
 

 

WORK-SEARCH LOG 

Date 
Mo/Day/

Yr 

Employer Name, 
Address, Phone 
Number, E-mail 

Address or Web Site 

How 
Contacted 

Person 
Contacted 
 and Title 

Work 
Sought Results 

Application 
or Resume 
Submitted? 

E-Mail or 
Website 

Confirmation 
Number 

  

� In Person 
� Phone/Fax 
� Mail 
� E-Mail 
� Web Site 

  
� Not Hiring 
� Pending 
� Hired 

� Yes 
� No 

 

  

� In Person 
� Phone/Fax 
� Mail 
� E-Mail 
� Web Site 

  
� Not Hiring 
� Pending 
� Hired 

� Yes 
� No 

 

  

� In Person 
� Phone/Fax 
� Mail 
� E-Mail 
� Web Site 

  
� Not Hiring 
� Pending 
� Hired 

� Yes 
� No 

 

  

� In Person 
� Phone/Fax 
� Mail 
� E-Mail 
� Web Site 

  
� Not Hiring 
� Pending 
� Hired 

� Yes 
� No 

 

  � In Person 
� Phone/Fax 
� Mail 
� E-Mail 
� Web Site 

  
� Not Hiring 
� Pending 
� Hired 

� Yes 
� No 

 

  � In Person 
� Phone/Fax 
� Mail 
� E-Mail 
� Web Site 

  
� Not Hiring 
� Pending 
� Hired 

� Yes 
� No 

 

  � In Person 
� Phone/Fax 
� Mail 
� E-Mail 
� Web Site 

  
� Not Hiring 
� Pending 
� Hired 

� Yes 
� No 

 

  � In Person 
� Phone/Fax 
� Mail 
� E-Mail 
� Web Site 

  
� Not Hiring 
� Pending 
� Hired 

� Yes 
� No 

 

  � In Person 
� Phone/Fax 
� Mail 
� E-Mail 
� Web Site 

  
� Not Hiring 
� Pending 
� Hired 

� Yes 
� No 

 

  � In Person 
� Phone/Fax 
� Mail 
� E-Mail 
� Web Site 

  
� Not Hiring 
� Pending 
� Hired 

� Yes 
� No 

 

 
Work-Search Notes: 

1. Keep copies of email or website confirmations in either paper or electronic form. 
2. Attempt to contact people with hiring authority when seeking work. 
3. Always submit applications, unless the employer specifically says they aren't accepting any at that time. 
4. Reading newspaper, bulletin board, or website job listings do not constitute a valid "job contact." You must apply 

or attempt to apply for a specific job. 
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