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			Legal Notice and Disclaimer:

			This publication is protected under the US Copyright Act of 1976 and all other applicable international, federal, state and local laws, and all rights are reserved, including resale rights: you are not allowed to give or sell this Guide to anyone else. If you received this publication from anyone other than the Author or his Representative, you have received a pirated copy.

			Please note that much of this publication is based on personal experience and anecdotal evidence. Although the author and publisher have made every reasonable attempt to achieve complete accuracy of the content in this Guide, they assume no responsibility for errors or omissions. Also, you should use this information as you see fit, and at your own risk. Your particular situation may not be exactly suited to the examples illustrated here; in fact, it’s likely that they won’t be the same, and you should adjust your use of the information and recommendations accordingly. 

			Any trademarks, service marks, product names or named features are assumed to be the property of their respective owners, and are used only for reference. There is no implied endorsement if we use one of these terms.
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			How is your job search going?

			Whether or not we are actively searching for a new opportunity, we are always looking. We take a quick look at internal postings, we scan the classified ads on Sunday, and sometimes, out of sheer boredom and curiosity, we do a quick search on Indeed just to see what’s out there. Sometimes we even look at resumes posted by others who might be considered our competition. This isn’t a bad thing to do because it will help us prepare for the moment when we must find a new job, either because the current situation is no longer to our liking or because of an involuntary termination. Continually scanning the market keeps us aware of what is going on out there.

			The problem is that, at some point, you may need to do an actual job search. It used to be easy—scan some job announcements, submit your resume, go in for an interview, and shake hands. Now we submit our resumes to databases, keywords have to be an exact match, there are thousands of places with job listings, and then there is the entire social-media world, including employers who reject you without ever meeting you because of what they found online. It is overwhelming and downright depressing.

			That is where this book comes in. You are holding in your hand a guide to this new reality written by someone who is expert in matching potential to possibility. As an executive search consultant, Kevin Buckley is inside the process, searching for you (potential) in order to find a match to the position (possibility) his client wants filled. Because of this work, he knows what a job seeker needs to do in order to be noticed, promoted, and hired on their own terms, as well as potential problems they may encounter in leaving their current situation.

			Kevin’s knowledge of the Internet and the many roles it can play in your search enhances the advice he offers here, expanding your options and pointing you towards the best resources while warning you of potential pitfalls. And he reminds you of the “people factor” because, at some point, you still need to interact one-on-one with someone else, maybe even in person. We tend to forget about that with all of this.

			This is a small book, but that is a good thing. What you need is a guide to get you started, not a massive encyclopedia of the world’s knowledge. This is that expert guide that gets to the point quickly and succinctly and, unlike the job search, is neither overwhelming nor depressing. It is helpful and hopeful and full of possibilities and even offers a list of starting points for your search. You just need to turn the page, follow the advice, and move forward.

			Good luck!

			Margaret Riley Dikel
Founder, Rileyguide.com

		

	
		
			Chapter 1: 
When Change Happens

			Downsizing – Opportunity In Disguise

			It wasn’t planned, but given the shape of the company, it might not have been a total surprise either. Despite how or why it happened, being downsized or restructured is a shocking event. There’s no denying the challenge that this represents.

			It isn’t unusual to feel a sense of grief, anxiety, or depression. These are human reactions. It’s also normal to feel a sense of dislocation because the familiar structure of daily life is disrupted. The key to moving beyond the emotional shock of downsizing is to acknowledge the change and then accept the challenge to take a new direction forward.

			Acceptance helps you to free yourself from regrets, blame, hostility, and self-criticism. It improves your outlook on the future and revitalizes your energies in the present. Remember your successes, as these accomplishments are proof of your valuable contributions. They serve as the foundation for future achievements.

			Talk out your feelings with family and friends. It’s healthy to communicate what you’re experiencing. Network with a local job search support group whose prime purpose is to promote renewed self-confidence in a mutually supportive environment with people undergoing similar changes in their careers. Mutual self-help groups give you a revitalized sense of purpose and direction. Read biographies of people with similar challenges and who rose above them. This is another inspirational and practical tool to use for rebuilding self-esteem. Understand that other people overcame their obstructions and limitations, strengthen your resolve, and motivate yourself to get your career back on track.

			Don’t launch yourself immediately into a self-marketing campaign motivated by the fear of not finding new employment. Release negative feelings toward your former employer, and don’t carry unresolved feelings with you into job interviews. Astute employers recognize the signs of internal distress. Achieve a calm state of acceptance before going out to interview for jobs. Take some quiet days to let go of negative emotions. Poise, serenity, and confidence communicate through body language, eye contact, and vocal tone. Good interviewers are sensitive to these nonverbal and verbal signals. Agitation, anxiety, and resentment are transmitted through nonverbal clues.

			Come to terms with the recent past. Projecting an attitude of victimization isn’t in your best interests. This clouds your interactions with others and forms negative impressions in their minds. Allow your emotions to subside. Begin to view present changes in a different light. Take personal inventory, and review your specific skills, aptitudes, knowledge, abilities and experience.

			This is an opportunity to make new choices and maybe take an entirely new direction in your career. As a recruiter, I meet people who face one door closing, only to find other doors of opportunity opening, in unexpected and beneficial ways. Allow yourself a little time to heal and achieve a sense of calmness, and take those next steps forward to a new future.

			Recommended Reading: What Color Is Your Parachute? by Richard Nelson Bolles, and the accompanying Workbook.

			Wrongful Dismissal - Getting Help

			You’ve just been dismissed; you’re in shock, and it’s possibly the last thing that you expected. How do you deal with this situation?

			You need to speak with an experienced lawyer to know what your rights are.

			Wrongful dismissal is also defined as dismissal without just cause. Before you consent to signing any document with your employer, evaluate your options through obtaining qualified legal advice. The employer has a duty to treat employees fairly and reasonably. The terms ‘fairly’ and ‘reasonably’ are interpreted differently by opposing sides in a dispute of this type. Your lawyer guides you and provides counsel about what action is proper given your specific situation. You’re experiencing different emotions now, and it’s vital that you obtain information from knowledgeable, objective sources. Your lawyer provides an unemotional assessment of your rights; this is useful when you find it difficult to deal with the emotional stress of the moment.

			Very few recruiters are also qualified lawyers and able to provide accurate advice on these matters. Recruiters only offer opinions based on personal experience. This isn’t qualified legal advice, and doesn’t serve as a basis on which to make decisions. Always seek a specialist in the field, for the laws are quite complicated. If you choose legal action, be prepared to invest a fair amount of money and time in the process, for these affairs rarely resolve themselves quickly. If your employer has deep pockets and is willing to invest in legal fees, it’s important that you consider the consequences of engaging in a protracted legal battle.

			Listen to your lawyer, for he/she is the expert in these matters. Avoid the temptation to punish your employer for the upset that you experienced. Confirm that you’ve a good chance of winning your case if you want to engage in a lawsuit.

			Use the experience as an opportunity to take stock of yourself and the circumstances that you face. There’s always something valuable to learn from unpleasant events. Consider what the best steps are for you and your family. Try not to burn your bridges, if possible.

			Remember your past successes, and believe in your ability to weather the storm and come through it strengthened; that confidence gets you through the rough spots. You’ve the right to be upset, especially if there appears to be no just cause for your dismissal. Step back from the situation, review your options, and make your decision in consultation with a legal specialist.

			If you refrain from acting on emotional impulse, you’ll save yourself from making a potentially costly error.

			Protect Your Interests: Obtain Your References

			A reference letter should be more than just a bland confirmation of dates of employment from your employer. If possible, obtain your letter of reference before you sign any agreement.

			We see people who are caught in situations that aren’t of their making; they’re confused, upset and offended by the way they’re treated. They see themselves as victims of circumstance. It is normal to experience these feelings. Maintain some type of communication channel; be neutral but firm. When a potential new employer calls to check a standard performance reference, ask your old employer that you receive the positive support that you deserve. If the company has a policy against managers providing written and/or verbal references, consult with the Human Resources department to see what your options are.

			Good employment references are essential to have, for they’re universally expected by employers seeking to hire people with the skills, experience, and the kind of track records they want. Ask your manager to provide this support: you need good references to move forward—this is in your highest interest. If you’re downsized, the employer’s desire to do the right thing may result in you receiving the reference letter or support that you need. Employers have the ability to provide this.

			You don’t know what you can receive in terms of support if you don’t ask for it.

			Ask for it.

			Signs That Your Job Is At Risk

			What are some of the classic signs that you may be let go soon?

			There are many signals given to employees by their superiors and colleagues that indicate changes are coming. Recognize some of the more common signs, consider the consistency of the messages and their frequency. Some of the classic signs are:

			
					• 	Your job duties are restructured without prior notice or discussion.

					• 	You aren’t invited to regular meetings anymore.

					• 	Your scheduled review time comes and goes without explanation.

					• 	The tone of your performance review sounds like a case is being built against you.

					• 	When you ask for a salary review, you’re turned down without any explanation.

					• 	People stop inviting you to lunch.

					• 	Your pay is reduced and the reasons given are vague.

					• 	You’re physically relocated to a less active or important department in the company.

					• 	Your boss sends you regular letters pointing out errors that are causing a reduction in productivity, or costing the company money.

					• 	You’re asked to account for or to justify your job duties.

					• 	You find yourself receiving frequently negative instead of constructive criticism.

					• 	Your authority is reduced, and you’re given less important work.

					• 	Your boss no longer solicits your input or feedback.

					• 	Your expenses allowance or privileges are removed.

					• 	Colleagues, subordinates, and superiors are noticeably cool toward you.

					• 	Management is seeking feedback from your colleagues about you, instead of from you directly.

					• 	You’re not invited to participate in industry training programs or in-house development seminars.

					• 	Your client contact and daily interaction is reduced or eliminated.

					• 	You’re instructed to pass over files and projects that you’ve been working on to other colleagues.

					• 	You’re suddenly asked to sign a non-competition agreement.

					• 	If you’re in a branch office, you find that calls to the head office aren’t being returned as they used to be.

					• 	You gradually find yourself becoming isolated from the corporate mainstream.

					• 	You don’t receive your expected year-end or quarterly bonus, and no explanation is provided.

			

			If you experience a number of these things, your job isn’t as secure as you think. If you sense a change in attitudes from the employer, and you’re kept more and more out of the loop, your risk of termination is higher.

			Do you see an increase in criticism, both verbal and especially in writing, and are these letters copied to human resources for your employment file? This is creating a paper trail for possible action.

			
					• 	Are there clear signs that you’re being left out or that your input is being ignored?

					• 	Are your duties being reduced for less responsible tasks?

					• 	Has your salary also been reduced without your being notified?

					• 	Has your commission plan been eliminated as a cost savings measure?

					• 	What are you reading about the company in the news?

					• 	Have financial results been published showing a marked decrease in profits or revenues?

			

			Is the company discontinuing a particular product line with which you’ve had considerable involvement?

			The best time for you to look is before you have to. Be proactive, and have your resume updated. Know the recruiters in your industry. Keep track of the positions posted on the Internet. Sometimes you get only subtle hints of negative conditions developing; other times, the writing is clearly on the wall. In this era of corporate restructuring, downsizing, right sizing, etc., it’s prudent to be aware of changes in the corporate current.

			Know what to expect, and have a plan in place.

		

	
		
			Chapter 2: Job Satisfaction: Defining Your Needs

			How do you define job satisfaction for yourself?

			Maybe you don’t feel as connected to your work as you used to. Do you find yourself thinking about your career direction?

			Redefine, for yourself, what you need in order to feel committed again to your work and your career goals. One of the strongest motivations is the conviction that what we do makes a positive difference in our own lives or the lives of others. One of the key measures of job satisfaction is the belief that the work we do is both significant to and valued by our employer. You’re more likely to feel disconnected from your job and the people with whom you work if you feel that your contribution is going unrecognized or has little real or perceived value.

			Our self-esteem is the way in which we see ourselves: our abilities, competence, interests, values, goals, and the inner acceptance of our failures and successes. Burnout occurs when we realize that our devotion to a project, a career path, or our employer doesn’t produce the results we expect and we lose our energy, and the drive to succeed. To recognize that you’ve unfulfilled needs is a positive step forward in your growth and progress.

			What is important to you?

			
					• 	I want more personal recognition for the contributions I make.

					• 	I want to work with people who identify with a shared goal or cause.

					• 	I want the opportunity to stretch myself with new challenges.

					• 	I want work that allows me more time with my family.

					• 	I want to earn a higher income doing more interesting work.

			

			Your attitudes will affect the decisions that you make.

			
					• 	What does your intuition tell you about what you need to be happy?

					• 	Does the opportunity exist to express your values in your work?

					• 	What changes do you need to make in your life to release your creativity and make your greatest contribution?

					• 	Do you have the resources you need to work effectively?

					• 	What do you need to rekindle your interest and involvement in your work?

					• 	Is staying in your current job likely to bring about the conditions you want? 

			

			These and similar questions—and the responses they generate—help you to identify your expectations and needs.

			Initiate change to maintain a forward momentum. Your interests change over time. Opportunities exist for you to make the changes you want. Only you can determine what degree of risk and change you want to accept to make the progress you desire. If you approach this exercise in a straightforward way, certain issues emerge that are more important to you than others. Discuss your feelings and ideas with those people whose lives are affected by the decisions that you make.

		

	
		
			Chapter 3: Organizing Your Job Search

			Organize your time and efforts, and have the tools and resources you need for the daily pursuit of your prime objective—your new job.

			So, how do you get organized?

			There are three main areas of organization required to launch a successful job search:

			Your Documentation

			Have your resume, draft email message, interview handout and updated reference letters and telephone contacts for past superiors.

			Internet Resources

			This includes general job boards, association websites, company research websites, industry-specific job boards, and business social media sites: LinkedIn, Plaxo, etc. 

			Industry Contacts

			Gather business cards of contacts, association membership listings, LinkedIn connections contacts, and Internet recruiter directories.

			A reference letter is a major asset if you’re released from a company because of a merger or downsizing. Make copies of these letters and carry them with you to interviews for jobs that interest you. Tell any potential employer to advise you when they contact a reference. Alert the reference contact to the call, and pave the way for them to communicate with the potential employer. This is important because you don’t want the reference called by everyone you meet for an interview. Choose carefully whom you give employer reference contact permission to.

			There are industry-specific career sites, press releases pages in company websites, and articles on the web identifying hiring managers’ names and titles. Use these tools to create a qualified list of prospects. Search engines like Google and Bing provide a rich source of information when used properly. Learn how to conduct focused searches, utilizing multiple search terms. Compile a list of your business email contacts. Research associations that are active in the industry or commerce sectors that you’ve experience in. These associations have membership pages that list the contact information for industry executives in specific companies. Publications specific to hundreds of disciplines are online and contain names and titles of people to send emails to. Your local library has publications and directories to review and from which to obtain contacts. Review the online recruiter directories published to identify recruitment specialists in your field.

			Compose and save, in the Drafts folder of your email program, a standard introduction letter with your signature, including telephone numbers. Modify this letter according to the advertisement or the person to whom you send a message. Create a folder in your email program titled Networking –or– Job Search Contacts and copy your messages sent into it for future reference. Make sure that recipients can follow up with you. Put your telephone number in the email message. Avoid sending multiple attachments in any email. Create a .doc or .pdf file to combine multiple attachments into one document.

		

	
		
			Chapter 4: Self-Marketing In A Changed Marketplace

			Hiring managers are more selective now.

			If you’ve recently been downsized or restructured, it’s very important to understand how to position yourself and target your approach to reflect the needs and expectations of hiring managers. If you’ve not had to look for a job recently, update the information on your resume.

			You’re wasting an opportunity to create buyer interest if you don’t fully utilize your email introduction.

			I see countless messages that are essentially blank, with no telephone number for follow-up and no reason why the person is writing. If you take the time to send a message, say something about your experience, and make it easy to contact you.

			Do this in an email message:

			
					• 	Tell the reader why you’re writing

					• 	Explain why they should consider you for the job

					• 	Put your telephone number in the message

					• 	Be concise, relevant and focused 

			

			Avoid this in an email message:

			
					• 	Long, rambling paragraphs

					• 	Personal information not related to the position

					• 	No contact information 

			

			Many positions posted now receive hundreds of applications. Hiring managers have very little time to spend on your message. Capture their interest immediately.

			Don’t make them hunt for information. Hiring managers skip blank messages and concentrate on those that have some bearing on the position posted. You’ve only a few seconds to get them to stop, review, and consider your resume. There’s a real advantage in pasting a copy of your resume text in an email message, even if you’re attaching a document. Having your resume instantly accessible when the reader opens your message increases the chance of creating strong buyer interest.

			Don’t just send a generic message; customize your appeal to match the position requirements. It takes only a few minutes to do this, but you increase your chances of a follow-up significantly by taking the time to address their expectations. A blank message with a resume attached conveys to the reader that the sender doesn’t care enough to take the time to introduce him or herself properly. This is your first—and often only—opportunity to make the human connection. You don’t have their eyeballs for long; think about what it is that should they see.

			There must be logical reasons why you should be considered for the position. Look at the position posting.

			
					• 	What are the two or three essential issues or hiring requirements?

					• 	How does your experience relate to those needs?

			

			Why should they hire you?

			Every word, every phrase, and every sentence that you use in your email message must have impact to generate buyer interest. You must capture their attention enough that they mark you for follow-up, either by email or telephone. The person receiving your message may not know which position a posting number code is associated with. Put the position title as well as the ad number in the subject line of your message in order to avoid possible confusion.

			An issue with third-party job board postings is that these postings—which are captured off a primary site like a recruiter’s website—often don’t have all the information about the job description. You’re safe to assume that the complete information will be found on the individual recruiter or company’s job board. Visit the primary site to review the full job description.

			You automatically distinguish yourself from other applicants by identifying the job title, inserting your telephone number, and including the reasons why you should be considered.

			Your name will be checked on the popular social networking sites like Facebook and Twitter. Public posts will be viewed and tweets will be read. We see candidates rejected because the client didn’t like items on the candidate’s social networking profile. Eliminate information on your personal web page that can jeopardize your chances. These sites contain much personal information that people wouldn’t ordinarily share with a potential employer. Remove activities, opinions, or language that employers might find inappropriate or offensive.

			Post a profile on sites like LinkedIn, Zoom, and other similar business-oriented networking sites. This gives you a certain visibility to companies that search online for candidates. It also conveys the impression that you’re serious about your career and are open to contact for job or networking opportunities. Join related LinkedIn Groups to explore employment options. These groups post positions in their weekly and daily broadcasts.

			Google specific job titles to obtain the names of job boards and recruiters in an area of specialization. What displays in search engine results when you enter your own job title with the city that you live in? What industry associations are linked to your position title? Click on a few pages of search results to find the information that you need.

		

	
		
			Chapter 5: What To Look For In a Recruiter

			Recruiters come in many categories—specialists and generalists, retainer and contingency. They all share one thing in common: employers engage their services to hire people for specific positions. There are limits to what a recruiter can do for you if you’re not immediately applicable for a current search assignment.

			How do you determine which ones are more likely to be a useful resource for you? How do you recognize the ones who will fairly and professionally represent you to their clients? Use these benchmarks to evaluate them by: honesty, integrity, longevity, discretion, attitude, commitment, and awareness.

			Honesty and Integrity are the first considerations. Avoid recruiters who want you to misrepresent yourself and suggest wholesale changes to your resume—inflating titles or position duties or leaving out portions of your career history to make you more marketable. Despite the persuasiveness of their arguments, remember that employee misrepresentation can be justified cause for immediate termination by an employer if it’s discovered. Suggestions of this kind can indicate the level of professionalism of the recruiter. You want someone who is truthful with you about your prospects and your presentation strengths and weaknesses.

			Longevity means a recruiter is in business because employers and candidates are willing to place trust in them over a period of years. Do industry associations active within their area of industry specialization know these recruiters? Ask friends and coworkers what their reputation is. Look them up in online directories of search firms. How long have they been in operation?

			Discretion is vital. If a recruiter is careless, your superiors can hear that you’re looking. Establish how they work, and set the ground rules for them representing you. Request that you know beforehand which companies you’re being presented to. You don’t want unpleasant surprises that might result when your resume goes, without your permission, to a key supplier, customer, or competitor.

			Attitude and Commitment are important. Determine if your interests and needs are taken into account. Be wary of the aggressive recruiter who steamrolls you into looking at or accepting a job, convincing you that they know what you need. Some people allow themselves to be bullied into accepting jobs because they feel that the recruiter must be the expert. Acting under duress rarely makes for sound decision-making. Don’t be rushed into making a commitment that doesn’t sit well with you. Trust your intuition. If it feels wrong, it probably is.

			How committed are they to the people they represent? What resources do they offer in their literature or website to help people in need of guidance with resumes, covering letters and other issues?

			Do you get the impression that they’re genuinely trying to help you, or is self-promotion the major theme of their communications?

			Ask them how aware they are of trends in compensation or other changes affecting your industry. Do they know that certain companies in your industry have a reputation for high turnover? Do they work with those firms? An informed recruiter can be a good contact to have and a valuable resource of information and counsel when making a career move. At the right time, they can direct you to those unadvertised career opportunities of real interest to you.

		

	
		
			Chapter 6: 
Social Networking Sites—What’s On Your Profile?

			Many people are discovering the benefits of joining social networking sites such as Facebook, LinkedIn, Plaxo, and others.

			Employers are aware of these sites. They’re checking the online profiles of people in order to get a sense of what potential candidates write about themselves, their interests, philosophies, and their interactions with family and peers. When an important hiring decision is imminent, employers use all tools at their disposal to ensure that they make the best-informed hiring decision possible. People are less guarded in theory in their social networking site posts, and their comments or activities are often available for public viewing.

			Keep this in mind when you add content to your online profile.

			Some people are very open in their comments about their work, their social activities and other interests; submitting pictures and entering information that cause some employers to hesitate to continue discussions of a serious nature about a job opportunity.

			Items To Include In Your Profile:

			
					• 	Educational achievements, awards, prizes, scholarships

					• 	Business expertise, qualifications and accomplishments

					• 	Associations, industry trade shows, company events

					• 	Business books read and links to useful sites

			

			Items To Exclude From Your Profile:

			
					• 	Negative commentary about past or present employers

					• 	Employment/Academic history that doesn’t match the resume you have

					• 	Photos/videos of you engaged in immature conduct

					• 	Questionable comments about race, religion, and the ethnic origins of others

			

			Expect that an employer will view your profile as part of the pre-selection process, and ensure that there’s nothing there that is detrimental to your chances or that creates a negative impression of you, your personality, ethics, or character. Your profile is how you appear to the business community at large, to colleagues, and to your superiors. Use the features that allow you to connect with or invite others to connect with you with discretion and care. Remember that connecting with others is not an open-ended avenue for self-promotion. Be responsive and clear in your communications with others. In an online networking community, there’s an unspoken agreement of a certain etiquette and protocol to follow when interacting with others.

