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CAREER ASSISTANCE MINISTRY
The Career Assistance Ministry (CAM) at Scottsdale Bible Church is designed for the person in career transition. If you are currently in or anticipate a job search, this ministry will help you gain support, learn top-notch search techniques, and network with other attendees. 
Composed of two sessions, CAM can help you with the following critical areas:

· Handling change

· Self assessment

· Resume writing
· Job search methods

· Networking techniques

· Interviewing skills
CAM will meet the first and third Monday nights each month from 6-8 pm. Each month the topics will repeat. The meetings will take place at Scottsdale Bible Church (SBC) main campus.  Look for room number in announcements.  If you have questions, comments or feedback it can be directed to Fred.Mersbach@gmail.com or 602.690.0694.
 First Monday of the month
 Assessment - Preparing Yourself  
· Acceptance of Your Situation
· Self Assessment 

· Preparing Resume and References 
· Networking

Third Monday of the month

Planning - Preparing & Managing Your Job Search Campaign 

· Assessing the Job Market 

· Developing Job Search Strategies and Tools 

· Preparing for the Interview

· Delivering an over the top Interview 

· Negotiating

Testimonies:

The Career Assistance Ministry was a Godsend to me.  The timeliness of this ministry could not have been better.  …. I believe that God answered my prayer in bringing the Career Assistance Ministry to me at the right time.  Without them, I may not have found this wonderful permanent position.  - Randi Cheek
It became like a support group for a situation you typically can't find support for but definitely need it… From reading the information packet, the self-assessment in one of the first sections was CRUCIAL in helping me realize I NEEDED to make some career changes. - Janie Starnes
It changed me from fear & uncertainty to opportunity & action.  It gave me direction & provided the spiritual and emotional support that things will work out.  - Ron Hawke
WE ARE HERE TO HELP YOU
The Lord our God who created us continues to bless us every day in all that we do, including our work. God did not intend for work to be a curse, but instead He wants us to use work as an opportunity to glorify Him and use the talents and abilities He gave us to meet the needs of others and our own. Working is serving, and in serving we bless and are blessed.

CAM can help you identify your unique set of talents and skills and then help you explore career options where you can apply them in meaningful, fulfilling ways. The principles we teach can help you find new job as well as impact the likelihood of advancement in your current career.

You will gain the most out of your time with CAM by attending each of the sessions. However, if you cannot attend these events consecutively, please note that the topics will be repeated the following month, and you are welcome to attend at anytime. You will be able to learn something new each time and you will meet different people in which you can network. 

Your job search will take some work on your part to in order for your transition to be successful. Looking for a new job can be compared with a full-time job. The more you put into it, the faster you’ll see results.

Facilitator Contact Info:

Fred Mersbach
Fred.Mersbach@gmail.com

602 690 0694
Personal Note: 

Let Go and Let God

As you know, the job search process is a very trying time. We all have been there at one point or another. If not, it will probably happen at some point. As brothers and sisters in Christ, we must help lift each other up when we’re down. Remember what you are feeling now and commit to helping another person in need down the road. The key is to love one another as Christ loves us. We should freely share our contacts to help others network. There is almost no better reward than helping someone in their job search.
Twice in my life I have had 6 month-long job searches. I recently flipped through the journals I kept during those times and read the prayers that I cried out to God. I prayed that He would fulfill the promise He made to me in Jeremiah 29:11, “For I know the plans I have for you”, declares the Lord, “plans to prosper you, not to harm you, to give you a hope and a future.” I clung to that promise and every time I slipped into darkness, God lifted me up.

My prayer for you is that you “trust in the Lord with all your heart and not to depend on your own understanding. Seek His will in all that you do and he will direct your path” (Proverbs 3:5-6). Trust the Lord your God to pull you through this tough time. This very well may be a deep valley in your life, but He will get you through it and you will be on a mountain soon enough in His timing. God has a wonderful plan for your life, so commit right now to Let Go and Let God work in your life right now. His plan is a million times better than any plan we could have for ourselves. 

I challenge you to surrender yourself completely to our Heavenly Father this minute and watch as He lifts this burden and leads you down the right path to victory!
Love in Christ,

Fred
PS – Since the spiritual journey is vital during this time, I encourage you to get plugged into a church and small group. If you’d like to visit Scottsdale Bible Church, we’d be happy to have you. Ask us about it

Section I: Acceptance of Your Situation

YOU ARE NOT ALONE
You can take some comfort in knowing that you are not the only one who is looking for a job. All of us are—or should be—constantly on the alert for opportunities for transition or advancement. Given the layoffs, downsizings, mergers, buyouts, outsourcings, and changing job responsibilities that are a normal part of today’s workplace, everyone needs to be in an incipient job search.

Change is a normal part of everyday life—nothing remains the same. And every change—even a good change that you are eagerly looking forward to—entails loss, the loss of the way things used to be. Losing something naturally evokes feelings of grief, and losing a job can evoke very strong feelings of grief.

Working through the Natural Grief Cycle

We will help you work through what has become known as the “grief cycle,” which is based on Elizabeth Kübler-Ross’s documentation of the normal stages people go through and the coping mechanisms they use to handle traumatic experiences. The members of this support group will offer you empathy, understanding, nonjudgmental listening, emotional support, and encouragement as you work your way through the normal stages of grief.

Stages of Grief:

· Denial (“This can’t be happening to me!”)

· Anger (“Why me?”),

· Bargaining and false hope (“If I do this they’ll see what a good worker I am and give me back my job.”)

· Depression (“I can’t do anything right!”)

· Acceptance (“I don’t have that job anymore, but I have many skills and experiences that I can use to serve in any number of other work situations.”).

Dealing with Stress

Many people find it difficult to deal with the natural, inevitable, often intense anger that comes with losing a job for whatever reasons. A recent study showed that it can take up to six hours for your body’s natural flight-or-fight responses to drop after just five minutes of feeling angry. That puts tremendous stress on your body. We will not only encourage you to acknowledge and express your anger in healthy ways, but we will also help you learn easy ways to reduce your stress level.

We encourage you to do relaxation exercises that will help you let go of angry and stressful thoughts, relax your body, and focus on the basic truths that you are a beloved child of God and that the Creator continues to bless you every day of your life. We encourage you to do this relaxation exercise on your own to give yourself some welcome “time out” and help you regain a positive, hopeful outlook.

In addition we will encourage you to eat right, get enough sleep, and exercise regularly to reduce anxiety and increase your sense of well-being. Organizing and prioritizing your time and completing the tasks you schedule for each day will also help reduce stress by giving you an ongoing sense of accomplishment.

We will also encourage you to laugh. No matter how bad your situation seems or how low you feel, laughing about something—anything you can think of that’s the least bit funny—will make you feel better. Laughing releases endorphins, proteins stored in the brain that have a potent analgesic effect on the body and counteract the production of stress hormones. It also gives you a beneficial cardiovascular workout, reduces self-consciousness, increases self-confidence, relaxes muscles, and optimizes the immune system. So find something to laugh about or share a laugh with someone as often as you can!
PREPARING YOURSELF TO TAKE THE NEXT STEP
Give yourself time to work through your normal feelings of grief before you start your job search. We heartily recommend that you do nothing for a few days after you leave a position. Use this time to increase your value as an employee. In other words, get ready to serve by making yourself the best that you can be!
Take an objective look at yourself—your physical appearance as well as your skills—and decide what you can do to improve. Get a haircut, buy some new clothes, start a diet and/or exercise program, and schedule your physical and dental checkups while you still have health/dental insurance. Take a class in something you need or want to know, or learn a new skill or hone old ones by volunteering for something you really enjoy doing.

Remember that employers don’t hire desperate people—they hire qualified people who are self-confident and poised. So don’t hesitate to get professional help in dealing with negative emotions or physical health concerns.

Increase Your Skills and Networking by Volunteering

You can learn or hone skills plus meet a number of potential networking contacts by volunteering to do something you enjoy or have always wanted to try but never had time. You never know—your volunteer work may just turn into a paying job!

Consider some of these volunteer opportunities:

· Church, Child’s school

· Habitat for Humanity and other mission projects

· Meals on Wheels and other community-service programs

· The Museum of Art, symphony, libraries, or other cultural organizations and events

· A hospital, clinic, or fundraisers for medical research or assistance

· Nursing homes

· The American Cancer Society, the Red Cross, and other organizations
· Your political party headquarters, Voters, or other public cause


Take Advantage of Available Resources

In addition to healthcare professionals in private practice and the wide range of colleges, universities, and professional schools in the area, consider using the following local resources to enhance your personal and professional qualities.

UAB 
Special Studies 205/934-8263

www.conteduc.uab.edu
The University of Alabama at Birmingham offers reasonably priced continuing education classes in everything from computer basics and Web design to foreign languages, writing, music and dance, health, fitness, and career development in a wide range of fields.
Career Services



www.careerservices.uab.edu 

Go to this website to download a very informative document with information such as what UAB career services can do for you, career planning, assessments, goal-setting guidelines, marketing plans, networking and target company spreadsheets, resume, cover letter, interview, and reference information, career fair tips, etiquette for dining, and salary negotiation tips.

SCORE




www.score.org
This volunteer component of the US Small Business Administration that helps new entrepreneurs start and run a small business. It is made up of retired executives. For a no-cost, confidential guidance session, contact the B’ham office at 205-934-6868
AWARE




www.positivematurity.org
AWARE stands for Aging Workers Are Reliable Employees. It is a program to assist job seekers age 50+ with their job search. Call 803-1665 if you live in B’ham County and 670-6570 if you live in Shelby County. 
Oasis—A Women’s Counseling Center
www.oasiscounseling.org
1900 14th Avenue South, Birmingham, AL 35205; 205/933-0338; 
This nonprofit organization provides individual as well as group therapy on a sliding-fee  scale. It also offers a wide variety of reasonably priced classes and workshops.
Public libraries

Public libraries often offer free classes in word-processing programs, PowerPoint, E-mail, Internet research, and other computer skills. They also usually offer classes in other areas of interest for free or for a nominal fee.


Helpful books and the Internet

Please see the end of section III for a list of books and helpful Web sites that can help you prepare to reenter the marketplace and/or advance in your career.
Section I: Self Assessment
DEVELOPING YOUR PRODUCT – YOU!
As you work through the grief cycle, you will eventually get to the point in which you want to get started and make the best of the situation that you have been placed in.  The best way to get organized is with a simple self-assessment in which you determine your current “Ideal Work Preferences” (IWPs).

“Ideal Work Preferences” (IWPs):

·  “Can do” factors 
· work experience, accomplishments, skills/expertise, knowledge areas

· “Will do” factors 

· interests, preferences, satisfiers, motivators

· “How Fit” factors 

· positive personal traits that are work-related and valuable to an employer

It’s important to write out these in full because you will refer to it throughout ALL phases of your job search or career change.  
Completing this assessment process will help you to focus your job search and make good choices, in terms of target industries, organizations, or specific types of jobs.  Also, it will help you to develop strategies related to self-employment, active retirement, or making other significant shifts in your career direction.  Once you understand these assessment factors, you will be able to set clear, attainable, worthwhile career goals, and begin to develop energy and momentum in your search.

Personality Types

Knowing your personality type will help you determine what type of work you may find fulfilling and rewarding. You were born with certain strengths and weaknesses, and focusing on your strengths will help you target the jobs where you have the best chance of achieving success as well as personal satisfaction.

Knowing about personality types in general will also help you understand why you as well as other people respond to situations in different ways. This information can help in both your personal and professional relationships. It can be invaluable when you are “selling” yourself in interview situations since you need to be able to establish rapport quickly with networking contacts and potential employers.

Assessing Personality Traits

Although we modify our behavior in certain situations, each of us is born with personality traits that cause us to behave in certain ways throughout life. Our parents, teachers, economic situation, and other circumstances have some influence, but our basic personality type predisposes us to behave in predictable ways. Career counselors, psychologists, and other social science professionals have developed a number of inventories/assessments to evaluate personality traits. 
Recommended Assessments:
The Discovery Workshop is offered at Scottsdale Bible Church.  Call Bonnie Lathrup at 480-824-7299 for more information.
DISC assesses personality and derives very detailed information about motivators, strengths, and weaknesses. 
Myers-Briggs Type Indicator (MBTI) indicates that there are 16 different personality combinations made up of four traits:

Extraversion—Introversion (E-I)

(based on whether you get energy by being with others or by yourself)

Sensing—Intuition (S-N)

(based on whether you get information from only your five senses or from a sixth sense—intuition—as well)

Thinking—Feeling (T-F)

(based on how you make decisions)

Judging—Perceiving (J-P)

(based on whether you are happier making decisions and seeing time as finite or leaving your options open and seeing time as elastic)

The assessments on the following pages will help you determine your personality trait indicators. 
You can read more about your assessment online at www.myersbriggs.org. 

Personality-Type Assessment

This assessment is based on the Myers-Briggs Type Indicator (MBTI). Answer each question below with Yes or No, and then count the number of Yes and No answers in each set. Next compare the number of Yes and No answers for each set—E-I, S-N, T-F, and J-P—and mark the scales accordingly.


