask the right questions. Even with part time jobs, you’ll encounter

interview questions that you may struggle to answer effectively. Before your interview,

write down answers to questions you’ve been asked before or you think you may hear. Also,
write down questions of your own to ask.

e |f your potential employer asks you the “tell me about yourself” question, you want to
have a quick, but thorough answer. Create a quick story that provides a picture of
yourself in the context of the job. Explain what you’ve done that will benefit the job,
what you like to do that may be applicable to your position, and something memorable.
Practice this story before the interview. [8]

¢ Since you've done research, you should be able to tailor answers to the job functions.
You don’t want to look like you're just answering questions to get the job, though. Keep
your answers friendly and conversational. Be able to talk about your past experiences,
why you want this job, and why you’re a good fit.

¢ Ask questions. Employers want to see that you're invested and not just there for a
paycheck. Ask your interviewer what a typical week looks like. How would you get
trained in? Is there room to move up in the company? What is your interviewer’s
favorite part of the job? These types of questions will give you a good idea of what
working this job will be like and show that you've given some thought to the job.
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Send a thank you note. Follow up after your interview. After the interview, thank the

interviewer for the time before you leave. Then, after your interview, send a thank you
note or an email. Just like following up after applying, a thank you note shows you're
committed and respectful. [g]

» Not all part time jobs will need you to send a thank you note, some interviewers may
even hire you on the spot. But if you can, it's always good to follow up after an
interview.

* In your note, express that it was great meeting everyone and that the job seems like a
great place to work.

» Feel free to mention something you talked about in the interview. Say that you liked
learning more about the job, and feel free to add something about how you’re excited
at the opportunity to do something specific related to the job.

e Don’t assume you'’ve got the job but be confident. Keep the note short and say that you
look forward to from hearing from the employer.

Expert Q&A

How do you figure out what you should do for a job?
[

There are a lot of variables that go into this. It's important to make a distinction
between your preferences and your needs. What salary do you need to maintain
the lifestyle that you want? Where do you physically want to work? Are you willing
to relocate? Make a list of what you absolutely need for a job to make you happy.
Then, make another list of things you'd like in a job, but don't necessarily require.
This will help you narrow in on whether a position is worth it for you or not.

“#  Meredith Walters,

5 MBA
i Certified Career Coach

Helpful = 1 Not Helpful 0


https://www.wikihow.com/Author/Meredith-Walters-MBA
https://www.wikihow.com/Author/Meredith-Walters-MBA

What kinds of jobs can | get as a 15 year-old?
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You could do many things, including be a gardener, dish washer, team mascot or
ball-boy.
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What are the types of jobs | can get at the age of 12?

)
@*@"»

Depending on your level of responsibility, you could try dog walking or babysitting,
or running a lemonade stand or bake sale, or making and selling homemade
crafts.
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What jobs can I find at the age of 16 years old?
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Babysitting, dog walking or working at a store are good options for teens.
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How do | get a job at 13?
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You could be a babysitter in your neighborhood or maybe you could be a dog-
walker. It is harder in the U.S., because most states require children to be at least
16 to officially work.
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I'm an engineering student, how can | find a job?
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Talk to one of your professors, see if they have any connections that might help
you. If you're just looking for part-time work to help with expenses while you're in
school, inquire at local shops and restaurants. Make sure to inform them that
you're a student and only available to work when you do not have class.
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Retail is a great industry to work in during the holidays. Try to apply to stores that
are within your local mall. Supermarkets see a surge in customers during the
holidays and often need an extra hand. Make sure that the positions you apply for
are marked "seasonal."
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Where can | work in my 20s?

’ Amy Gremillion
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Getting hired for a job is based on experience and availability. Employers cannot
discriminate against an applicant based on age. Make sure that you are applying
for positions that are within your skillset and if you haven't worked before, apply to
entry-level positions. Internships are also a great way to obtain experience and
referrals which can lead to greater job opportunities later.

Helpful = 0 Not Helpful 0
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o Always make sure the resume you are submitting matches the job descriptions for
the job title.

* Make sure that when applying for a job, you know exactly what the job entails, and
whether you can perform the job to your fullest ability.

» Check out career resources available at your college or high school. Usually, there is
a career office where someone can help you out with your resume and cover letter,
usually free of charge.

» Perform a follow-up call or email to the employer thanking the employer for taking
the time to interview you and that you are available and still interested.

e Dress appropriately for the interview and show up early.

Warnings

» Do not pay any money to get your resume corrected or improved. Some companies
offer to perfect your resume for a fee. You can find free resources online and in
school to improve your resume.

e Include a personalized cover letter for the actual job function. Avoid the temptation
to send out copies of the same document, unless you are certain the job
descriptions are completely identical in nature and type of duties performed.
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