			Express your appreciation for any guidance or help that you receive.

		

	
		
			Chapter 7: Criminal Background Checks

			Be aware of what is on your criminal record before you apply to any job.

			Infractions and poor decisions made when you were younger can remain on your record, available for any firm involved in background checking to discover, as part of their service to the employer. Many of these background-checking organizations are thorough in their review of an individual’s past.

			An employer can obtain information with your consent. This is a sensitive area, and there are specialist firms that perform these types of services. In most cases, you’re requested to sign their consent form, giving them permission to proceed. Once your permission is obtained, the firm checks a broad range of data, including resume details verification, contacting references, credit checks, motor vehicle history/driver abstracts, and criminal background checks. Different localities have different privacy legislation, so it’s important to inform yourself of your rights and obligations in your province or state.

			Background checks are conducted at various stages of the hiring process; including the job application stage, the offer, or conditional offer stage, even during the probationary period. The conclusion to draw is obvious: know what’s on your record to avoid being blindsided by old mistakes. Take the necessary steps to clean up your record wherever possible. Ignorance of your record isn’t in your best interests. Contact qualified legal practitioners who specialize in termination issues for the most updated information about what you need to do.

			Background Checking –Truth or Consequences

			You’ve the perfect experience, you know the industry, and you’ve a strong recommendation from an inside manager in the company you want to join. What can go wrong?

			Plenty, if you haven’t been truthful in all the questions you answered on the application form. The background check is becoming more common and more thorough, for security-conscious employers want to avoid hiring people with questionable or unacceptable items in their employment history. If employees are discovered later to have criminal convictions or other serious issues, the company’s reputation and business can be affected.

			With governmental initiatives and the strict regulations associated with them, greater scrutiny is normal, and the consequences for omitting information are severe for the employer. The better background verification firms investigate your employment record. A credit check is done to see whether you present a higher risk in a position of trust, or if you can potentially be bribed because of vulnerabilities in your financial affairs. Be proactive in verifying and correcting your own history.

			Major credit reporting agencies contain past employer information. Don’t omit past employer names from your application or resume. Even if you don’t intend to deceive the potential employer by leaving out certain past employment, you’re omitting work history details that the employer expects to see.

			Avoid surprises and obtain a copy of your credit history. How accurate and updated is the information? Past credit problems that you resolved, wrong employment dates, and other details are important to correct.

			A potential employer can only verify sensitive information if they have obtained your consent as a release. This may be a separate form or it may be incorporated into the employment application. Once you sign the release, the employer has the right to check those areas indicated in the text of the release. Not every employer is diligent in checking an employee’s background.

			A conditional offer of employment may be made; this means that if you pass the background check, a formal offer is confirmed to you. This is a way for the employer to indicate their intent to hire you, while still retaining the option to rescind the conditional offer if you don’t pass the background check to their satisfaction.

			Misrepresentation: Truth and Integrity

			We sometimes receive resumes that, upon review, don’t appear to be truthful. Other times, we will receive two resumes for different posted positions from the same applicant only to find that the resumes differ—in date continuity, position responsibilities, or titles. While it’s tempting to want to tell the potential employer or employer’s agent exactly what they want to hear, applicants who practice this sort of deception do themselves a great disservice.

			The stated facts on a resume can be checked and validated; the damage to your personal credibility that occurs when the truth is revealed affects the positive momentum of your job search. Newcomers find themselves counseled by unscrupulous recruitment firms to doctor their resumes to better match the employer’s hiring criteria. As part of the hiring agreement, many employers include a clause stipulating that statements on an application form (including the resume) are deemed to be true and that, if found to be untrue, employment will be summarily terminated.

			If you’re tempted to misrepresent yourself, remember that your past and present accomplishments are the result of honest work and effort. You owe it to yourself, and those who depend on you, to make the next step along the path to progress with your integrity intact.

		

	
		
			Chapter 8: How Do I Stand Out From The Competition?

			It’s easy to get lost in the shuffle. How do you ensure that your application is recognized and selected for follow-up?

			Create a separate account on one of the public email sites such as Hotmail, Yahoo or Gmail. Have a separate email account for job search activities; gather all of your related correspondence for easy access and follow-up. Use your first and last name in the email address that you choose. Avoid using odd and un-businesslike email addresses—keep that casual account for messaging with family and friends. You generate more credibility with the recipient of your message or application if the employer feels that you’re serious about the process. Using your name makes it easier to find your email message and follow up with you.

			Note your telephone number somewhere at the top of your message for easy access. The recipient appreciates this because you make it easier for him/her to contact you for further consideration. When emails move from one department to another, information from the text is often lost, especially if you’ve a large amount of introductory text in the message. Most people enter their telephone numbers at the bottom of their message. This information can be deleted in forwarding the message. Have your telephone number readily accessible at the top, minimizing the risk of your telephone number being accidentally eliminated, if the message is forwarded internally.

			Tell the reader when you can be reached by telephone. Note a timeframe that is easiest to reach you: “cell # (000)123-1234 after 3:30 p.m.” –or– “(000)123-1234 after 5:00 p.m.; leave message, anytime.” People involved in the hiring process have busy schedules. This shows that you’re aware of the need to organize your time, respect theirs, and to make yourself accessible.

			Identify the position that you’re applying for. Note the position title that you’re applying for in the subject line of the email. This allows your message to be quickly found among the hundreds of emails that are received. You set yourself apart from those applicants who don’t take the extra time to ensure that their communications are clear and focused.

			Edit and re-edit the text of your cover letter. Long, meandering cover letters or messages decrease the chance to move forward in the review and pre-selection process. Be ruthless in editing your message; make sure that every sentence actively supports why you should be considered for the job opportunity. Focus in bullet-point form on the three to five key reasons why you should receive active consideration. Note your various means of contact at the end of the message also. Then the reader can find your contact details both at the beginning of the message and when they’ve finished reviewing your introductory text.

			Avoid sending a canned message that shows no time spent reading the ad. This denotes a lack of interest and focus on the subject matter of the advertisement. It’s interpreted as not caring enough to make the effort to explain the reason for your interest. It’s easy to create a generic draft letter in the Drafts folder of your email program; this enables you to change and add key phrases and words in order to customize a letter to a particular advertisement or position’s requirements.

			Send your message at strategic times of the business day. Time your messages for periods in the day when the reader is more likely to have an uncongested inbox: after 9:30 a.m., shortly before noon, just after 2:00 p.m., or shortly before 5:00 p.m. People process spam in the early morning, just after lunch, and at the end of the day. Don’t send messages very late at night, for you can end up in the spam folder, especially if there’s an attachment.

			Check spelling manually even if you use a spell-check feature: Spell-check features aren’t completely reliable. Nothing is more effective than going line by line through the text of a message or resume, to ensure that you’ve eliminated all spelling errors. People whose first language is not English should pay special attention to this, and if possible, have the document reviewed by a fluent English speaker. Following these easy steps helps you stand out from the competition and gives you an edge in the pre-selection process.

		

	
		
			Chapter 9: Resumes and Cover Letters

			Is your resume an effective ambassador to open doors of opportunity for you, or is it obstructing your progress?

			Resumes are the most important job-search tool, yet surprisingly, employers and recruiters often see little attention being paid to resume structure and content.

			Take a good look at your resume. Does it represent you well? Is it an interesting record of achievements, or just a list of present and past job descriptions? A strong resume ensures that hiring managers and their assistants quickly identify your skills and qualifications and bring you forward for follow-up. Make it easy for AAT software—Automated Applicant Tracking—to read and classify your qualifications when submitting online.

			As a self-marketing tool, your resume must capture reader-interest within the top-third of the document, and assist AAT software in marking you for review. As an interviewing resource, it serves as a talking-points document, to highlight your skills, qualifications, and experience. As a quick-reference guide to your accomplishments, it records your achievements in order of importance and relevance.

			Include your home email address under your telephone number for easy reference. Some employers won’t call a home telephone number but will send an email if there’s one noted. Make sure that the email link is activated in your Word document, so a reviewer can click on it to generate a new message.

			Create an Accomplishments, Knowledge & Skills summary section instead of the standard Job Objective. Note as many of your skills and qualifications as you can. Avoid making bland statements. Every word counts here. Most people are looking for progress and advancement; so try to avoid stating the obvious. What are the keywords that identify what you know and have experience with? Be concise. Think about nouns not action verbs in describing your experience. Instead of writing: managed the sales force, write: Sales Management. Instead of writing: Looking to join a company where I can best use my talents and skills, list those skills: Management, Logistics, Operations, Administration, and so on. These keywords will be picked up by both human and cyber resume-readers. Capture the reader’s attention in the first few seconds, and you increase the chance of being contacted for an interview.

			Don’t just write your job duties under Employment Experience. Create four to seven points for each position held; highlight improvements made, new business or profits generated, new products/services launched, cost-savings realized, customers served, developed, or retained; new and innovative solutions created. How do you create value for your employer? These are your key selling points and reflect the keywords in your Skills Summary section. Note your working experience with the most recent job first.

			Edit and then re-edit the Employment Experience points so you have a document that’s focused on your contributions. Structure your resume in terms of strengths, putting the strongest section first. If your education isn’t a primary strength, put the Education information section after your Employment Experience. Under Employment Experience, list your accomplishments with the most recent first. Note the year that you graduated or completed certain training programs or seminars. Discard items that don’t actively highlight your skills, abilities, and achievements.

			Save your document with your first and last name in the filename. This makes your document easy to identify. Anything that saves the reader time and identifies you quickly is a plus. Many resumes have generic filenames like my_resume.doc. The reader must change the filename to your name if they want to find and identify it on their desktop. This creates extra work, and anything that creates extra steps for the reader reduces your prospects.

			Take the time to create a streamlined and focused career document. Your resume is your passport to a new future. Make sure yours can take you where you want to go.

			Resumes and the First Page Contents

			Choose your fonts wisely. Avoid those artistic ones, and stay with easy to read fonts like Arial, Courier, and Verdana. When you’re previewing a resume—not opening it but taking a quick peek—you want to ensure that the text is readable. Unless you’re applying to a graphic arts or media communications position, black text serves your purpose. Fonts with flourishes, romantic scripts, an old-fashioned look, etc. all miss the mark. Most business people appreciate a predictable font to read that’s easy on the eyes. When I receive resumes with lots of different bullet points, asterisks, and other odd symbols in the text, I immediately think that this person is trying too hard to be different or stand out from the crowd. A busy resume is one that’s doing you a disservice. Simple dashes or standard bullet points are sufficient to draw attention to the point that you want to impress on the reader’s mind; anything more than that is unnecessary.

			A word about file formats. In order of appropriateness, these are the formats that won’t cause problems for you: .pdf, .rtf, .txt, and .doc. Avoid unusual file formats. Paste the text of your resume below your introductory message, in the accompanying email. It’s insurance if your attachment is unreadable by the recipient’s computer. It also provides your resume information at a glance, something that harried and pressured resume readers appreciate.

			Online resume display/generation services don’t have the finest security standards. It doesn’t help to put a resume on a password protected or encrypted page either because that just creates more work for the reader, when they wish to access and review your experience. These resumes online can’t be read by AAT software, so you can’t have a document saved from an email, opened and read, or an attachment saved to a desktop as a normal follow-up.

			Have two resumes: one that serves as an email introduction or synopsis of your experience, and a second full resume that you bring with you to a meeting, and present to the interviewer. Both serve a different purpose: the first to capture your reader or interviewer’s interest, and the second to detail your experience and serve as a context for discussion in a meeting. Avoid sending a lengthy manifesto with paragraph after paragraph of information that a reader must wade through in your initial email introduction.

			Terse, one-line job descriptions that give no indication what you were actually responsible for and managed to accomplish are the other extreme. This minimalist approach finishes with a one-half to three-quarters page full, one-page document. The impression left when one receives this type of non-resume is that the writer either didn’t care to write anything about what they did, or that they didn’t actually do anything that they feel is worth writing about. Either way, it’s a non-starter.

			The first page of the document is your sweet spot. It’s what captures—or fails to capture—the reader’s attention. That isn’t much space, is it? Make it count. This is where you note your key strengths and accomplishments—the ones that are likely to prick up the ears of the reader, make them put down their coffee, and read on.

			It’s your crucial first chance to make an impression. If this area of your document is boring and unfocused, you lose your audience.

			First Page Contents

			The first page whets the appetite of the reader and makes them interested to learn more about you. If it motivates the reader to contact you, it has served its purpose.

			Under your Accomplishments, Knowledge & Skills summary, in point form, concisely note the four to ten bullet points that summarize what you’ve done, what you know, and what your soft skills are. Distill the essence of your career, knowledge base, experience, and achievements. Eliminate every word that doesn’t create interest. It helps to write a draft; edit it, then re-edit it, until you have a polished product.

			Some items to include:

			
					• 	Degrees, certifications and the years they were earned

					• 	Specific and quantifiable results produced (percentage of revenue growth, cost reductions, profitability achieved)

					• 	New products introduced; innovations that gained wide acceptance and are still in use in the company

					• 	Promotions received, awards given, recognition earned for specific achievements 

			

			Note customer growth, industry sectors developed, successful programs to increase sales introduced, teams created that were successful and that you led to significant levels of achievement. Immediately below the Accomplishments points, note the special knowledge and skills that you bring to the position. Below that, note the relevant software and programs that you work with. Leave some room after this section to describe your current or most recent employment—not the first job you ever had. Use reverse chronological order, most recent first. You don’t want to provide a laundry list of expected duties: had meetings, created reports, served customers. Instead, you want to use this section to flesh out and reinforce the accomplishments that you noted in the first section.

			
					• 	How did you achieve what you did?

					• 	What has made you successful at what you do?

					• 	Why have you been promoted?

					• 	What ideas did you develop and implement?

					• 	How did you lead others to accomplish team goals?

			

			The first page of your resume must sell the benefits of taking the time to contact you and answer that decisive question: Why should we hire you? The first page provides that answer. Any subsequent pages reinforce that initial, positive, first impression.

			Make the first page of your resume serve that purpose for you.

			Plain Text Resumes: What Works Best

			Automated Applicant Tracking (AAT) software programs are designed to sift through, categorize and classify resumes. Most major employers and recruiters use them now.

			How do these programs work? A hiring manager enters certain keywords that serve as selection criteria. These are often the vital elements of the job experience, skills, qualifications, and academic accomplishments being sought by the employer. If your resume contains a high percentage of keywords matching those that the computer is programmed to recognize, it has a better chance of surviving this first step in the selection process.

			If it can’t read your document, there won’t be any follow-up.

			Create or save your resume in a text-editing program like Notepad for Windows or Text Edit for Mac users. Use standard 12-point fonts such as Courier, Verdana, or Arial for the text. Left-justify the text for easier reading. Remove the bold print, bullet points, italics, underlining, and unusual symbols. Keep the text plain and simple. Replace bullet-points and other symbols with asterisks or hyphens. Plain text (.txt) resumes are one of the most popular file formats that can easily be read by different computers across the Internet.

			Cover Letters: Brief and Focused

			Your cover letter is a sales tool, introducing who you are to a potential buyer: the employer. The product you’re selling is you, and you want your presentation to sparkle.

			Many people tell the potential employer what they want for themselves, without first establishing what they can offer. Others send lengthy documents repeating the contents of their resumes. Connect with the employer’s point of view—not your own—in a cover letter. The employer is thinking:

			
					• 	What can this person do for us?

					• 	What problems can they solve?

					• 	How will my company benefit from hiring him/her?

					• 	Is it advisable to bring this person in for a meeting?

					• 	Do they have the qualifications that we are looking for?

					• 	Do they have the experience I’m advertising for?

			

			State the purpose of your letter clearly in the first short paragraph:

			
					• 	Why are you writing?

					• 	Have you been referred by someone whom the reader knows?

					• 	Are you qualified and experienced for the job that you’re applying to?

					• 	Is your letter a speculative inquiry to learn about possible openings?

					• 	Why are you a good fit for the company or a specific position? 

			

			Write the way you would speak normally. You want your personality, your drive, and your positive attitudes to resonate with the reader, creating the interest and curiosity to learn more about you. In the second paragraph, focus on your qualifications and the benefits the company would experience in hiring you, supported with examples of real and relevant achievements.

			
					• 	Where are you of greatest value to a potential employer?

					• 	Why should the employer hire you?

			

			Why are you qualified for serious consideration? 

			Convince the reader that it’s in their interest to review your resume. Reinforce the idea that it’s in the employer’s best interest to meet you. The final paragraph is where you can partially control the follow-up. Express your thanks in advance for the time the reader takes to read your resume. Mention your availability and flexibility for a meeting. Set a time and day for a callback, to see what questions the reader has, and then follow up on that day, as promised.

			As a targeted sales tool, a cover letter frequently uncovers hidden job opportunities. If you make a strong enough impression on the reader, your name may come to mind next time there’s an opening.

			Emailing Your Resume: Creating Buyer Interest

			We receive hundreds of resumes every week from all over North America and the world. I estimate that less than a half of those submissions properly serve the sender.

			Here are some things to remember:

			Save a resume document in your own name. Imagine that you’re a hiring manager or a recruiter receiving dozens of resumes and you receive a resume that has the filename: res.doc or cv.txt. You save the attachment to your desktop. Your manager wants to receive the resumes of likely candidates for the position. You also receive resumes from a Jane Smith and John Brown saved to your desktop.

			Which resume are you more likely to click on first? Many resume readers aren’t the final hiring manager. Assistants are used to pre-screen submissions. These assistants won’t spend any more time than is necessary on your document. Give the reader your name to refer to without them having to change the file name to find you on their desktop.

			Save a standard introductory letter in the Drafts folder to modify, according to the position applied for. Many spam or virus messages have no text in them. Combine this with a resume with no name on it, and your chances for contact are diminished.

			Combine multiple attachments into one document. It isn’t necessary to put your resume on separate pages and save the documents individually. A hiring manager prefers to have one document to open instead of two or more. Save the reader’s time spent opening attachments. Combine your cover letter and other supportive documents with your resume, save it in .doc or .pdf format and eliminate multiple attachments.

			Paste the text of your resume in the body of the email message. Readers involved in the pre-selection process are reluctant to open any message that has (a) no name, (b) multiple attachments, and (c) no contact information in the email message. To be actively considered, be visible to the reader. Instantly connect with the reader by pasting your resume text in the message.

			Use the Subject line effectively. Blank subject lines convey the impression of a lack of preparation or interest. The subject line is your first opportunity to command attention and stand out from the crowd. Use the subject line to identify why you’re writing in a few, short words. If you send a message with little identifying information in the subject line, you risk being overlooked.

		

	
		
			Chapter 10: Making Contact Using The Internet

			How do you approach marketing yourself to those companies and the executives within them who have the authority to hire you?

			The Internet is a valuable research tool to explore companies and industries that are growing and have potential employment opportunities. To make the best use of your time on the web, learn to use search-engines effectively.

			In a company’s home page, look for a Contact Us, About Us, Company Directory, or similar link, or type a department name like Marketing –or– Operations in their internal search-engine. These actions often generate the names and titles of managers for a department, division, or region. Click on a Site Map link to choose from the site’s pages listed according to subject. The Press Releases or What’s New pages of a company’s site also identifies names, email addresses, and telephone numbers of those managers or senior executives who are involved in making hiring decisions.

			If no relevant company email contacts appear on the site, call the company to obtain the name of the manager or director of the department that you’re interested in.

			Another good approach is to search for an Association governing a particular industry. Then, access the chosen Association’s Membership Listing page, and see what companies or executives are listed. This is useful when you’re sending out resumes within a specific industry sector. The best site focused on Internet Job Research & Networking resources is www.rileyguide.com. This site links you to many other web resources available and offers excellent guidance on self-marketing.

			Send your resume to the person who would be your reporting superior on an organizational chart. This is targeted marketing. The person receiving your resume can recognize the value of your skills and experience. This approach yields valuable contacts for networking. It also shows a potential employer that you’re resourceful and career-focused. Also, send a copy of your resume to the Human Resources Manager or department. This is both courteous and practical. Your first recipient in a company may not be aware of other hiring opportunities within the firm. The Human Resources department processes most of the hiring for all departments.

			Make the investment of time to research companies and industry associations on the Internet.

			Job Boards: Your Internet Postings

			Create Job Search Agents to look for you when you post your resume online.

			Most general job boards now provide this free service. Look for headings on these sites like Job Alerts –or– Career Alerts –or– Personal Search Agent. Usually, you have to register with a site to take advantage of these job-alert services. The more specialized the job board, the more relevant returns you receive for investing your time in registering with them.

			These alerts arrive directly to your desktop or in your inbox. To register your agent, you choose keywords and job titles that describe the types of positions you’re looking for. Review the position descriptions of jobs that appeal to you. Select the titles and keywords that define the job skills and qualifications of those positions.

			You receive email notification when new employers and recruiters post position descriptions containing keywords matching those in your job agent. To receive relevant postings, be clear and specific in your selection of job titles and keywords.

			For complete discretion, consider a free email account with Hotmail, Yahoo, or a similar site to process employer and recruiter responses. Avoid using your company email to process job search agent messages. Some firms monitor their employee emails for evidence of job-hunting through special software filters on their mail servers.

			Read the instructions in each site carefully to make best use of the job search agent service. Some sites have better options than others. Review several sites to see which ones have updated information, the best resources, and working links.

			Check to see whether the job board has the option of removing your name, contact details, and employer information, to protect your privacy in posting your resume. Read the site’s terms or privacy statement carefully when posting online to confirm that they respect and maintain confidentiality.

			Be clear and concise about your experience, skills, qualifications, and expectations. Include a Skills Summary section, with all the relevant keywords contained in your job search agents. Double-check the content after posting your resume to ensure that the resume text is rendered error-free and that your confidential information is protected properly. You can also post your resume on a web page that you create for this purpose. This gives you more creative control over the content. Don’t distract the viewer with unusual graphics and animations.

			Creating Job Search Agents and Alerts - Plain Text Resumes and Search Engine Tips

			You can run into unexpected problems if you copy/paste text directly from an earlier formatted .doc file.