E____________________________________I


S____________________________________N


T____________________________________F


J____________________________________P

E—Extroverts gain their energy from being with others.


 1. They like to work with people, even with large groups.


 2. They are interested in a variety of subjects and/or tasks.


 3. They may become impatient with slow projects.


 4. They will not mind interruptions while working.


 5. They want to know how they affect the situation.


 6. They tend to formulate their ideas while talking about them.

I—Introverts find that their energy is sapped after being with a group of people.


 1. They need quiet time to regain their energy.


 2. They like to work with people one on one or in small groups.


 3. They think about their ideas before expressing them.


 4. They don’t like being the center of attention.


 5. They don’t share personal information readily.


 6. They look at a situation to see how it affects them.

S—Sensing people take in information by their five senses.


 1. They like the structured, factual, tangible, real, and concrete.


 2. They become impatient with theory and the abstract.


 3. They make few mistakes about the facts but may miss the overall concept.


 4. They trust their own experience.


 5. They can look at a situation and know just what is occurring.


 6. They live in the present and like to let things be the way they are.

N—Intuitive people have an additional sixth sense.


 1. They see possibilities, meanings, relationships, implications, and inferences.


 2. They see the big picture based on facts rather than the individual facts 

     themselves.


 3. They think and discuss in leaps of intuition maybe leaving out details.


 4. They want to make things different and solve problems easily.


 5. They want to know what the situation means.


 6. They look forward to the future and serve as agents of change.

Personality-Type Assessment (continued)

T—Thinkers make decisions based on logic, analysis, and evidence.


 1. They are objective and impersonal as they apply justice, fairness, and one 
  
     standard for all.


 2. They naturally see flaws.


 3. They may seem insensitive and uncaring.


 4. They value logic, justice, fairness, and truthfulness.


 5. They believe feelings must be logical.


 6. They are motivated by the desire to achieve.

F—Feelers make decisions based on what they feel is right.


 1. They make judgments about life, people, and things based on personal values 
     and empathy; they see the exception to the rule.


 2. They naturally want to please others and create harmony.


 3. They consider the affect of their actions on others.


 4. They are tactful as well as truthful.


 5. They are more interested in conciliation than being on top.


 6. They want to be appreciated.

J—Judging people make decisions in orderly, structured ways.


 1. They like to have matters settled; they like coming to closure and feel relief 

     after a decision is made.


 2. They are decisive and sure; they set goals and stick to them.


 3. They are well organized and tend to have a “to do” list.


 4. They are product oriented; they work now and play later.


 5. They see time as a finite resource and take deadlines seriously.


 6. They tend to see things as black or white and may seem rigid.

P—Perceiving people make decisions slowly while taking in more information.


 1. They like to live in spontaneous, flexible ways and stay open to possibilities.


 2. They are nonjudgmental and able to see and appreciate all sides of an issue 

     or situation.


 3. They may look back after making a decision and wonder if there was another 
 
     answer.


 4. They are comfortable with playing now and working later.


 5. They can change goals easily and adapt to new situations.


 6. They may become involved in too many projects and have trouble finishing 
 
     them; their timelines may be too elastic.

Work-Values Inventory

Rate each of the following values as:


1—not important


2—not very important


3—reasonably important


4—very important in my choice of career

__ Help society

__ Make decisions

__ Have power and authority

__ Influence people

__ Gain knowledge

__ Use artistic creativity

__ Have change and variety in work responsibilities

__ Have security

__ Do precision work

__ Gain recognition

__ Feel excitement

__ Experience adventure

__ Receive profit or gain

__ Have independence

__ Feel moral fulfillment

__ Enjoy community

__ Develop friendships

__ Experience physical challenge

__ Have time freedom

__ Have choice of location

__ Work for yourself

__ Work with others as part of a team

__ Compete with others

__ Have contact with the public

__ See the end product of your work

__ Work under pressure

__ Enjoy intellectual status

__ Have a sense of stability

__ Other _____________________

List the 4 most important values below:

1. _____________________

2. _____________________

3. _____________________

4. _____________________

Work-Values Inventory (continued)

Check any of the following that are important to your career.

__ Create ideas with your mind

__ Sell things

__ Sell ideas

__ Explore new ideas

__ Have a variety of job tasks

__ Assume a leadership role

__ Do scientific research

__ Make things

__ Repair mechanical, electrical, or other things

__ Write plays, books, advertisements, or other printed/spoken materials

__ Design mechanical, electrical, chemical, numerical, factual, or other systems

__ Help people in counseling, teaching, medicating, advising, or other service

__ Organize files, numbers, facts, ideas, people, projects, or other things

Work-Environment Values Inventory

First check the work environment values that are appropriate for you, marking only one check for each line of values. Then rank the 5 most important values with 1 being the most important.

______________
______________
__________________
___

small company
no preference
large company

______________
______________
__________________
___

close supervision
a combination
work independently

______________
______________
__________________
___

short hours/
no preference
flexible hours/

some overtime

no overtime

______________
______________
__________________
___

work near home
no preference
overnight travel

______________
______________
__________________
___

low level of 
some responsibility
high level of 

responsibility

responsibility

______________
______________
__________________
___

variety of duties
no preference
routine duties

______________
______________
__________________
___

low pressure
high pressure
high pressure


at times

______________
______________
__________________
___

indoors
no preference
outdoors

______________
______________
__________________
___

clean
messy
dirty

______________
______________
__________________
___

advancement
limited growth
same job next year

opportunities

______________
______________
__________________
___

further training
some training
no further training

______________
______________
__________________
___

teamwork
no preference
individual work

Section I: Resume and References
WRITING YOUR RESUME a.k.a. Marketing Brochure
Your resume summarizes the product (you — your background, transferable skills, experiences, and accomplishments) you are taking to the marketplace. You will use your resume to educate people (networking contacts as well as potential employers) about who you are and how you can serve an employer. 
Follow the steps below to help you identify your unique set of skills, abilities, and interests plus the accomplishments you have achieved working for organizations either as an employee or a volunteer. The sample resumes on the following pages will give you a good idea of the format and wording to use in writing your resume.
Feel like you’re too creative to use a box format? Check out www.visualcv.com/sign-up to create a full profile with links to your blog, website, and other interests.
Writing Your Resume

Step 1 
Make a list of all the jobs/positions you have held either as an employee or a volunteer, including homemaker, caretaker, and parent.

Company/Organization:

Street Address:

City:



State and Zip Code:





Title 
Timeframe with this title:

End of employment:

Reason for leaving this position or company/organization:
Main responsibilities (by importance):
It is very important to NOTE YOUR ACCOMPLISMENTS! Not only list out your main responsibilities, but also list your accomplishments and awards achieved in this position. 

Step 2

Write out some of your accomplishments in terms of:

· how you made the company money
· saved money

· saved time 
· solved specific problems

· made work easier for yourself and/or coworkers

· built strong working relationships

· attracted new business

· retained existing customers
Step 3 

Start identifying your areas of knowledge.
What are your main areas of knowledge? If you need help with this, do the optional Step 5 below. Then you can group the skills you have listed into categories. Examples include: Management, Administration, Sales, and Marketing. See the sample resumes on the following pages for suggestions.

Step 4 
Write your profile.
Your Profile should include a brief objective statement of your field(s) of expertise and the type of position you are looking for. Be specific by using the title of the position in which you’re applying for. 
Choose your words carefully and keep the summary paragraph short. Think of writing a sound bite — a few sentences that people can read quickly and still get a clear, comprehensive understanding of how you can serve an employer. It is very important to include what YOU can do for the company, NOT what you want the company to do for you. 

Remember that the two primary purposes of your resume are to educate people about you and to motivate potential employers to call you in for an interview to find out more about how you can serve them (by making money, saving money, and/or saving time).

Step 5 (optional) Take a personal inventory of your skills and experiences.
If you need some help to get the ideas flowing, on the left hand side of a sheet of paper write the word “Jobs” and on the right hand side make three columns titled “I like doing this”/“I hate doing this”/“I don’t mind doing this” (see below). Using the list you created in Step 1 as reference, write down every job title and the skills you used in doing that work; leave some extra space between job titles to you can add more information later as you think of more skills you used. Then put a check in the appropriate column for each skill you have listed.

Jobs
I like doing this
I hate doing this
I don’t mind doing this
Taking this personal inventory will take more time than you might think because as you work on it you will remember more and more work you have done in a wide variety of settings. You will be amazed at how much you have done and how many skills you have acquired. You will find your self-confidence growing, and you will be able to honestly say, “Wow—I have a lot of skills and experience to use in serving an employer!”


Step 6 

Put the pieces together.
Follow the format of the sample resumes on the following pages. Give all your contact information at the top of each page to make it as easy as possible for people to contact you.

Start with your Profile and then list your Areas of Knowledge. 

Where should you put Education? If your education is more important to emphasize than your experience, then put it first. If your experience is more important to emphasize than your education, put it last, followed by continuing education workshops, seminars, classes and professional affiliations (if any).

Use the list of jobs you created in Step 1 to write your Career Highlights (see sample resumes). Keep the wording tight and whenever possible state your responsibilities and accomplishments in terms of how you made money, saved money, and/or saved time.
TYPES OF RESUMES
Reverse Chronological Resume
For most job searches, we recommend this resume format, but see the Skills-Based explanation below so you can make the best decision based on your situation. Ask Dennis or Kristi for their advice if you need help. It might be a good idea to do both and seek advice from professionals in your target field to see which they would prefer.

The main objective of this format is to highlight your Career Highlights. The biggest thing to remember when creating your resume is that you want it to “scream” the job you’re applying for.

This involves creating a few different resumes so you can use the one which most closely relates to the position in which you’re applying. AT THE VERY LEAST, change your objective statement within your Profile to reflect the specific position.

Skills-Based Resume
This type of resume is used when you want to emphasize your transferable skills rather than your experience. The two most common times you would use this format is when you want to move into a new career field or if you have a “jumpy” background which includes a lot of short-term positions.
The main objective of this format is to give people a comprehensive overall view of your product (you) first so they don’t immediately “box” you into a specific industry or position. 
Remember that for the most part your skills are transferable—you don’t want a potential employer to reject your resume at first glance because you have worked in a different industry or have held a different position.
MUSTS FOR ANY RESUME FORMAT: (very important)

· Use size 11 font in Arial or Times New Roman (this document is Arial size 11)

· Margins of the page should be between .5” – 1”

· Use Microsoft Word

· Use the top half of the first page wisely – this is the main section that prospective employers will scan for 1 second while deciding whether or not they want to call 

· Use bullets for your responsibilities

MUSTS FOR ANY RESUME FORMAT – continued
· Make sure your e-mail address is correct so they can easily follow-up with you
· Do spell check! Also, if e-mailing your resume in Word, right click and press “ignore” to all the green and red underlined words if they are spelled correctly

· Do not use periods at the end of your phrases; they are not complete sentences

· Start each bullet with an action verb describing what you did or accomplished

· Only go back 10-15 years if it represents your background well 

· Do not put dates on when you received your degrees if it was 10+ years ago
· Fit it to 1-2 pages only. If you are a new graduate, it should only be 1 page.

Resume Action Verbs
Use an action verb to start every phrase under Career Highlights. 
	Accomplished
Achieved
Adjusted
Administered
Advised
Analyzed
Approved
Arranged
Assisted
Budgeted
Built
Calculated
Charted
Compared
Compiled
Completed
Composed
Conducted
Consolidated
Constructed
Consulted
Controlled
Conceptualized
Coordinated
Counseled
Created
Decreased
Delivered
Designated
Designed
Detected
Determined
Developed
Devised
Diagnosed
Directed
Discovered
Distributed
Edited
Eliminated 
	Enlarged
Established
Evaluated
Examined
Expanded
Formulated
Founded
Flagged
Gathered
Generated
Guided
Headed
Identified
Implemented
Improved
Increased
Initiated
Inspected
Installed
Instituted
Instructed
Interpreted
Invented
Justified
Lectured
Led
Lobbied
Maintained
Managed
Modified
Motivated
Negotiated
Obtained
Operated
Organized
Ordered
Overhauled
Performed
Persuaded
Planned 
	Prepared
Presided
Processed
Produced
Programmed
Promoted
Proposed
Provided
Purchased
Recommended
Reduced
Referred
Regulated
Reorganized
Replaced
Reported
Represented
Researched
Restored
Reviewed
Revised
Scheduled
Selected
Served
Sold
Solved
Studied
Supervised
Supplied
Systematized
Taught
Tested
Traced
Trained
Translated
Updated
Utilized
Won
Wrote 


SAMPLE REVERSE CHRONOLOGICAL RESUME
NAME

Address – Phone Number – Phone Number – E-mail Address

PROFILE

Solutions-oriented professional seeking to secure a Senior Systems Engineering role. 
Able to contribute broad range of corporate IT initiatives while participating in the planning, analysis, development and implementation of solutions in direct support of business objectives. Proficient in MS Access, Word, Excel, Power Point, Project, Outlook, Oracle, QuickBooks and Peachtree Software.
CORE COMPETENCIES 
♦ Software Development
♦ Systems Analysis


