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About this guide

This guide is designed to support social impact leaders, creatives, 

changemakers, and other bright-eyed job seekers like you to identify, find, 

and land a job that allows you to authentically contribute what you're here 

to contribute.

 

Although this guide was written with office jobs in mind, many of the tips can 

be used successfully in other contexts.  Do what feels right and appropriate to 

you given what you are looking for. 

 

Regardless of what kind of job you're seeking, you are going to have to talk to 

people and enroll the support of others to be successful. That can be 

challenging and takes a certain level of vulnerability ,but I believe in you! And 

if you see you'd like more support from me on how to put yourself out there 

with ease, send me an email (address on the last page).

 

 

 

 

 

About Noelle Janka 

I am a life coach and yoga teacher, certified by the Academy for Coaching 

Excellence and South Boston Yoga, respectively. I have over 500 hours of 

experience coaching people past the point where they usually stop 

themselves so they can score big, juicy goals.  I specialize in supporting 

creatives and changemakers to build careers that are joyful, impactful, and 

sustainable – both in terms of financial security and physical health. 

 

 Because of varied interests and a long battle with late-stage Lyme disease, I 

had a lot of different jobs before I became a coach. I have experience in 

corporate sales management, non-profit management, grassroots 

organizing, fundraising, academia, food service, agriculture, and 

entrepreneurship, and I bring a little of each of my experiences into my work 

supporting others to build careers they love. You can learn more about my 

coaching at www.noellejanka.com.
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Step 1: Get Clear on What You'd Love

Craft a vision-statement for the job you’d love. Include details about what 

you want to be doing, where the job is located, who you’re going to be 

working with, how much money you want to be making, and all the 

details that are important to you. Don’t worry about what’s realistic or 

what you “should” do. Just focus on what you’d love. Write it in the first 

person and present tense so you can really see yourself in the vision. 

 

If you’re considering a couple different paths, write a few versions of your 

vision and notice if there’s one you get more excited about, or where the 

writing comes more easily. 
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Recommended Resources

1. My Discover Your Dream Job workshop. Look for the next one at 

www.noellejanka.com/workshops  

 2. Designing Your Life: How to Build a Well-Lived Joyful Life by Bill Burnett 

and Dave Evans

 

 

 



The average person changes 

jobs ten to fifteen times (with an 

average of 12 job changes) 

during their career.

 

Many workers spend five years 

or less in every job, so they 

devote more time and energy 

transitioning from one job to 

another. 

 

 

 

FUN FACT
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Step 2: Update your public presence 

accordingly 

LinkedIn: Update your LinkedIn profile or create one if you 

haven’t already. Choose a professional photo. Ask a friend to 

take one if you don’t have one. Clearly state what you’re 

looking for in the summary at the top of the profile, even if it 

doesn’t match the experience listed on your resume. 

Facebook: Employers will check your Facebook profile so 

edit it to make sure it reflects only things you’d want them to 

see!

Create/Update Your Website. This is important if you are a 

photographer, writer, artist, artisan or anyone who has a 

portfolio that would be important for prospective employers 

to see. 
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Step 3: Be ready to seize an opportunity 

Update your resume: Revise your resume to best reflect 

your experience in this field. If you have no experience in the 

field, emphasize the skills that will transfer. Note that your 

resume doesn’t have to be in chronological order. You 

should put the most relevant work at the top. The Rockport 

Institute offers a free, simple, award-winning guide to writing 

a resume that generates results: 

www.rockportinstitute.com/resumes.

Create an elevator pitch that you can deliver in 1 min or 

less to answer the question, “what kind of job are you 

looking for?” and practice it daily!



Step 4: Call in Support 

Write a Support Letter and keep it handy.  Address the people you 

know and those you don’t know yet.  Write a succinct yet heartfelt letter 

that explains who you are, your vision, what you’re looking for, and 1-3 

ways the reader can help. You might ask them to connect you with 

people in a particular industry, or people with a certain job title, for 

example. 

 

Share your vision with others, even folks you don’t know. You never 

know who might be able to support you. Every encounter is an 

opportunity that may change the course of your life.  Make eye contact, 

become interested in, and strike up conversations with folks wherever 

you go, and allow yourself to be surprised!

 

Focus your one-on-one contact on connectors.  These are people who 

are generally well connected, or have connections with the people you 

want to talk to. Look at your personal network, and ask: 

- Who is doing work in the area in which I’m looking?  

- Who might know someone who is doing work in the area in which I’m 

looking?  

 

Contact them face-to-face, by phone, Facebook, LinkedIn, or email.  If by 

email, include a personal note and also your full Support Letter. Then 

follow up, follow up, follow up! I recommend following up with each 

person at least twice. 

 

Post on your social media accounts that you’re job hunting and ask 

for support getting connections to the industry you want to be working 

in. BUT, do this only if it doesn't put your current job at risk. 
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Step 5: Identify Leads Strategically

Make a list of any/all direct connections you already have. Then 

make a list of anyone you know who might know someone in 

your desired industry.

