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Job Hunting For Dummies® 

20 Keys to Successful Job Hunting in the \ 
New Millennium 

1. Think of job hunting as your job. Approach the 

task of finding a job as if it were a job unto itself — 
with you as your own boss. Work at it full-time (or 

part-time, if you're looking while you're still 

employed). Give it 100 percent of your effort and 
commitment. 

2. Get yourself geared up. Whether you do it in 

your home office, a desk in an outplacement 

office, or a card table and folding chair in the 

corner of your bedroom or kitchen, set up a job 

hunt headquarters. If you can afford it — and 
without going hog-wild — think about investing in 

equipment such as a separate phone line, a fax 

machine, or a computer that will enable you to 

operate more productively. 

3. Arm yourself with up-to-date skills — com- 
puter skills in particular. The race in today’s job 

market favors skilled candidates who are ready to 

step in and make an immediate contribution, 

without having to go through a lengthy training 

period. Familiarize yourself with the critical skills 

required for the types of jobs you're going after. 

Make sure that you possess those skills before 

you begin to compete for those jobs. 

4. Set targets. Before you do anything in a job 
search, take time to decide which kind of job you 

really want — based on your interests, education, 

career goals, and financial and other needs (that 

is, how much money you need and what special 

circumstances — your willingness to relocate, for 

example — might limit your choices). To clarify 
these targets, be prepared to do some research, 

talk to people, work with a career counselor, or 

sample different jobs by working as a temporary 

employee. 

5. Get a sense of the marketplace. Be as objective 
as you can about your own marketability — based 

on the number of available jobs in your field of 
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choice and the number of qualified candidates 

competing for the same jobs. Be prepared to 

modify or expand your job targets if you're 
competing in a very tight market. 

6. Think small when you're targeting companies. 

Companies with fewer than 500 employees create 

two of every three new jobs, according to the U.S. 
Small Business Administration. Adjust your job- 

search strategy accordingly. 

7. Create a winning resume by emphasizing skills 

and accomplishments. Make sure that your resume 

does more than simply list your previous jobs and 

responsibilities. Stress abilities, achievements, and 

attributes that are likely to interest employers in 
your target areas. 

8. Keep your game plan versatile when it comes to 

uncovering job leads. You can uncover job leads in 

a variety of ways — through networking, browsing 

the Internet, reading the classifieds in several 

different publications, working with recruiters, or 

directly approaching companies that you identify 
as potential employers. Be prepared to explore 

every avenue that could produce a lead. 

9. Network. Network. Network. Make it a daily 

goal to call, write, or meet at least three people you 
haven't yet contacted who may be able (now or 

two months from now) to tell you about a job lead 

or introduce you to someone who could do the 

same. 

10. Read the right stuff. Submerge yourself in 

information relating to the fields you've targeted or 

the companies for which you would like to work. 
Read the key trade publications in your field and 

stay current on trends and issues that profession- 
als in your field deal with on a day-to-day basis. 



11. Position yourself as a problem-solver. When 
you're pursuing a job lead, don’t think to yourself, 

“What can | do to get this company interested in 

me?” Instead, ask the following question, “What 
do | know or what am | able to do that can help 

this company be more successful?” 

12. Keep your sunny side up. Difficult as it may be 
sometimes, fight the tendency to get bogged . 

down in a “woe-is-me” syndrome. Try things that 

can help. Exercise daily (exercise does wonders 
for relieving stress and depression). Look to 

friends and family for support. Set aside at least 
one day a week when you don’t even think about 
your job search. 

13. Keep up appearances. Regardless of what 
you may be doing in connection with your job 

search — meeting networking contacts, doing 

) research in the library, or going on interviews — 

do your best to /ook your best. Whenever you 

leave your house or apartment, ask yourself, “Do 

| look like the kind of person / would hire?” 

14. Be specific (and up-front) with the people 
you're asking for help. You will almost always get 

more from the people you approach for help if you 
(1) come to them with specific requests; (2) know 

ahead of time that they're capable of fulfilling that 

request; and (3) always show gratitude. 

15. Look into temporary employment. Working on 

temporary assignments does more than give you 

a way to earn money while you're searching for a 

full-time job. It can help you develop new skills 

and get a taste for different types of companies 

and work environments. It may also lead to full- 

time work (38 percent of temporary workers today 

have been offered full-time jobs at companies 

where they were on assignments, according to 

industry studies). 

16. Go online to increase your productivity. 

You're now able to do more and more of the 

search-related research that you once had to do 
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by hand in far less time and with far 

less drudgery on the Internet. Take 

advantage of the many online career 

resources — such as corporate and 
career-specific Web sites, search engines, 
and Usenet newsgroups — to broaden your 

research capabilities and enhance your job 

prospects. A good place to begin your 

online job hunt is at an Internet portal, such 

as Yahoo! or Excite. 