♦ Manufacturing 

♦ Project Management

♦ Team Leadership


♦ Quality Assurance

PROFESSIONAL EXPERIENCE

Company Name – City, State





Start Date - Present

ERP Application Development (dates you were in this position)
· Modified and tested shipping, inventory control, and sales order programs to meet the defined business requirements 

· Utilized Clear Case version control tool in a multi-developer environment along with a custom change management database application

· Wrote functional specifications and assigned to appropriate programming resources depending on scope of business requirements

· Worked with development team to streamline shipping and sales order processing programs to reduce user keystrokes, improve program efficiency and maximize system performance
· Accomplishment Statement

· Accomplishment Statement
Project Lead (dates you were in this position)
· Evaluated and procured new portable data terminals, access points and application servers for the shipping departments at four separate mills

· Led team of technicians to determine optimal access point/antennae locations, install proper power/network electronics, and configure hardware devices

· Updated infrastructure resulted in reduced monthly costs and improved system performance
· Accomplishment Statement
· Accomplishment Statement
Company Name – City, State




Start Date – End Date
System Analyst / Team Leader (dates you were in this position)

· Created functional specifications for product enhancements in order to address customer needs

· Led team of developers to efficiently implement new product features which provided our customers with improved online registration and transaction processing capabilities

Pre-Sales Support / Product Planning (dates you were in this position)
· Provided sales team with technical product support during pre-sales client presentations

· Prepared estimates for any custom development requested by clients

· Gathered customer feedback and presented ideas to the developers as future product features
Project Management (dates you were in this position)
· Managed project to develop a prototype for a web-based supply chain integration application using EDIFACT EDI standards in an XML based file structure
· Collaborated with DBA and developers to derive an efficient database schema based on customer functional requirements and to design a user friendly interface
Company Name – City, State




Start Date – End Date
EDI/VMI Supply Chain Project (dates you were in this position)
· Created ANSI X12 transaction maps for purchase orders, shipment notices, and test reports

· Integrated transaction processing between HP3000 business system and EDI translator

· Developed database for maintaining customer part code conversions, pricing, and mills

EDUCATION

Bachelor of Science in Commerce and Business Administration

University NAME – Date Optional

Major:  Management Information Systems 

Minor:  Computer Science

Professional Societies 

(If applicable)

Volunteer Experience
(If applicable)
SAMPLE COMBINATION (CHRONOLOGICAL & SKILLS-BASED) RESUME
NAME



Home phone

Street address



Cell phone

City, State, Zip code



E-mail address
PROFILE

Motivated Sales and Marketing Executive with a strong retail management background looking to apply vast experience to a progressive organization where I can contribute to the bottom line. Has had responsibility for millions of dollars in inventory. Proficient in MS Word, Excel, and PowerPoint.
AREAS OF KNOWLEDGE
    
Sales Management
Sales

Recruit, train, manage sales force
Territory management


Create/execute sales strategies
Lead generation/qualification


Contract negotiation/closing
In-depth analysis of client needs


Maintain/enhance client relationships
Prepare/present solution proposal


Retail Management
Marketing


Extensive buying experience 
Develop/implement marketing programs


Supervise/train buying staff
Write/publish marketing articles


Develop/execute merchandise plans
Trade show management


Budgeting/store management
Establish key business partnerships

CAREER HIGHLIGHTS

WDC Systems, Inc., Birmingham, Alabama



2000 –Present
A company that specializes in the development and marketing of inventory-management systems for retail specialty stores.

Vice President (2005 - Present)
· Recruited, trained, and managed national sales force

· Developed / implemented a highly successful 16-step selling system that resulted in the largest sales contracts in the company’s history

· Directed / managed the company’s marketing activities including creating referral programs, direct mail campaigns, all print advertising, trade shows exhibitions, and Internet marketing

· Wrote / published series of client success articles used in direct marketing

· Established key business partnerships that resulted in additional sales through a partner-
referral program

· Negotiated and closed contracts

Regional Sales Manager (2003 - 2005)
· Responsible for a 12-state sales region

· Lead generation / qualification

· Provided an in-depth analysis of customer’s information needs

· Presented software application to customer’s senior-level management 

· Prepared and presented written system solution proposal 

· Awards: “Commitment to Excellence,” “Top Gun”


Manager of Client Support (2000 - 2003)
· Responsible for customer training and support 

· Wrote training manuals for accounting software

Yeildings, Inc., Birmingham, Alabama
1995– 2000
A retail specialty store chain selling fashion apparel and accessories.


Divisional Merchandise Manager (1998 - 2000)
· Managed mens and junior merchandise divisions

· Supervised / trained buyers and merchandising staffs

· Developed / implemented merchandise assortment plans

· Planned / executed marketing programs 

· Responsible for budgeting


Buyer - Women’s Related Separates (1995 - 1998)
· Increased sales by more than 30% and improved profits by 2 percentage points

· Consistently achieved sales and profit goals

· Planned and implemented value-priced item program

· Negotiated strategic partnerships with key vendors

EDUCATION
Auburn University, Auburn, Alabama

Bachelor of Science Degree, Marketing and Transportation

SAMPLE SKILLS- BASED RESUME
Name

Street address; City, State, Zip code
Home phone; Cell phone
E-mail address
PROFILE

Energetic Communications Professional with a strong background in publishing and teaching looking to apply strengths in writing, teaching, editing, and publishing to work with children and adults and contribute to helping the company succeed.

AREAS OF KNOWLEDGE

WRITING



TEACHING
Magazine and Newsletter Articles
Classroom Teaching


Nonfiction and Children’s Books
Curriculum Development


Advertorials



Resource Development

Press Releases


Church and Community Programs

Catalog Copy



Staff Training



EDITING



DESKTOP PUBLISHING


Magazine/Newsletter Editing

QuarkXpress



Manuscript Copyediting

PageMaker



Galley and Page Copyediting

Microsoft Word



Proofreading



WordPerfect

EDUCATION

B.A. Magna Cum Laude, Hope College, Holland, Michigan

Major: English

Minors: Elementary Education, Psychology, and Science

Graduate Study


Library Science, Western Michigan University, Kalamazoo, Michigan


Audiovisual Media, Indiana University, Bloomington, Indiana

Continuing Education

· Liturgical Storytelling

· Reaching Alabama’s Children

· With Books and Libraries/Learning Is Child’s Play

· Storytelling

· Covey Leadership Workshop: First Things First

· Folio Conference: Writing and Rewriting Skills and Service Journalism

· International Religious Communicators 2000 Conference

· Fred Pryor Seminar: How to Manage Conflict, Anger, and Emotion

CAREER HIGHLIGHTS

WRITING/EDITING
Freelance Editorial Work
          




2005 - Present
Writing/Editing

(  Editor, The Apostle, the monthly newspaper of the Episcopal Diocese of Alabama

(  Editor, Centering, the quarterly magazine of Oasis, A Women’s Counseling Center


(  Editor, Animal Tracks, the quarterly magazine of the Birmingham Zoo
Writing

(  Newsletter and magazine articles and advertorials for UAB Office of Public Relations and Marketing, Davis Denny, Details Communications, and other corporate and private clients


(  Lighthouse Ghosts, Crane Hill Publishers

(  Plantation Homes of the James River, University of North Carolina Press


(  Coastal North Carolina Shipwrecks, Disasters, and Rescues, and Cape Henry—First 
 
    Landing, First United States Lighthouse, Lighthouse Publications

(  The Nutcracker and nonfiction works for hire for Crane Hill Publishers
Copyediting/Proofreading

(  The University of Alabama at Birmingham, Globe Pequot, Country Roads, and the 
    University of Alabama Press books, magazines, newsletters, and other publications

Crane Hill Publishers, Birmingham, Alabama



       
Editor in Chief







2002 - 2005
· A book and custom publishing company that specializes in regional folklore, history, and humor.

Southern Progress Corporation, Birmingham, Alabama



       
Copy Director and Copy Chief 




2000 - 2002
Copy Editor and Proofreader





1998-2000
TEACHING
St. Luke’s Episcopal Church




     

Preschool Teacher






2001 - Present.

St. Luke’s Episcopal and Second Presbyterian Churches in Birmingham, Alabama.

Teacher, Director, and Worship Leader



1999 - Present

· Children’s Chapel Leader, Vacation Bible School Director and Teacher, and Sunday School Teacher 
COVER LETTERS 

from http://www.quintcareers.com/edge.html by Katharine Hansen, PhD. 
How can you make yours stand out in the crowd? 

You can write a dynamic cover letter. The cover letter is usually an afterthought, dashed off to accompany a resume into which you've poured blood, sweat, and cash. Its potential as a powerful marketing tool frequently is overlooked. 

The answers to these 10 commonly asked questions about cover letters can help you write a letter that is a key part of a hard-to-resist sales package: 

1. Why is a cover letter necessary? 
A cover letter should always accompany your resume. Few employers will seriously consider a resume without a letter. A cover letter tells the employer exactly what kind of job you want to do and tailors your qualifications to that job. 

Frequently the job-seeker will see this line in a rejection letter: "We chose the candidate who provided the best fit with our needs." The cover letter is the way to show an employer how you fit the company's needs. 

Given the screening process, a cover letter may have as few as 20 seconds to grab an employer's attention. A well-written, interesting cover letter that opens a window on your personality has a much better chance of enticing the employer to interview you than a boring, formulaic one. 

2. What are the biggest mistakes cover-letter writers make? 

· Addressing the letter to "Dear Personnel Director," "To Whom It May Concern," "Dear Sir or Madam" (or worse, "Dear Sirs") instead of a named individual. The largest employer in Central Florida tosses cover letters in the circular file if they are not addressed to him personally. "To Whom It May Concern" shows the employer that you were not concerned enough to find out the name of the person with the hiring power. 

· Telling the employer what the company can do for you instead of what you can do for the company. This mistake is particularly common among new college graduates and other inexperienced job-seekers. In most cases, employers are in business to make a profit. They want to know what you can do for their bottom line, not what they can do to fulfill your career dreams. 

· Leaving the ball in the employer's court. Too many cover letters end with a line like this: "If you are interested in my qualifications, please call me." Proactive cover letters, in which the job-seeker requests an interview and promises to follow up with a phone call, are far more effective. 
3. Which kind of cover letter will work best for me? 

· The invited cover letter is a response to a want ad and can be tailored to the job requirements listed in the ad. This kind of cover letter is effective for the 20 percent of jobs that are publicly advertised. 

· The uninvited or cold-contact cover letter is usually part of a mass mailing and requires the job-seeker to do some homework to find out about each prospective recipient company. The uninvited letter is the best way to tap the "hidden" job market, where 80 percent of the jobs lurk. 

· The referral cover letter, which uses name-dropping to get the employer's attention, is another excellent way to tap the hidden job market. When a mutual acquaintance tips you off to a job, you can use his or her name to your advantage in a cover letter: "Joseph Burns suggested I contact you about the opening you have in sales." 

4. Can't I just mass-produce the same letter to all the companies for which I'm interested in working? 

Never -- unless you use word-processing equipment that enables you to personalize each letter and include at least one paragraph specifically revealing your knowledge about each company and how you can meet its needs. Nothing turns off an employer faster than getting a letter that looks like the same one everyone else is getting. Why bother to do a cover letter if you don't tailor it to the company and position you want? 

5. What's the most important thing to include in the body of the letter? 

Your Unique Selling Proposition (USP). An advertising term, the USP is the one thing that makes you better qualified to do the job than anyone else. The USP should answer the question: "Why should I hire this person?" 

6. What other approaches make a cover letter dynamic? 

Some effective tricks: 

· You can visually call attention to your qualifications by underlining them, boldfacing them, or indenting them in a list with bullets. 

· You can quantify to tell the employer how many employers you supervised, how many customers you handled, how much money you saved the company, and most importantly, by what percentage you increased sales or profits. 

· You can demonstrate your creativity and potential for innovation by revealing one or two ideas for how you would improve the employer's operation or bottom line. 

· Entice the employer, but don't give away too much for free. Tease in a non-threatening way; don't turn the employer off by trashing the current staff. 

7. Should I include references in my cover letter? 

Unless an ad specifically requests references, they belong in the interview phase of the job search. Most companies won't check references until they become seriously interested in hiring a candidate. 
8. How long should the letter be? 

Only in the rarest of circumstances should your letter be longer than a page, and considerably less than a page is best. About four paragraphs should do the trick. The first should grab attention, tell why you're writing, and reveal what you want to do for the company. The second should introduce your Unique Selling Proposition. The third should further amplify your qualifications (without rehashing your resume). The last paragraph should ask for an interview, tell how you plan to follow up, and thank the employer for considering you. Answering an ad may require another paragraph or two to tailor your qualifications to the job requirements. 

Your letter should be not only fairly short, but also concise and pithy. Edit your letter mercilessly. Follow the journalist's credo: Write tight! Cut out all unnecessary words and jargon. Then go back and do it again. 

9. What's the best way to make sure my cover letter is well-written and on target? 

If your time frame will allow it, put your cover letter down, and then pick it up a day or two later as though you were the prospective employer. Does it grab and hold your attention? Is it concise? Is it free of typos, misspellings, and grammatical errors? Is it interesting? If you were the employer, would you know what this job-seeker wants to do and why he or she is the best person to do it? Would you invite this job-seeker for an interview? 

