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Job Search Activity Log

	From Saturday       to
Friday      
	IMPORTANT!
· You must sign this form at the bottom of page 2 before turning it in to your PROMISE Jobs Worker.
· Be sure to register for employment at: https://www.iowaworks.gov.

	Participant Name

     
	Phone Number

     
	Date of Birth

     
	PROMISE JOBS Worker
     



	Part One: Job Search Activities- What did you do?

	Date of  Activity
	Workshop
	Career Exploration
	Research
	Networking
	Look for Openings
	Resume Development
	Interview Preparation
	Mock Interview
	Job Fair
	Follow-Up
	Other Activity: Please Explain
	Time Spent

	
	
	
	
	
	
	
	
	
	
	
	
	Hours
	Minutes
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	This line for example purposes only.
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	Part One: Total Time
	    
	  




	Part Two: Employer Contacts (Applications & Interviews)

	Date of Contact
	Employer Name, Person Contacted, Address/Phone

(Internet Address)
	Job Title
	Type of Contact
	Purpose
	Outcome
	Time Spent
	Time to Travel to Next Contact

(Minutes)

	
	
	
	In-Person
	Online
	Telephone
	Application
	Interview
	Picked up Application
	Applied 
for Job
	Interview Scheduled
	Interview Held
	Hired
	Not Hired
	Other/Notes
	Hours
	Minutes
	

	2/10/2022
	https://www.caseys.com/careers
	Cashier
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	This line for example purposes only.
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	Participant certification statement:
	Part Two:
Total Time
	        
	    
	    

	By signing this form, I certify that the job search contacts, other activities, and the time I spent on them are true and correct. I understand:

· My PROMISE JOBS Worker may check with any of the employers that I have listed on my job search activity log to verify my contacts.

· I must complete the activities and number of hours as stated in my Job Search Plan Agreement
· For online job applications, I must send a copy of the confirmation that I applied to my PROMISE JOBS Worker.
· Failure to complete and report these activities and time spent in each activity may result in a Limited Benefit Plan (LBP).

I understand that an electronic signature has the same legal effect and can be enforced in same way as a written signature. By typing my name below, I am electronically signing my Job Search Activity Log.
	For Staff Use Only

	
	Excused Absent Hours
	     
	     
	Total Hours, Minutes 
	     
	     

	
	List Job Contacts Verified
	Method Used to Verify Job Contacts

	
	1)      
	     

	
	2)      
	     

	Participant Signature

     
	Date
     
	

	Important! Your signature is required above.


General Information for PROMISE JOBS Participants:

You must look for a job as stated in your Job Search Plan Agreement and your Family Investment Agreement (FIA). Use the Job Search Activity Log, form 470-3099, to keep track of the time you spend on job search activities and the contacts you make. If you apply for a job online, send a copy of the confirmation that you applied to your PROMISE JOBS worker. If you have any questions about how to fill out this form or when you need to return it, contact your PROMISE JOBS worker. Failure to complete your job search requirements may result in losing FIP benefits for yourself and your family.

Instructions for Completion: 

Identifying information: 

· Job Search contacts and activities for the week of: From Saturday ___/___/___to Friday ___/___/___: Write or type the first date of the week you started your job search and the last date of the week you ended your job search, if not already filled in by your PROMISE JOBS worker.
· Participant Name, phone number, and date of birth: Write or type your name, phone number, and date of birth. 
· PROMISE JOBS Worker: Write or type your PROMISE JOBS worker’s name, if not already filled in by your worker. 
Part One: Job Search Activities – What did you do?

· Date of Activity: Write or type the date you completed the job search activity. 
· Activity (what did you do): Check the appropriate box(es). If the activity you did is not listed, write or type the activity you did and explain under “Other Activity: Please Explain.”
· Time Spent: Write or type the actual time (hours and minutes) you spent on the activity or activities for each day. Do not include travel time. 

· Part One: Total Time: Add up the hours and minutes from job search activities on page one and write or type the total time. 

Part Two: Employer Contacts (Applications and Interviews):
For each contact made, write, or type the following information, and check the appropriate box: 

· Date of Contact: Write or type the date you made the job contact. 

· Employer Name, Person Contacted, if applicable, Address/Phone, and/or internet address, if applicable: Include enough information so that your PROMISE JOBS worker will be able to contact the employer if needed. If contact is through the Internet, please include the internet address. 
· Job Title: If you applied or interviewed for a certain job with this employer, write or type the job title. Some job title examples:
· Nurse
· Administrative assistant

· Assembly line worker

· Mechanic

· Food server

· Line cook

· Delivery person

· Store clerk

· Laborer

· Type of Contact: Purpose, and Outcome: Check the appropriate box. Write or type any other information/notes you want to add under “Other/Notes.” 

· Time Spent: Write or type the actual time (hours and minutes) it took you to make the job contact. 

· Time to Travel to Next Contact: If you made an in-person contact and traveled to another in-person contact, write or type the travel time between the job contacts. 

· Part Two: Total Time: Add up the hours and minutes from the job contacts and travel time on page two and write or type the total. 

· Participant Signature and Date: Sign and date the Job Search Activity Log.
470-3099 (Rev 11/24)