			Most resumes are created in MS Word .doc/.docx format. The problem is that all those pleasant fonts, cool bullet points, little images of telephones and email envelopes, bolding, italics and underlining sometimes look very different when copied and pasted into online forms.

			What you see isn’t always what you get with a formatted resume’s text. You don’t have this problem using unformatted, plain text. True, it isn’t exciting to look at, but the job site computer will handle it more accurately than formatted text.

			What’s the difference between a formatted and unformatted resume?

			Plain text or unformatted resumes contain:

			No bullets, no bolding, italics or underlining, no fancy fonts, colors or any other enhancement; the document is saved as a .txt file instead of a .doc file. Plain text has universal application and is read by any software or system. You minimize the risk of your data being garbled when you paste it into online forms.

			Defining Your Search Terms To Specify a Job Title

			Use quotation marks around the job title: “design engineer.” This instructs the system to find titles with these two words together. Click on the Advanced Search Options link to refine your terms further. Other options offered may include Location and Date of the posting. Save your search and name it to identify what type of job posting it is. Many of these sites allow you to save more than one job alert. The larger job sites all offer these options to one degree or another.

			Search Tips

			Putting double quotes around a phrase “sales manager” tells the search engine to bring results that display those words, in exact order, together.

			To search within a specific company site for a specific title:

			Type: sales manager: xyz.com - this is an excellent way to determine who does that job in a target company’s website. You must use the URL with the correct domain: .com, .gov, .org, .biz, etc.

			LinkedIn Groups, Profiles, and Networking Etiquette

			LinkedIn is a different social networking tool than Facebook or Twitter. The latter two sites are designed for the more casual user; LinkedIn is a business-networking tool.

			View your current profile. What does it say about you? If you were reading this person’s profile, what impression would you get? Regardless of your experience level, refine and edit your profile. Eliminate all text that is mundane or repetitive. Don’t overload your profile. Concentrate on your real accomplishments, and give the reader a sense of what’s important to you.

			Next, evaluate your picture:

			
					• 	Is your image in focus?

					• 	Do you look professional?

					• 	Does it throw your face into half-shadow?

					• 	Are you smiling, and do you look approachable? 

			

			An unflattering picture detracts from the overall appeal of your profile. Choose your picture carefully; it says a lot about you and the care that you take to project a friendly and welcoming face to the world.

			When it comes to the LinkedIn Groups to join, be selective. You can rank the Groups list through the reorder function that allows you to list the groups numerically, in order of importance. You’ve a maximum of 50 groups that you can join with certain types of accounts. Avoid using a group’s discussion board to overtly canvass others for job leads. Many group managers don’t allow this. First, you’re issued a warning and then, at their discretion, you may be removed from the group, if you continue.

			Read the group’s membership terms and conditions. This will help you know what is and what is not allowable in that group. Use the Group’s search engine and enter relevant search terms that bring up other potential groups for evaluation. Check and see how many members there are in a given group. Longer established groups tend to have more members.

			How often should you broadcast your status updates? Some people like to do this on a daily or weekly basis. The key criterion is whether a given update is important enough to tell your entire network.

			Be careful about tweeting and Facebook updating with this information if your personal Facebook and Twitter updates are very casual or un-businesslike in nature. When it comes to social media, try not to mix the business updates with the personal pages because when those lines are blurred, the reader can receive a different impression than you intended.

			Some items that appeal to people include well-researched articles, informative books, websites that are directly related to the business interests of people in the group, and industry-specific events that are of interest to group members within reasonable geographic access. Other items are awards dinners and similar peer events, innovative inventions, and ideas that are either directly applicable to the audience or that have universal appeal.

			Pruning your groups list periodically is useful for keeping those of most relevant interest in the first top ten that appear on your profile.

			Recommendations and the requesting of them should be handled very diplomatically and be sensitive to the time and consideration that you’re asking for. Some of the best of these mini testimonials are customer supplied. These types of testimonials provide a sense of what you’re like to work with and the qualities that you exhibit in your business life. It takes time to write an effective testimonial and this speaks well of the positive impressions you make on other people.

			Tips For Using LinkedIn Features and Resources For Job Seekers

			LinkedIn is a valuable resource and tool for connecting with a wide variety of hiring managers in those industries in which you’ve experience. These are some concise tips on how to use this site to your best advantage. Employers routinely check the social media profiles of applicants, including LinkedIn, Facebook and Twitter, among others. For extended information, there are many blogs and LinkedIn’s own learning sections.

			Working With Your Profile:

			This is your image to potential employers. It needs to be concise, informative, and focused. Use applicable industry key words in your profile to enable search engines to identify them in search results just as you would on your resume.

			Edit your resume text to focus on accomplishments and significant responsibilities and functions.

			Choose and upload a photo that projects a friendly image and is clear, uses good lighting, and is business oriented.

			Note your present and past employers and associations, memberships, and social or community involvements.

			Note your industry education designations prominently so the reader doesn’t have to hunt for them in the text of your job descriptions.

			Solicit Recommendations from trusted clients, ex-superiors, and colleagues to enhance your Profile.

			Import your email contacts from Hotmail, Yahoo, Gmail, etc. or by exporting your address book into a .csv or .txt file from your email program to your desktop, then uploading/importing it to your Connections section—a ready-made connections list to send Invitations from.

			If you use Twitter, remember that you can use a hash tag: #in and your tweet will appear in LinkedIn. Choose what you tweet so it enhances your business profile: items like article and site-links and industry events you’ve attended.

			Turn on the Job Seeker’s Badge under the Edit Profile section to alert hiring managers that you’re looking for a job, and it appears next to your name in the search results.

			Send Inmail from a job posting, profile or search results page, and make sure the subject line clearly identifies the reason for your message. A Premium account is required to send Inmail.

			Check the Featured Applicant box when applying to a job posting, and your application appears at the top of the hiring manager’s list.

			Use Profile Organizer, clicking on Contacts to save the profiles of hiring managers or search results, and use Notes to record details of your conversation or questions for follow-up.

			Save your Profiles into folders by Company, Job Title, or other selected criteria.

			Activate the Open Link Networker in the Edit Profile section. This allows others to contact you at no cost to them, allowing open access from hiring managers and recruiters; the Open Link icon appears next to your name.

			Ensure that your Profile’s working experience dates of employment match that of your resume submitted to an employer.

			Who’s Viewed Your Profile allows you to know who sees your profile, with limited access in the basic account, and expanded access in the Premium account.

			Sign up for the Lindsey Pollak 60 minute training seminar to learn the latest strategies and tips for using LinkedIn: http://learn.linkedin.com/job seeker/

			The Premium Job Seeker account provides more features such as Premium Search to search, according to multiple criteria.

			Apply to join Groups in your industry, vertical market, or business focus, which you find through the Groups Directory. The more Groups you join, the more ideas for contacts you discover through their member listings and the easier it is to reach out and add people to your Network and Connections.

			Within each Group, you’ll often find a Jobs/Jobs Discussions section where relevant jobs are posted that you can apply to. You adjust Settings in your individual Groups to allow daily, or weekly message digests to be sent to you.

			LinkedIn profiles gain ranking in Google search results; select Full View in your public profile and customize the URL to your own name, this increases your visibility on the web.

			When you know the name of a prospective interviewer, check to see whether you share common schools, interests, or acquaintances in their Connections.

			When approached by a company check to see how the company is doing. Do a Search for the Company Name and uncheck Current Companies Only box, view the movement of people from the company—is it stable?

			Use LinkedIn Answers to ask questions of your network and people outside your network, this is found by hovering your cursor under the ‘More’ link.

			Company Pages on LinkedIn includes a New Hires section that lets you know who’s been hired recently and, in turn, their profiles will tell you where they came from—more potential job opening options in a specific industry sector.

			Make sure that you investigate those people who are two degrees away from you—a connection of a connection—this means you know someone who is connected to the person whom you want to approach. You might want to ask for an Introduction through your first-degree connection.

			Check the Companies in Your Network area of the Job Search Results page.

			Search the names of executives that you find in Industry Associations in your sector for more contact/connections options, and then search for them under People in LinkedIn.

			Check this site for the latest developments about LinkedIn: http://linkedin.alltop.com/

		

	
		
			Mature Candidates

		

	
		
			Chapter 11: Job Search For Mature Candidates

			Finding the right job is a challenge at any stage of your career. For people over fifty, both the challenges and the advantages are unique.

			Two particular advantages enjoyed by mature candidates are the wealth of experience that they can draw upon, and the confidence built on years of achievement in their chosen field.

			The skills required to be successful in your career are also necessary in conducting a successful job search. There’s no glossing over the fact that the loss of a long-term job is a significant event. It takes time to adjust to the new reality. Routines are disrupted; the familiar day-to-day working life is no longer there.

			We find that people who choose to view a job search campaign as a positive challenge—instead of seeing themselves as victims of corporate decision-making—land on their feet sooner rather than later. The attitude that you take to launching your job search is critically important.

			Choose to see this chapter in your life as a new beginning. A paradigm shift is another way of saying a new way of looking at things. A paradigm shift is necessary to leave behind that sense of being a victim. As a mature candidate, you’ve invested a lifetime in creating your character, strengths, skills, and other abilities.

			You know what you can do, and you know what you can offer a potential employer. You just need to find the right opportunity. True, you may not have had to look for a job for a while—maybe for many years—and there are new skills, techniques, and resources that you must become familiar with.

			Some things don’t change, however. The ability to organize your activities and realize defined goals, self-discipline, perseverance, and well-developed communications skills are just as necessary now as they ever were.

			So, where do you begin?

			Accept that a job search is a job in itself—very real self-employment.

			Create a new routine for yourself at home. Be organized. Record the information received, follow up on job leads, make contacts—it starts to sound like a sales job, doesn’t it? It is a sales job, and you’re the product. Know yourself. What are the benefits and advantages of hiring you? Good salespeople know their product. They’ve studied the features and benefits, and know how to explain these to any interested audience. They can create and build the buyer’s interest in their product.

			Review your achievements and successes. Review the last five to ten years of your career to begin with. What can you point to—for the benefit a potential employer—that you’ve achieved in the areas of revenue generation, improvements in efficiency, cost savings or other benefits for your past employers?

			List these achievements in single sentences. These serve as the highlights, attention getters both in your resume and in your personal interview presentation. Re-think your resume and its purpose. Your resume is meant to sell your services, not merely to detail your job duties.

			You need to create buyer interest in the reader. You cannot just list job responsibilities on paper and hope that a job description will sell the concept of hiring you. You need to clearly tell people what you’ve done for the companies that you’ve worked with.

			Use the Internet and its resources efficiently. The information you need to connect to new opportunities, new contacts, and potential employers is available to you online. Through strategic sourcing, using search engines effectively, and thinking logically about who is in a position to make a hiring decision, you can generate a flow of useful activity that eventually will lead you to the opportunity that you want.

			Some resources to explore:

			
					• 	Job boards directly related to the industry in which you work

					• 	Recruitment firms that focus on your industry or field

					• 	Blogs, forums and other sites directly related to your field

					• 	Industry associations and organizations in your industry

					• 	Sites identifying the top employers in your geographical area

					• 	Association membership directory lists found online

					• 	Local job fairs, trade shows and exhibitions and other events

					• 	Job clubs and organizations for mutual support and sharing of information

					• 	National, regional, and community newspaper websites for job ads

					• 	Major job-search boards where you can create automatic job-alerts

					• 	Relevant business networking sites on which you can create a profile

			

			Your ability to organize information will come in handy in marshaling these resources. The first steps in a successful job search are identifying what you need, recognizing where you need to go for information, and creating a plan to focus your efforts.

			Job Search For Mature Candidates—Creating Your Plan

			You may be using both online and physical resources such as publications found in a public reference library. Libraries offer tools for free use that would otherwise cost you to use online. One of these is Industrial Directories that identify companies by industry sector and SIC (Standard Industrial Classification) codes and contain names and titles of hiring executives, ranging from President to Human Resources Manager. You can quickly build a list of prospective employers by industry sector or product. These Directories cover a broad range of business, industry, commerce, government, medical, educational, and association employers. Online subscriptions and digital downloads are also available to order.

			Organizing Your Tools

			
					• 	Create a physical binder/folder and desktop folder to gather information and the shortcuts you receive on the net in one place for easy access.

					• 	Call your nearest library or visit them online, and see if they have Directories—which ones, and their publication dates.

					• 	Determine which Associations serve the industry or employment sector or vertical market that you’ve targeted.

					• 	Use online search tools to research companies, and create shortcuts to these in your desktop folder.

					• 	Create shortcuts to the specific pages in your community and in regional and community newspapers ads sections, and put these in your desktop folder.

					• 	Research, through Internet Recruiter Directories, those recruiters with a specific focus or specialization that relates to your experience. 

			

			Websites To Research Companies:

			E-Source is a comprehensive research site. Hoovers, Dun & Bradstreet have multiple sections and subscriber fees are involved. You can also Google: “company name” and then use other search terms such as specific executive titles (Human Resources Manager, General Manager, etc.) and see what results are generated.

			Enter a company name in LinkedIn or Zoom Info and see what information is obtained. When you identify an industry Association active in your area of experience, review their Membership Directory and Board of Directors’ pages to see whether they have a search function by alphabet or location for member and associate member firms that you can investigate. Develop a list of companies, and identify hiring executives within them.

			Choosing The Employers You Want To Target

			In every industry, there are usually twenty or more firms that achieve a certain prominence in their field because of the excellence of their product or service, profitability, innovation, or because people just like working there. A company’s advertising, the inclusion of their member executives in an association listing, standing in the market, community service, and other factors all create an image of this being a good place to work, and to do business with.

			Many publications exist on newsstands and online identifying these companies, and the Internet contains numerous sites exploring these firms and their rankings, such as the Fortune 500.

			Investigating Company Website Pages

			Staff Directory, Offices, About Us, Contact Us, News, Newsletter, and Press Releases sections are all useful pages to search for on a company’s website. These are the sections of company websites that often contain names and email addresses of executives.

			If they have an internal search function, enter an executive or managerial title, and see what the results are. Some industries also have supplier directories online or printed. See what industry publications serve the industry, check the back pages and advertising pages of these publications. Printed versions are found at major reference libraries. Check online and see what your library’s reference section contains.

			Your Voicemail

			This is a tool that people often overlook. A crisp, professional voicemail greeting that invites the caller to leave a message is a vital and useful personal assistant. Together with your resume and email message, it’s an opportunity to make an excellent first impression. A disorganized, rushed, or too casual greeting reduces your chances for further communication with a potential employer.

			Dealing With Discouragement—Daily Renewal Of Your Purpose

			At certain moments in your job search, it can seem as though you’re making no progress—days when potential employers aren’t available to speak with, and recruiters cannot provide information. There will be times when you’re faced with a lack of feedback and a scarcity of meaningful prospects. This is when holding to your goal with positive determination can seem the most difficult, and it’s the time when it’s most important to remember your successes and renew your purpose, on a daily basis.

			While we can’t control everything that happens to us in our lives, we can control how we react to what happens to us. It’s important to renew, every day, the belief in yourself and your goals.

			See yourself making the connections that you need to. Visualize yourself gladly accepting your new offer of employment. Picture yourself getting ready to start new employment with a revitalized sense of purpose.

			This mental imagery reflects what successful athletes do when they’re in training or preparing for an important performance. They train themselves mentally, practicing, in their minds, the body movements and attitudes required to be a successful competitor. They create muscle memories through repetitive actions, strengthening both their bodies and their sense of purpose. This increases their drive and motivation to overcome the obstacles to actualizing their dreams.

			The same techniques can be applied doing those repetitive actions that are aligned with your goal of finding the right job. You’re creating mental patterns of thinking and raising your expectations, putting faith back into your efforts.

			The Japanese put this type of perseverance concisely: Nanakorobi yaoki [Translation “Fall down seven times, get up eight.”]

			Winston Churchill said it more colorfully: “When you find yourself going through hell, keep going.”

			Thomas Edison had his own take when he was trying to discover the right materials to use for the incandescent light bulb: “I have not failed 10,000 times, I have merely discovered 10,000 ways that do not work.”

			The common theme is to persevere through disappointment and rejection. Choose to see yourself getting closer to your goal with every situation that doesn’t turn in your favor—internalizing the idea that the right job for you is out there. It will happen for you at the right time, and in the right way.

			Believe in yourself, and accept the time required for the right opportunity to develop for your specific needs. The power of positive affirmation—while reminding yourself of what you want to achieve—helps you to sustain your faith in your efforts when things appear to be at a standstill.

			It’s hard to see what is on the horizon if we are staring at the ground. Move forward with your vision fixed on the future and the new conditions that you need in your life. Act every day to achieve those conditions. Believe in yourself, and others will also.

		

	
		
			Chapter 12: 
Body Language In An Interview: Reading The Signs

			Beyond the words you say in an interview are the nonverbal signals you’re sending to the interviewer. You can communicate many different attitudes and feelings through nonverbal signals. You can also pick up signs of agreement or disagreement from the interviewer.

			It can be misleading to interpret a single sign as having a definite interpretation. Look for several signs, and take the context into consideration.

			Happiness or satisfaction: smiling, enlarged pupils, relaxed posture, serene facial expression, and free, unrestrained movement

			Unhappiness or dissatisfaction: frowning, constricted pupils, tense posture, pursed lips, furrowed brow, flared nostrils, rigid body, lack of movement or nervous movement

			Agreement: nodding, winking, smiling, relaxation following concentration, continuation of serene eye contact

			Disagreement: shaking the head from side-to-side, frowning, crossing the arms, pursing the lips, drumming the fingers, tapping a pen or pencil

			Interest or receptiveness: serene eye contact, stillness of body, even breathing, arms folded loosely over lower body

			Disinterest or distraction: looking away, hunched shoulders, arms folded on chest, face placid, vacant eyes, sighing, finger drumming or desk tapping

			Anger or irritation: accentuated breathing, intense aggressive eye contact, arms folded on chest, face taut, clenched fists, hands gripping desktop

			Disbelief: one raised eyebrow, crooked smile, head shaking side to side, tilted head

			Surprise: two raised eyebrows, enlarged pupils, sudden attention directed to speaker

			Decision-making in progress: eyes directed to the ceiling, blinking rapidly, turning away and looking steadily at nothing, standing and walking back and forth

			The decision has been made: deep breath followed by a sigh and relaxation, end of facial tension, followed by smiling or earnest eye contact

			Superior status: takes central spot in meetings, speaks without seeking permission, initiates and terminates most transactions, exhibits dominant behavior—stands taller in confrontations, pats people on the back

			Subordinate status: takes peripheral spot in meetings, seeks permission before speaking, waits for dominant individual to initiate or terminate most transactions, exhibits submissive behavior—curling shoulders forward in confrontations, seeks pats on the back

			Staying Focused in an Interview

			One of the biggest ways to reduce your chances of making it to the next stage in the hiring process is to be unfocused in the initial interview.

			An interview is not a casual chat; it’s a stage, and you’re the main performer—you’re under the lights and have the eyes of the audience upon you. You need to know your script and be alert to the cues given to you by the person directing the interview. An interview is a meeting that determines if you’ve the skills, experience, character, and motivation that the interviewer is looking for.

			Recall the scout motto: “Be prepared.” Arrive ten minutes or so before the start. You’ll be more composed and settled walking in to meet your interviewer. Take a few deep breaths before entering the interviewer’s office.

			From the minute you walk into the employer’s lobby or reception area, consider that every move you make and every comment made will be noted. It starts with the interviewer’s secretary or assistant. Don’t make the mistake of being condescending or aloof with this person. How you treat that individual will be communicated to the interviewer. This person is the interviewer’s first screen. Establish the proper relations with the doorkeeper; this itself may improve your chances for a successful meeting. Social etiquette is important. Your mission is to make a lasting positive impression with everyone you meet at the company. A smile or friendly greeting is a universally accepted method of introducing yourself.

			While you wait for the interviewer, review your personal presentation in your mind. See yourself confidently expressing who you are and what you can do. If you’ve prepared yourself properly, you’ll be able to present yourself effectively.

			The Greeting and some useful starting phrases

			“Hello Mr./Ms. _______, thank you for this opportunity to meet with you today.”

			“Good morning/Good afternoon, Mr./Ms. _________, it’s a pleasure to meet you.”

			“Hello ___________, thank you for taking the time to meet with me.”

			Offer a warm handshake.

			Setting the Tone

			“I’m looking forward to discussing this position and answering any questions you may have. How would you like to begin?”

			“I’m ready to answer any questions you may have about my experience and qualifications. What would you like to know first?”

			“I’ve read the position description/advertisement, and I’m confident that I have the skills and experience that you’re looking for.”

			These and similar phrases indicate that you’re ready to answer questions, have familiarized yourself with the requirements, and are willing to provide information.

			The Greeting and Setting of the Tone should be given with good eye contact and with an attitude of mature enthusiasm and interest. Don’t go overboard, but don’t appear bored either.

			The Discussion

			The interviewer will likely mention that they’ve reviewed your resume or application and would like to clarify certain points, or they may ask you why you’re interested in the position, and why you feel you should be considered.

			Your resume provides the interviewer with your agenda for the meeting. You’ve noted significant accomplishments or areas of major contributions that you made to your employers in each position that you’ve held. You’ve noted your promotions and achievements and how you create value for your employers. Illustrate to the interviewer how you increased sales, improved processes, lead teams, created new programs, and achieved corporate and personal goals.

			This is where being focused is vital to a successful meeting. It doesn’t mean you have to be tense and coiled like a spring; it means knowing beforehand what you’ll say. Avoid being long-winded. Keep your answers directly related to the specific questions asked. Don’t ramble. A long answer to a short question may be interpreted as having an unfocused mind or even weak intelligence.

			Minimal answers or abruptness may be interpreted as a lack of confidence, interest, or even as a sign of arrogance.

			Have the facts of your achievements at your fingertips:

			
					• 	How was your performance measured?

					• 	What did you achieve in new sales development?

					• 	What percentage of growth of revenues was achieved?

					• 	How did you win or keep those customers?

					• 	What steps did you take to solve the problems?

					• 	What procedures did you need to create to achieve the goals?

					• 	How did you create value for your past employer, and how does that experience translate to creating value for this employer?

					• 	What problems are you able to solve for this employer?

					• 	How will you make this employer’s company/department better?

			

			Express your values and what motivates you to succeed in ways that support and address the needs and expectations of the employer.