10. Are thank-you letters necessary? 

Given the fact that almost all job-hunting books advise sending a thank-you note after an interview, it is surprising how few job-seekers do so. A thank-you letter probably will not make the difference between getting the job and not getting the job, but if the employer is weighing two equally qualified candidates, the one who sends a thank-you note just might have the edge over the one who doesn't. It's common courtesy to thank the employer for taking time to interview you. The thank-you letter also enables you to amplify the positive aspects of your interview and, perhaps correct any negative aspects. 

Other links from this site http://www.quintcareers.com/edge.html: 

· Learn more about your USP here.
· Need more tips on your cover letter format? Check out our Cover Letter Formula Page. 

· Before you mail it off, check out our Cover Letter Do's and Don'ts Page. 

· What does a good thank you letter look like? Check out this sample thank you letter...as well as all of our sample Dynamic Cover Letters. 

· Questions about some of the terminology used in this article? Get more information (definitions and links) on key college, career, and job-search terms by going to our Job-Seeker's Glossary of Job-Hunting Terms.
	

	

	


Format of a Dynamic Cover Letter

Note: You have a maximum of 20 seconds to wow the reader of your letter, so you better maximize its impact by making it dynamic! 

Keep your cover letter brief. Never, Never more than one page, and it's best to keep it well under a full page. Each paragraph should have no more than one to three sentences. 

If you are writing cover letter that you plan to email, consider shortening the cover letter to just three short paragraphs so that it runs no longer than about one screen. 
First Paragraph 
Do not waste this opening paragraph of your cover letter. It is essential that your first paragraph sparks the employer's interest, provides information about the benefits the employer will receive from you, and helps you stand out from all the other job-seekers who want the job. 
Focus on your Unique Selling Proposition (USP) -- the one thing that makes you different from all the other job-seekers -- and identifying two or three benefits you can offer the employer. 

Weak opening paragraph: I am writing today to apply for the account manager position you have posted on your company Website. 

Better opening paragraph: I am very impressed with (company name) and became aware of this opportunity through (source where you first saw it). I’ve increased the size and sales levels of my client base in every position I have held, and I’d like to bring this same success to this Account Executive position. 

Second Paragraph 
Provide more detail about your professional and/or academic qualifications. Provide more information about how you can provide the benefits you mention in the first paragraph. Be sure to stress accomplishments and achievements rather than job duties and responsibilities. Expand on specific items from your resume that are relevant to the job you are seeking. Use solid action verbs to describe your accomplishments and achievements. 

If you do not have a lot of solid experience in the field you are trying to enter, remember to focus on key skills that can easily transfer from your previous work experience to the job at hand. And if responding to a job posting or ad, be sure to tailor this paragraph to the needs described in the ad. 

Third Paragraph 
Relate yourself to the company, giving details why you should be considered for the position. Continue expanding on your qualifications while showing knowledge of the company. 

You need to do your homework -- show that you know something about the organization. Use the resources in our Guide to Researching Companies. 

Fourth Paragraph 
The final paragraph of your cover letter must be proactive -- and request action. You must ask for the job interview (or a meeting) in this paragraph. You must express your confidence that you are a perfect fit for the job. You must also put the employer on notice that you plan to follow-up within a specified time. 

Weak closing paragraph: I hope you will review my resume, and if you agree with what I have stated here, consider me for the position. I look forward to hearing from you soon. 

Better closing paragraph: I am eager to help advance the success of your company, so I will call your office in the next week to discuss further. 

Final Thoughts
One last piece of advice: Follow-up is key, so plan on making some phone calls or sending some emails. 
SAMPLE LETTERS
Cover Letter for a specific position:

September 12, 2006 

Ms. Kristin Heller
The Research Institute
34 Marketing Court
Princeton, NJ 08540

Dear Ms. Heller, 

When I read your ad for an Associate Director II on the Marylandworks job site, I couldn’t help noticing how well your requirements align with my experience, education, skills, and background. 

While my enclosed resume provides a good overview of my strengths and achievements, I have also listed some of your specific requirements for the position and my applicable skills: 

	You require:
	I offer:

	Ability to coordinate and oversee the work of subordinates.
	Experience in supervising 25 office employees and ensuring staff efficiency as a public-health program director.

	Ability to strategically plan, develop and implement programs and operations toward achievement of team’s mission, goals, and objectives.
	Experience developing and implementing treatment programs as a public-health program director.

	The analytical skills to perform needs assessments, evaluate current programs, and initiate changes or adjustments to current systems and improve operations. 
	Success in having brought order out of chaos at an inner-city health clinic and vastly improving processes there.

	Problem-solving and decision-making abilities.
	Success in solving numerous problems at inner-city clinic, such as reducing number of emergency and drug-seeking patients; lobbying for HIV-information dissemination; and increasing number of patients that could be given routine care. 

	Financial and personnel management expertise.
	Expertise in both areas, through public-health and office-management background.

	Interpersonal and communication skills that promote ability to serve as a liaison and resource.
	Significant experience giving presentations, speaking persuasively, and interacting successfully with diverse individuals.


Since my experience and expertise fit your requirements so closely, I am clearly one of the people you’ll want to see. I plan to contact you to follow up on this letter and see if we can arrange a meeting. In the meantime, please feel free to call me at my home number (395) 345-3993. I look forward to our meeting. Thank you for your time and consideration. 

Sincerely, 

Bonnie Ellisberg 
Cover Letter through a Referral:
Mr. Henry Fouche
Best Plans Publicity, Inc.
800 Madison Avenue
New York, NY 10022

Dear Mr. Fouche, 

Nancy Jones of Green & Associates Advertising suggested I contact you regarding the possible public relations opening in your firm. 

As an editor/writer for Alexandria's city magazine, I've developed my talent and experience as a public relations writer. Because the staff is very small, I've worn a number of hats, including: developing the editorial format and individual story concepts, writing numerous articles, editing copy, laying out the magazine, and supervising production. 

Prior to my current position, I was highly involved in the public relations industry, working for Jones & Jones, where I prepared numerous press releases and media guides, as well as managing several major direct mail campaigns. 

My high degree of motivation has been recognized by my previous employers who have quickly promoted me to positions of greater responsibility. I was promoted from assistant editor to editor of Alexandria Monthly after only five months. 

I am eager to talk with you about the contribution I could make to your firm. I will call you the week of April 25th to see if we can find a mutual time and date to get together and discuss the possibility. 

Your consideration is greatly appreciated. 

Cordially, 

Mary Davison 
THANK YOU LETTERS
This is a must if you are interested in the position! Recommended you can send it via email the day after the interview and/or a hand-written note card. Formal letters would be only be best if your interviewer is from an older generation who appreciates this classic method.
Thank You Letter that stresses fit:
Dear Dr. Page: 

Thank you so much for taking the time to interview me today for the social worker position. 

I felt a wonderful rapport not only with you, but with the whole Rolling Hills School Health Clinic staff. I am more convinced than ever that I will fit in beautifully as a member of the team and contribute my skills and talents for the benefit of schoolchildren in the Rolling Hills district. 

I can make myself available for any further discussions of my qualifications that may be needed. 

Again, Dr. Page, I very much appreciate you and your staff taking so much time to talk with me about this exciting opportunity. 

Sincerely, 

John Oakley 
	
	A Thank You Letter with additional information or damage control:
Dear Mrs. Mellish: 

Thank you for the time you took to interview me for the seminar leader position. 

After our interview, I'm convinced that I have the three ingredients you're looking for in your workshop/seminar leaders. I know you expressed some concern in our meeting that I have not worked in a personnel department. I want to stress, however, that I have participated significantly in the hiring process for my sorority and have a solid record of achievement in my human-resources classes. 

As for your requirement for public-speaking experience, my having been leader of new-student orientation groups at my college for three years, along with outstanding grades in my public-speaking classes, qualify me nicely. 

Finally, I have enclosed some writing samples to further demonstrate the third ingredient, my communications skills. 

Thank you again, Mrs. Mellish, for this wonderful opportunity to interview for the seminar leader position. I promise you I won't let you down if you give me the chance to show what I can do. I eagerly await the next step in the process. 

Sincerely, 

Jane Oakley 


REFERENCES

Having strong references -- and having them readily available on a printed "References List" -- is a critical component of your written job-search package (along with your cover letter and resume). Here is one example of how you can format your list of references. 
Use your same header from your resume. Also, if the person is no longer working at the company in which they know you from, put their previous title and company name in parenthesis to avoid ambiguity.

Example:
Frank Ian Lad
3833 Orange Blossom Road
Port Orange, FL 32129
386-555-0955
franklad@hotmail.com



Reference List
	Ms. Mariah Fisch
President
National Steel Corporation
4100 Edison Lakes Pkwy.
Mishawaka, IN 46545-3440
812-555-3200
mfisch@nsc.com
	Mr. Kevin O’Horn
Vice President, Marketing
The Quaker Oats Company
Quaker Tower
321 N. Clark Street
Chicago, IL 60610-4714
312-55-3930

	Mr. C. Benjamin Riley
Senior Project Manager
Sprint Corporation
2330 Shawnee Mission Pkwy.
Westwood, KS 66205
620-555-2903
	Ms. Stephanie Thomas
Quality Systems Director
Sara Lee Corporation
3 First National Plaza
Chicago, IL 60602-4260
312-555-2990


Section II: Market Assessment
ASSESSING THE JOB MARKET
Once you have assessed your skills and developed your resume, you are ready to start researching the marketplace to narrow down what you’d like to do. Be sure to keep an open mind and don’t automatically discount or eliminate any industries or specific workplaces. Your goal at this point in your job search is to explore all of your options. Who knows—you may discover some exciting employment opportunities you never even knew existed!

Take advantage of all the available resources to you, including the Internet, library materials, informational interviews, and volunteer opportunities. These resources can help you find out about jobs in your areas of interest and help you make an informed decision. 

EXPLORE THE INTERNET
The Internet provides endless resources for you in the job search.
www.rileyguide.com – invaluable tool for savvy job hunters
www.bizjournals.com/bookoflists/phoenix/ - lists of companies in Phoenix. Find out which ones are in the news and which are growing fast. Excellent resource.

www.techbirmingham.org – find local technology related companies and user groups and associations to join
www.google.com – an array of information about any industry or company

www.careerbuilder.com – offers career advice, job search/interview tips and resume help

www.jigsaw.com and www.zoominfo.com – provides company information

www.hoovers.com and www.harrisinfo.com – provide company information

www.salary.com – provides salary information per location and title

GO TO THE LIBRARY
Ask the librarian in the Social Sciences/Business department of your public library about books that list job titles and job responsibilities for various industries. Also ask about trade publications in your area(s) of interest. Find out as much as you can about companies who hire people with your skills and experience and what job titles and responsibilities those people have.

Your public library and your local chamber of commerce may also have publications listing companies in your area who hire people in the industry or industries you are interested in researching. Jot down the names of the companies along with the contact information for appropriate people in each company on a list or index card for future reference.
NOW WHAT?
Before searching for jobs, you need to learn all about your “customers” because looking for a job is similar to selling a new product, and in this case, you are the “product”. You must know how to “market” yourself and how to appeal to them. You will need to answer the following questions in order to develop your “marketing”/job search strategy:

· What kinds of companies or industries are interested in the skills you possess?

· What is the title of the individual who can actually hire you? (i.e. VP of Finance, Regional Sales Manager, CEO, etc.)

· What are the locations that interest you? Do they have local, regional, or national offices? Which office do you have to approach to get the job you want? 
· How can you best make contact with these firms? Should you do so through your personal network, search firms, or direct phone calls?

· What is the general salary range for the position in which you are interested? How does this relate to your last salary?

