Spring Cleaning Your Career: Refresh Your

Professional Life
By Dan Lopez, Career Advisor & Team Lead at RochesterWorks

Hey there, Dan Lopez here, Career Advisor and Team Lead at RochesterWorks. One
memory that stands out for me is a client who came in last spring with a folder stuffed
full of resumes, old business cards from 2020, and a crumpled list of job posts. Right
then, it hit me, our careers need spring cleaning just as much as our living spaces do.
Let’s talk about how you can give your professional life a fresh start this season.

Digital Declutter

I've reviewed countless professional documents in my time at RochesterWorks, and if
there’s one thing I've learned, it's that organization is a game-changer.
« Resume Versions
Keep it simple with a clear naming system (think
“2025_Marketing_Resume_Master”) to avoid confusion. Ditch those outdated
files and maintain one master resume with your complete work history, plus a few
tailored versions for specific roles.
« Email Management
Set up folders for job applications, networking contacts, and interview follow-ups.
One client told me she secured her dream job because she was able to
reference a six-month-old conversation in seconds, imagine if she’d lost that
email in the chaos of an unorganized inbox!
e LinkedIn Optimization
Treat your LinkedIn like a shelf that needs regular dusting. Do a quarterly review
of your connections, engage with your network regularly, and highlight any new
skills or achievements on your profile.

Document Organization

A solid organizational system makes a world of difference, especially if you're balancing
multiple job applications.
e Application Tracking
Use a spreadsheet (or a tool you like) to log application statuses, follow-up dates,
and key contacts. Make notes on interviews and networking events, it'll keep
everything from blending into a blur. And save the job postings you apply to (copy
paste), in case the posting is removed, and you care called for an interview, |
have seen this happen a lot!
e Professional Development
Keep a single folder, digital or physical, where you store all your certifications,
training completion certificates, and major achievements. Trust me, it makes
updating your resume or prepping for interviews way less stressful.



« Reference Materials
Refresh your reference list regularly. Make sure you have their current contact
info and confirm they’re still willing to speak on your behalf.

Skills Inventory

Think of this like going through your closet to see what fits and what needs an upgrade.
e Current Skills Assessment
Which of your skills are still in high demand? Which ones need a little polish or
might be outdated? Industries evolve quickly and staying relevant sets you apart.
o Training Opportunities
Spot any gaps in your skill set? Create a learning plan! There are many options
to upskill, YouTube, Udemy, Coursera (you may be eligible for a free account with
RochesterWorks!)

Fun Fact
Did you know that job seekers who track their applications and follow-ups are 40%
more likely to land interviews? Organization truly pays off.

Take Action Today
Start by setting aside 30 minutes to get your emails and documents in order. Small,
consistent steps will add up to a major transformation in your job search.

Additional Resources
o Coursera for Upskilling: Coursera@rochesterworks.org
o Career Management Tools and Resources such as Huntr, Teal, Jobscan

Remember, a tidy job search is often a triumphant one. Let’'s make this spring your
launchpad for professional success!
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