			Speak from a personal perspective about the importance of integrity, honesty, dedication, and perseverance. Cynical attitudes, bitterness, and hidden resentments—all of these can cast a negative light on discussing why you left past employers. The interviewer may wonder if you’re carrying emotional baggage with you.

			Your grievances, real or imagined, aren’t suitable topics. This is one of the easiest ways to derail the meeting: speculation about why certain decisions that affected you were made and how you or others might have resisted them and could have made better ones.

			If you’re viewed as a whiner, complainer, or political player, you’ll likely not be invited back.

			An interview is often lost because personal feelings and attitudes are perceived as not being in tune with the prospective employer’s corporate culture.

			
					• 	What’s important to this employer?

					• 	What qualities of character do they look for?

					• 	Do you see yourself reflected in their expectations?

					• 	What ethics and values are reflected in their Mission Statement?

			

			When it comes to first impressions, it’s the little things that count.

			It’s difficult enough to land a good job with a good company out there in these market conditions. Losing focus, making unfortunate remarks, and inattention to some of the smallest details in the hiring process can have major consequences.

			Some actual, recent events:

			The person asked a ‘gotcha’ type of interview question chuckles at the interviewer thereby offending the interviewer, who takes it personally.

			The applicant, when asked what they don’t like about their current employment, says, “Dealing with ignorant and unreasonable people.”

			The person going in for an important interview forgets to take the gum out of their mouth and chews throughout the meeting.

			The candidate, when asked what others think about them at work, says, “They all hate me.”

			When asked how he solves issues between co-workers, the candidate states that he “bangs heads together.”

			When being presented an offer by his soon-to-be new boss, the candidate pulls out a bottle from his briefcase, and suggests a toast—the offer is promptly withdrawn, and the candidate is asked to leave.

			These sound like outtakes from a bloopers reel, but they were the means by which promising career opportunities failed to materialize. They weren’t beginner’s mistakes either. All the above people would be considered by their peers and their superiors to be people of high intelligence, possessing more than the average amount of experience, focused and alert in meetings. They’re people whom you’d be happy to work with and who have a lot to offer an employer. They all list impressive accomplishments in their resumes. Many of them are highly educated, and all are very presentable from a recruiter’s standpoint.

			So what happened?

			This is the result of a lack of mental focus. Relaxing your vigilance, treating a situation with complacency, being too casual, making assumptions, and not thinking as you speak, can all lead to unwanted results.

			The interviewing process is like an audition: you’re under the spotlight. You’re being assessed and judged, at every moment. Relaxing your attention and letting down your guard can be detrimental in these situations. It takes only one small slip-up to derail a positive hiring process. Employers tend to be less tolerant during these procedures because there’s a lot at stake when you’re hiring somebody. How you handle situations is being viewed with intense interest. Doing or saying something that causes a person to question your credibility, judgment, maturity, or awareness is what you want to avoid.

			Along with lack of mental focus comes lack of simple preparation. Write down the date that you’re going to meet somebody, the name of the person, and the correct address for the meeting. Practice your responses with a trusted friend, spouse, family member, mentor, or colleague. Anticipate where certain areas of focus might be in your resume, personal experiences, and track record. How can you improve and convey more of what you’re about, and how you can contribute to your new employer?

			Avoid being eliminated from the hiring process because of lack of preparation or practice. Guard against small lapses of attention, focus, discretion, or judgment.

		

	
		
			Chapter 13: Assessing Employers

			One of the main reasons that people don’t survive to the next level is that they don’t ask the right questions when given the opportunity to do so. This isn’t the time to ask about compensation and benefits. This is the time to ask about the employer’s expectations and needs.

			Show the interviewer that you’ve researched them on the Internet and that you’ve taken the interest to learn about their products, plans, services, and corporate values.

			Bring up their corporate mission statement, and ask about how the interviewer sees you fitting into the corporate culture.

			
					• 	How will your performance be measured?

					• 	What skills and abilities are required to succeed in this position?

					• 	What are the key problems that this position will address?

					• 	What does the employer want to achieve in the first six months and within the first year?

					• 	What tools will you have to work with?

					• 	How did this position become available?

					• 	What is the training program, and what does it entail?

					• 	What other departments will you work with inside the company?

					• 	What qualities do you look for in the people that you hire?

			

			These and similar questions show an analytical and focused mind looking for common ground and mutual benefit and aware of the employer’s concerns and needs. Stay focused at the end of the meeting. If you have interest in this position, express it, and leave the interviewer with either a list of references, a performance appraisal, or a business card—something given to the interviewer that reinforces your name in their mind.

			If you want the job, ask for it: “I’m very interested in this job, ______ and I’ll be happy to meet with you again to discuss it further.” 

			Assessing Potential Employers

			You liked the sound of the advertisement, and you’ve the skills for the job, so what is it like to work there?

			Be aware of potential warning signals that this employer may not be the best one to join. You need to gather impressions and assess relevant information to make an informed decision. Your research needs to begin before you ever set foot in the interviewer’s office. Here is a general list of issues you can investigate through the web or through a reference library prior to an interview. Privately held firms may not make this type of information publicly accessible.

			Before The Interview

			
					• 	If they’re a publicly traded firm, how is their stock doing?

					• 	How have their earnings been in the last two or three fiscal quarters?

					• 	What is their reputation for quality and customer service?

					• 	How many people do they employ, and is there an annual report available for review?

					• 	How long have they been in business?

					• 	What growth or expansion have they experienced within the last two or three years?

			

			Arriving for the Interview

			
					• 	How do employees interact with each other—smiling, neutral or negative?

					• 	Do they have interesting sales literature or an employee-supported newsletter?

					• 	Do they have awards, employee recognition plaques, or community service citations in the lobby?

					• 	Does the receptionist or the hiring manager’s assistant treat you with a lack of courtesy?

					• 	If the hiring manager is late for the meeting, does the staff know his/her whereabouts?

			

			During the Interview

			
					• 	If the hiring manager/interviewer is late for the meeting, does he/she apologize?

					• 	Does the interviewer greet you with a friendly handshake and make eye contact?

					• 	Are you given a copy of the position description?

					• 	Does the interviewer speak in derogatory terms about the last person in the job?

					• 	Does it appear that the company has had a high turnover in this position?

					• 	Does the interviewer make negative remarks about fellow managers or superiors?

					• 	Do they have a good training program for their employees?

					• 	Does the interviewer pay attention to you, or do calls and visitors distract them?

					• 	Are you interrupted during your responses or are you rushed for answers?

					• 	Are they vague about salary, review dates, and/or company benefits?

			

			After the Interview

			
					• 	Do they invite you to call back if you’ve any questions?

					• 	Do they change the figures or salary range in follow-up discussions?

					• 	Are you left without a clear idea of when a decision will be made?

					• 	What are their attitudes towards negotiating specific issues?

			

			The way you’re treated before, during, and after the initial interview may indicate how you’ll be treated as an employee.

			Notice how your questions and concerns are handled. Are the answers clear, and are your concerns dealt with satisfactorily? Do you get the feeling that you’re one in a long line of applicants, or do they seem genuinely interested in what you have to say and offer? Companies that value the skills of their employees are inclined to pay for job-specific educational courses, usually reimbursing employees upon successful completion of the program. What’s their attitude towards career development training?

			Listen to your intuition. Do the views and attitudes expressed by the interviewer sit well with you? Can you see yourself working there? The more you observe the small impressions that are received during the interviewing process, the better equipped you’ll be to make a sound decision based both on the facts that you’ve obtained, and your feelings about the people you’ve met.

			The Essentials

			
					• 	Greet everyone in a friendly and professional manner

					• 	Keep good eye contact, and offer a warm handshake

					• 	Express appreciation for the interviewer’s time

					• 	Display mature enthusiasm and interest

					• 	State that you’re ready to answer questions

					• 	Confirm that you’re familiar with the position’s requirements

					• 	Express your confidence in being able to meet expectations

					• 	Provide a resume that creates talking points

					• 	Have the facts and figures of your achievements at hand

					• 	Avoid being long-winded and keep your responses clear

					• 	Avoid extended discussions about past employers

					• 	Determine what the corporate culture and expectations are

					• 	Avoid bringing up compensation/benefits in the first meeting

					• 	Ask how your performance will be measured

					• 	Ask about the training program

					• 	Ask about the people with whom you’ll work

					• 	Ask about the potential for future advancement

					• 	Leave references, a performance appraisal, or business card

					• 	Offer to make yourself available for a second meeting

					• 	Indicate your interest in the job

			

			Questions To Ask The Employer

			Your interview isn’t supposed to be a one-way street, where only the employer can ask questions. You need to ask a few of your own, to determine how suitable this opportunity is. The first thing to determine is how stable this position is, and what prospects for advancement exist in the future.

			Why are you looking? Is this a static position that has little opportunity for growth, or is it a position that offers the ability to interact with other departments, learn new skills, and be challenged?

			What happened to the person who was in this position? This is a general question to find out why the person left and what the attitudes are toward the incumbent. It will also provide information on where the person has moved on within the company. This provides hints about what the promotional possibilities may be in the future.

			How long have you been looking? Find out if they’re in a panic, or if they’re taking a more measured approach to this hiring. If they’ve been looking for a long time, maybe your negotiating position will be strengthened if you’ve the skills they need.

			How has the position become available? Did the incumbent quit suddenly, was there a promotion internally, or are they unhappy with the person that they have?

			How often do you look to fill this job? This informs you whether it is a position that has a high turnover, a position that is vacant only rarely, or if it has been newly created.

			What are you looking for? After you establish why they’re looking, you need to understand what they’re looking for. Not every position has a growth curve. Do you have what they require, and will you be happy with the scope of the responsibilities in the long run?

			What is the most challenging part of this job? This reveals whether the interviewer understands the demands of the job and the expectations placed on the successful candidate.

			What role will I play in the department? This will indicate how important your job is in the organizational structure. It gives you a sense for the responsibility involved and how visible the position is for future promotions.

			What kind of person has been successful in this job? Understand the personality traits they’re looking for. Different jobs demand different levels of aggression, patience, interpersonal skills, ability to work with or without support, and the capacity to withstand pressure and stress. Ensure that your personal work style is suited to the job’s requirements.

			How will you measure my performance? It’s important that you know what the expectations of performance are and what factors they’ll review to assess your progress. Are the standards and benchmarks realistic and achievable? I often see people who are attracted by the higher income and greater responsibilities of a career move, only to find out, in the fullness of time, that the employer’s expectations are unrealistic or unattainable. What do they expect from you?

			What does the future hold? If you’ll assume the risk of making a career move, you want to ensure that there are prospects for long-term job satisfaction. Where will you progress to in the company? The best promotional opportunities occur in positions of higher risk. What can they offer you in the way of growth, and in what general timeframe?

			What career advancement can I expect? If there’s a clear path of succession mapped out within the department, then you’re more likely to be happier in the long-term. If this position is a good entry point into the firm, you may have more options for growth in different departments. If the interviewer or hiring manager is vague or noncommittal about your prospects, there may be limited opportunities for future advancement.

			These are a few of the questions that you can consider when assessing the suitability of an employer. You owe it to yourself to have a clear understanding of their expectations, to avoid making a move for short-term gain but long-term dissatisfaction.

		

	
		
			Chapter 14: Interview Handouts: Influencing The Hiring Decision

			One of the most effective selling tools you can have to supplement your resume is an interview handout. You can give this handout at the start of the interview or the end of the interview; either way, it reinforces your knowledge, skills and accomplishments in the interviewer’s mind. Your resume creates a basis for mutual interest. An interview handout helps to seal a decision to hire in the decision-maker’s mind.

			In the first section, you list very specific achievements not found on your resume that reflect the demands of the job you’re interviewing for.

			Achievements

			
					• 	Retained a customer we were about to lose through providing after-hours service to chase down and resolve their problem

					• 	Created a procedure to prevent this problem from recurring

					• 	Trained other staff on this new procedure, earning senior management’s commendation

			

			The key is to be specific, to show how you used your initiative, creativity, knowledge, and dedication, to achieve a particular result.

			In the next section, in point form—in multiple columns if necessary—you list the documentation, software, applications specific to your industry, product knowledge and industry sector knowledge, geographic or trade lane knowledge, computer systems and other data-oriented points that comprise your knowledge base.

			In the third section, you summarize why the company should hire you, forming in the interviewer’s mind the impression of a person who has taken the time and the initiative to clearly explain what they know and what they bring to the organization.

			Summarize the skills that you have that are vital to successful execution of the duties of the position. Do not list the duties that you’ve had. You’re painting an image in the interviewer’s mind. The points should be carefully edited to promote buyer interest in the product that you’re selling: You.

			What I Bring To The Company

			
					• 	A proven ability to achieve results: 150% increase in bottom line profitability at XYZ in 2012.

					• 	Leadership: increased productivity 64% in 2012 vs. 2011 at ABC Inc.

					• 	Team building: created a customer service center that increased customer satisfaction by 26%.

					• 	Communications: gained the cooperation of a diverse workforce in multiple locations.

			

			You must be concise, choosing each word for impact and clarity.

			Most of your competition won’t take this step, and you’ll stand out from other applicants vying for the job. Don’t assume that the interviewer has read your resume and understands what you’ve accomplished. You’ll discover sometimes that an interviewer won’t have your resume but instead may only have handwritten notes to work from.

			What does the company say about its core values on their website or in their brochure? Some common ones are Courage, Initiative, Dedication, Integrity, and so on. What experiences or accomplishments can you point to that reflect these core values that they’ll identify with?

			Create a section focused on these values. If they see that you honestly identify in what they believe, you’re creating a shared identity and common purpose. These are very appealing and powerful influences in decision-making.

			An interview handout focuses the discussion on those areas that you want to concentrate on. It’s both a selling tool for you and provides context to discuss how your achievements suit the demands and challenges of the position in question.

			You can customize this for different positions that you apply for, replacing different bullet point sentences, as required. The impression that you make on the hiring manager can tip the balance in your favor. It will be remembered when the hiring decision is being made.

			You’ve shown initiative, organization, clear thinking, and foresight—and these are attributes that every progressive company seeks in the people that they hire.

			The Interview: Are You A Potential Leader?

			You’re faced with an attractive career opportunity that is a step forward into management. The problem is that you’ve very little or no management experience.

			What can you say to convince the hiring manager that you’re qualified for the position?

			
					• 	Have you shown initiative in taking on large, complex projects that demanded an uncommon degree of commitment, energy, and dedication to achieving a goal?

					• 	Do you have a developed degree of self-discipline and the proven ability to persevere in the step-by-step tasks required to reach an objective despite setbacks, uncertainty, and disappointments?

					• 	Can you prioritize and organize work so that your progress is achieved in measurable ways with clear guidelines and clear results?

					• 	Have you been successful in presenting ideas, having senior management approve them, and then implemented them to the benefit of the company’s profits, or reduction of costs, or improved productivity?

					• 	Have you devised training manuals or been able to clarify confusing information for your peers or superiors and had these improvements adopted within the company?

					• 	Have you turned disgruntled customers into satisfied customers by going beyond the call of duty or thinking outside the box?

					• 	Have you been successful in up-selling products or services in order to increase revenues or create new customers and been recognized for these achievements?

					• 	Are you adept at creating strong working relationships with decision-makers in and outside your firm?

					• 	Have you developed a network of useful contacts and sources of assistance that you can draw from to help you solve problems and expedite solutions?

					• 	Are you the person in the office considered to be the resident expert on a particular topic, and do people gravitate to you for guidance in solving work-related problems?

					• 	Have people sought you out specifically to provide guidance in conflict-resolution situations that demand objectivity, empathy, and rational thinking, thereby defusing emotionally tense events?

					• 	Do you enjoy teaching others and imparting your personal knowledge to help them become successful?

					• 	Have you been effective in training junior people and able to have them catch on quickly when it comes to learning new information and procedures?

					• 	Have these people then moved on to higher levels of responsibility in their own careers?

					• 	Do your superiors seek out your opinions or advice when considering options in tackling important issues or problems?

					• 	Are you always thinking about best practices and how current procedures can be refined or improved?

					• 	Do you accept having to put in extra hours to ensure that projects are completed on time—whereas others grumble at the imposition on their personal time?

					• 	Are you taking career-oriented courses, and do you have a plan with specific career goals?

					• 	Are you able to weigh and consider the merits of various options, to make a decision without being overwhelmed by the choices available?

					• 	Are you effective at creating written reports and using various forms of media? Have you received positive feedback from superiors on the quality and clarity of your communications?

					• 	Can you handle the stresses and uncertainties of business life while maintaining equanimity, self-motivation, and an unswerving direction to the attainment of goals and objectives?

					• 	Can you objectively critique your conduct, successes, and failures and learn from those situations?

			

			All these qualities are evidence of potential or actual leadership abilities. To gain the trust of those both below and above you in responsibility is one of the marks of a leader.

			Review your experience, your successes, and achievements and develop talking points that will provide evidence of these leadership skills when sitting down with an employer to discuss your future. 

			Attitudes, Values & Feelings

			Why is one person chosen over another when both may have similar qualifications and experience?

			Frequently, hiring decisions are influenced by how the interviewers feel about the person that they select. After all of the testing, panel interviewing, assessment and evaluation, it can simply hinge on the decision-maker’s gut feelings. What influences those gut feelings invariably reverts to the attitudes and values that were expressed in the first and subsequent meetings—first impressions count.

			Employers not only want to believe that you can do the job and have the knowledge and experience to handle the challenges that may arise; they want to believe that you’ll fit the team. They also want to see reflected in you those attitudes and values that they feel comfortable with.

			An employer wants to reduce the chance of friction between team members and will look for people who harmonize with the work-group’s ethics and team spirit. In addition, there may be a broader corporate personality or image by which a firm is perceived in the marketplace, and the hiring manager may look for attitudes and values that reflect that image.

			How do you determine whether your own attitudes and values are in harmony with those of the potential employer? Ask what attitudes and values the interviewer feels are necessary to do the job and fit the team. If their attitudes and values differ from your own, it’s best to know this at the beginning. You won’t help yourself in the long-term by pretending to be what they want, just to get the job. You don’t want to leave an interview with the employer having a neutral attitude toward you. Your task in the first interview is to sell yourself effectively. Most interviewers, from the inexperienced to the veteran, look for a positive attitude toward one’s work, co-workers, and superiors.

			They expect you to have a sense of energy or enthusiasm when it comes to achieving the goals set for you.

			A positive attitude is essential to making a good first impression. The interviewer should be interested in having you back for a second meeting.

			The first few minutes of a meeting between strangers are when impressions are formed. Express your personality and character through the initial greeting, using your words, eye contact, and positive body language.

			Don’t be too aggressive and think that you have to take control of the discussion. Being too relaxed may be perceived as nonchalance or indicative of a lack of interest. You’re presenting yourself to a potential buyer. The voice tone that you convey is as important as the information that you share. Tell the interviewer what’s important to you in building successful working relationships. Know what you want in joining forces with a company and what you’re prepared to offer in return.

			Tell the interviewer how you worked with other people and how you intend to conduct business.

		

	
		
			Chapter 15: 
Why Should We Hire You?

			Why should we select you? What value do you bring to our organization, and why should you be chosen over others who may have stronger qualifications or experience?

			To answer these types of questions, it’s vital that you know yourself, your abilities, your skills, and aptitudes and be able to communicate these concepts effectively. The interviewer has been forming a decision about your suitability for the position. The interviewer may have decided that you’re good to proceed with to the next level. Now they’re looking for confirmation of what you bring to the company. They may look for signs that confirm a negative assessment as well. This question might be asked when you’ve no information about what the employer is seeking or expects from the person they hire. Have a clear idea of what you’ll say beforehand.

			
					• 	Where have you been most successful?

					• 	What are you good at doing?

					• 	Why do people like working with you?

					• 	Why have you received promotions?

					• 	What specific contributions have you made?

			

			When this question comes towards the end of the interview, quickly review in your mind what the employer said were important ingredients to success in performance of the job.

			How do you meet the corporate needs and expectations voiced by the employer?

			
					• 	Are you attuned to their business philosophy?

					• 	Do you feel that you’ve the skills and qualities they’re seeking?

					• 	Why are you a good fit?

			

			Don’t leave the interviewer guessing. The image of you fitting into the company needs to be painted in the interviewer’s mind. If the employer can see you as a member of the team and visualize your working there, you’ve answered the question successfully. If you come across as hesitant, unsure, or unaware of what you have to contribute, then that impression will be the one left with the interviewer.

			Modest people sometimes don’t like to promote themselves. Point out what your achievements are. This is helpful to the interviewer, as it allows them to understand what you have to offer and what you want to contribute.

			For newcomers, interviewing in North America is a learning process. The experience of the interviewing and hiring process can be frustrating for people who are used to making decisions and being in a position of authority or control.

			It’s important to realize that “Why should we hire you?” isn’t a question meant as a challenge to your knowledge. It’s part of the hiring process and is often asked by even the most junior of interviewers. If you’re from a different culture, you may find it demeaning or even immodest to have to sell yourself and what you can do to someone who’s more junior than yourself. This can be a stumbling block, and a reluctance to talk about oneself can be misinterpreted as pride, lack of interest, or arrogance.

			Maintain the goodwill achieved in the meeting by having prepared before the meeting a general overview of your skills, experience, and qualifications. Give this to the interviewer. Be attentive to the people-skills factor, for many hiring decisions aren’t made strictly on technical merit.

			Many positive hiring decisions are made because of how a person is perceived as fitting into the company’s way of doing business, the makeup of the department, and the hiring manager’s personality preferences. The interviewer wants to hire someone who’ll get along with other people. That ability to be positive and self-motivated and to work well with people from diverse cultures is highly prized by potential employers. The workplace is becoming increasingly multicultural.

			The ability to communicate with clarity is a key hiring issue when the job duties involve any degree of interaction with customers, either internally or externally. The ability to write and speak effectively is essential to your career progress. With the competitive nature of the marketplace, misunderstanding a customer’s needs or technical information can spell the difference between a satisfied customer and lost business. Employers have these skills in mind when they’re interviewing for customer contact positions. Poor communication skills mean fewer opportunities for advancement. Higher positions require more developed communication skills.

			Some employers are willing to hire someone with less experience but better communication skills. If this is an area of technical weakness, it’s very helpful to take additional courses or have plans to upgrade these skills. Take the time to learn the language well because you’re in competition with people who have those skills already. Review your accomplishments, assess your skills, and know your strengths. Communicate clearly and confidently when expressing how you see your experience, skills, and abilities serving the needs of the employer. Focus on how you can solve problems, work with minimal supervision, learn new information quickly, and adapt to new and challenging work environments.