A cardinal rule during your search for the right position is to do your research first before making contact in the marketplace. That way, you will be knowledgeable of relevant industry trends as well as company reputations. You will be able to demonstrate to any interviewer that your interest is backed by initiative and preparation – a big advantage in your job search campaign.
Sample Company Fact Sheet

· Industry

· Primary characteristics:

· Challenges or trends:

· Long-term direction:

· Company

· Main products/services
· Competitors/market share (if available)
· Distinguishing attributes 
· Mission
· Profitability and growth trends
· Corporate culture
· Company position (Stagnant, Expanding, Other)
· Specific job offered

· Educational/work experience requirements
· Direct reports, if any
· Primary tasks and functions
· Organizational chart/reporting structure
· Part of a team 
· Special skills required
Section II: Job Search Strategies
INTERNET JOB SEARCHING
Although networking is the #1 way to find a job, you should also utilize the Internet along with your networking efforts. 
COMPANY WEBSITES:
Compile a list of your overall top 10+ companies and check their websites often for postings. Need ideas of companies to check out? Look at the BBJ Book of Lists (website on page 27). It lists the largest 15 to 20 companies in each industry in Birmingham. There is also a Fast Track list with the fastest growing companies in each industry. If a company is on that list, you know they are going places. 
Keep in mind that most companies don't post ALL their positions on job boards. DAXKO, for example, only posts to job boards when a larger candidate pool is needed. Remember to check company career sections on their websites for the companies in which you are most interested.
UNIVERSITY CAREER SERVICES:
Your alma mater endeavors want to help students and alumni succeed post-graduation. After all, the better you do, the better they look! Call your university’s Career Services Center to gain access to the employer job posting database. Employers can post positions for students and alumni up to five years out of school. Don’t let this free resource go to waste!
JOB BOARD WEBSITES
www.indeed.com  -  simultaneously searches all job boards (monster, careerbuilder, and many you’ve never heard of) as well as many large company websites at the same time so it saves you hours! Create saved search alerts to receive job listings applicable to your each day. Save several searches for different types of roles, as long as they are relevant to your career path. Similar job search engine sites include www.jobtarget.com and www.juju.com. I am most familiar with www.indeed.com.
www.collegerecruiter.com – use this one if you’re only looking for entry-level positions or internships, use. It has similar value to www.indeed.com in terms of cross-search functionality.
www.usajobs.com – US Federal Government jobs 
www.craigslist.org – categorized by city and type of position (Note: www.indeed.com does not pick these up)
www.linkedin.com – great to search for professional positions and network
POSTING YOUR RESUME
It’s recommended that you post your resume to ensure optimal exposure. Many recruiters and hiring managers pay big bucks to search resume databases. I recommend creating a profile on the following sites. You’ll get some “junk” inquiries, but if you get a good one in the mix, it’s worth it.
www.gadball.com – post your resume on all major job boards at once!

www.monster.com and www.careerbuilder.com and www.al.com – general/everything
www.phoenixjobbing.com and www.phoenixjobs.com– local job boards
www.dice.com and www.computerjobs.com – IT/software related

www.softwaresales.com – software sales

www.theladders.com – for a small fee, you can join this 100k+ job network

USING WEB 2.0 TECHNOLOGY
www.LinkedIn.com  - sign-up for LinkedIn. It is a professional social networking site. If you’re on there, send me an invite! If you’re not, create a profile – it’s great networking! If you’re not sure how to utilize this site for networking, let me know and I’d be happy to give you some tips. As a candidate you should be on here to find networking contacts and a recruiter just might locate you there!
www.twitter.com -  try micro-blogging and “follow” industry leaders. You can find job leads this way. Also you can search twitter conversations at www.twittersearch.com. 
Find at least one blog to read on a regular basis within your industry. You’ll connect with others across the country, uncovering new people in which to network with and you can also share ideas.  For me (Kristi), I read the Fistful of Talent blog below.

www.fistfuloftalent.com  - curious what goes on inside a Recruiter’s head? Check out this recruiter blog. I’m not saying I agree with everything they write, but I have met several of the writers and really admire them. Just keep in mind recruiting is a hard job and we do the best we can at following up! (
www.argali.com – white and yellow page search directory where you can reverse search phone numbers among many other things
HOW TO FOLLOW UP:

The squeaky wheel gets the grease, right? You just don’t want to be too loud! It is a MUST to follow up after applying for a job online. A good rule-of-thumb is to wait four working days before trying to call the hiring manager. Do your best to find out who that person is and try to get them on the phone. If you have to leave a message, that is okay. That is better than calling ten times a day (since most companies have caller ID) and then when you finally leave a message, they know who has been calling so much. 

Go to the top to get heard. When a prospective boss gets a call and is interested in a candidate, they will tell the recruiter or administrative assistant to set up a meeting. When it comes from the top down, it is sure to be arranged. Send follow up letters to the CEO, VP’s and other managers. The more people you reach the better so eventually it will get in the right hands. Use multiple methods in following up and applying for jobs – calls, letters, e-mails, and even fax. Get creative! 
Once you’ve spoken to someone on the other end, ask them when you should follow up. This can be done by phone, e-mail, at the close of an interview, etc. If they tell you a timeframe, they are guaranteed NOT to get annoyed by your follow up. Asking is the best policy.
USING RECRUITING FIRMS AND AGENCIES

The more eyes looking for you the better, so I recommend going to several agencies. It’s a free service, so you might as well take advantage of it. As long as you don’t limit yourself to relying on only them to find you a job, it is an excellent resource. Remember, YOU need to be looking for a job with all the energy you would put into a full-time job. The more you put yourself into the process, the faster you will see desirable returns.
TYPES OF SEARCH FIRMS 

Contingency Firms – These firms are much more common, there are dozens of this kind in Birmingham alone. This type of firm can also be called a Recruiting Firm, Employment Agency or Staffing Company. Although they all ultimately provide the same service (placing people at companies), each firm differs in its operation protocol, as well as the industries in which they focus. These firms are only paid if the hiring company selects that firm’s candidate for hire. The fees range from 15-25% of the employee salary and the hiring company pays the fee, so it’s free for the job seeker.
· These firms offer temporary, temp-to-hire, contract, and permanent employment options. With temp-to-hire there is often a 90-day probation period before going permanent. As a general rule, treat your first 90 days as an extended interview regardless of whether or not a probationary rule applies. Reinforce each day why you were the perfect candidate; work each day to prove why you deserve to be there. Having an enthusiastic attitude will serve you very well, even if your current employment ends and you then utilize these contacts as references.
· Once you’ve applied with a firm and your background/resume match the needs of a search, the firm will usually contact you by telephone. Letter responses are generally used to inform you that there is no current client assignment matching your background. Many of the larger and better known firms receive such a volume of mail from individuals informing them of their availability that they use postcards and form letters to respond, or they don’t respond at all.

· During the initial phone contact and even during the first interview, the identity of the client company will probably not be divulged. Nevertheless, the information should be sufficient to give you some idea of its size, industry, geographic location, etc.
Retainer Firms – This type of firm is less common. They are paid by the company on a retainer basis to locate qualified people for specific positions. The hiring company pays a retainer fee per month regardless or whether or not a candidate is hired. Companies use these firms for high-level positions or when there is a high urgency to fill a position.

Typical Policies and Procedures
· As nearly all companies make some use of employment agencies to supplement their own internal employment offices, it will be useful to understand their policies and practices. Here are some pointers:

· Many agencies specialize or become expert in specific types of positions and industries; the salaries these agencies deal with are often higher. For example, firms specialize in IT, Accounting, Administrative, Human Resources, Legal, Marketing, and the list goes on.

· Some companies will become closely allied to certain agencies and give them all or most of their business. Consider using agencies as ONE of your strategies in your campaign. Recruiters know about open positions and can get you interviews. They can also provide you with valuable feedback on your interviewing skills and a company’s reaction to you. Look at them like an extra set of eyes looking for you. Always keep looking and networking on your own—you never want to put “all your eggs in one basket”.

· Only apply with established, respectable search firms that specialize in your industry. If they require that you pay them, be very hesitant to do so. A few agencies require you to sign a contract that commits you to paying a percentage of your new income after you take a job, usually 10-15% of your annual starting salary. Even if you quit your job, you may still have to pay it. 

· It is becoming more common for the employer to pay the entire agency fee. These are called “fee paid” agencies. Usage of this type is highly recommended—there are too many agencies that are free, so you don’t want to go to one that requires you to pay out of pocket expenses.

· The amount of time and attention that an agency will give you is a fair indication of how marketable they feel you are. However, there are exceptions. Even if you are marketable, if there is no job match for your skills/salary requirements at that time, recruiters will not call until there is a job available. 

· Always keep in mind that agencies make their money by placing as many individuals as possible. Some may circulate your resume very widely without letting you know first, so make it known that you want to be asked before they send it to a particular company for a job opening. Always let recruiters know if you have applied to that particular company before. Know their policy on circulating resumes with clients.

· Some recruiters will always keep your best interest in mind; others will not. Some may push you to take a job you really don’t want, but you can say “no” to an interview of a job; don’t let yourself be pressured. 

· Be aware that agencies can work against you by calling companies that you have interviewed on your own and suggesting other candidates that they represent. Be careful not to tell the agency all you are doing in your campaign. If they think you are covering the market on your own, they may be more reluctant to work with you. 

· You must be assertive in working with agencies in order to maintain control of your job search; however, overly confident candidates are not favored. Success can depend much more on the recruiter than the agency. To find the best recruiter in your targeted geographic location and functional area, go to the agency and interview with the recruiter who will be representing you. Make sure the recruiter is professional and knows your function and ideally what you are interested in. Ask them how many and what companies their firm represents so that you can strategically select agencies covering the market you wish to penetrate.

· Following up with your recruiter is a great way to keep your name fresh in their mind. Every few weeks via e-mail works best for a fast response. Only call if you have a new update to tell them about, such as new cell number or job status. If you call constantly, you may reduce your chances of being placed.
Recommended Agencies: (in which Kristi is familiar)
· V.I.P. Personnel 
· Snelling Personnel

· ITAC Solutions 
· Savela Solutions
· AL Employment 
· MATRIX Resources

· E-staff
When applying to an agency, you do not have to write a cover letter. Recruiters are most interested in your resume. 
MASS -MAILINGS VS. TARGETED MAILINGS
Although both mass mailings and targeted mailings require sending letters to contact companies on a “cold call” basis, your preparation, as well as the results, will differ. Once you have identified an industry and a list of companies within that industry that might be of interest to you, you choose whether or not to conduct further research. 
If instead of continuing your research on the companies, you simply create a general letter, called a broadcast letter, that could apply to all of the companies on your list, we call that a mass mailing. A targeted approach is more effective.
For a targeted approach, you identify the specific companies on that list which you believe have strong potential in your job search campaign. These become your target companies, for which you’ll do very thorough research so that each letter will be composed specifically for a particular company. This is a targeted mailing. In this chapter we will focus only on targeted mailings since that produces the best results.

Your choice of target companies should reflect your ideal job preferences, including:

· Location

· Working climate

· Opportunity for promotion

· Pay scales

· What you can contribute to the company

Target company names can come from the Birmingham Business Journal (BBJ website on page 27), Dun & Bradstreet as well as from state, country or city company directories, professional directories, your own knowledge of the industry or suggestions by network contacts. 
After the target list is developed, you should construct your cover letter to be sent to these companies specific to that company. 
Section II: Networking
NETWORKING 101
The number one way to find a job is through networking, so devote half of your job search energy into doing it. 

Start by brainstorming. Think about the people you know who do the kind of work you’d like to do or who work in the industry or industries you want to research. Also think about all the people who may be able to assist you in some way. This could include introducing you to others, helping you perfect your resume, or even helping you improve your physical appearance. Tell your hairdresser you want to look terrific because you are trying to advance your career; you may leave the salon with a better haircut as well as a tip about a job opening. After all you are not the only person who confides with the hairdresser.

Your initial network may include:

· Immediate family

· Extended family, family in-law

· Neighbors or former neighbors

· Friends with mutual interests including the people you know at church or in social, recreational, professional, or political associations

· Former coworkers—both peers and superiors

· Former customers, suppliers, vendors, and even competitors 
· Professional associates such as your pastor, accountant, lawyer or doctor
· Schoolteachers, classmates, administrators, and/or placement officers

Keep track of these contacts in a computer program, such as Microsoft Excel or Microsoft Outlook. Or a traditional approach is to write the name of each person along with the contact information on an index card or table like the one on the next page.

Before you start networking, read this section in its entirety. 
	Name
	Phone
	E-mail
	Relation
	Referrals
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EXPAND YOUR NETWORK BY VOLUNTEERING
Take advantage of opportunities to volunteer with organizations you value. Volunteering not only gives you the opportunity to do something you enjoy and help others, but it also puts you in touch with people who share your interests. These people can also become an invaluable part of your job-search network.

TAP INTO THE HIDDEN JOB MARKET
Job openings can pop up unexpectedly in today’s ever-changing marketplace, so be prepared to use your marketing brochure (your resume) anytime, anywhere to generate interest in your product (you). Also be prepared to do an informational or even impromptu formal job interview anytime, anywhere. You never know when someone will want to know more about how you can help them make money, save money, and/or save time.

Many jobs are not posted anywhere, so they are in the hidden job market, and you will find them only by networking, networking, and more networking. Some of the best jobs haven’t been formally posted anywhere—perhaps because the details of the position haven’t been determined, management hasn’t approved the position, funds haven’t been allocated for compensation, or the employer is just waiting to find someone with the right combination of skills and experience who can meet a variety of needs.

You will uncover these opportunities by networking with as many people as you can and finding out what’s going on inside the companies in the industry or industries you want to pursue. Be patient and persistent—you may just connect with the right person at the right time and network yourself into a great job.
NETWORKING EFFECTIVELY
#1 Rule - NEVER EVER ask anyone for a job! Always ask only for advice and guidance in your job search.
No one likes to be put on the spot about having a job for you, but almost everyone is more than willing to give you advice and suggestions. Start by saying that you are in a job search. Emphasize that you are NOT asking them for a job, but you do value their judgment. Ask them to look at your resume (which will educate them about your product—you), what they would change on it if anything, and where they think someone with your background and skills should turn your attention.

People usually prefer to hire someone they know rather than a stranger. That’s what makes networking so important—it helps people get to know you and what skills and experience you bring to the marketplace. Whenever you talk with someone ask, “Do you know of anyone else with whom I should be talking?” Try to get a least three names and ask if it is okay to use their name when you contact the people they have suggested. 

