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SESSION OUTLINE

❑ Career Roadmap Creation

❑ CV Writing

❑ Cover Letter Writing

❑ Use of Job Portals

❑ Research Jobs & Employers

❑ Job Applications Tracking

❑ Interview Preparation & Execution

❑ Follow-Up with Potential Employers

❑ Communication Skills

Session Outline
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Career Roadmap Creation
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Career Selection Problem
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Reason: Career Selection Problem

Lack Of Awareness

Lack Of Domains & 
Sub-domains 
Knowledge

Interest

Domain Value / Scope

No clear vision of 
career paths

Lack Of 
Expertise /  
Experience
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Career Selection Factors
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Solution
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Awareness

➢ IT Professional -> Development | InfoSec | Sales | Vendor  
specific domain e.g IBM / Microsoft / VMware / Oracle etc. 

➢Management Professional (BBA / MBA) -> Sales / 
Marketing / HR

➢ Lawyer -> Corporate lawyer | Criminal lawyer etc.
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Awareness

What excites and energizes you? | What are you good at?
• Find a Mentor
• Ask People Who Have Done It
• Take Tests
• Try Internship(s)

What You Want To Do

&

Available Opportunities

www.smartsindh.com



www.SearchOPal.com

Career Goals Setting
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Career Goals Setting

Long-Term Goals
Divide long-term goals into:

• 1 year plan

• 3 years plan

• 5 years plan

• 10 years plan

• 20 years plan

• Retirement plan

Short-Term Goals
• Want to learn a new skill

• Want to get certified in
some domain / technology
/ product

• Want to work on some
specific project
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Career Goals Setting
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Career Growth
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Plan Your Career

Did you ever see a “Project Plan”? 

LIFE is like a PROJECT, and we must 

chalk down its PLAN
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Skills Progress Chart

• Map defined career roadmap with current skills set
• Map defined career roadmap with future skills to be gained
• Skills gap analysis -> Fill the gap
• Create skills progress / growth chart

• During studies

• After studies

What are you doing when you are out of university and 
looking for job?

Did you learn / enhance any skill(s)?
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Enablement

Learn & Enhance Skills
• Education

• Improve education (if required)

• Skills / Expertise
• Short courses

• Certifications

• Experience
• Job

• Internship

• Volunteer Work
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Opportunity

Go For Highly Skilled Job
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CV Writing
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CV Sections

Option 1 [Do Not Have Experience]
• Header
• Profession
• Summary
• Skills
• Education
• FYP
• University Projects
• Courses
• Certifications
• Affiliations
• Achievements
• Work Experience
• Languages
• Interests
• References

Option 2 [Have Experience]
• Header

• Profession

• Summary

• Skills

• Work Experience

• Certifications

• Courses

• Affiliations

• Achievements

• Education

• Languages

• Interests

• References
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Sample CV
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Sample CV
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CV File Name

Name-Job Post-Date-CV.doc/pdf
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CV File Name – Bad Examples
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Why Go Through So Much Hassle?

IT IS ALL ABOUT

ATTENTION TO DETAILS

&

HOW WELL AND PRECISELY YOU CAN PRODUCE INFORMATION
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Cover Letter Writing
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What Is Cover Letter

A cover letter is a one-page document or email that, along with
your CV, is sent with your job application.

A cover letter is your chance to tell a potential employer why
you are the perfect person for the position and how your skills
and expertise can add value to the company.

Professional but Personable

Keep it short: Less. Is. More.
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Cover Letter Elements

Greeting: Address your cover letter to the proper person.

Opening: Write a personable, opening paragraph that shows how your skills
are a perfect fit to the job and displays your enthusiasm.

Hook: Highlight your past achievements as they relate to the job you are
applying for. You want to target the company’s needs—not your own.

Skills: Emphasize on additional relevant skills.

Close: Briefly recap your strengths as a candidate and include your contact
information.
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Cover Letter Sample
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Bad Examples
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Bad Examples
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Bad Examples
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Bad Examples
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Bad Examples
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Do Research About Employer
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Do Research About Employer
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Do Research About Employer
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Use of Job Portals
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Career Networking & Job Portals

Search O’ Pal

LinkedIn

Job Portals
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Search O Pal Profile Creation

• Create a very professional looking profile

• Add maximum information

• Keep updating profile
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Search O Pal Profile
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Job Search

• Search jobs with different keywords

• Use filters for job search

• “Like” jobs related posts
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LinkedIn Profile
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LinkedIn Profile
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Job Portals

DON’T LIMIT YOURSELF TO PAKISTANI JOB MARKET
https://www.monster.com

http://www.goinglobal.com

http://www.jobz.pk

http://www.bayrozgar.com

https://www.mustakbil.com

http://www.apnijobs.pk

https://pk.tiptopjob.com

https://pk.jobrapido.com

https://pk.gigajob.com

www.searchopal.com

https://www.rozee.pk

https://rightjobs.pk

https://www.dubizzle.com

https://www.bayt.com/en/pakistan

https://www.naukrigulf.com

https://www.monstergulf.com

https://www.gulftalent.com

http://new.brightspyre.com

https://www.indeed.com.pk

http://www.pakistanjobsbank.com

https://www.totaljobs.com/jobs/in-

middle-east

https://www.pkjobs77.com/jobs/region/p

akistan/job-jobs

https://www.careerjet.com.pk

https://dutyjob.com

http://www.talenthunters.com.pk
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Research Jobs & Employers
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Research Jobs

• Use Your Network

• List and research target organizations
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Research Employers

• Look into company’s services / products

• Number of offices and locations

• Type of customers

• Type of projects
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Job Applications Tracking
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Job Applications Tracking
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Interview Preparation & 
Execution
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Interview Preparation

• Do research about

• Employer

• Job post

• Past projects

• Map past projects with your job role and skills

• Upcoming projects

• CV Details

• Have deep knowledge of every word in your CV

• You should be able to explain your past work & skills

• Be clear in your head what you want from the job

• Salary

• Research about salary for the job position
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Interview Day

• Dress-up properly

• Show up on time

• Show enthusiasm

• Have 2-3 copies of CV with you

• Answer questions with reference to customer’s business / projects (if
possible)

• Add examples/references/company situation to support answers

• If you don’t know something, say I can look into that and learn more about
it and mention such situation happened in the past

• Be natural

• Provide true information
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Interview Day

• Ask questions
• About company

• Job role

• Career growth roadmap

• Team you will be part of

• Get follow-up date from interviewer

• Get contact person’s details for follow-up

• Salary Negotiation
• You should be able to accept / reject salary offer on the spot
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Follow-Up With

Potential Employers
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Application / Interview Follow-Up

• Follow-up of job application
• Be professional

• Be polite

• Show interest in the job

• Use email (preferably)

• Have patience

• Follow-up of job interview
• Be polite even if no response

• Have patience
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Stay Connected With Potential Employers

• No response / opportunity doesn’t mean you are not qualified
so stay connected.

• Stay connected with potential employers through Email / Job
Portals etc. to update them about your professional progress so
that you might get opportunity in future.
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Communication Skills
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Communication Skills

Work on communication skills

• Learn Business Communication

• Communication Channels

• In-person / Face-to-face

• Email

• Phone

• Messaging

• Job Portals

• Social Media

• Be very responsive to employer’s email/call/message
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Thank You!
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