Identify prospective employers in your desired field and 

location(s): 
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Ask your Connectors (identified in Step 4) and people you do 

informational interviews with for recommendations that might 

match your vision. 

Look on LinkedIn at your Connectors’ current and former 

employers, and try LinkedIn’s “Find Jobs” tool under the 

“Jobs” menu.

Look up Friends’ current and former employers on Facebook.

Ask everyone you talk to who else you should talk to.



Step 6: Informational Interviews

Informational interviews are a networking tool. They help you  

build your network and gather information about industries, 
organizations, or job roles that you might be interested in.

An informational interview’s purpose is not to get you a job, though it could lead 

to one down the road. They are typically informal conversations, on the phone or 

in-person, and around 30-minutes in length. 

 

Use Steps 4 and 5 to identify people to do informational interviews with, then 

reach out to them by phone, email, or LinkedIn and ask directly for what you want. 

For example, "Would you be willing to hop on the phone with me for 20 minutes 

and talk to me about your experience working for Ikea?" 

 

In the conversation ask about the person's experience in a particular industry, 

organization, or role. See if they recommend resources and other connections 

that might help you learn what you want to learn. Always ask them who else you 

should speak to and see if they'll connect you. 

 

Definitely send a thank you email to everyone who speaks to you! Identify people 

you want to stay connected with and send them updates when you get a job or 

talk to someone they connected you with. 

 

Do as many informational interviews as it takes to get the information and 

connections you're looking for!
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Step 6: Apply +  Enroll Your Prospective 

Employer in Hiring You

The informational interview process will help you get clearer on the 

kind of job you'd love and where you might apply. It will likely also 

help you cross some options off your list. 

 

As much as possible, you want to be connected to a place you're 

applying to before you apply. If your connection is not the hiring 

manager for the position you want, ask if your connection can 

introduce you to the hiring manager. 

 

If you can't get connected to them, see if you can get the hiring 

manager's name so you can try to connect with them on your own, 

and/or at least address your cover letter to them directly. Be sure to 

mention in your cover letter the name of the person you are connected 

with. If you reach out to the hiring manager to ask for a chat, make a 

connection that’s as personal as possible and express your interest in 

the position you’re interested in.

 

If you're not connected with anyone at a place you're applying, you 

can reach out to potential connections when, or even after, you apply. 

You can ask them for an informational interview, even if you're not 

needing a lot of info, just to make a connection. Chances are you'll 

learn something! 

 

This could sound like: "Hi Sally, I just applied to work at IDEO for a role 

in your department. Would you be willing to hop on the phone with 

me and share a little about your experience with the company 

culture?"

 

Always send thank you emails to everyone you speak to!
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Interview Prep

If a position feels like a good fit, you want to really enroll your potential 

employer in hiring you. The best way to do this is to show you're 

interested in them, clearly communicate your vision for what you can 

bring to the table and how you see that experience connecting to what 

you want to achieve in your career. 

 

When you get an interview, ask for the names of the folks you're meeting 

with so you can read up on them beforehand. Read as much as you can 

about the place you're applying – not just on the company website but on 

news sources and even social media accounts of people who work there.

 

Before your interview, practice telling the story of your career so far and 

what you've accomplished. Have anecdotes ready to illustrate your skills 

and the results you've produced in other jobs.

 

Send thank you notes to the folks you interview with and share what you 

appreciated about the experience.

 

For more interview prep tips, check out this list of 30 from The Muse: 

https://muse.cm/2zKsjLw.

 

At the end of the interview, make sure you're clear on what kind of 

communication to expect from them and when. If they tell you that you'll 

hear back in a week and after a week you've heard nothing, it is totally 

okay to follow up. 
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A note on cultural and structural barriers

As an American citizen and a college-educated cis, straight-passing white lady, I 

recognize that I see and experience the job search through a particular lens. 

Others may have very different experiences. The steps outlined in this guide are 

meant to be a starting point. They aren't a one-size fits all approach. You might add 

your own spin on these steps and you might not do them in this order. 

 

If you're someone who faces a disproportionate amount of discrimination and 

oppression, start networking with people within your safe circles, like friends of 

friends, and look for like-minded folks outside your network. If, for example, you’re 

a queer, trans person of color (QTPOC) and you want to be a zookeeper, you 

might say: is there a QTPOC zookeepers group on Facebook or LinkedIn? You 

never know until you look! 

 

Sometimes smaller networks are more committed networks. People who get how 

hard it is to have a certain identity may go the extra mile to support others with that 

identity. And, while there may be a disproportionate number of obstacles for you, 

there is also the possibility that there might not be. Be willing to focus your 

attention on the possibility that you can get the job you’d love. 
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Additional Support 

This guide provides tips on what you can do to find and land a job you love but 

often there are things you need to stop doing to be successful. For example: stop 

procrastinating, stop being scared of failing, and stop getting in your own way. I 

run a variety of programs to help job seekers overcome those self-imposed blocks 

to success, in their careers and in life in general. 

 

To learn more, check out my offerings at wwww.noellejanka.com and email me 

to schedule a complimentary strategy session: coach@noellejanka.com.  