As you connect with contacts provided from a networking discussion, be sure to circle back to your original contact with a brief status update and note of thanks. This will go a long way to nurturing your relationship and sealing your reputation as a dependable, disciplined and sincere individual.
Use your contacts cautiously and wisely! Networking is the place to put all your social skills to work. Be careful not to “bruise” your network by calling the same people too often, being unclear in your requests for help, delaying in following up with the contacts they’ve introduced, and/or failing to express sincere thanks.

DO’S AND DON’TS
Do prepare yourself for a successful networking effort. Get your act together before you begin!

Don’t begin networking until you:
1. Have a strong, up-to-date, resume that is in final, polished form .

2. Have prepared yourself to reenter the marketplace.

3. Have rehearsed a concise description of who you are and what you want (see Prepare Yourself Before You Contact Anyone below).

4. Are ready and able to “sell” yourself and your abilities 
5. Can maintain a totally positive image on the phone as well as face-to-face. Remember: people do not hire desperate people; they hire confident, calm, competent people.
Do use your best manners with all your contacts, even your best friends. Call during normal business hours or before 9 p.m. at home. Use polite language and be courteous in taking up other people’s time.

Do ask your contact for the names of other people with whom you should be speaking; also be sure to ask if you may use his or her name when following up on those leads.

Do hand-deliver your resume whenever possible. Ask the person if you could have 15 minutes of their time to bring them your resume and have a chance to meet them. Remember—you want people to get to know you, and the best way to do that is with a positive face-to-face encounter. Tell them that you are in a job search but you are not asking them for a job. You are only asking for their advice and guidance. Your goal is to educate them about who you are and how you can help a potential employer make money, save money, and/or save time.

Don’t leave it up to your networking contact to pass your resume on to anyone else. If she or he offers to do that, thank them but also ask if it would be all right for you to follow up with that person as well. Remember, a positive personal encounter is the best way for people to get to know you.

PREPARE YOURSELF BEFORE CONTACTING ANYONE
Networking, like more formal interviewing, will feel uncomfortable at first. It is natural to be nervous when you talk about yourself and when you ask for help from someone whom you perceive to have an advantage over you. Build your confidence first by practicing with friends you trust, a sibling, spouse, friend or someone in CAM.
You want four things from each of your contacts:

1. You want to actively involve them in your job search by presenting yourself as a valuable employee who brings many skills and experiences to the marketplace.

2. You want to instruct them how they can help you make additional contacts and/or find out more information about an occupation, company, or industry.

3. You want them to give you all the information they have about the kind of work you are interested in doing. If they have the kind of job you would like to have, ask them how they found their current position, what education/training they needed to qualify for the position, what their responsibilities include, what their daily routine includes, and other specific questions that will help you determine whether you really want to do this kind of work and/or if you are qualified to do it.

You want them to give you introductions to other people who can help you in your job search.
IMPORTANT: Before you pick up the telephone to call a networking contact, list the important points you want to cover. You might even want to write a script so you don’t fumble for words. Your list/script might look something like this:
1. State your name and the name of the person who referred you.

2. Ask if this is a convenient time to talk. If not, ask when to call again.

3. Say why I am calling: “I am looking for my next opportunity and I know you are an expert in your field. Would you be able to meet with me briefly in the next few days so I could learn more about what you do?”

If they agree, say “Thank you! I look forward to talking to you. Our meeting should only take 20 minutes or so. Also, if you don’t mind, I’d like to forward you my resume ahead of time for your review. I welcome any advice you may have for me.”

If they can’t meet, then ask if this is a good time to talk further. Briefly summarize your skills/experience in a concise, specific way (in less than 2 minutes).

4. Ask, “Do you have any advice for me when searching within this industry? Is there anyone you can think of in which I should also speak with? Perhaps they have some insight for me as well.” For each contact they give you, ask “What is the best way to reach ____, and may I use your name when I contact him/her?”

5. Conclude the conversation in a timely manner with, “Thank you very much for talking with me. I value your time. Is there anything I can do for you?”

Follow up with a written (handwritten, preferably) thank-you note within 48 hours. Express your appreciation for the information and/or referrals, and restate briefly your area of interest and qualifications. Try to leave a long-lasting good impression so each person you contact will remember you and pass your name on to others who can help you. 
Keep in touch in an appropriate way with each contact, and let him/her know if you are still in a job search or have accepted a position—the important thing is to leave the impression that you appreciate that person’s guidance and advice. You never know when you might need additional information and/or referrals, and it helps to keep your network active.

KEEP UP WITH YOUR CONTACTS
Every time you contact someone add the pertinent information to your card file including telephone numbers, street address, and e-mail address. Keep your filing system simple and easy.

Do take time to document the date and time of your calls or meetings and jot down notes about your conversation. These details will help you stay on track as you proceed with the job of finding a job.

Don’t waste time; it’s faster to staple a business card to your index card than to copy information and risk making errors in transcription.

BE READY TO NETWORK ANYTIME, ANYWYERE
Not all networking is strictly business. Keep your eyes, ears, and mind open all the time for opportunities to let people know about your skills, experience, and interests!

Getting to know people through participation in activities you enjoy is one of the best ways to change your name from Stranger to Friend. Get out of the house and meet people! The individuals who get to know you at choir practice, on the baseball diamond, or at the annual convention of car or dog owners have the opportunity to see you at your best and to trust and like you. Your network will expand and your spirits will improve as you enjoy new activities and meet new friends.

As a trusted proverb puts it: If you want to do well, do good. Volunteering is an ideal means to keep your skills sharp while you contribute to a worthy cause. If you find yourself temporarily without a job to go to every day, use the time to help others. Can you serve meals at a community kitchen? Raise money for the symphony? Babysit at the daycare center? Business and accounting skills are in demand for many organizations. 
Willing hands are always welcome— whether they will pass out programs for an art show or prune the shrubs at the park. Find a place to use your gifts and talents. Time spent in service is good for you and good for your community. As you grow, so will your network. Everyone wins!

MAKE YOURSELF ACCESSIBLE
When potential employers or networking contacts want to talk with you, they want to get you at their convenience. Here are some tips to help make yourself easy to reach so you don’t miss any calls.

1. Print and distribute attractive, professional, business calling cards. At each appointment or interview leave both your resume and your business card.

2. Keep your telephone line free during normal business hours and beyond. Consider installing a line especially for business calls while you are in your job search or ask family members to use a cell phone for personal calls.

3. Be sure an adult answers the telephone. Don’t depend on your children to answer in a professional manner.

4. When you are not near your telephone, rely on the best voicemail service or answering machine you can afford. In your own voice, identify yourself and make your message pleasant and businesslike.

5. Check for messages frequently and respond as quickly as possible.

6. Maintain your membership in professional organizations for your field, and be sure their records are current on your address and telephone numbers. Recruiting services and potential employers contact those organizations for qualified referrals.

7. Subscribe to the magazines and newsletters representing your field or profession. Their mailing lists are a resource for recruiters, and you may learn of opportunities in articles or classified advertisements.

8. Keep in touch, to the extent possible, with former coworkers or others who work in your chosen industry.

9. If you move, notify former employers and coworkers and all professional contacts of your new address and telephone numbers. Mail a change of address note and include your business card.

FIRST IMPRESSIONS COUNT
Of course you will dress your best and act with decorum when you are in an interview. It is just as important though that you are on your best behavior all other times. Jobs do not exist in a vacuum — the workplace is part of the community.

People from a potential workplace also shop for groceries, go to concerts, and dine at local restaurants. People see you Friday evening at the movies and Saturday at the ballgame. If you look sloppy or seem to be acting irresponsibly, you may miss a valuable networking advantage. 
You may even ruin a good impression you made earlier in a professional setting. You make an impression on people — good or bad — wherever you go. And bad news travels fast!
EXAMPLE NETWORKING E-MAILS:
Good Morning/Afternoon,

We met a few times through our work with the ____. I am looking for my next opportunity and I remember you are an expert in your field. Would you be able to meet with me briefly in the next few days so I could learn more about what you do and tell you more about my experience? You may know of a situation at another company where I could be a fit. Our meeting should only take 20 minutes or so and I’ll be happy to forward a resume ahead of time for your review.

Thank you for your consideration.

Good Morning/Afternoon,
I am following up on a voice-mail I left you the other day. (your referrer’s name) suggested that I should contact you.  I am a driven _____ professional, who is looking to make a change and I would be interested in your advice regarding my career path. Would you be able to meet for 15 to 20 minutes?  I would gladly forward a resume ahead of time for your review.  
Thank you for your consideration and support!

Session III: Interviewing
SUCCESSFULLY SELLING YOURSELF

Ideally the networking interviews you generate will lead to formal—scheduled or perhaps impromptu—job interviews. In general the more networking contacts you make, the more interest in your product (you) you generate in the marketplace, and the more potential employers will want to talk with you face-to-face to find out more about how you can serve them.

Be patient—potential employers will almost never call you as quickly as you want or expect. Have confidence in yourself and the process. Your marketing efforts will eventually pay off. Just keep on making informational networking calls and always be prepared—you never know when an informal conversation will shift into a full-fledged job interview.

Keep in mind that most of the people in hiring positions are not trained interviewers. You may need to diplomatically guide the conversation during a job interview to make sure you have the opportunity to present your product (you) in the best possible way; demonstrate how you can meet the company’s needs by making money, saving money, and/or saving time; and address any questions or objections about your qualifications for the job.

The information below about interviewing and The Ongoing Buying/Selling Process in the Marketplace diagram on page 63 will help you understand the dynamics of the interview process so you can successfully present yourself as the candidate of choice for the position you desire.

Interviewing is a Sales Process

In a networking or job interview you start out as the seller—you are selling your product (you) to a networking contact and/or potential employer. Your initial role is to identify the buyer’s (the employer’s) needs and demonstrate how your product (you) will meet those needs by making money, saving money, and/or saving time. The contact or potential employer starts out as the buyer. He or she will ideally try to determine if you can not only meet his/her company’s needs but also give excellent service for the compensation offered for the available position.

You continue to be the seller until the potential employer offers you a job (see the diagram Then and only then do you become the buyer, and you have the choice of accepting, rejecting, or negotiating the offer (see Evaluating a Job Offer). Once you accept a job offer, you once again become the seller—you must continue to sell yourself (by making money, saving money, and/or saving time) as the candidate of choice for your current job or for another position.

You are selling:

Yourself: Your resume is your advertisement. The interview gives you the opportunity to elaborate on the information in your resume and present yourself as a valued employee. In other words, you need to “sell” yourself as the candidate of choice for the job.

Your measurable/tangible assets: your skills, abilities, and level of accomplishment

Your intangible assets: your character/ethics, aptitude/motivation, intelligence, and personality. You sell your intangible assets during the interview by verbal and nonverbal behavior including being prompt and polite, dressing appropriately to fit the company’s established culture, being well informed about the company, asking appropriate questions to find out more about the wants and needs of the employer, demonstrating how you can meet the employer’s wants and needs, and answering questions honestly.

The networking contact and/or potential employer is buying:

Your measurable/tangible assets: your skills, abilities, and level of accomplishment.

Your intangible assets: your character/ethics, aptitude/motivation, intelligence, and personality.

Meeting face-to-face in an interview gives the networking contact and/or potential employer a chance to validate the information you have provided on your resume by asking you specific questions about your skills and accomplishments. It also gives a potential employer the opportunity to evaluate your intangible qualities, which will help him or her decide which of the qualified candidates will fit best in the company.

Once the employer identifies you as the candidate of choice for the job, he or she becomes the seller and you become the buyer (see the diagram on page 63). Remember though that until you have a job offer (preferably in writing), you are still the seller! Do not ask about compensation or benefits until the employer offers you a job—then you can accept the offer, reject the offer, or negotiate for more pay or better benefits (see Evaluating a Job Offer on page 36).

The employer is selling: his/her industry, company (the people), the particular job, the compensation offered for doing the job, the future potential of the job and working for the company, and the corporate culture of the company.

You are buying: the industry, company (the people,) the particular job, the compensation offered for doing the job, the future potential of the job and working for the company, and the corporate culture of the company.

Tips for Successfully Selling Yourself

· Do your homework before you interview. Find out as much as you can about the company as well as the people who will be interviewing you.

· Decide how you will handle questions about salary. If you are asked to state your previous salary on an application, try leaving the space blank or note that it is confidential information. If you are asked during an interview to state your salary expectation, say that your immediate concern is demonstrating that you have the skills and experience needed to do the job well and that you are sure the company has a salary administration appropriate to the work you would be doing. If the potential employer insists on you stating your salary expectation, say that in your mind the salary is negotiable—and once again try to steer the conversation back to your qualifications to be the candidate of choice for the position. In general, questions about salary are meant to screen out candidates so avoid answering them if possible.

· Maintain a positive, upbeat attitude throughout the interview regardless of how tough the questions are or how uncomfortable the situation feels. Employers are looking for calm, confident people who can handle tough situations in a professional manner.

