
Running Your Job Search Like a Business 

Business Plan Executive Summary 

The executive summary is Part 1 of the business plan and is the most important section of your 
plan. It provides a concise overview of the entire plan, along with a history of your company. This 
section tells your reader where your company is and where you want to take it. It's the first thing 
your readers see; therefore, it is the thing that will either grab their interest and make them want to 
keep reading or make them want to put it down and forget about it. More than anything else, this 
section is important because it tells the reader why you think your business idea will be successful. 

Compare the Executive summary to your Me in 30 Seconds or your elevator 
speech as well as power statements. It is critical that you develop the art of quick 
and powerful statements and responses in your job search. Write these down, 
prepare to use them and practice them frequently.  

Market Analysis 

The market analysis section is Part 2 of the business plan. This section should illustrate your 
knowledge about the particular industry your business is in. It should also present general 
highlights and conclusions of any marketing research data you have collected;  

Study your target companies and your target industry. Know what they do and 
how they do it. Where is the company going and where have they been. It is 
critical to keep informed on the companies you are interested in. 

Company Description 

The company description is Part 3 of the business plan. Without going into detail, this section 
should include a high level look at how all of the different elements of your business fit together. 
The company description section should include information about the nature of your business as 
well as list the primary factors that you believe will make your business a success. 

When defining the nature of your business (or why you're in business), be sure to list the 
marketplace needs that you are trying to satisfy. This should include the ways in which you plan to 
satisfy these needs using your products or services. Finally, list the specific individuals and/or 
organizations that you have identified as having these needs. 

Primary success factors might include a superior ability to satisfy your customers' needs, highly 
efficient methods of delivering your product or service, outstanding personnel, or a key location. 
Each of these would give your business a competitive advantage. 

Your resume and cover letter fit nicely in this description. This is a high level look 
at how your skills will fit into an organization. List what skills you have that they 



need. Have it in good form and make sure you sell yourself as much as possible 
before presenting your resume and cover letter. 

Organization & Management 

Organization and Management is Part 4 of the business plan. This section should include: your 
company's organizational structure, details about the ownership of your company, profiles of your 
management team, and the qualifications of your board of directors. 

Who does what in your business? What is their background and why are you bringing them into the 
business as board members or employees? What are they responsible for? These may seem like 
unnecessary questions to answer in a one- or two-person organization, but the people reading 
your business plan want to know who's in charge, so tell them. Give a detailed description of each 
division or department and its function. 

This section is more for your personal benefit. Who is on your team? Who is 
selling you? Do you make an impact on the community and businesses? How can 
you get a stronger team to find you a job? You of course are the boss, but who do 
you have working for you? Make a list of your personal resources and reach out to 
them as often as possible. You never know who will get you your next job. 

Marketing & Sales Management 

Marketing and Sales Strategies is Part 5 of your business plan. Marketing is the process of 
creating customers, and customers are the lifeblood of your business. In this section, the first thing 
you want to do is define your marketing strategy. There is no single way to approach a marketing 
strategy; your strategy should be part of an ongoing business-evaluation process and unique to 
your company. However, there are common steps you can follow which will help you think through 
the direction and tactics you would like to use to drive sales and sustain customer loyalty. 

An overall marketing strategy should include four different strategies: 

 A market penetration strategy. 

 A growth strategy. This strategy for building your business might include: an internal 
strategy such as how to increase your human resources, an acquisition strategy such as 
buying another business, a franchise strategy for branching out, a horizontal strategy 
where you would provide the same type of products to different users, or a vertical 
strategy where you would continue providing the same products but would offer them at 
different levels of the distribution chain. 

 Channels of distribution strategy. Choices for distribution channels could include original 
equipment manufacturers (OEMs), an internal sales force, distributors, or retailers. 

 Communication strategy. How are you going to reach your customers? Usually a 
combination of the following tactics works the best: promotions, advertising, public 
relations, personal selling, and printed materials such as brochures, catalogs, flyers, etc. 

After you have developed a comprehensive marketing strategy, you can then define your sales 
strategy. This covers how you plan to actually sell your product. 



Your overall sales strategy should include two primary elements: 

 A sales force strategy. If you are going to have a sales force, do you plan to use internal or 
independent representatives? How many salespeople will you recruit for your sales force? 
What type of recruitment strategies will you use? How will you train your sales force? What 
about compensation for your sales force? 

 Your sales activities. When you are defining your sales strategy, it is important that you 
break it down into activities. For instance, you need to identify your prospects. Once you 
have made a list of your prospects, you need to prioritize the contacts, selecting the leads 
with the highest potential to buy first. Next, identify the number of sales calls you will make 
over a certain period of time. From there, you need to determine the average number of 
sales calls you will need to make per sale, the average dollar size per sale, and the 
average dollar size per vendor. 

This is a critical part of any business. Without sales and marketing a company will 
dry up. What are you doing to be noticed above your competitors? How can you 
stand out and shine? Don’t just be the standard job seeker. Be a job producer, 
make work for yourself and give people a reason to want to hire you. 

Service or Product Line 

Service or Product Line is Part 6 of your business plan. What are you selling? In this section, 
describe your service or product, emphasizing the benefits to potential and current customers. 

Focus on the areas where you have a distinct advantage. Identify the problem in your target 
market for which your service or product provides a solution. Give the reader hard evidence that 
people are, or will be, willing to pay for your solution. List your company's services and products 
and attach any marketing/promotional materials. Provide details regarding suppliers, availability of 
products/services, and service or product costs. Also include information addressing new services 
or products which will soon be added to the company's line. 