			Why should we hire you?

		

	
		
			Chapter 16: 
Successful Interviewing—Points to Remember

			
					• 	Genuine character shines through

					• 	Review your accomplishments, skills, abilities, and aptitudes

					• 	Decide what you want to draw attention to in the interview

					• 	Mentally—then verbally—rehearse your presentation

					• 	Practice your presentation with a spouse, friend, or colleague

					• 	Be proactive in researching the company online

			

			Think about the skills you’ve developed, your talents, abilities, and aptitudes. How have you grown through your achievements in both your business and personal lives?

			Choose specific examples of your progress.

			
					• 	How did you develop new business and retain or win back unhappy customers?

					• 	What improvements did you make to existing processes?

					• 	How did you reduce costs?

					• 	How did you boost profits?

					• 	How did you increase shareholder value?

			

			Most people don’t interview for a living. Otherwise successful and competent people can find being interviewed stressful. Presenting yourself effectively and leaving a positive impression in the interviewer’s mind requires focus, clarity, sincerity, and preparation.

			Do research on the company. View the website, review applicable industry journals and read the Press Releases page of their site.

			When setting up meetings, offer before or after work flexibility.

			Select clothing that doesn’t distract the interviewer.

			Remember that your sense of self-control, enthusiasm, openness, maturity, and self-confidence are all transmitted through body language. Poise and power are conveyed through your movements, reactions, voice modulation and eye contact.

			The quality of your handshake forms an impression. A limp grasp can be interpreted as passivity while an over vigorous handshake can be seen as a sign of insecurity or aggression. Offer your hand first, if possible; it denotes friendliness and approachability.

			Ask the interviewer how they would like to begin, as this may reveal the interviewer’s agenda for the meeting.

			Ask whether you can take notes, for this displays interest in the proceedings and is practical to record important aspects of the job that come under discussion.

			Use open-ended questions—ones that cannot be answered by a simple yes or no—to create a flow of information. After answering a question, follow up with an open-ended one to obtain clarification or shift the discussion to areas you consider important to explore.

			Open-ended questions begin with words like who, what, where, when, why or how; they ask the other person to describe, explain, outline, or clarify something.

			Speak positively about past-employers. Avoid being critical or defensive if you had a bad experience with a past/present employer. Negativity leaves a lasting impression.

			Don’t assume that the interviewer knows what’s in your resume. Point out those achievements and skills that best illustrate to the interviewer who you are and what you can do.

			Avoid being abrupt or rambling. Stay on topic and answer questions directly.

			Be aware of what the interviewer’s reactions are to what you have to say.

			Speak at a moderate pace—such as television announcers use—and maintain friendly eye contact.

			Have reasons why you’re interested in the position and be ready to give them when asked.

			When asked about compensation, avoid boxing yourself into specific figures. Bring up your current or immediate past earnings, and convey your interest in the opportunity under discussion. Follow up with an open-ended question such as: “What range are you offering?”

			Ask the projected timeframe involved in reaching a final hiring decision; you need to know whether delays are likely due to other individuals involved in the hiring process.

			Offer to leave a list of past employer references or copies of actual employer reference letters, and ensure that their telephone numbers are updated.

			Thank the interviewer for the opportunity to meet, and reiterate your interest in the opportunity, if applicable.

			Send a thank-you message after the interview, affirming your interest in the position.

			Employer Interviewing Styles

			Hiring managers employ various techniques when interviewing potential employees. The following are some of the methods and tactics in corporate use.

			The Group: Used primarily for volume recruitment with two or more applicants interviewed together, answering open or rotating questions in order to assist in determining applicant competitiveness.

			The Co-workers: One or more future colleagues ask questions with their superior to assess team qualities and attitudes in prospective group members. Interview roles and questions are established beforehand, allowing superiors to see group interaction skills of present and future staff.

			The Behavioral: Applicants are tested on decision-making, problem solving, and attitudes and values. Open probes are used to encourage the applicant to talk about specifics. Examples of how applicants handled certain situations are asked for, indicating character, values, judgment, and general maturity.

			The Technical: Job knowledge is tested to qualify the applicant for further consideration. Knowledge of procedures, processes, and technical industry jargon is verified, and typing tests or similar assessment tools may be administered on the spot. The interviewer’s questions in a technical interview focus on actual functions and daily duties.

			The Aggressive: Interviewers quickly establish a challenging tone so that stress is created in order to see how applicants react under pressure. Knowledge and performance may be questioned with a skeptical attitude, and the applicant’s poise and self-control are probed for weak points.

			The Written: Applicants are required to provide written answers to questions. These answers determine basic skills, aptitudes, and work experience, and provides the interviewer with a record of responses and statements. It also demonstrates written communication skills, grammar, and spelling.

			Common Interviewing Mistakes

			
					• 	Late to the interview

					• 	Wrinkled clothes or unshined shoes

					• 	Asks immediately about salary and benefits

					• 	Poor eye contact with the interviewer

					• 	Poor posture, slouches in chair

					• 	Weak handshake grip; sweaty palms

					• 	Asks no questions about the job or the company

					• 	Vague responses to questions

					• 	Overbearing, domineering attitude

					• 	Know-it-all or superior attitude

					• 	Difficult to understand; mumbles

					• 	Lack of career plans and goals

					• 	Rambles and digresses in answering questions

					• 	Over ambitious; unwilling to wait for career progress

					• 	Appears to be evasive or dishonest in responses

					• 	Displays rudeness and lack of manners

					• 	Sees self as a victim of circumstances

					• 	Displays a low level of energy and enthusiasm

					• 	Indecisive and timid in responding to questions

					• 	Asks for special hours or arrangements

					• 	Expresses personal prejudices toward different cultures

					• 	Touchy and irritable; easily roused to anger

					• 	Resume or application missing vital details

			

			Avoidable Interviewing Mistakes - Part I

			It’s a competitive job market, and you need to make sure that you avoid making errors that reduces your prospects for getting the job you want.

			These are avoidable situations.

			Not preparing beforehand by researching the employer: The Internet is a valuable resource. Use your search engine to discover data about the company’s products, new services, philosophy, strengths and plans. Surprise the interviewer by knowing something about the company.

			Being evasive about unexplained gaps in your work history: One of the quickest ways to lose a potential employer’s interest is to appear to be defensive or evasive about gaps in your work history. People do get released, downsized, restructured, and fired. Explain objectively what happened, and don’t show bitterness or resentment to the ex-employer.

			Being late for the meeting: Travel to the location a day or two before your scheduled meeting. Plan ahead to avoid traffic problems. Being late is discourteous, and you’re getting off on the wrong foot.

			Not showing up and not calling: This is worse than being late. Unless the employer is desperate to hire, you can write off this opportunity. It shows a lack of responsibility.

			Not dressing appropriately: Stick to the basics: business attire for both men and women. Dressing down for a meeting, even if the interviewer seems to be casual about it, is taking a risk with your credibility. This can offend interviewers, especially if the company has a particular dress code.

			Poor personal hygiene: Dirty hair, fingernails, bad breath, not shaving, having offensive body odor, and showing up with stains or shabby clothing, indicates a lack of self-esteem and care. It also shows a lack of organization and self-respect.

			Not having your resume and reference letters with you: Hiring managers are often so busy that they forget to bring a copy of your resume. This can lead to an unproductive meeting if you don’t have it with you. Being prepared with reference letters shows that you’re organized and confident about what you have to offer the company in terms of skills, track record, and personal reputation.

			Not making eye contact: This is a classic error. Not maintaining reasonable eye contact while listening to and responding to questions gives the impression of a lack of interest, focus, or honesty. When you first meet someone, give him or her your full attention without staring him or her down. Some cultures discourage steady eye contact as a sign of rudeness to superiors. In North America, steady eye contact, head nodding and smiling is taken as friendliness and good interpersonal skills.

			Staring the interviewer down: Locking eyes in a laser-like fashion with interviewers can be read as being overaggressive and domineering. Some people think that this displays interest, but it actually shows a lack of social grace because prolonged staring can be interpreted as being hostile or challenging.

			Not shaking hands well: A medium grip of about two or three seconds is best. Accompany it with a smile. A limp grip can give the impression of a lack of confidence, energy, or vitality. A vise-like grip and pumping of the hand and arm can indicate nervous tension, over aggressiveness, or domineering tendencies.

			Poor posture: Avoid slouching in an interview and stretching out and crossing your legs. Appearing too relaxed can be interpreted as being lazy. It can also seem like a lack of initiative or being bored with the proceedings. On the other hand, sitting ramrod straight, and/or folding your arms and/or tightly crossing your legs gives the impression of being tense, rigid, or even fearful. Be relaxed yet poised.

			Trying to aggressively control the beginning of the interview: Some people feel that they have to control the meeting from the start. This often happens when a more senior person is meeting with a junior first-level interviewer whose job it is to pre-screen candidates. Diplomacy and tact are called for in these situations. If you offend the less-experienced interviewer by trying to establish dominance and control over the meeting, you may not get to the next level.

			Poor English grammar: Your ability to communicate effectively and in an educated manner is vitally important. You’re being graded on your command of the language. Choose your words carefully. If English is a second language for you, practice with friends or colleagues who are fluent speakers. This is one of the key areas of focus for most interviewers.

			Speaking too quickly or too slowly: A rapid-fire monologue indicates nervousness, lack of confidence, or even an attempt to quickly dispense with an uncomfortable area of discussion. Speaking too slowly, on the other hand, can be interpreted as a lack of intelligence. You risk being seen as pedantic or plodding—or looking as though you question the interviewer’s intelligence and ability to absorb information.

			Giving curt and uninformative responses: This is usually seen as rude. It shows a lack of interest in the interview and can suggest a touchy personality.

			Displaying a lack of enthusiasm: This shows boredom or a lack of interest.

			Arguing or being stubborn with the interviewer: This can occur when a more junior interviewer is interviewing a senior candidate. Care must be taken if the interviewer needs to be corrected about a technical point, or if the interviewer doesn’t understand the information being given. The danger is that the junior interviewer may decide that the senior candidate is unmanageable, or won’t be a team player. If this happens, the opportunity to advance to the next level may be lost.

			Interrupting the interviewer: This indicates impatience or even arrogance, two qualities that aren’t in high demand with potential employers. Wait your turn to make your points. This tendency to want to dominate the proceedings indicates a lack of empathy and business courtesy. Will you also be interrupting customers when they’re speaking with you?

			Being nervous and timid: Employers want to hire people who are confident in their abilities. Being nervous and timid is signaled by speaking in a whisper, not meeting the employer’s gaze, and appearing rattled or unsettled.

			Nervous hand gestures: These range from tightly clasped hands to animated hand gestures made when speaking. Keep your hands away from your face; avoid wringing them, drumming your fingernails, picking at any part of your face or body, and playing with pens, etc. This sort of nervous energy makes a poor impression as it suggests tension or a lack of confidence.

			Being coy or flirtatious: Answers given with a wink or with seductive gestures will annoy most hiring managers. It won’t win the respect of the interviewer and may alienate some. Men and women both do this in the mistaken belief that, by making a personal connection and showing that they’re approachable and open, they’ll win the interviewer over.

			Being a comedian: Small jokes or humorous remarks about the weather or traffic are good icebreakers in the beginning of an interview. Carrying on like a stand-up comedian—joking about one topic after another—can wear thin quickly. Interviewers will see this as being lightweight and perhaps disguising a lack of substance.

			Avoidable interviewing Mistakes - Part II

			Asking about the salary in the first meeting: Never bring up the topic of salary first in the initial meeting. Always let the interviewer broach this subject. Establish the mutual interest level first. Asking about what the company is willing to offer can easily be misinterpreted as being premature. Dwelling on the subject will only confirm that impression. You can always nudge the interview gently in the direction of the company’s offerings by asking obliquely about the company’s point of view to supporting industry education, and the costs involved. You can remark about how expensive continuing professional education can be. This at least opens up an area of monetary discussion, and the interviewer may then shift the topic to salary. If this doesn’t happen, be patient and wait until the subject arises naturally.

			Sending an emotional follow-up letter: If you’re sending a follow-up letter thanking a person for their time after an interview, be very aware of what message you’re sending. Sometimes, a euphoric feeling can develop when the interview chemistry is strong. You feel that you have to follow-up that feeling and tell the interviewer just how much you enjoyed the discussion and that you appreciate their time and interest. There’s nothing wrong with doing this. It isn’t only what you say—it’s how you say it. If your writing style is more emotional than how you speak, have someone who’s objective review your message. The basic rule of thumb is this: keep it short and professional. Some cultures tend to write with more feeling in their business letters. Check your spelling and grammar if English is a second language. 

			Asking for special hours of work: If you go into an initial interview with a personal agenda based on your lifestyle and family needs and you bring up your preferences in the meeting without being asked, you may talk yourself out of further consideration. You need to be careful here. You can always ask what the company’s policy is in regards to their working hours, flexible hours, and the shifts that they run. This is simple information gathering, and you learn what the company’s policies are without having to give them a demand to accept or reject.

			Negative comments about your current or past employer: This is a big mistake. Even if you have a legitimate grievance or have been mistreated by a potential employer, it’s very important that you not come across as a victim or resentful, for these attitudes can be interpreted as a lack of maturity and objectivity and suggest a tendency to hold grudges. If you’ve experienced a difficult situation such as being downsized or fired, you can be sure that the interviewer will be looking for signs of instability, depression, or a person who’s unmanageable.

			Not asking questions about the job: The interviewer wants you to be interested in the job, the company, and the future that you may have with them. Asking intelligent questions about the company’s products, services, competitors, and plans are made easier by doing research on the Internet before you meet. Go to the news or press releases pages on their website and see what’s new. Take the time to find out about them. If you’ve a copy of the job description before you meet, look it over. What is unclear? What do you need more information on? Write the questions down and take them with you. Doing this shows you’re organized and interested, and it’ll make a good impression because many people don’t do this.

			Complaining and being a victim: Complaining about the conditions you had, how long it took to get to work, the coworkers you had to endure, and the boss who wouldn’t support you paints you, in the interviewer’s mind, as a problem person. Someone who thinks of himself or herself as a victim won’t be considered as a good team player able to handle stress effectively. Employers want to hire people who have a positive approach to their work. They want someone who blends well with other people. They want an employee who can raise the morale of the team, not lower it.

			Appearing too eager or desperate for the job: There’s a fine line between showing strong interest and appearing to be overeager for the job. The balance begins to shift to the negative when an interviewer or hiring manager starts getting calls for status updates, or emails seeking feedback. The same holds true for recruiters. If an interviewer tells you that you’ll be contacted by a certain date, and you aren’t called by 9:00 a.m. on that day, and you leave a couple of messages or voicemails by 10:00 a.m., you’ll convey the impression of being overeager, which will quickly diminish the employer’s hiring interest. Patience can pay dividends in this situation. Wait at least 24 hours after the deadline before following up, and then leave only one voicemail. In your message, simply reiterate your interest in the job, and your willingness to make yourself available for further discussion. If there’s sufficient interest on the other side, you’ll be contacted.

			Appearing too ambitious: Hiring managers are cautious with candidates who begin focusing on what the next step in their career progression is in the company, instead of discussing the duties and job performance expectations of the position in question. Spending too much time on what the future may hold—especially discussing how the monetary rewards may increase—and expressing confidence that you’ll quickly get to that level can backfire and convey the wrong impression. The interviewer may think you’re just using this job as a stepping-stone, and that you’ve no real interest in the job under discussion. Being career-motivated is a positive quality. Appearing impatient with the time it may take to achieve the job and monetary progress that you seek is a negative to many hiring managers.

			Wandering away from the topic being discussed: Interviewers quickly become bored with long-winded explanations and digressions from the subjects that they want to discuss. Stay focused, and be concise. Practice your answers with a spouse or friend. Avoid lengthy and enthusiastic discussions about your personal interests and hobbies. If you’ve a tendency to speak at length about any given subject, monitor your answers, and establish a mental time limit to answer questions in. 

			Not asking for the job: Many people think that they just have to answer the questions, present their credentials, and the employer will automatically choose them because they’re the best person for the job. The key point to remember is that you’re selling the product that is you. To make the sale, you need to close the deal. Ask for the job. Express clearly your interest in the company and the position. Tell the hiring manager that you want to work there. Convince them that they’ll be getting a motivated, interested, and dedicated employee who’s willing to work hard.

			Don’t Oversell Yourself Out Of A Job Offer!

			An interview is a two-way exchange of information; you highlight your experience and skills and articulate how they can serve the employer’s needs. Danger arises when you become too comfortable or expansive in an interview and decide to indulge in telling anecdotal stories that derail the positive direction that the interview has taken. As friendly as the interviewer may be—and as encouraging as the interviewer may appear—they’re not looking for rambling stories from you.

			The key to overcoming this tendency to ramble is to practice your answers with a trusted colleague and ask that you be given a signal if you’re beginning to ramble or stray off-topic. Tell your partner to be brutally honest about this. It’s in your interest to streamline your answers. Stick to the essentials, and don’t lose your audience in a fog of words.

			If you see your interviewer starting to fidget, tap their pen or pencil, shuffle papers around—yawn even—this is a clear warning that you’re rambling. If you find yourself being what you think is unduly interrupted in the middle of a sentence, this is a red light that you should heed immediately. At that point, you should smile and start becoming more aware of the physical feedback you’re receiving from your interviewer. As a recruiter, I don’t want to hear from a client that a candidate seemed to be trying too hard. You need to know when to stop talking and ask open-ended questions in order to gather information. When you’re aware of these tendencies, you begin to see how you can condense your presentation to make it focused, relevant, and impressive.

			Beware of those seemingly innocent questions like: “Tell us about yourself.” These are the ones that can prompt a five-minute monologue. Practice your answers beforehand. Speak in bullet-points instead of lengthy sentences. It doesn’t mean you have to be abrupt, just exercise some verbal self-discipline, and keep you answers relevant. Your interviewer will see you as focused and concise—two key attributes that are appreciated by senior management everywhere.

		

	
		
			Chapter 17: Paving The Way With Reference Contacts

			The most useful tools to have in your self-marketing toolbox are pre-qualified former-employer references—ideally, from direct superiors. Previous employers can provide useful insight for the hiring manager about you, and if they’re approached in the right way, they can be very valuable support when it comes to the final hiring stages, especially the formulation of the employment offer. Good references enhance your appeal.

			Using Employer References

			Your first goal should always be to provide direct references from former superiors, for they’re the contacts that best know your strengths and weaknesses. With business social networking tools like LinkedIn, Plaxo, and others, there’s no real excuse to lose track of where your former employers have gone. If, for one reason or another, you can’t locate your contact, your next option is to contact another manager with whom you had daily or frequent interaction while working at your former company.

			Another search option is just to enter the name of the reference, and the last known business title or company worked for as a Google search and see what results come back. Often, Google will pick up an employee listing or sometimes an association membership listing with your reference’s name on it. Alongside managers who were peers or colleagues of your former employer, your former manager’s superior can sometimes provide direction as well. These are also suitable people to ask for guidance when you’re trying to locate your former manager, as they may have insight into where your manager is working or the city in which they’re presently living. The drawback to using managers as references to whom you didn’t report is that they’ve only a limited perspective on what you accomplished and how you approached business. Usually, they can’t provide detailed performance comments because they didn’t conduct appraisal reviews on your specific performance.

			Next on the list of applicable reference contacts would be people with whom you worked as departmental colleagues. If you had daily interaction with the team leader—and that person is familiar with your performance—then they’d be a good substitute for your direct manager. Alternate references are major customers or suppliers. Use these only if necessary. There may be privileged information issues with customers that prevent them from providing a reference. People who are in the same association; church officials, police officials, government dignitaries who know you well can provide personal character references.

			Provide accurate and updated contact information; preferably telephone number, and email contact if you have it. There’s nothing more frustrating for a hiring manager, than trying to contact a reference where the number isn’t in service, or who’s left the organization referenced. This is why you need to go back to former colleagues in order to ask where an individual went to work when they left the organization—or if they’re aware of anyone who’s in contact with them now. Paving the way for a reference call to be made is vitally important because it saves time, and the individual is more prepared to receive the call. It can be very disconcerting—and sometimes annoying—to people to be called out of the blue on a reference if they’re unprepared.

			It’s more courteous to inform them of an impending call; then they can make the necessary arrangement in their schedule to receive it. If you can’t reach them by telephone, it’s a good idea to send them a message through LinkedIn and ask for permission to use their name and contact information. This extra courtesy can pay great dividends and result in a more supportive reference. A list of three to five qualified former employer or related reference contacts suffices for most hiring situations. To present more than this can be confusing to the potential employer because they may not know whom to choose to contact first. It’s also helpful to put the dates—or the years—worked next to the reference contact’s name so that they can then match the name to the time that you worked with them, at a specific company.

			Written reference letters are no longer as common as they once were. This is because people don’t seem to want to write letters much anymore, and there are certain legal issues involved with certain statements made on paper.

			Try to avoid providing so-called buddy references. These references are essentially friends that you made while at a given employer, and they don’t carry much weight with hiring managers because they’re not very objective. Most hiring managers will tend to be rather skeptical when provided with the buddy references because of the subjective nature of the recommendations provided.

			Recap

			
					• 	Obtain three to five reference contacts with updated contact information.

					• 	Contact references beforehand to obtain permission to use their names as references.

					• 	In order of priority: former direct managers, supervisors, team leaders are the first choice.

					• 	Next in line would be your former manager’s direct superior, seniors in the department in which you worked, major customers or suppliers that you dealt with.

					• 	Use business social networking sites like LinkedIn to search for people with whom you’ve lost contact over the years in order to locate them.

					• 	Offer to provide a list of references in the first meeting.

			

			Ask the interviewer when these references would likely be contacted during the hiring process, and alert your contacts accordingly.

			Retain the goodwill factor with former superiors when using them as references. Ensure that the interviewer is clear about when these people can be contacted. Reserve the use of reference contacts only for serious career opportunities. These people can often serve to close the deal by virtue of their positive support of your candidacy. I have seen on hundreds of occasions that great employer references influence significantly the final employment offer made to a candidate. When the positive impressions you’ve made are reinforced by the solid support of those who know you best, the potential employer has greater confidence in your potential, and that translates to flexibility and the desire to have you on board.

		

	
		
			Chapter 18: Perseverance And Patience In The Hiring Process

			Beyond the techniques of job search, the organizing of your resources and the diligence of your follow-up, you’ll sometimes arrive at that stage of the hiring process that requires you to wait for further developments.