· Watch for cues from the interviewer(s) that the interview is coming to an end. Shake hands cordially with the interviewer(s), express your appreciation for the opportunity to talk, and leave—don’t linger or try to add “just one more thing” you might have forgotten to mention.
· Follow up within 48 hours with a handwritten note. Thank the interviewer(s) and also briefly reiterate the key points you made during the interview. Invite the interviewer(s) to contact you for additional information, and be sure to include your telephone number(s) and E-mail address.
· Closing the Interview:

1. If you are interested in the position, let the interviewer know. If you feel the position is attractive and you want it, be a good salesperson and say something like: "I'm very impressed with what I've seen here today; your company, its products and the people I've met. I am confident I could do an excellent job in the position you've described to me." The interviewer will be impressed with your enthusiasm.

2. Don't be too discouraged if no immediate commitment is made. The interviewer will probably want to communicate with other people in the company or possibly interview more candidates before making a decision.

3. If you get the impression that the interview is not going well and that you have already been rejected, don't let your discouragement show. Once in a while an interviewer who is genuinely interested in you may seem to discourage you as a way of testing your reaction.

4. Thank the interviewer for their time and consideration. If you have told them why you are interested in this position and what you can you offer them, then-you have done all you can.

5. If you are interested in the opportunity, ask “What is the next step?”  “When should I expect to hear from you or when should I contact you?”

6. Quickly follow up with a brief e-mail or hand-written thank you note thanking the interviewer for the opportunity to meet with them, and reiterate your interest in the opening and how your skills and abilities relate to the position

PREPARING FOR THE INTERVIEW
Homework Assignment:

Research the company website and profile online. See if you can find out their competitive advantage, core differentiators, market focus, major accomplishments, threats and culture/values/style.

Study the position description and know the core functions and selection criteria. Write out 5 ways WHY you are the BEST fit for this position and company. 

Brainstorm on your top 5 strengths and write out examples of where and how you’ve used them on a professional level.

This will better prepare you to make the best impression possible. Incorporate all of this information during the interview when answering questions and mention a few more strengths at the end. Close it by saying “I am very interested in this opportunity and I want to reiterate why I’m the right match for you... (point 1, 2, 3).”

Starting Points:

1. Know the exact place and time of the interview, the interviewer's full name, the correct pronunciation and his or her title.

2. Find out why the hiring manager and/or client representative is interested in your qualifications.

3. Determine how the opportunity will impact your immediate and long-term career development.

4. An interview is a "two-way street." Know what questions to ask during the interview. Your questions allow the hiring manager to evaluate your professional and personal needs. Insightful questions help both of you determine if your relationship will be mutually rewarding. Lastly, the better you understand the opportunity, the more you will be able to communicate your interest in the position.

5. Put your best foot forward. Always wear proper attire and stand up to greet your interviewer with a firm handshake and an enthusiastic smile.

Interview Tips:
1. For hiring managers, the "right match" means they have identified individuals capable of performing the immediate challenges. More importantly, they hope the individuals have the potential to be future resources and assets to the firm.

2. The interviewer is the mechanism used to determine the "right match."

3. You are being interviewed by the hiring manager to determine whether you have the qualifications necessary to do the job and whether a mutually rewarding professional relationship can be formed.

4. Similarly, you must determine whether you can be successful in the available position and whether the company will give you the opportunity for growth and development.

5. Present yourself in the best possible light. However, be yourself; everyone has the same goal - the "right match."

Dos and Don’ts:
1. Plan on what you will wear the day before your interview.  If you have an up to date business suit that you look good in and fits well, wear it!  Otherwise, you may dress business casual.  

2. For men, attire should consist of quality dark blue or gray suit. Shirts should be a solid color and be neatly pressed with a matching tie.  Well shined shoes and a matching belt are a must. Clean hands and trimmed fingernails; do not wear cologne and only a touch of after shave. Make sure to shave and have a professional looking hair cut. During the interview, don’t take off your coat unless the interviewer offers. If you have a lunch/dinner interview, do not order an alcoholic drink.

3. For women, attire should consist of a dark (navy, gray, black or brown) tailored suit. Preferably a knee-length skirt suit or jacket dress, but a pants suit will work also. Wear a conservative blouse or shell in a solid color. You can wear the same suit with different shirts underneath if there are 2nd and 3rd interviews with the same company. Wear medium/low heeled pumps, neutral hosiery, a small handbag, all appropriate to outfit. Wear conservative nail polish, if any. Conservative jewelry only—dangles can be very distracting during the interview. Wear only a small amount of perfume because your interviewer might be allergenic to strong scents. 

4. Do plan to arrive on time or a few minutes early. Late arrival for a job interview is never excusable. Give yourself five minutes of check-up time in front of a mirror to make sure your hair is neat and tie in order.

5. If presented with an application, do fill it out neatly and completely. Have a folder/portfolio for resume and reference copies, that way you can have easy access to your past employers’ information. Don't rely on your application or resume to do the selling for you. Interviewers will want you to speak for yourself.

6. Do greet the interviewer by last name if you are sure of the pronunciation. If not, ask the employer to repeat it. Give the appearance of energy as you walk. Smile! Shake hands firmly. Be genuinely glad to meet the interviewer.

7. Do wait until you are offered a chair before sitting. Sit upright, look alert and interested at all times. Be a good listener as well as a good communicator.

8. Do look a prospective employer in the eye while speaking.

9. Do follow the interviewer's leads, but try to get the interviewer to describe the position and the duties to you early in the interview so that you can apply your background, skills and accomplishments to the position.

10. Do make sure that your good points come across to the interviewer in a factual, sincere manner. Be assertive and proud of your achievements, but don’t be over-confident. That kind of attitude does not give off a good impression. Stress achievements. For example: sales records, processes developed, savings achieved, systems installed, etc.

11. Do always conduct yourself as if you are determined to get the job you are discussing. Never close the door on opportunity.

12. Do show enthusiasm. If you are interested in the opportunity, enthusiastic feedback can enhance your chances of being further considered. If you are not interested, your responsiveness will still demonstrate your professionalism. 

13. Don't forget to bring a copy of your resume and reference sheet! Keep several copies in your portfolio/briefcase if you are afraid you will forget.

14. Don't smoke, even if the interviewer does and offers you a cigarette. Do not smoke before an interview.  Do not chew gum.

15. Don't answer with a simple "yes" or "no." Explain whenever possible. Describe those things about yourself which relate to the situation, but do not go on and on about a topic or you will appear “chatty”.

16. Don't lie. Answer questions truthfully, frankly and succinctly. However, one thing to keep in mind is do not bring up incidences that are not relevant to the position at hand. Sometimes open-ended questions leave room for bringing up voluntary information about yourself that should not be discussed. Examples include past run-in’s with the law or living situations.

17. Don't make unnecessary derogatory remarks about your present or former employers. Obviously, there were issues or else you would not have left a prior company or be looking to leave a present employer. However, when explaining your reasons for leaving, limit your comments to those necessary to adequately communicate your rationale.

18. Don't over-answer questions. And if the interviewer steers the conversation into politics or controversial issues, try to do more listening than speaking since this could be a sensitive situation.

19. Don't inquire about salary, vacations, bonuses, retirement, etc., on the initial interview unless you are sure the employer is interested in hiring you. If the interviewer asks what salary you want, indicate what you've earned but that you're more interested in opportunity than in a specific salary.

Questions to ask Employers: 
NOTE: Remember that a lack of questions may be mistaken as a lack of interest and will cost you the job if you don’t have any questions!


· What would I be expected to accomplish in this position?
· What qualities are you looking for in the candidate who fills this position?
· What are the greatest challenges in this position?
· What kinds of assignment might I expect the first six months on the job?

· Does your company encourage further education?

· How often are performance reviews given?

· Do you have plans for expansion?

· What are your growth projections for next year?

· In what ways is a career with your company better than one with your competitors?

· What is the largest single problem facing your department right now?

· What do you like most about your company?

· Has there been much turnover in this job area?

· What characteristics do the achievers in this company seem to share?


Negative Factors Evaluated:
· Personal appearance that is less than professional.

· Overbearing, overaggressive or egotistical behavior. No positive purpose.

· Lack of interest and enthusiasm -- passive and indifferent.

· Lack of confidence and poise; nervousness.

· Overemphasis on compensation.

· Evasiveness; making excuses for unfavorable factors in work history.

· Lack of tact, maturity and courtesy.

· Condemnation of past employers, managers, projects or technologies.

· Inability to maintain a conversation.

· Failure to ask questions about the position.

· Persistent attitude of "What can you do for me?"
Section III: Sample Questions
TYPES OF INTERVIEWS
Traditional:
NOTE: Not letting these kinds of subjects catch you off-guard is a key factor in maintaining your composure during an interview. Rehearse these questions and answers in your mind (or even out loud, if you can) in the days before the interview.

1. Tell me about yourself.

2. Tell me about your background and accomplishments.

3. What are your biggest strengths? Weaknesses?

4. Describe your ideal job.

5. What can you offer us?

6. Define success. Failure.

7. Have you ever had any failures? What did you learn from them?

8. Which 3 achievements are you most proud?

9. What motivates you most in a job?

10. Why should we hire you rather than another candidate?

11. What do you know about our organization?

12. Where do you want to be in 5 years? 10 years?

13. How would you describe your most recent job performance?
14. Why did you choose to interview with our company?
15. How do you stay professionally current?
16. What outside activities are most significant to your personal development?
Behavioral Interviews:
Unlike traditional interviews, which include such questions as:

· Tell me about yourself.

· What are your strengths and weaknesses?

· Why are you interested in working for us?

Behavioral interviewing emphasizes past performance and behaviors. As a consequence, candidates unprepared for the rigor of behavioral interviewing have not fared well. Simply practicing the list of common interview questions no longer works.
How to prepare:
Practice sharing examples in the STAR format. The next time you're telling someone about an experience you've had or what happened on your favorite TV show, tell the story by sharing the three parts of a STAR: describe the situation or task, tell what action was taken, and describe the result. In addition, you might want to think about challenging, difficult, and rewarding experiences in your past work history and write them down.

In addition, keep these tips in mind:

During the interview, it is expected that you will need some time to think back to specific experiences. Don't feel pressured to answer the question quickly or feel uncomfortable asking the interviewer to repeat the question.

If you are unable to think of a specific experience in the past, let the interviewer know that you may need to come back to that question, or that you haven't had that situation happen to you. However, be sure you are able to give discuss enough experiences so the interviewer can assess your skills accurately.

There may be questions included in your interview that seek experiences that didn't work out the way you intended. This information gives the interviewer a balanced, realistic picture of your background and shows how you have learned from those experiences.

How should I answer these types of questions?

When you answer, there are three pieces of information the interviewer will collect for each behavioral example- a STAR:

· The Situation or Task that you faced 

· The Actions that you took

· The Results or changes caused by the action

NOTE: It is okay (and usually much appreciated!) to spell out your answers to the interviewer. By starting an answer or section of an answer with "The situation I was facing was..." "The action I took was..." and "The result of that was..."

Sample Behavioral Interview Questions:

1. Describe a situation in which you were able to use persuasion to successfully convince someone to see things your way.

2. Describe an instance when you had to think on your feet to extricate yourself from a difficult situation.

3. Give me a specific example of a time when you used good judgment and logic in solving a problem.

4. Give an example of a time in which you had to be relatively quick in coming to a   decision.

5. Describe a time when you had to use your written communication skills to get an important point across.

6. Describe a time when you were faced with problems or stresses that tested your coping skills

7. Give me a specific occasion in which you conformed to a policy with which you did not agree.

8. Give me an example of an important goal that you had set in the past and tell me about your success in reaching it.

9. Tell me about a time when you had to go above and beyond the call of duty in order to get a job done.

10. Give me an example of a time when you were able to successfully communicate with another person even when that individual may not have personally liked you (or vice versa).

11. Sometimes it's easy to get in "over your head." Describe a situation where you had to request help or assistance on a project or assignment.

12. Tell of a time when you worked with a colleague who was not completing his or her share of the work. Who, if anyone, did you tell or talk to about it? Did the manager take any steps to correct your colleague? Did you agree or disagree with the manager's actions?

13. Describe a situation in which you had to arrive at a compromise or guide others to a compromise.

14. We can sometimes identify a small problem and fix it before it becomes a major problem. Give an example(s) of how you have done this.

15. In a supervisory or group leader role, have you ever had to discipline or counsel an employee or group member? What was the nature of the discipline? What steps did you take? How did that make you feel? How did you prepare yourself?

16. Recall a time from your work experience when your manager or supervisor was unavailable and a problem arose. What was the nature of the problem? How did you handle that situation? How did that make you feel?

17. Recall a time when you were assigned what you considered to be a complex project. Specifically, what steps did you take to prepare for and finish the project? Were you happy with the outcome? What one step would you have done differently if given the chance?

18. Tell of some situations in which you have had to adjust quickly to changes over which you had no control. What was the impact of the change on you?

Good Practice Questions
Questions To Reveal Integrity/Honesty/Trustworthiness:
19. Discuss a time when your integrity was challenged.  How did you handle it? 

20. What would you do if someone asked you to do something unethical? 

21. Have you ever experienced a loss for doing what is right? 

22. Have you ever asked for forgiveness for doing something wrong? 

23. In what business situations do you feel honesty would be inappropriate? 

24. If you saw a co-worker doing something dishonest, would you tell your boss?  What would you do about it? 

Questions To Reveal Personality/Temperament/Ability to Work With Others:
25. If you took out a full-page ad in a newspaper and had to describe yourself in only three words, what would those words be? 

