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5 Tools That Will Enhance Your  

Job Search Campaign 
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The Five Core Applications: 
Use the following five Microsoft Office Suite applications during your next job search campaign 

as follows: 

• Use Microsoft Word:  

• Because it is the traditional/widely accepted format for a written resume 

• To keep your word-processing skills fresh by challenging yourself to learn more 

using your resume as your “model” project 

• To take control of your resume; no more relying on friends/family 

• To keep the content updated 

• To keep the content relevant and accurate  

• Use Microsoft PowerPoint:  

• To produce a "creative" resume to accomplish two things: 

• Demonstrate your knowledge and skill set with regard to using Microsoft 

PowerPoint 

• Showcase elements of your professional experience that can't be captured 

with just mere words 

• To include videos, sound & recorded messages 

• To incorporate short introductory video (at the very beginning) of the presentation 

to provide a sampling of your personality (that can’t be captured in a written 

document). 

• Use Microsoft Excel: 

• To track the resumes that you submit 

• To track the various resources used to locate positions of interest 

• To record information about the interviews that you complete so that you have the 

necessary information to make the best decision possible for you, for your family 

and for your future. 
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• Use Microsoft OneNote: 

• To perform the necessary research on your industry of interest 

• To research each company that you submit a resume in response to a job posting 

• To prepare for a potential interview [based on the research conducted] 

• To record and study the current trends of positions/industries that are of 

interest to you; so that you are in the know! 

• Use Microsoft Outlook: 

• To send and receive email correspondence (your resume); digital “paper trail” of 

communication with potential employment opportunities 

• To setup appointments during your job search campaign (job interviews/meetings) 

• To record information about potential employers (store contact information on 

potential employers)  

• To maintain a task [to-do list] (needed to prepare for potential job interviews) 

• To jot down notes about an industry, an employer, or a job position (create notes as 

digital post-its)   

 

“Often, we ONLY think about these desktop applications as the tools we need to know when it 

pertains to completing tasks once we get the job.  Why not take the time, during your job search 

campaign, to increase and/or enhance your knowledge and comfort in working with these five 

Microsoft Office Suite applications? The best part of making these five applications a part of 

your job search campaign is that you make yourself familiar with the applications (building up your 

confidence), but you are also learning more about each application and the specific tasks that 

each application was initially designed to perform…but you can also begin entertaining the thought 

of how to use each Microsoft Office Suite application in an “outside-the-box approach”…at the 

end of the day it is usually about getting a task completed in the most efficient, effective, and 

productive way possible.“ – Troy A. Burgher, Owner – TAB Training & Consulting, LLC 