			Executive schedules, vacations, re-assessment of job descriptions, and the slow grinding of the corporate wheels of decision-making, presents both a challenge and an opportunity. It isn’t easy to wait for feedback after interviews, wondering what they think of you and receiving silence when you expected information and a clear sense of direction as to the next step. That’s the challenge. The opportunity also exists for you to gain strength of purpose and resiliency in the face of uncertainty. As recruiters, we often see companies changing their hiring requirements, putting job searches on hold, making 180-degree turns, and other potentially unsettling circumstances.

			It can be very helpful to cultivate a sense of patience and perseverance with the process. Trust the flow of events, and be willing to accept uncertainty; that has the effect of reducing the tension of the situation. Accepting the time required for events to unfold can make the difference between projecting calm confidence to the people involved in the hiring process, and displaying an attitude of anxiety or impatience—both of which can materially influence the hiring manager’s view of you, and the final hiring decision.

			Fear and doubt can suggest ways to try to exercise control over the process. Anxiety can build up the pressure to do whatever it takes to get a straight answer from someone who seems unwilling to provide clarity. This desire to over-control the situation can lead to well-intentioned but counter-productive actions. Hiring managers may deliberately test a candidate’s tolerance for uncertainty by being vague and noncommittal, or delaying returning phone calls or emails in order to see how the candidate handles pressure and ambiguity. These may be important aspects of the job requirements. People handle pressure in different ways. This is an excellent time to see what a person’s response under pressure is, before a hiring decision has been sealed.

			Actions that make hiring managers reconsider how suitable a candidate is:

			
					• 	Repeated messages left on voicemail with an anxious or demanding tone.

					• 	Multiple emails sent asking for feedback and developments that indicate a degree of impatience.

					• 	Sending emails that do not ask for information but offer nonessential details—the goal being to keep oneself in the front of the recipient’s mind.

			

			Tone and attitude are vital to get right with the hiring manager, their assistant, your human resources contact, the recruiter, and anyone else involved. Don’t let anxiety, impatience, annoyance, or other negative attitudes creep into your communications. The middle ground is a friendly professionalism; sure of what you have to offer and able to extend flexibility if that’s required to change meeting times, or adjust to other unexpected developments.

			Some aspects of the hiring process that are beyond your control

			
					• 	A hiring manager’s superior hasn’t signed on to the hiring decision.

					• 	The position is being revamped or otherwise modified in responsibility.

					• 	The salary range is still being debated internally, either within the hiring manager’s department or in consultation with the Human Resources department.

					• 	Other candidates have come up at the last minute or from within the company.

					• 	Another executive involved in the decision-making is away on business or on vacation.

					• 	The hiring manager has had other priorities intrude on the hiring process.

					• 	The hiring manager is testing how you handle yourself under pressure.

			

			Whether these changes are deliberate or circumstantial, by remaining calm and adjusting easily to the twists and turns of the hiring process, you’re making a favorable impression—consciously or subconsciously—on the people that you’re interacting with.

			Through your quiet confidence and trust in the process, you’re showing the potential employer your character, maturity, and integrity in situations that are largely beyond your personal control. This has the added benefit of bolstering your self-esteem as you prove to yourself that you can cope with uncertainty without surrendering to doubt and fear.

			If this opportunity is the right one for you, it’ll eventually move in your direction, though it might not be in the timeframe you’d expected. The most important idea to internalize is that in these situations, the best opportunities come to fruition through time and patience. If this is the right option for you, events will bear this out if you’ve the patience and persevering attitude to not try to force a conclusion.

		

	
		
			Chapter 19: 
Do I Stay Or Do I Go?

			When you’re faced with a career option that may lead to short-term gains or career advancement, it’s important to determine the merits of that move. Is this in your best interests and for the right reasons?

			I received a call the other night from a senior person who was asking for advice about an offer that he’d just received. The money was excellent, the prospects as outlined to him seemed promising, but something was causing him to hesitate before committing to the offer; that was his intuition speaking. It’s the small voice inside you that cautions you to stop, reflect, and consider the pros and cons of what you plan to do. Career moves are always risky propositions. It’s helpful to take a measured and methodical review of what’s being put on the table. An informed decision is a carefully considered decision.

			The Company

			In these times of mass layoffs and unexpected terminations of good people, it’s especially important to be as sure as possible about the company that is making you the offer.

			Investigate them in person through word of mouth and online through search engines—both general purpose ones like Google and Bing, as well as business specific sites that provide a clear reading on the following:

			
					• 	How well their stock is doing? What is their dividend history?

					• 	What is their market presence—how well known are they?

					• 	What new products or projects do they have underway?

					• 	What has their growth history been over the past three to five years?

					• 	What is their Standard & Poor’s rating or that of other credit agencies?

					• 	What legal issues have they had to contend with: recalls, class-action lawsuits—anything that could affect their future financial stability?

			

			The Company’s Values and Mission Statement

			
					• 	Do you identify with what they stand for?

					• 	What do competitors say about them?

					• 	What degree of respect have they earned in their industry sector?

					• 	What do former employees have to say about them?

					• 	How much turnover do they have?

					• 	Whom among your business colleagues has dealt with them as a customer or supplier?

					• 	How were they treated?

					• 	How promptly have they paid their bills?

					• 	How well financed are they?

					• 	Have they taken on much debt?

					• 	Does an anonymous investor group own them, or does senior management have a financial stake in the enterprise?

			

			The Position Responsibilities and Authority

			
					• 	How do the new position responsibilities differ in scope from your present duties?

					• 	Do the duties match the title given to you, or are they a step down in authority?

					• 	What is the actual level of authority that you have to make decisions without having to seek approval from any senior managers?

					• 	Whom do you report to on a dotted-line basis in or out of the department, region, or country?

					• 	Do you have a clear idea of who your team is, whether you have staff reporting to you, and what their functions are?

					• 	How well experienced are these team members, and how much of your time will be devoted to their training and coaching?

					• 	How will this commitment of time potentially affect the execution of your personal duties?

					• 	Are you taking on more than you can handle?

					• 	Is the company prepared to commit the money and resources required, to achieve the objectives desired?

					• 	How committed do they sound to the department you would be joining or heading up?

			

			The Reporting Superior

			
					• 	How have you been treated in the interviewing process?

					• 	Whom will you be reporting to? Have you met that person and established that there’s a good personal chemistry?

					• 	How responsive has the hiring manager been to questions that you have?

					• 	How organized and how much in agreement is the hiring team?

					• 	Does one manager voice different expectations and objectives than his/her colleagues?

					• 	Do you sense the possibility of being pulled in two different directions or having to please two very different people with conflicting agendas?

					• 	What have they said in terms of their expectations of performance, and how will these be measured?

					• 	To what extent are you a participant in setting goals and objectives, or are they simply dictated to you?

					• 	How consultative and inclusive is their decision-making process?

					• 	Do they like to have input from their employees, or do they just want to have their people buy into their vision and plans?

					• 	What happened to the last person in the position, and what’s their attitude toward that person?

			

			Their Expectations

			Different expectations and a lack of clear communication surrounding those expectations are two of the primary reasons for people making the wrong career moves into short-term jobs.

			You need to be as clear as possible about what potential employers expect of you—and when they expect it. When you’ve worked hard to achieve a good reputation—and a respected position with your present employer—you don’t want to take a step backwards through a short-term job due to failure to establish clear expectations. Ask them directly what they expect of you in terms of revenue-generation, improvement in bottom-line profitability, cost-savings, process improvements, and any other quantifiable accomplishment. Then ask about their expected timeframes; are they incremental, or based on very specific monthly, quarterly, semiannual or yearly goals?

			Can you get them to commit to these expectations—and to the consequent rewards for performance if they’re met—in writing? How restrictive is the Offer and accompanying Employee Agreement, and what are they asking you to commit to?

			Have this reviewed by a specialist in labor law, and ask what your rights and obligations are. Do your homework, and understand completely what they’re asking you to agree to.

			Your Family

			Is this move going to benefit your family over the short and long term? Why have you decided to make a move?

			Is it ambition or boredom? Is it the feeling that something new would be reinvigorating for you and give you new purpose and self-motivation? Beware of making a career decision based on feelings of excitement or any strong emotion. The prospect may be exciting, but you need your wits about you to make a reasoned decision. This is difficult to achieve if you’re under the influence of strong emotions. How will this move affect your family’s well being? We aren’t speaking about monetary gain but the intangible areas of family relationships, togetherness, the time you spend apart, and other personal considerations like commuting, overtime, etc. Along with improved circumstances, understand that more will be required of you in giving of your time and your energy, to the fulfillment of your duties.

			Are you prepared to make that commitment? Have you discussed the changes involved with your family?

			Your Present Employer

			People look at making a career move for different reasons and have different motives for doing so. What are yours?

			
					• 	Have you achieved the maximum progress possible where you are?

					• 	Is the path to promotion blocked for the foreseeable future?

					• 	Are you moving to avoid stagnation??

			

			Consider the time you’ve invested with your present employer.

			
					• 	Does the new situation present enough compelling reasons to make a move?

					• 	Do the pros outweigh the cons when you compare those priorities that are important to you?

					• 	What are the risks involved in moving from your present position?

					• 	Are the potential rewards sufficient to make the move?

					• 	Will conditions improve if you decide to stay where you are?

					• 	Are you looking for validation that you feel you’re not receiving from your present employer?

					• 	Do you want to convince your present employer that others see value in you, to obtain an overdue salary increase?

					• 	Are you inclined to accept a counter offer if your present employer makes one to you?

			

			It’s normal to want others to recognize your worth and your contributions.

			When you make a decision to leave it should be irrevocable. You’re declaring that your allegiance is no longer with your present employer. Follow through on your resignation, and don’t let cold feet or the fear of change prevent your progress. These are some of the issues that you need to consider to make a career move that has been carefully thought through. You owe it to yourself, your career, and the people who rely on you to arrive at an informed, final decision.

			Do I stay or do I go?

			Whatever you decide, commit wholeheartedly to that decision.

			Ambition: The Desire for Progress

			The desire for progress in your career is a powerful motivator. How do you follow your ambition without jeopardizing your interests?

			We often see the result of overambitious decision-making, where someone who wants career progress overreaches and actually experiences a setback. There are many reasons that contribute to this situation:

			
					• 	Not having the patience to acquire the necessary knowledge and experience in their current position

					• 	Wanting to progress in compensation terms in leaps and bounds

					• 	Wanting to take a faster than average track into management without having the training or aptitude required

					• 	Not having accurately assessed personal strengths and weaknesses in making a move

					• 	Not having a clear understanding of what the expectations of performance are in the new position

					• 	Not having asked enough questions of the employer before accepting the position

					• 	Exaggerating one’s experience and skills in order to obtain a higher position

					• 	Not having enough developed interpersonal skills

			

			Questions to consider when deciding about a new opportunity

			
					• 	Why do I want this opportunity? Is it recognition, respect, increased prestige, greater challenge, or simply more money?

					• 	Have I carefully assessed what demands will be placed on me, and do I possess the skills and experience that’ll make me successful?

					• 	Am I moving because I’m frustrated and want to challenge myself, or do I feel that I’m not acknowledged and that my contribution hasn’t been recognized?

					• 	Do I have the experience and knowledge required for this job?

					• 	How objective am I in evaluating my strengths and weaknesses?

					• 	Am I being impatient? Have I learned all I can in my present situation?

					• 	Am I moving because others have said that I should and I feel the pressure from them?

			

			A balanced sense of ambition and realism is required to reach your goals. Those who allow ambition to be their master—instead of mastering their ambition—often make shortsighted decisions. Pride, ego, and the perception that others are getting ahead faster than you are can influence decision-making. Take the time to honestly assess your strengths and weaknesses, and review the pros and cons of accepting a given opportunity. Take an objective inventory of your knowledge, skills, and experience. Determine from the employer what will be expected of you. The decision you make will have far-reaching consequences, and you owe it to yourself to decide wisely.

			Overcoming Inertia: Moving Forward

			How does inertia prevent us from making the changes necessary to achieve greater job satisfaction? You find inertia in a dictionary defined as resistance or disinclination to motion, action, or change. In career terms, inertia translates as our fear of change, failure, and disapproval. Inertia can keep us in jobs for which we’ve lost our enthusiasm and commitment while we try to justify to ourselves the reasons why we should stay. Stress from overwork, lack of support, boredom, and the gnawing feeling that we aren’t being true to our selves can lead to anxiety and depression. This in turn can reinforce the feeling that nothing is likely to change—and this results in long-term dissatisfaction.

			So, how do we break free from this self-defeating behavior? It’s important not to think like a victim. It’s easy to blame employers, colleagues, family, and life itself for our current state of affairs. The decision to take responsibility to make better progress, however, will begin to attract the events and the people who can help you to realize your vision. Taking small yet decisive steps will begin moving you in a more positive direction.

			
					• 	What changes or improvements do you want to make?

					• 	Have you reached the limits of personal or career growth with your present employer?

					• 	Are you incompatible with the people or culture at your current workplace?

					• 	Is it the physical working environment or the commuting time?

					• 	Do you need to improve your education or take special training?

			

			Choose your priorities, and then think about the steps needed to achieve your goals.

			Don’t expect to achieve everything at once. We become disillusioned when we try to force progress and find that instant solutions aren’t available or practical. Our society cultivates the idea of quick fixes. When it comes to making career changes with long-term benefits in mind, there’s often a different timeframe and dynamic involved. Impatience with the present situation can cause us to act impulsively and make decisions that affect long-range interests.

			Listen to internal guidance, and be alert to the promptings of your intuition. The intention to follow your highest interest will often produce ideas and thoughts that seem to come out of the blue, suggesting actions and solutions that you haven’t thought of before. If you trust in this process, you’ll receive the insight you need to consider different options.

			The decision then becomes how much effort and potential discomfort will you accept, to make the improvements you’ve decided upon? Whenever we make important changes, there’s always some price to pay. Accepting that reality helps us release the energies we need to sustain our efforts over the long haul.

			You may experience continued inner resistance to change. This is normal as you’re creating new patterns of action and thinking. Keep your goal foremost in your mind. Exercise patience with yourself as well as with others who may question your decision. Finally, be patient with the process itself. Your commitment to improving your prospects and your willingness to make the efforts necessary will generate the right solutions at the right time.

		

	
		
			Chapter 20: Negotiating Compensation

			You want to ensure that your work and contributions are recognized and valued by those who can affect your career progress. How do you approach discussions about compensation with present and potential employers?

			
					• 	Determine the average salary range for this type of position in the industry.

					• 	Prepare a budget to calculate your financial needs.

					• 	What salary do you need? What salary do you prefer? What salary are you willing to compromise on?

			

			Be realistic: entry-level salaries are less negotiable than salaries for mid-level or executive positions. Practice your salary negotiation skills with a friend. Document your skills and accomplishments, and be prepared to talk about them. 

			
					• 	Never say, “I need a minimum of ___ dollars.”

					• 	Don’t worry about what your friends are making—the employer won’t take this into account.

					• 	Never lie about your salary history.

					• 	Always end discussions on a positive note.

					• 	Once you’ve accepted a job offer and salary level, be sure to get it in writing.

			

			Obtaining salary information

			
					• 	Salary scales sites such as salaryexpert.com,  careerbuilder.com and payscale.com

					• 	Job listings that indicate salaries for related positions

					• 	Asking colleagues, mentors, and networking contacts

					• 	Employment agencies or executive search firms

					• 	Associations’ published internal surveys

					• 	Other job seekers in a job hunting club or networking group 

					• 	Business and trade periodicals published salary scales for specific sectors

					• 	Government statistics websites containing related data

			

			Are salaries really negotiable?

			It depends on the position, the manager, the organization, and your perceived value. Most entry-level positions have set salaries that are subject to very little if any negotiation—perhaps a few hundred dollars of negotiating room. Employers will negotiate within the range, but will rarely exceed a stated maximum, unless you’re an exceptional candidate.

			Generally, the middle management and executive positions offer the greatest opportunities for negotiation. In today’s market, there’s often an unspoken employer expectation that a candidate will have some degree of flexibility, if they’re between jobs. It’s easy to determine if the employer is taking an inflexible approach; a salary range discussed that’s considerably below what you’d expect as a minimum to consider confirms this attitude.

			How can I handle questions about salary during an interview?

			Ask the interviewer for the normal salary range in the company for that type of position.

			
					• 	Do this only if the opening presents itself.

					• 	Let the interviewer bring up the subject of compensation.

					• 	Tell the interviewer that you’re confident you’ll be able to reach a mutual agreement about salary.

			

			It happens that salary isn’t brought up at all in the first meeting. If a recruiter presents you, this is very often the case. The recruiter may have advised the employer in advance of your general expectations. If you hear a salary range other than the range discussed with the recruiter, you need to handle the situation diplomatically with both the recruiter and the employer. The best way to do this is not to challenge the interviewer on their figures in the discussion.

			Let’s say the recruiter told you the range is from $45K to $60K and the interviewer tells you the maximum salary is lower. 

			
					• 	Thank the interviewer for the salary information.

					• 	Tell them the salary that you’re presently earning.

					• 	Tell the interviewer that you’re sure you can come to terms.

					• 	Advise the recruiter of the discrepancy between their salary figures, and the interviewer’s range.

			

			Mistakes can be made. Interviewers may have inaccurate information. Recruiters may not have updated salary ranges from their client—or they could be padding the salary range to attract candidates. You can usually tell by the reaction from the recruiter if they’re being honest, inflating the figures, or not in the loop with their client. Keep calm, and don’t jump to conclusions. Sometimes, days or weeks can go by between submitting your resume and meeting the employer, and a lot can change internally in the employer during that time.

			Besides salary, take the employee benefits plan into consideration when evaluating an offer made by a company. In today’s job market, many employee benefits are considered standard—they come with the job and aren’t subject to negotiation. However, an increasing number of employers are offering flexible benefits packages, which allow employees a variety of choices regarding their benefits. Most entry-level employees can expect a basic benefit package consisting of:

			
					• 	Health insurance

					• 	Dental insurance

					• 	Disability insurance

					• 	Life insurance

					• 	Paid vacation time

					• 	Paid sick leave

					• 	Paid holidays 

			

			A more comprehensive benefits package might include some or all the following:

			
					• 	Yearly or Quarterly Bonuses

					• 	Child and daycare services

					• 	Cost-of-living adjustments

					• 	Industry Education and training programs fees reimbursement

					• 	Expense accounts

					• 	Flexible work schedule

					• 	Maternity/Parental leave

					• 	Professional membership dues

					• 	Relocation expenses

					• 	Savings plans and Pension plans

					• 	Stock Options purchase plans

					• 	Termination agreement (severance pay)

					• 	Unpaid leave time 

			

			Ask questions to learn as much as possible about the compensation policies of the organization:

			
					• 	What’s your company’s compensation plan?

					• 	When do you normally review performance and salaries?

					• 	How is my performance evaluated? What criteria do you use to determine salary increases and bonuses?

					• 	What items are negotiable in the benefits package?

					• 	How flexible is the company regarding paid and unpaid vacation time?

					• 	When are raises given during the year?

			

			Negotiating Compensation Effectively When Between Jobs

			With increasing competition from people who were recently downsized or restructured, how do you negotiate compensation effectively and avoid under-selling yourself or over-selling yourself and pricing yourself out of the market?

			Compensation isn’t a topic that should be broached by the person being interviewed. Bringing up the issue of compensation first puts you at a disadvantage. Let the potential employer bring up the subject. Employers often will ask you what your compensation expectations are, to determine whether you fit into their company salary scales. There are some useful ways of handling this type of questioning effectively so that you don’t box yourself in or out of the salary range. This is assuming you’ve already done your Internet research to try to determine what the average salary range is for the position to which you’re applying.

			If you work in a specific industry, you might consider contacting your governing industry association or organization and asking them if there are any particular websites or companies that are familiar with salaries in your industry sector.

			The key to handling compensation questions is to engage in an open-ended discussion. You need to understand what’s in the employer’s mind when the question is asked. One way of doing this is to answer the question in these terms:

			“I’d like to understand clearly what your expectations are before committing to a figure. How do you see my experience and qualifications fitting the demands of this job?”

			This is a way of bypassing the question, and asking the employer what their opinion of your experience is in relation to the job-hiring criteria. It solicits more detail from the employer, and gives you time to think.

			You can then follow up with something like this:

			“I’m sure we could come to an agreement that would be fair given my experience and my track record. What do you see as the most important part of the job?”

			What you’ve done is to establish (a) that you’re open to discussion and have flexibility, and (b) you’ve retained control of the discussion by asking an open-ended question seeking more information to make an informed decision. The employer’s response will likely focus on those key areas of job performance that are of critical interest, and will serve as the basis for making their final hiring decision. You can then give examples of your skills, experience, track record, and accomplishments that would support those key performance areas. This increases your appeal and the employer’s interest in you as a potential employee. Sometimes you’ll be pressed for an answer. In this instance, you can answer in the following way:

			“Well, so I understand clearly, what is the middle salary range for this position in your company?”

			Note that you didn’t ask what’s the lowest or highest salary that you offer. You’re trying to stay in the middle averages. This is a reasonable area to discuss and should elicit a specific range to consider.

			Some employers will be looking at people who are between jobs as easily employable, and will look for evidence of nervousness or strong eagerness to accept the position. It’s a fine line between appearing to be motivated, and appearing desperate. A motivated person will expect to have a little time to think about an offer, and may have questions that come to mind to clarify the terms of the offer. An overeager person telegraphs their attitude by wanting to strike a deal on the spot. That’s being motivated by fear of losing out on the opportunity, and is deciding under pressure. 

			An employer who has sincere interest in you as an employee—not just for the short-term but also for future long-term development—will handle this area professionally and will convey to you a willingness to come to terms. For some people, vacation is more important than salary, and employers may be more willing to give in this area if they’re bound by corporate policy on the salary scales. Know what you want, what you’d gladly accept, and what you’d compromise on for the right opportunity.

			Believe in the value of what you have to offer.

			Patience In Negotiating—Reviewing Your Agreement

			The most important time to exercise patience in the hiring process is in the final stages, when an offer of employment has been extended to you. It’s easy to rush the process to close the deal.