26. How would you describe your personality? 

27. What motivates you the most? 

28. If I call your references, what will they say about you? 

29. Do you consider yourself a risk taker?  Describe a situation in which you had to take a risk. 

30. What kind of environment would you like to work in? 

31. What kinds of people would you rather not work with? 

32. What kinds of responsibilities would you like to avoid in your next job? 

33. What are two or three examples of tasks that you do not particularly enjoy doing?  Indicate how you remain motivated to complete those tasks. 

34. What kinds of people bug you? 

35. Tell me about a work situation that irritated you. 

36. Have you ever had to resolve a conflict with a co-worker or client?  How did you resolve it? 

37. Describe the appropriate relationship between a supervisor and subordinates. 

38. What sort of relationships do you have with your associates, both at the same level and above and below you? 

39. How have you worked as member of teams in the past? 

40. Tell me about some of the groups you’ve had to get cooperation from.  What did you do? 

41. What is you management style?  How do you think your subordinates perceive you? 

42. As a manager, have you ever had to fire anyone?  If so, what were the circumstances, and how did you handle it? 

43. Have you ever been in a situation where a project was returned for errors?  What effect did this have on you? 

44. What previous job was the most satisfying and why? 

45. What job was the most frustrating and why? 

46. Tell me about the best boss you ever had.  Now tell me about the worst boss.  What made it tough to work for him or her? 

47. What do you think you owe to your employer? 

48. What does your employer owe to you? 

Questions To Reveal Past Mistakes:
49. Tell me about an objective in your last job that you failed to meet and why. 

50. When is the last time you were criticized?  How did you deal with it? 

51. What have you learned from your mistakes? 

52. Tell me about a situation where you “blew it.”  How did you resolve or correct it to save face? 

53. Tell me about a situation where you abruptly had to change what you were doing. 

54. If you could change one (managerial) decision you made during the past two years, what would that be? 

55. Tell me of a time when you had to work on a project that didn’t work out the way it should have.  What did you do? 

56. If you had the opportunity to change anything in your career, what would you have done differently? 

Questions To Reveal Creativity/Creative Thinking/Problem Solving:
57. When was the last time you “broke the rules” (thought outside the box) and how did you do it? 

58. What have you done that was innovative? 

59. What was the wildest idea you had in the past year?  What did you do about it? 

60. Give me an example of when someone brought you a new idea, particularly one that was odd or unusual.  What did you do? 

61. If you could do anything in the world, what would you do? 

62. Describe a situation in which you had a difficult (management) problem.  How did you solve it? 

63. What is the most difficult decision you’ve had to make?  How did you arrive at your decision? 

64. Describe some situations in which you worked under pressure or met deadlines. 

65. Were you ever in a situation in which you had to meet two different deadlines given to you by two different people and you couldn’t do both?  What did you do? 

66. What type of approach to solving work problems seems to work best for you?  Give me an example of when you solved a tough problem. 

67. When taking on a new task, do you like to have a great deal of feedback and responsibility at the outset, or do you like to try your own approach? 

68. You’re on the phone with another department resolving a problem.  The intercom pages you for a customer on hold.  Your manager returns your monthly report with red pen markings and demands corrections within the hour.  What do you do? 

69. Describe a sales presentation when you had the right product/service, and the customer wanted it but wouldn’t buy it.  What did you do next? 
Other Good Questions:
70. How do you measure your own success? 

71. What is the most interesting thing you’ve done in the past three years? 

72. What are your short-term or long-term career goals? 

73. Why should we hire you? 

74. What responsibilities do you want, and what kinds of results do you expect to achieve in your next job? 

75. What do you think it takes to be successful in a company like ours? 

76. How did the best manager you ever had motivate you to perform well?  Why did that method work? 

77. What is the best thing a previous employer did that you wish everyone did? 

78. What are you most proud of? 

79. What is important to you in a job? 

80. What do you expect to find in our company that you don’t have now? 

81. Is there anything you wanted me to know about you that we haven’t discussed? 

82. Do you have any questions for me? 

Top 9 Questions and their Meaning Revealed:
Tell me about yourself.  Something that is not on the resume

This is a broad open-ended question.  It is totally fine to ask a question(s) to better qualify the scope of your response.  The interviewer is looking for your BIO. Be prepared to share your 5 most important attributes that you would bring to the employer.  The 3 to 5 minute response should be tie in your background to the job position.  

Practice.  Practice.  Be concise do not ramble.  Practice delivering this response to someone and ask them what was the most important point you were trying to deliver.

Why are you looking?  Why did you leave your last position?

Make this bullet proof.  There are at least 6 acceptable answers [C L A M P S ]

Challenge & Growth

Location

Advance

Money

Pride (response to small company) and/or Prestige (response to large company)

Security and/or Satisfaction (of job)
What kind of compensation are you looking for?
Deflect this question the best you can.  Once you mention dollars you loose your leverage.

As a _____ professional I believe that that salary is only a portion of the total compensation package, so I’m evaluating many things.

Or if they persist --
I expect a compensation package that lines up with my experience and contribution level. According to salary.com, this salary range is between ____ and _____.
What is you management style or philosophy?  What is your (sales) style?
The interviewer is trying to determine how good of a fit you will be for their organization.  If you know or understand their culture then provide your response based on your background on how it tied into their environment.

What is your greatest strength / weakness?

Be prepared to list 3 – 5 each category

Strengths - be prepared to share items that are tied into you BIO.  The best possible responses are from you background that tie into the critical success areas for the job.  “Many people tell me that I am  (very organize)”
Weaknesses -  Sometimes is best to share a weakness that is really a strength.  An example would be “Some people have said that I am (workaholic).”  I would rather do “A” than “B”  “Though I do annual budgets and make sales call, I would prefer to make sales calls.”

Another way this question could be asked is “What would you boss say about you on worst day”  Pick the appropriate response and be prepared to provide the boss’ name as a possible reference,  Another way an interview would could probe this area is to ask “What are you working on to get better at?”

Describe a situation where your work or idea was criticized, and how did you react?

This situational question is trying to see how you respond to pressure.  Remember to use the response technique under “weakness”  It is ideal if you can reference a situation that was criticized where you showed both “grace” and where the idea turned out to be right.

What has the current economic environment taught you?

That you need to be flexible, adaptable… be supportive.

What kind of people do you personally find difficult to work with?
This is trying to determine what kind of people person you are and to determine with there is alignment in you other responses

“I find it difficult to work with people who are long on complaints and short on solutions.”

If you had your choice, do you prefer to work with others or by yourself.
This is trying to determine what kind of people person you are and to determine with there is alignment in you other responses.

“Although I can work alone because I am self sufficient, I do find at times that is useful to work with others.  I can work either way.”

Interviewers ask behavioral questions because it:
· Eliminates misunderstandings about a candidate’s experiences.

· Prevents personal impressions/bias from affecting your evaluation.

· Limits the possibility of “candidates faking it.”

Responses to AVOID:

1. Vague statements

· “I generally get along well with all kinds of people.”

· “Usually, the nursing assistants did whatever I asked of them.

· “I normally don’t get too stressed out about things.”

· “A lot of people considered me an “informal leader” at my old job.”

· “I never had a problem with any of the doctors, although others did.”

· “I always make sure my patients are as comfortable as possible.”

· “My patient assignments were about average.”

· “I was responsible for getting the lab results back on time.”

2. Opinions

· “When it comes to leadership, I believe fairness is most important.”

· “I think if you asked any of my co-workers, they’d say I’m team-oriented.”

· “I have to say, my patience with staff earns me a lot of respect.”

· “I was the most productive one”…

3. Theoretical statements/future-oriented

· “If I was the charge nurse, I would make certain that safety came first.”  

· “I’ve been planning to buy a personal computer soon.”

· “I typically am very good about clocking in on time.”

· “The next time I get that kind of resistance, I’ll know how to handle it.”

Ongoing Buying/Selling Process in the Marketplace

The marketplace today is in constant flux—jobs come and go on a daily basis. The buying/selling process illustrated below will help you determine where you are in this ongoing process so you can continue to validate your position as the candidate of choice for the job(s) you want.

                    Employer
                Employee
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Buying
Selling

Employer seeks the right employee.
Employee seeks the right job.

Employer defines the job.
Employee documents skills and


accomplishments (resume).

Employer becomes aware of and/or
Employee publicizes skills,

publicizes job opening.
accomplishments, and availability.

Employer demonstrates desirability.
Employee researches desirable opportunity.

Employer taps into trusted network to
Employee taps into his/her network

identify potential candidates.
for information and introductions.

Employer accepts and reviews resumes.
Employee presents resume.

Employer identifies and contacts candidates.
Employee prepares for interview

and follows up appropriately.

Employer narrows field of candidates and
Employee prepares to provide

conducts second interviews.
additional information and stronger
sales pitch for second interview, and
again follows up appropriately.


Selling
Buying

Employer makes a specific offer including


Employee asks for time to consider

job description, start date, and compensation.

offer, evaluated the tangibles and 



intangibles, and makes decision to



accept it, reject it, or negotiate.

Employer responds appropriately.


Buying
Selling

Employer trains/retrains employee.
Employee seeks to use old and/or


new skills to make money, save money, or save time.

Employer continues to review company needs
Employee continually documents

and assess workforce.
accomplishments, learns new skills
as needed to provide competent service, and demonstrates excellent work behavior.
Section III: Negotiating a Job Offer
JOB OFFERS
When a potential employer gives you a job offer, you have three options: You can accept it, reject it, or negotiate the employment terms such as the job responsibilities, start date, and compensation (see The Ongoing Buying/Selling Process in the Marketplace diagram on page 35). NEVER make a decision about the offer during the interview—ALWAYS ask for at least a day or two to consider it. You need to carefully evaluate all aspects of the offer as well as the industry, company, the people you would be working with, the future potential of the position, and other related factors.

The personality and work-related inventories you took when you were determining your career goals (see page 9) and the process of developing your skills-based resume gave you a clear idea of your ideal job. You know what tasks you enjoy doing, you know the kind of environment you enjoy working in, and you know where you want your career to go next. You also know what your financial needs are and what benefits you need and/or want. Take a long, objective look at the job offer and determine how closely it matches your needs and wants. Picture yourself in that particular workplace doing that particular job day in and day out—is that what you really want to do?

As Denson Franklin will quickly remind you though, “This is not heaven, and 70 percent is about as good as anything gets on this side of the River Jordan!” So don’t expect to get everything you want in a job offer or a job. You will almost undoubtedly have to compromise on something.

If the offer or job meets 50 or 60 percent of your needs and wants, consider negotiating to bring it up to 70 percent. For instance, if the salary is lower than you need, ask to have a performance review in three months with an agreed-upon increase in pay for good or outstanding work. If the offer includes two weeks of vacation, ask for three.

Before you accept any offer make sure you can live comfortably and peacefully with the terms. Remember—you have many invaluable transferable skills that will enable you to successfully serve a wide variety of employers in a wide variety of workplaces. Don’t sell yourself short or limit your options!

Keep on networking—the more you network, the more you increase your opportunities to receive job offers. You may even find yourself in the delightful dilemma of having to evaluate two or more job offers at the same time.
KEEP ON KEEPING ON

In today’s world you must take responsibility for your own career—no one else is going to do it for you. Gone are the days when people started with a company right after graduation and stayed with them, perhaps rising steadily through the ranks, until retirement. You probably will change jobs, companies, and even careers a number of times during your working years. Here are some tips to help you keep on keeping on:

· Keep your skills-based resume updated and handy.

· Keep your options open and never burn any bridges.

· Keep on networking and periodically update contact information.

· Keep your eyes and ears open for new opportunities.

· Keep upgrading your skills.

· Keep a documented record (a portfolio) of your accomplishments. Examples include:
· making money, saving money, and/or saving time for your employer

· solving specific problems, building strong working relationships, attracting new business, and retaining existing customers
· keep written positive feedback 

· Keep on serving rather than being self-serving.

· Keep reviewing your career goals and revise them as needed as your personal and professional needs and wants change. 
· Ask yourself, “What am I becoming because of my job?”

Recommended Publications
· Cover Letters That Knock Them Dead by Martin Yate
· Do What You Are—Discover the Perfect Career for You Through the Secrets of Personality Type by Paul D. Tieger and Barbara Barron-Tieger (2nd edition)
· The New Rites of Passage at $100,000+ — The Insider’s Lifetime Guide to Executive Job-Changing and Faster Career Progress by John Lucht
· Please Understand Me II—Temperament, Character, Intelligence by David Keirsey
· Take Hold of Your Future—A Career Planning Guide by JoAnn Harris-Bowlsbey, James D. Spivack, and Ruth S. Lisansky
· The Unofficial Guide to Acing the Interview by Michelle Tullier
· What Color Is Your Parachute? A Practical Manual for Job-Hunters and Career-Changers by Richard Nelson Bolles
· Who Moved My Cheese? An A-Mazing Way to Deal with Change in Your Work and in Your Life by Spencer Johnson, M.D.
· 7 Habits of Highly Effective People by Franklin Covey
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