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How to Use the Job Search Work Team Wall Chart 
 
1. Make a very large copy of the Chart, large enough to be posted on the wall and still read by people sitting 
around a meeting table. This is usually about three feet high by four feet wide. The boxes in the grid will be 
rectangular, not square. 
 
2. Write team members’ names in the numbered spaces at the top with a magic marker.  
 
3. Use one wall chart for each team for each month.  
 
4. At the Job Search Work Team meeting, write each team Members’ numbers for the week in the column 
under their name. Use a dash (--) rather than a zero when the person has no number for a particular row. 
 
5. Use a different colored magic marker for each week of the month. Record each member’s numbers for the 
first week of the month in the upper left quadrant of the each box. Record the second week (in a different color) 
in the upper right quadrant, the third week in the lower right, and the fourth week in the lower left, proceeding 
clockwise around each box. Make the four numbers as large as possible, so they can be read from the table. 
 
This system of using different colors and different corners of the box each week makes it easy to see at a glance 
how each team member is conducting their search -- where they are strong in search and can help others (e.g. 
getting in to see Decision Makers) and where they are not so strong and may need some help from the team. 
 
6. In months with five team meetings, squeeze the fifth number into the center of the box. (Don’t worry if its not 
too legible, the month is over and the Chart will soon be replaced with a new one.) 
 
7. When a member finds a new job, write “NEW JOB,” “CONGRATULATIONS” or whatever you like in big 
letters in their column on top of whatever numbers are there. 
 
8. Put a second identical chart on the wall to use only for an “honor roll” of people who found jobs. When they 
do, put their name in the numbered space at the top and their TOTAL (for the entire search) number of hours, 
letters and contacts. This lets other team members see the totals required by various people to find a job. 
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Instructions for assembling the wall chart 
Pages 3 – 30 of this pdf document make up the wall chart. Below is a diagram of how to assemble the wall 
chart. Since most home printers need some margin for printing you will have to trim the edges of the bottom 
and left of each page along the gray cut guidelines and overlap the page to the right and bottom so the chart 
sections line up from page to page then adhere together.  
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