What are your marketable skills? What hobbies or skills do you have that can’t go 
on a resume but would help an organization if they knew you had them? Make a 
list of these skills and define their value to an organization. 

 

Funding Request 

The Funding Request is Part 7 of your business plan. In this section, you will request the amount 
of funding you will need to start or expand your business. If necessary, you can include different 
funding scenarios, such as a best and worst case scenarios, but remember that later, in the 
financial section, you must be able to back up these requests and scenarios with corresponding 
financial statements. 

You will want to include the following in your funding request: your current funding requirement, 
your future funding requirements over the next five years, how you will use the funds you receive, 
and any long-range financial strategies that you are planning that would have any type of impact 
on your funding request. When you are outlining your current and future funding requirements, be 



sure to include the amount you want now and the amount you want in the future, the time period 
that each request will cover, the type of funding you would like to have (i.e., equity, debt), and the 
terms that you would like to have applied. 

Know what it is that you want. Be specific about needs and wants. Know how 
much you need to survive. Know what benefits you need. Then know which ones 
you want and what kind of environment you want to work in. It is easier to aim 
for a target if you know what the target is. 

Financials 

Financials is Part 8 of your business plan. The financials should be developed after you've 
analyzed the market and set clear objectives. That's when you can allocate resources efficiently. 

Keep accurate records of you search and those you meet. Don’t let anyone you 
meet be forgotten. More importantly, don’t let them forget you. This is why I am 
such an evangelist for LinkedIn. Most hiring managers will be there and as you 
interview, link with them. If they don’t hire you, you at least have a permanent 
connection with them. If you then use LinkedIn right and manage your brand 
impressively, they may notice the value you add and won’t let you pass the next 
time. 

Appendix 

The Appendix is Part 9 of your business plan. This section should be provided to readers on an 
as-needed basis. In other words, it should not be included with the main body of your business 
plan. Your plan is your communication tool; as such, it will be seen by a lot of people. Some of the 
information in the business section you will not want everyone to see, but, specific individuals 
(such as creditors) may want access to this information in order to make lending decisions. 
Therefore, it is important to have the appendix within easy reach. 

The appendix would be any other documents or lists you want to keep handy in 
case it is needed. For example, college transcripts, recommendation letters, project 
lists etc. These are things you may or may not bring up initially but they may 
come up in an interview. Be prepared with anything that can back up how special 
you are. 

Source: www.sba.gov 

  

http://www.sba.gov/


YOUR PERSONAL BUSINESS PLAN 

EXECUTIVE SUMMARY 

Write your best elevator speech. Be sure to include your name, what specific job you are looking 

for and 2-3 major accomplishments. Try to read it and keep it to 30 seconds. 

 

 

 

 

 

 

 

 

MARKET ANALYSIS 

List your 4 target companies. List why you want to work for them. What do you know about them 

now. Visit their website, search them on Google and find them on at least one social media site 

(LinkedIn, YouTube, Twitter, Facebook etc.) and write 4 things you learned about them. 

Company 1_______________________________________________________________________ 

Why do you want to work there?_____________________________________________________ 

________________________________________________________________________________ 

What do you know about them?______________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

After research, list 4 things you learned.________________________________________________ 

________________________________________________________________________________ 

Company 2_______________________________________________________________________ 

Why do you want to work there?_____________________________________________________ 

________________________________________________________________________________ 

What do you know about them?______________________________________________________ 



________________________________________________________________________________ 

________________________________________________________________________________ 

After research, list 4 things you learned.________________________________________________ 

________________________________________________________________________________ 

Company 3_______________________________________________________________________ 

Why do you want to work there?_____________________________________________________ 

________________________________________________________________________________ 

What do you know about them?______________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

After research, list 4 things you learned.________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

Company 4_______________________________________________________________________ 

Why do you want to work there?_____________________________________________________ 

________________________________________________________________________________ 

What do you know about them?______________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

After research, list 4 things you learned.________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________  

COMPANY DESCRIPTION 

Do you have a good resume and cover letter? _________ 



Have you had at least 3 professionals look at it?________ 

If not, find and list 3 you can contact. 

________________________________________________________________________________ 

ORGANIZATION AND MANAGEMENT 

List 20 people you know that might be able to help you find a job. These can be people that are 

already on your team. After you list them, within the next 2 weeks contact each one of them. 

    

    

    

    

    

 

MARKETING AND SALES MANAGEMENT 

Brainstorm ideas that you can do to market yourself. They don’t have to be original but they need 

to be effective. (For example, Volunteer at ____________, Get a LinkedIn account, Get a window 

decal with your website address, pass out business cards at Walmart etc.) 

  

  

  

  

  

  

  

  

 

SERVICE OR PRODUCT LINE 

List your marketable skills and interests and write how they can be a selling point for your dream 

job. 

  

  

  

  

  

  



  

  

 

FUNDING REQUEST 

Determine what you need in the following areas: 

Salary______________________ (Calculate your total “must pay” expenses for the month and 

add, the “should pays” and “like to pays” until your reach a reasonable number.) 

Standard Benefits ________________________________________________________________ 

Extra Benefits ___________________________________________________________________ 

Work Environment________________________________________________________________ 

Other Requirements______________________________________________________________ 

 

FINANCIALS 

Describe your method of tracking jobs you posted for, people you have met, miles you have 

traveled, follow up visits, contacts, interviews etc. 

 

 

 

How could you improve this method? 

 

 

 

 

APPENDIX 

List any other material you might need to gather and have available upon request. 

   

   

   

 

 