			When you receive the offer and hiring agreement, take your time to go through your offer and hiring agreement—they’re often two different documents—and consider what you’re committing to. Sometimes there will be pressure put on you, either by a recruiter who is representing the position, or the employer who’s eager for you to sign off so they can turn their attention to other priorities. Sometimes pressure can even come from a family member who wants the security that comes with a signed offer. If you receive pressure from the recruiter, it’s because recruiters want to close the deal and move onto the next priority. Some recruiters who are unconcerned with their clients’ welfare may try bullying tactics, brushing off your concerns and strongly suggesting that you overlook points that you’d like to question or discuss. This often occurs if you’re between jobs and have expressed a degree of anxiety about wanting to work again. Stand your ground, and send a message, documenting your way along and explaining what you’d like to review.

			Verbal agreements can’t be verified later because they’re words, and they’re not recorded.

			Discuss the situation with the recruiter or human resources representative, but follow through to clarify your understanding by email.

			Salary and Benefits

			Is the salary noted the same figure discussed in an interview or with the recruiter or representative? If not, it could be a typo due to the document being prepared by a clerk who made a mistake.

			Salary review date

			
					• 	Is there one noted in the document?

					• 	What discussion did you have with the employer or recruiter about a salary review date?

			

			Some companies have fixed salary scales. This level may not coincide with what you’re looking for. One area of potential compromise is confirming a shorter salary review date than the normal twelve-month period. If you’ve a six-month review period confirmed instead of twelve, this is a negotiated compromise.

			Vacation

			Some people consider vacation time more important than salary; this is often the issue that employers will discuss instead of salary if they have inflexible salary scales to work with.

			
					• 	How do you view the benefit of more free time versus receiving more salary? What’s more important to you?

					• 	What flexibility did they discuss with you in interviews or the recruiter’s follow-up?

					• 	Some companies have very fixed vacation schedules and entitlements, so what flexibility do they have?

			

			If you’re accustomed to receiving three or four weeks of vacation, and they can’t give you that paid vacation time in the first year, are you able to obtain unpaid time off as a compromise? If the time off is more important to you than getting paid for it, this may be an area for discussion.

			Benefits

			
					• 	How are the benefits premiums paid?

					• 	What’s the amount of pre-authorized withdrawal on a monthly basis?

					• 	How do both the coverage and the cost of the coverage compare in real dollar terms, and how does this reduce your take home pay?

			

			As offers are usually brief documents, not every employer will clearly note the cost of their benefits program to you, the employee. There may be a sentence saying that the details should be found in the employee handbook. If you’ve access to a human resources representative, call that person and ask about the details. It’s your right to know what you’re committing to. Disregard the recruiter who tries to dissuade you from obtaining this information. Many hiring managers are unfamiliar with all the details as well. The human resources department is your best source of information here.

			Probationary period waived for immediate benefits coverage:

			One compromise, if salary and vacation aren’t open for further negotiations, is to have the customary 90-day probationary waiting period waived to begin benefits coverage immediately, which can be especially useful for parents.

			Statutory Holidays and Sick Days

			
					• 	Is the employer’s coverage of statutory holidays noted?

					• 	How does the sick days coverage compare with your present entitlement?

			

			If you diplomatically identify areas for discussion, you’ll rarely create a negative situation. If you sense resistance or experience outright negativity from the employer, this may be an indication of how they treat their employees and is something to think about when making a final decision. Wherever possible, try to clarify the terms of your offer and agreement. There may be more flexibility there for you. Compromise and the willingness to be flexible are important in these times. You also owe it to yourself, and those who count on you, to explore whatever flexibility the employer may have.

			You won’t know if you don’t ask.

			A Low Salary Offer—Improving Your Position

			Although the market has been improving and employers are beginning to hire again, being unemployed can sometimes bring you face to face with a potential employer who believes that offering you less than what you’re worth is acceptable. This occasionally happens to employed people as well for different reasons, and the question becomes how to factually justify negotiating upwards to arrive at an agreeable figure. There are several things to do when surprised by an offer below your stated expectations. The key is to be informed and prepared with information from reliable sources, to back up your counter proposal.

			What are the local salary levels for this position?

			Research what other people earn in this position in the marketplace.

			Select your geographic region or city for the most accurate information instead of just the national average; different cities have various cost-of-living factors, and what applies to one region of the country doesn’t necessarily apply to another.

			Capture a screenshot of the salary graphs from the sites that support your objective for a higher salary range, and paste one or two of them with a link back to the page in question, into your salary information page.

			Research those recruiters who specialize in your field. If they’ve been in business long enough, they should be aware of the general salary ranges for your position. Look for firms that have an associate membership in a leading industry association in your sector as a good place to start.

			Many associations will have an Associate Membership listing of service providers in their sites. Search online for salary averages and salary surveys. These averages may exist as benchmarks on sites that specialize in this information. Use specific search terms: salaries+sales+manager+city. There are sites that you can pay to receive a personalized salary report, or a report covering an entire industry. The costs can range from a few to hundreds of dollars for a full survey report.

			Choose the mid-range or median point in a salary graph as your starting point for discussion.

			Identify Clearly The Key Selling Points Of Your Experience, Skills, & Qualifications

			During the hiring process, the obvious reasons why to hire you often slips the attention of the hiring manager when the focus turns to negotiations. The objective becomes getting the deal done, and this process can be rushed because it’s uncomfortable for some employers to talk about money. They just want you on board with the minimum of fuss.

			Create an itemized list of the points you want to highlight

			
					• 	Degrees and diplomas

					• 	Industry education and recognized credentials/accreditations

					• 	Specialized courses related to the position

					• 	Awards, Honors and Recognition received from Industry Associations

					• 	The amount of experience you have in key areas of their hiring criteria

					• 	The specialized knowledge or skills you have that make you a viable candidate

			

			Next, create several bullet-points of the most important work achievements that had a real impact in each of your positions, or that are closely related to the demands of this job.

			
					• 	Promotions received, the timeframes in which they were achieved, and why they were granted

					• 	Revenue increases or cost reductions/savings realized for key projects

					• 	New ideas conceived and implemented that are impressive and benefited the company 

					• 	New customers and established customer relationships in key market sectors

			

			Next, create a short summary—three to four lines—that clearly expresses in the minimum amount of text why they should hire you.

			Example of a Salary Support Document

			
					• 	BA Degree, U of _________

					• 	Certified Practitioner of _________

					• 	Opened three branch offices in two years, achieving profitability in under six months in each location

					• 	Developed a new reporting system that saved the XYZ company 30% in operating costs

					• 	Implemented new computer processes that realized a 22% increase in productivity in nine months

					• 	Achieved Manager of the year, countrywide for 2008, 2009 and 2012

					• 	Secured the company’s largest account which increased revenues by 24% in 2012 

			

			I have 15 years of management experience, and have consistently met and exceeded revenue and profit targets for each of the last three years. My references attest to my ability to generate new business, which is profitable and cost-effective. I’m well known to major customers in the XYZ industry sector, and I’ve mentored and coached employees successfully.

			Include a screen capture of the salary range from recognized authorities from the Internet. It’s more difficult for an employer to justify a lower salary range when the proof is presented from recognized and authoritative salary scale websites. Just preparing this type of salary support document is doing something that most of the candidates you’re competing with won’t think of doing. If you present this information factually—not subjectively—you stand a greater chance of having this data taken into consideration and the salary level reviewed.

		

	
		
			Chapter 21: Resigning Without Burning Your Bridges

			You’ve found a new direction and are eagerly anticipating your new career move. How do you say goodbye and keep good relations with your ex-employer?

			Your goal is to leave with as much goodwill as possible. You need to maintain cordial relations because, eventually, you may require good references. Even if you’ve been in a negative working environment and your superior has put pressure on you or made your life difficult, you need to leave with a measure of grace.

			Remember that your superior is under pressure when you announce your intention to leave. Your replacement needs to be found. Your decision increases your superior’s workload and usually requires immediate attention and action. If you’ve followed normal standards of courtesy, you’ve provided the customary two weeks notice. Avoid the temptation to just get up and quit. Show consideration, but don’t allow yourself to be persuaded to delay your departure either.

			Two weeks is the accepted standard, at most levels of seniority. You’ll damage goodwill if you depart suddenly, leaving your department, your colleagues, and your superior in the lurch. They’ll remember that you left them scrambling, and this information could circulate to suppliers and possibly current or potential customers. This may negatively affect how your new employer views you and your business ethics. As recruiters, we’ve seen numerous examples of people whose careers were influenced by the manner in which they decided to resign from one position in order to take up another.

			Keep in mind that the discomfort is only for a short time and that better days are ahead. Unfortunately, some employers take a resignation personally. The camaraderie that you enjoyed may be replaced by frosty silences, or your superior may try to make you feel guilty about deserting the team.

			You can’t predict how your resignation will be received. You can take your cue from how other people were treated who left, and prepare yourself, accordingly. Once you’ve resigned and are counting down the days to the start of your new job, keep the discussions in the office neutral and pleasant.

			We often hear of people making the mistake of talking about work conditions, their boss, or their coworkers with other colleagues, suppliers, and customers. Good judgment suggests that you avoid bashing the company or your boss. These comments may reflect poorly on you. When you’ve left, there’s nothing to prevent coworkers from indulging in a little office gossip. If you’ve spoken negatively, your words may be remembered and discussed long after you’re gone.

			Help in wrapping up loose ends and bringing files and data up-to-date. Your assistance in making a smooth transition is a powerful reason for your superior to offer positive support. Leaving behind grateful colleagues and superiors will benefit you later. If you’re asked to participate in an exit interview and are asked for your opinion of how the company, department, or management specifically can improve, keep it professional. This isn’t the time to be subjective and tell everyone exactly how you feel. Airing personality conflicts and speaking in derogatory terms about colleagues with the interviewer may provide some satisfaction, but it makes you look petty and vindictive.

		

	
		
			Chapter 22: Withstanding The Pressure Of Counter Offers

			Here’s the situation: You’re submitting your resignation with the sincere hope that your present employer will accept your decision.

			At first, they accept your resignation without reacting. You feel you’ve done the right thing by giving adequate notice, and you start wrapping up your work. Then, towards the end of the day, your boss comes back with a serious look, and suggests that you meet and discuss this further. You’re a little taken aback but think that you should agree to be polite.

			You’re now involved in the counter-offer process. They’re indicating their refusal to accept that you’re leaving. How are you going to handle this with tact and diplomacy and still keep your goal in sight? In the counter-offer process, emotional manipulation may make you change your mind. Management appeals to your loyalty, your sense of guilt, or buyer remorse, and tries to find your weak points in order to convince you to stay.

			It’s the day after you submitted your resignation. They’re interrogating you about which competitor you’re joining, how much salary you’re getting, and why you’re even thinking of considering a move. You’re sitting in front of your boss and perhaps another senior executive. They’re painting a rosy picture of your future at the company.

			The next day, colleagues from all over the company are calling you and telling you how sorry they are to see you leaving the team. They’re taking you out to lunch individually or as a group and, over coffee and friendly conversation, are asking you about your new job: who it’s with, what you’ll be doing. They’re emphasizing how things will be different when you’re gone.

			This is a common tactic to make you reconsider your decision, based on the emotional attachments you might have formed with certain people in the company.

			The next day, your employer announces to you that they’ll use the opportunity of your resignation to finally approve your earlier unmet requests for a raise. They’re assuring you that they were going to do this anyway. You’re starting to think that they’re finally beginning to recognize your worth.

			At last, they see how valuable I am to the company. It took awhile, but now they see the light.

			What has actually happened is that you’re putting pressure on them, and they’re reacting to it. They’re facing the prospect of replacing you. It is cheaper and less of a problem to offer more money, to match or exceed your offer, and hope you’ll solve this problem for them. You haven’t received the extra money because they think you deserve it—you’ve the extra money because they feel they have no choice but to offer it in order to keep you. If they felt you deserved it, you would already have it.

			Here’s another common approach: your employer doesn’t have extra money to match/exceed your offer right now, so they’re promising that soon things will improve—there are new projects developing, and if you can just hang on a little longer you can be involved, and maybe move upwards in responsibility or authority.

			That’s the promise of future rewards offered in lieu of cash. It’s one of the toughest counter offers to resist. Management has invested money in you and your training. They don’t want to lose that investment. You’re good at your job, and customers and staff like you. You’ve made your decision, but now you’re starting to question yourself and why you’re leaving.

			The pressure continues, day after day. You’re confused and a little upset that they won’t let matters be. Hold to your decision, and don’t be bought by promises that things will get better, or that you’ll be given the opportunities that weren’t available for you before you resigned. Don’t forget why you chose to leave in the first place. It’s hard because you do have friends there. You like some of the people you work with. It isn’t easy to leave people that you’ve good feelings about. Good friendships survive these situations. You don’t have to cut all ties.

			You know that the future is waiting for you at your new employer. You understand that it’s time to move on. You’ve made your decision carefully after weighing all the factors. There’s a transition time between tendering your resignation and joining the new firm. Remember that you’ve at most two weeks to go until you step forward to your future. It’s natural to feel a little nervous. Change requires courage and confidence. You’ve made the right decision. Your employer has their interests foremost in mind. This is natural.

			You’re giving your employer a problem to solve. They don’t want to replace you. They may genuinely like you as a person and want you to stay, but ultimately they know that people do move on in their careers. They probably did the same thing also to arrive at where they are today.

			Believe in yourself and your decision-making despite the pressures put upon you to stay. Your decision does have validity; it is your decision after all. Your boss wasn’t born in the company. They came from another company and made a decision to get there just as you’ve made a decision to move on. See why they’re doing this. Don’t take it personally. They have a job to do, as management, to keep staff. It’s important to keep relations friendly and to stop further discussions about what you require to stay.

			You know what you want. You tell them you’re happy to wrap-up your work and that you have fond memories of working there. In a friendly yet firm way, you ask them to respect your decision. Your decision is final. You ask them how you can get on with transferring your files and tying up loose ends. You don’t have to burn any bridges. Keep your eyes on your goal. Your goal is a brighter future with new challenges and new opportunities to learn and grow. That’s where you want to be. Make the change.

			This is your future.

			Counter Offers: Points To Consider

			Counter offers take many forms: instant salary increases, promotion to higher responsibilities, promises of future promotions, vacation time increases, and so on.

			It’s tempting to surrender to the pressure and seize the opportunity presented to you to stay. It seems as if the employer has finally come around, and is seeing things the way you want them to. They’re reacting to the pressure of the moment, and they’re thinking about their interests. This is normal; companies want to protect their investments, and they have made an investment of time, money and training in you.

			The decision that you’ve made to choose your own future is not being respected. Even if you receive everything you want, these rewards didn’t develop naturally. Your employer is on the spot.

			They didn’t spontaneously decide that they were paying you less money. It’s in their interests to make promises to you to get you to stay. Wouldn’t you want to protect your investment? Review time may bring some surprises when what was promised doesn’t materialize in the fullness of time.

			Emotional manipulation is used as a tactic to make you feel bad about your decision and to play on your fears of change. The employer may try to make you feel guilty about not being a team player, letting down your friends, throwing away all of your hard work. Your integrity, the value of your word, and the promise you freely made in accepting the new employment are in the spotlight.

			Here is what they’re saying to you:

			
					• 	You’re a valuable team player, and we don’t want to lose you.

					• 	We had no idea that you were unhappy with your progress!

					• 	We wanted to promote you soon so you really should stay.

					• 	Okay, I’ll match whatever the other company is offering, plus a little extra.

					• 	You want that extra week’s vacation we talked about? You’ve got it!

					• 	Why do you want to lose all the benefits of your seniority here?

					• 	You tell me what or who you’re having a problem with, and we’ll fix it.

					• 	You’ve so many friends here; why do you want to leave them?

					• 	I’ll talk to senior management and see what we can do for you.

					• 	This isn’t a great time for you to leave because we really need you now.

					• 	Things are going to get better, just hang in a little longer.

			

			These kinds of comments can have you second-guessing your decision; promises made to you begin to create remorse and confusion.

			Am I being too hasty? Am I doing the right thing?

			Career changes are challenging because you’ll leave a comfortable job, friends, location, etc. for an unknown opportunity where you have to prove yourself all over again. Fear of change can cloud your thinking. No matter how good the new opportunity is, it can sometimes seem more comfortable just to stay.

			Sometimes the emotional pressure brought to bear on you can be very intense. An employer who’s competitive by nature may take this on as a crusade to win you over, and deprive your new employer of acquiring your services simply because they just don’t like to lose. Trying to make someone feel guilty about his or her decision is a classic example of this type of emotional manipulation.

			Stick to your decision, and politely but firmly close the door on further discussions. Tell them that you’ve made up your mind, and confirm that you’ll be joining the new employer.

		

	
		
			Chapter 23: Fitting In With The New Team

			You’ve just joined a new company, and the excitement of starting something new and unfamiliar is a great motivator. How do you ensure that you integrate smoothly with your new company and start off with the goodwill and positive support of your new colleagues?

			The first impression you make is important in terms of how you’ll be perceived by your colleagues, subordinates, and superiors in a new company. This time of forming initial impressions is a golden opportunity for you to begin building the support and trust that will benefit you later. You can position yourself in the eyes of your peers as a person deserving of their support and consideration, which will help you as you progress along the learning curve of your new responsibilities.

			How do you begin forming relationships on a positive note?

			
					• 	Introduce yourself, smile pleasantly, and offer a firm handshake.

					• 	Treat everyone you meet with respect and common courtesy.

					• 	Have a sense of humor about the triumphs and setbacks of every day.

					• 	Expect that things will be done differently in this company, and adjust yourself to the changes involved.

					• 	Accept that it’ll take time for people to get to know and trust you.

					• 	Take time to observe the company’s culture and what emphasis is placed on certain values.

					• 	Ask questions to avoid assuming that you know how business is conducted at your new employer.

					• 	Give of your time and attention to colleagues seeking help or advice.

					• 	Gain the cooperation of others through being friendly and approachable.

					• 	Accept invitations to go out for coffee or lunch, for many lasting relationships begin in relaxed surroundings.

			

			What are some attitudes and expectations to avoid?

			
					• 	Expecting that things will be done the same way in your new company as in your previous employer

					• 	Not taking time to get a feeling for the company’s culture

					• 	Treating new subordinates disrespectfully

					• 	Over familiarity with your boss without first establishing trust and rapport

					• 	Trying to change how things are done without having a mandate

					• 	Expecting that your knowledge and experience will be instantly recognized and appreciated

					• 	Not taking the time to improve your communications skills

					• 	Expecting rapid promotion without first having proven your worth to the company

					• 	Engaging in gossip or office politics and ignoring the power structure in the company

					• 	Constantly comparing how things were done differently or better at your old company

					• 	Demanding the time and attention of other co-workers

					• 	Being abrupt or short with people and their requests for information or guidance

					• 	Refusing invitations to go out to coffee or lunch with new coworkers 

			

			The relationships that you form in the beginning with your superiors, peers, and colleagues are vital to your successful career progress. Making the effort to extend yourself when starting new employment will reap beneficial dividends later.

			What about working with people who are less receptive or difficult by nature but otherwise competent at what they do? It’s easier relating to people whom you like; it’s more of a challenge for you to find common ground with people who may be indifferent, or even hostile. Fortunately, it isn’t usually hard to recognize these people in a company; their attitudes and behavior identifies them immediately! There are some things you can do to begin building a working relationship.

			Ask them their opinion about a process or procedure. Giving them the respect that they feel that they deserve is one way of disarming prickly people. Acknowledge their experience and skills when seeking assistance from them; most people want to be recognized for what they know and what they’ve contributed.

			Ask people with more seniority in the company and who are friendly and approachable in nature their advice on how to approach a difficult person. Ask your new boss how you can work successfully with this person so that the company benefits.

		

	
		
			Chapter 24: Positioning Yourself For Promotion

			How do you position yourself to be considered for promotion?

			
					• 	Employers look for certain traits that define people of higher achievement.

					• 	Your Energy: can you focus and direct your energy to productive ends?

					• 	Your Personality: do you interact effectively with a wide range of people?

					• 	Your Integrity: are you honest, reliable, and ethical in your conduct?

					• 	Your Intelligence: do you have the ability to learn and process information and make informed decisions?

					• 	Your Drive: do you have the capacity for sustained self-motivation and the ability to encourage the efforts of others?

					• 	Your Willingness to Sacrifice: do you dedicate your time and the effort required to meet corporate objectives?

			

			To advance in your career, you don’t need to be the smartest or most knowledgeable—although these are important advantages. The key question is:

			Have you learned the importance of developing relationships with customers, colleagues, and superiors?

			Your ability to cultivate strong relationships with other people up and down the reporting structure—as well as with outside parties—is a key factor in your career progress. It’s just as important to cultivate relationships, as it is to cultivate knowledge and produce results. In cases of mentorship, someone has taken a liking to an aspiring individual, identified with them, and is motivated to see that person succeed in their chosen field. The best mentors challenge you to be more than what you are—to reach for new experiences, to improve your knowledge, skills, and abilities, to stretch yourself in order to ensure that your potential is fully explored and developed.

			Who gets promoted first?

			The four most important factors in determining how fast you’re promoted:

			
					• 	How top management feels about the person who recommended your promotion

					• 	Your exposure and visibility to those in higher management

					• 	Your background, education, and work experience

					• 	How well you perform in your present job 

			

			Top performers in all fields have these qualities in common:

			
					• 	They’re constantly seeking to improve on their performance or results

					• 	They never become complacent or take their job for granted

					• 	They’re enthusiastic about their work

					• 	They mentally rehearse things beforehand

					• 	They take responsibility when they make mistakes

					• 	They’re not unsettled by uncertainty

					• 	They work at cultivating strong working relationships

			

			Raising your profile

			
					• 	Take on challenging projects with a degree of risk associated with them—it raises your profile in the company.

					• 	Volunteer to train new people, orienting them to the company.

					• 	Show personal initiative, and make your own supervisor or manager’s job easier.

					• 	Excel in your work, and develop relationships within the company in other departments, developing a reputation as a go-to person for problem solving.

					• 	Offer to do extra work during the month-end or end of the quarter at reports preparation time—people remember that willingness to go the extra mile for the department.

					• 	Work at the company’s trade shows, and attend industry events where your presence can be noticed by people in positions of authority—become a familiar face to them.

			

			The best managers combine education, experience and the ability to enthuse and motivate other people to achieve goals. Degrees in business and continuing industry education are helpful. Management courses taken at your own expense are another step forward—in dedicating the time required to take them, you show uncommon initiative, and self-motivation. Night courses in community college offer numerous options for this type of training. Ultimately, to be promoted, you need to have a track record of accomplishment, the drive to work harder than the people that you’re managing and, possibly most important, people must respect and like you enough in higher management to see you moving upwards.

			Corporate Values And Cultural Expectations

			Newcomers that have experience overseas quickly discover that corporate expectations can conflict with cultural values and expectations.

			In some cultures, there’s great emphasis placed on returning to the home country for extended visits as a sign of respect to one’s elders. The desire and need to make these visits can conflict with corporate performance expectations and realities. People who are accustomed to making visits of three or more weeks overseas sometimes expect employers to honor these requirements as a condition of their accepting an employment offer. Few employers will extend themselves in this regard, and so good career opportunities are lost as individuals seek that one employer who will agree to the arrangement.

			The corporate reality is that employers consider these requests to be unreasonable. Extended vacation times are usually broken up into two-week segments at most, resulting from the need for coverage in a department or of one’s duties or desk. It creates an imbalance in the department when one person is gone for three weeks or more, especially in a critical area. There tends to be a more relaxed approach to taking vacations in foreign countries than there is in North America. Here, the emphasis is on establishing relations with an employer through creating value for them over time, before special requests are made.

			It’s important to remember this in negotiating with a potential employer. Employers sometimes have corporate policies set by management to create fairness for all employees. If you’ve specific vacation plans, it’s very important to bring this to the attention of a potential employer before you get to an offer being made. Otherwise, your assumption that an employer will agree to your request can lead to wasting your time and effort in pursuing the opportunity.

			One option is to negotiate an agreement whereby you take time off before you start with the new employer (an extended resignation), to attend to family travel obligations. Another option is to seek a compromise with the employer; asking about time-off without pay within the timeframe that you need for your extended travel plans. Above all, don’t make this sort of request for an extended vacation to fall within the first six-months of employment with the company. That will very likely be a deal breaker for the employer.

			Ultimately, a successful job search depends on organization, research, methodical marketing, and the perseverance to do what’s necessary to achieve the results that you want.

			Numbers are a major factor in a job search. Send out targeted emails that are polished and concise to as many hiring executives as you can. To some extent, it depends on the volume of contacts that you make, to generate leads and interest.

			Take the time to sharpen the saw—refine the tools that assist you in presenting yourself, including your documents, your personal presentation, and your ability to communicate warmly and effectively with other people.

			A little extra care and a little extra time can make all the difference in creating buyer interest with hiring managers. Make their job easier by making your information accessible, and relevant to their needs.

			You’ve all you need to reach your goal.

			Believe in yourself, and other people will also.
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			Chapter 25: Changing the Student’s Perspective 

			The business world and the student world are two different realities. As a student, you acquire knowledge, research facts, prepare reports, discuss your findings, and are tested on what you’ve learned. While there’s a degree of cooperation with others required in the academic world, you’re working to advance your personal interests.

			It’s different in the business world, where you learn to apply this knowledge, and coordinate information from various sources to define customer needs, and solve other people’s problems. Of equal importance in business is your ability to work with other people of different backgrounds, take direction, use initiative, extend yourself for your employer, and be viewed as a positive person who makes a valuable contribution to the department you’re hired into. Changing how you see yourself is important to marketing yourself effectively. There are certain basic expectations that employers have when they’re looking at new graduates, and you need to convince them to buy the product that you selling: You.

			The question to ask yourself is: How can I create buyer interest? This may mean dressing and speaking differently. Keep first in mind that you’re marketing who you are, and what you can contribute.

			Think about your skills, your strengths, and your experiences.

			You need to express how you’ve applied yourself to your studies, put in the extra efforts required to learn, and give examples of these to an interviewer. If you’ve had the opportunity to work in an industry related co-op placement, then there’s some assessment that the employer will have, based on your employment reference.

			As an entry-level employee with no co-op history, the employer doesn’t have a track record against which to measure your performance. Instead, they’ll look at grades, honors awarded, scholarships received, Dean’s list citations, and related projects completed.

			Employers also look at the part-time jobs that you’ve held and will be interested to hear about how you progressed in them. The skills you used in these jobs may be transferable to other employment. They’ll look for evidence of the ability to learn quickly, deal with customer issues, get along with co-workers, and work in an organized, self-motivated manner. Your extracurricular activities are also taken into account. Your tendencies to organize, be involved, lead, assist, or contribute to a goal are good indicators of how you may perform in a business setting.

			Employers hire people who have demonstrated that they care about their careers.

			The fact of graduating is the first indication to a potential employer that you’ll care about the work that you do. Many employers have said to us that, without an established track record, they’ll tend to hire someone because of what attitudes, energy and personality strengths they see that can be a foundation for training and future growth.

			Confidence: self-assured in your ability to learn quickly; having developed interpersonal skills; self-motivated in seeking out new challenges to test abilities; a deeply held belief in yourself, your values, your standards, and your worth.

			Attitudes: the willingness to put in the efforts, to stay the extra hours, cooperate with enthusiasm, be eager to learn, realistic about expectations, patient with the time required to advance, and open to new challenges.

			Responsibility: to be accountable and conscientious, own the tasks and duties assigned, act with integrity, honesty, and with the team’s goals in mind; someone that the employer can rely on to be available and committed to doing a good job.

			Energy: to work hard and seek additional work when a project is finished, being diligent and effective in using time, determined to complete work in a dynamic and proactive manner.

			You may ask: Well, what if I haven’t got any work experience, how do I convince them to hire me?

			Put yourself in the employer’s shoes, and understand the employer’s needs and concerns and address them:

			
					• 	Is this person easy to train, and how long will it take them to learn their job?

					• 	Is this person going to stay long enough for us to benefit from having trained them?

					• 	Does this person have a good attitude: a willingness to cooperate and be a good team player?

					• 	Is this person someone who can take on additional responsibilities in the future?

					• 	Does this person have realistic salary expectations?

					• 	Is this person patient enough to work through the ranks to achieve career progress?

			

			What influences a manager when making an entry-level hiring decision? As recruiters, we see that favorable hiring decisions are often based on a person’s attitudes and approach in entry-level situations. Hiring managers will tend to hire people that they can identify with on a personal level. If you show confidence, the willingness to learn and work hard, and flexibility in an interview, you’re making a positive impression. If you’re perceived as demanding, arrogant, negative, or unrealistic, the opposite impression is made.

			Managers like to hire people that they like. If you show a positive attitude in all your discussions, you’ll likely experience positive attitudes from others. Every interview is an important opportunity to practice one of the key skills you’ll draw from throughout your career: the ability to network with other people.

			In the end, a decision to hire you will be influenced not only by what you’ve done, and how you’ve expressed yourself, but also by who you are as a person, and whether you’ve convinced the employer that you’re a person who will fit the department and are someone that they want to work with. You’ve made the first positive step forward in your career through your education. It’s up to you to tell the potential employer how you arrived here and where you can make your best contribution.

			Recruiters Are Looking For These Attributes

			I’m looking for evidence that supports a hiring decision. I want to see someone who’s positive, interested, and who communicates effectively. Do you have aspirations and the energy to accomplish them? You need to be focused, willing, adaptable, and flexible because hiring managers want to see this.

			First impressions count. These are the personal qualities we look for in an entry-level candidate:

			Enthusiasm - being excited and positive; your desire to continue learning and growing

			Initiative - you did your research and your homework, and you come prepared with good questions

			Self-confidence - you impress us with your confidence, poise, and enthusiasm

			Self-discipline - you show us that you’re organized and that you manage your time well

			Hard worker - your academic achievements confirm that you’ve worked hard to achieve graduation

			Team player - you show the willingness and the ability to work with other people, and be part of a cooperative effort

			Self-motivated - you show us that you want to succeed, and are prepared to put in the energy to be successful

			Goal-directed - your choices—academic and work-related—paint the picture of someone who’s always taking on new challenges

			Curiosity - you’ve an active, inquisitive mind and a strong desire to expand your knowledge, skills, and experience

			Intelligence - you’re able to grasp new information quickly and have good analytical reasoning skills

			Perseverance - you’ve the determination to stick with a plan, and persevere despite obstructions and setbacks

			Patience - you’ve the willingness to progress step by step in learning new skills, or applying yourself to a new task

			Adaptability - you’re able to adapt to new people, situations, and challenges

			Teachable - you love to learn and absorb new information and are always looking to improve your skills and knowledge

		

	
		
			Chapter 26: Your Telephone And Virtual Interviews—New Graduates

			Your interview begins the minute you start speaking with a hiring manager or their representative. How you express yourself on the telephone influences the decision that the hiring authority makes as to whether to interview you.

			Practice what you’ll say when you introduce yourself, follow up a resume that you sent, ask about openings in the industry, or are seeking contact information to direct your resume to the right hiring authority.

			The listener is assessing your telephone voice because that’s a primary method of communication with customers in any company. Jot down key words or phrases that you want to use as a memory aid if that’s helpful for you. When a hiring manager or his agent talks to you on the phone, they’ll be listening to see how you’d sound to customers. If you’re hesitant or rambling in what you say, you may miss the opportunity to meet the listener. You want the listener to remember you and for your call to stand out and impress the listener favorably. This is your first opportunity to act and sound professional.

			Practice with friends and older family members through role-play. In this way, you get used to introducing yourself and finding the most natural speaking style for you.

			Remember these basic points:

			
					• 	Introduce yourself by first and last name.

					• 	Explain the purpose of your call.

					• 	Don’t rush your words or speak too slowly.

					• 	Think of how newscasters speak when relaying news items, and make a conscious effort to speak at a moderate speed so that your words flow.

					• 	Put a smile in your voice. Try to visualize the person on the other end as someone that you’d like to know.

					• 	Pleasant and courteous manners are never old-fashioned and will leave a very positive impression with the listener.

					• 	People want to help people that they like. If your telephone personality is positive, you’ll find yourself getting more direction and guidance.

					• 	Acknowledge the time that the listener is giving to you, and thank them for it.

					• 	As a follow-up to your phone call, reinforce the positive impression by sending a thank-you email; it’ll be remembered.

					• 	If you’re transferred to an assistant to give your information, treat that person the same way you would the hiring manager, with respect and courtesy.

			

			Very often an assistant manager or supervisor may actually be the person you end up reporting to, so make sure you get off on the right foot.

			Introducing yourself:

			It’s always a good idea to ask how convenient it is for the listener to speak with you.

			“How convenient is it to speak presently?” Your listener may be juggling ten different priorities at once. Offer to call back if the contact is busy: “When would be the best time to get back to you?” –or– “I can call you back whenever it suits you, what’s a good time to call?” Notice the difference between those questions and “Are you busy now?” –or– “Can you talk presently?”

			Most people will appreciate that you’re respecting their time, and that’s a great way to establish a positive rapport.

			“Hi/Hello, ________. My name is ________, and I’m a new graduate of the XYZ program. I have knowledge of ________ procedures and am familiar with the documents involved. I’m looking for an entry-level position and would like to send my resume to you. What email address may I send it to?” 

			“Hi/Hello, ________. I’m ________ a recent college graduate. I sent a resume to you a few days ago, and I’m wondering what your opinion is of it. I’m looking for an entry-level position in the (________) industry. I think I have the skills that will make me successful, and I’d appreciate any guidance or direction that you could provide.”

			These are just two examples. The key to making a conversation like this a smooth one and gathering information is to avoid asking questions that can be answered with a “yes” or a “no” unless you’re simply asking a question such as, “Are you hiring now?”

			Questions that can’t be answered with yes/no are called open-ended questions. They begin with: who, what, where, when, why and how.

			Instead of asking: “Are you hiring?” –say instead– “When are you planning to hire new people?”

			Instead of asking: “Do you have any job openings?” –try– “What sort of jobs could I apply for?”

			Open-ended questions encourage the flow of information, and while the listener is responding, you can prepare your next follow-up question. Whenever you make a statement about yourself, your skills, or experience, try to follow up with an open-ended question:

			“…I think I could be a real asset in the ________ area because I’m organized, hardworking, and I have a positive attitude. When would be a good time to follow up with you?”

			“…I’m very interested in making my career in the industry. Who do you think is hiring at the moment?”

			“…I’m excited about joining a good company where I can apply what I’ve learned and gain some experience. Whom do you think I should send my resume to?”

			In summary:

			Refine your presentation and practice in role-play with fellow students, family members, and friends.

			
					• 	Determine how convenient it is to speak; offer to call back if it isn’t.

					• 	Introduce yourself and explain the purpose of your call.

					• 	Deliver your presentation at a moderate pace and with a smile in your voice.

					• 	Use open-ended questions to encourage the flow of the conversation.

					• 	Thank the listener for whatever guidance or direction you get.

					• 	Follow up with a thank-you by email (proof it for errors).

					• 	Make a list of your contacts as you develop them for future reference.

			

			The positive impression you make in your initial telephone introduction is a solid foundation that you can build from when you meet for an interview.

			That first call is the first step.

			When You Are Being Called By A Potential Employer

			If there’s noise or commotion in the background where you are, it’s best to ask for the caller’s number and say that you’ll call right back. This way, you can go to a quiet room, compose yourself, have your materials by your side, and call the employer back in a more settled environment.

			Setting the tone when you call back:

			This is an opportunity to make a good impression. By choosing to call back, you’ve already shown that you want to handle the call professionally. Now, convey an attitude of willing cooperation to provide information for the employer to assess you. After you introduce yourself, ask an open-ended question to determine what the employer wants to accomplish.

			
					• 	“How would you like to begin?”

					• 	“What would you like to know first?”

					• 	“What would you like to know about me?”

			

			These types of questions signal to the interviewer that you’re both ready to give information and want to make the best use of their time. These small courtesies are important when you’re establishing rapport with a stranger on the telephone. A little courtesy goes a long way to making a positive impression.

			These questions also prompt the employer to indicate what information they’re seeking from you.

			Passive and Active Listening

			Passive listening is a state of mind that’s more disengaged from the conversation. Passive listening often involves missing key points that the speaker is trying to make.

			Active listening, by contrast, is focusing your attention on what the speaker is saying, visualizing the person behind the voice, and thinking of good follow-up questions to ask in return. Customer service people in many industries are trained to visualize the customer.

			Before you initiate a call back, take a few deep breaths—this creates a calmer inner state, and allows you to speak at a more moderate pace. There’s no need to hurry your responses. You make a better impression if the listener has time to absorb what you’re saying.

			With your interview handout accessible, you can methodically cover the points you want to impress on the caller, and set the stage for the physical meeting.

			Do Your Research and Prepare Your Questions

			The biggest advantage you have going into an entry-level position interview is doing prior research on the company. Knowing the company’s recent growth, or new projects/products launched means you can ask intelligent questions which will impress the employer. The best area of a company’s website to access this information is in the Press Releases or What’s New section of their site. Asking good questions creates buyer interest and distinguishes you from other candidates.

			How Do I Get Hired With Minimal Experience To Offer?

			The biggest assets you can bring to a job interview when you’ve little or no practical experience are your communication skills, your listening skills, your flexibility, and your enthusiasm. Your personality and the attitudes that you project to the interviewer are as important—if not more so—as a good academic resume. At the entry-level, you’re hired more on your ability to communicate effectively, your willingness to learn and accept instruction, your self-confidence, and your energy.

			The Virtual Interview - Looking Good!

			Significant numbers of employers are using the virtual interview for preselecting candidates for serious consideration. There are certain special points to keep in mind, to shine to your best advantage when participating in a video interview.

			Dress for the occasion:

			Just because you’re not meeting someone face-to-face, it doesn’t mean that you should dress down for the occasion. Select clothing that you’d wear for any personal interview.

			Location, location, location!

			It’s very important to choose a location that’s quiet, well lit, uncluttered in the background, and that shows you in a relaxed, yet alert attitude. Don’t set up your computer in the kitchen, or any high traffic area, and ensure that everybody in the house is aware of the need to keep noise to a minimum.

			Lighting and positioning the webcam

			You don’t want to give the interviewer the impression that you’re speaking from a cave, nor do you want to be in lighting that washes out your features or makes it difficult for the interviewer to see your eyes. Test your setup with a friend or two in order to see how you come across on their monitors. The general idea here is to have a nice, balanced lighting that’s as natural as possible. You want to have a level gaze to meet the interviewer’s eyes.

			Internet speed and connectivity issues

			Slow Internet connections and resulting issues can spoil an otherwise well-prepared video interview presentation. If you’re actively looking for a job, consider investing in the higher bandwidth levels. You can check your upload and download Internet connection speeds on many different sites. How does your average upload and download connection speed compare to the general population? http://www.speedtest.net is a good place to check your connection.

			Lights, camera, action!

		

	
		
			Chapter 27: Tips For Attending Career & Job Fairs

			
					• 	Get some inexpensive business cards printed with your degree or study majors and contact information: telephone numbers and email.

					• 	Determine, in advance, which organizations and recruiters will be at the career fair.

					• 	Do basic research on the Internet about the companies so that you know what their services are.

					• 	Extend your hand in greeting, and offer your business card with a smile.

					• 	Maintain friendly eye contact with the person you’re speaking with.

					• 	Ask them: What do you look for in the people that you hire?

					• 	Ask them: When are you likely to hire new graduates?

					• 	Ask them: What type of career progress is possible in your company?

					• 	If you found, in your research, that new products or services are being launched, or new branches are opening, ask about these events.

					• 	Be prepared to answer any questions if the representative shows interest in you.

					• 	Make notes about your visit for future reference if appropriate.

					• 	Make sure you pick up the representative’s business card.

			

			Job Fairs

			All of the above points apply to Job Fairs as well. The difference with job fairs is that an organization with specific hiring criteria visits the campus to interview potential candidates. Dress for a formal interview—which is to say conservatively.

			Student References

			Make sure that the person that you name as a reference has agreed to provide the reference.

			Check with present or former managers or supervisors, and confirm their current contact info, and the best time to contact them.

			If appropriate, ask your professors if they’re willing to provide a reference for you, and how they should be contacted.

			Questions You Should Ask Career Fair Representatives

			
					• 	What kind of jobs do you hire students for?

					• 	What type of training does the company offer?

					• 	What kind of skills or experience do I need?

					• 	What sort of career path can I expect in the company?

					• 	What is the company’s culture like?

					• 	What are the company’s plans for growth in the next few years?

			

			Communication Tips

			Eliminate slang expressions and verbal tics from your answers. These include: eh, um, uh, like, y’know, yeah, etc.

			Sometimes questions come in two parts; wait and make sure you’ve heard the entire question before jumping in to answer.

			Remember

			
					• 	You want to project self-confidence, not arrogance.

					• 	You may be asked why you chose your university or academic track.

					• 	You may be asked about your strengths and weaknesses.

					• 	You may also be asked about your employment—where you did well and where you needed improvement.

					• 	You may be asked what motivates you and why you should be hired.

					• 	You may be asked about instances where you received criticism at work and how you handled it.

					• 	You’ll likely be asked if you like to work alone or as part of a team.

					• 	Tell the interviewer how you’ve worked in both settings, and have done so successfully—show that you’re flexible and adaptable.

					• 	Preparation is essential. Practice makes perfect. Practice answering these and similar questions with other people.

			

		

	
		
			Chapter 28: 
Academic Resumes—Enhancing The Appeal

			If you haven’t got much work experience, you can include other items that’ll be of interest to recruiters and hiring managers.

			
					• 	Note an impressive grade point average, if you have one.

					• 	Indicate any academic scholarships or awards received.

					• 	Have you been the president or director of a campus club or organization?

					• 	Have you completed any recognizable achievements in martial arts?

					• 	Have you worked in a foreign country?

					• 	Were you a teacher’s assistant or tutor to other students?

					• 	Have you done any coaching or volunteer work in a sports organization?

					• 	Have you been mentioned on the Dean’s list?

					• 	Have you received community awards for charity or volunteer work?

					• 	Are you a member of a recognized charity organization?

					• 	Have you received a pilot’s license or other unusual qualification?

					• 	Are you on the graduate yearbook committee?

					• 	Were you involved with the production of the school newspaper?

					• 	Were you a member of the student council?

					• 	Were you an events coordinator on campus?

					• 	Do you have a St. John’s Ambulance or CPR certificate?

					• 	Note if you’re willing to relocate elsewhere.

					• 	Note if you speak a second or third language.

			

			Mistakes People Make That Affect Their Progress

			
					• 	Making your supervisor angry

					• 	Thinking that you’re protected by your boss and can’t be fired

					• 	Alienating colleagues through indulging in gossip

					• 	Trying to initiate change aggressively

					• 	Starting a critical email campaign

					• 	Being difficult to manage

					• 	Trying to have them do it your way

					• 	Taking a critical attitude towards management missteps

					• 	Getting involved or caught between two managers

					• 	Having a know-it-all attitude

					• 	Showing impatience with your trainer

					• 	Treating other managers with contempt or disrespect

					• 	Complaining about management to other management

					• 	Exposing your manager or another manager as incompetent or small-minded

			

		

	
		
			Chapter 29: 
Where Do I Look For Work?

			The following are some of the more useful sites that cater to the unique needs of students and graduates. More resources are available on http://jobsearchguide.ca a site we’ve created with multiple resources for people with and without business experience. This site contains extensive links to Job Boards, Recruiter Directories, Resume Writers, and the best of our Twitter tips and suggestions.

			Student and Youth Employment Boards

			http://www.servicecanada.gc.ca/eng/audiences/youth/employment.shtml

			http://www.pc.gc.ca/agen/empl/emp1.aspx

			http://www.youth.gc.ca/eng/home.shtml

			Student Job Boards (Private Sector)

			http://www.jobpostings.ca/ Excellent site, search by multiple categories. Canada’s largest student job board.

			http://www.success.uwo.ca/careers/resources/job_search_links.html Excellent site. University of Western Ontario: Student Success Centre.

			http://www.facebook.com/jobpostingsca/app_208195102528120

			https://twitter.com/jobpostingsca

			http://www.canadastop100.com/young_people/Canada’s Top 100 Employers of Young People

			http://www.eluta.ca/search-new-grad

			http://talentegg.ca/blog/

			http://studentplace.ca/

			http://www.issendai.com/student-money/student-jobs/job-search-canada.shtml

			http://oncampus.macleans.ca/education/2011/05/17/10-websites-with-summer-jobs-for-students/

			http://www.torontopubliclibrary.ca/search.jsp?N=37868+4292958259Toronto Public Library Links Summer Jobs page

			http://twitjobsearch.com

			http://careerenlightenment.com/twitter-job-search/50-hottest-twitter-hashtags-for-job-seekers

			http://www.susanwhitcomb.com/category/posts/twitter-job-search-guide/Susan Whitcomb Twitter Job Search Guide

			http://www.craigslist.org/about/sites#
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