17. Do your homework before you go on 

interviews. Be prepared to spend at least a 

day finding out whatever you can about the 

company that’s interviewing you. Be ready 

to talk about what the company does and 

connect your skills, qualifications, and 

attributes to the job requirements and the 

challenges the company is facing. 

18. Respect the little things that can make 
a big difference at a job interview. Arrive a 

few minutes early, be impeccably groomed, 

dress appropriately, handle yourself 

professionally and courteously in the 

reception room, and make a confident, 

poised entrance into the interviewer's 

office. 

19. Show enthusiasm — and sell yourself! 

Let the best of you shine through in your 

interviews. Listen actively. Make eye 

contact. Be upbeat and sell your strengths. 

And avoid the all-too-common pitfall of 

giving canned, insincere answers to 

questions. 

20. Make the best deal possible. When you 
get a job offer, look carefully at the 

specifics of the offer and — without 

playing hardball and possibly jeopardizing 

the offer — see if the company will improve 

on the less appealing aspects of the offer. 

Remember, it never hurts to ask. 

Copyright © 1999 Robert Half International, Inc. 
All rights reserved. 

Item 5163-9. 
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Praise For Job Hunting 
For Dummies 

“Comprehensive and easy-to-understand, this street-smart reference is a 
must read! Job Hunting For Dummies helps you take control of the process 
in finding the best job possible, regardless of your chosen field 
or level of experience. It’s like navigating through your search with a 
knowledgeable partner.” 

— Tony Lee, Editor-in-Chief, The Wall Street Journal Interactive » 
Edition’s Career Site, careers .wsj.com 

“Max Messmer is a renowned authority on finding the right job. His 
cutting-edge job hunting guide taps the expertise of his company, which 
places thousands of job seekers every year.” 

— George T. Shaheen, Managing Partner and Chief Executive 
Officer, Andersen Consulting 

“Max talks today, not yesterday. His advice can make the difference in 
putting you on top.” 

— Joyce Lain Kennedy, Syndicated Career Columnist 

Praise For Max Messmer’s Human 
Resources Kit For Dummies 

“Max Messmer has distilled years of wisdom into this gem of a book. No 
HR organization worth its salt can afford to be without it.” 

— David H. Komansky, Chairman and CEO, 

Merrill Lynch & Co., Inc. 

“Amazing! HR today is more likely to induce eye-rolling, teeth-gnashing 
and even tears than any other business function. Somehow Max Messmer 
manages to get past the confusion and contradictions to make it all seem 
perfectly reasonable. Anyone with HR responsibilities, especially in small 
or mid-size organizations, should take a deep breath and read; this book 
could become the most well-thumbed volume in the office.” 

— Allan Halcrow, Publisher/Editor-in-Chief, Workforce Magazine 



“Valuable resource for effective human resources policies and practices. 
It addresses head-on the issues you deal with every business day.” 

— Steve Forbes, President & CEO, Forbes Inc. 

“One of the most comprehensive human resources reference tools on the 
market, this book walks you through everything frem hiring, retention ~ 
and training, to performance appraisals and disciplinary practices. 
Pragmatic and reassuring, Messmer covers it all within the framework of 
today’s business realities.” 

—Dr. George B. Weathersby, President and CEO, 
American Management Association 

“Max Messmer, with the help of the national law firm, O’Melveny & 
Myers, LLP, addresses hot-button HR issues and illustrates that the 

proverbial ounce of prevention is worth a pound of litigious cure. The 
book points out the problems that arise from inconsistent and ill- 
executed policies, and provides tips for avoiding legal minefields.” 

— Michael R. Losey, SPHR, CAE 

President & CEO 
Society for Human Resource Management 

“Max Messmer’s company, a world leader in specialized staffing, has for 
many years helped thousands of successful businesses find the human 
capital they need to grow. This book demystifies what is decidedly one of 
the most complex areas of management — human resources — in a very 
concise and easy-to-follow format.” 

— George T. Shaheen, Managing Partner and 
Chief Executive Officer, Andersen Consulting 

“An effective HR department is the primary determinant of a successful 

company — its expansion, profitability and future. This book offers 
proven practices to help you succeed. It contains the unbeatable combi- 
nation of Max Messmer’s expertise as head of the world’s largest 
specialized staffing firm with the sage counsel of law firm O’Melveny & 
Myers, LLP, a nationally renowned authority on employment law.” 

— Ned Spieker, Chairman and Chief Executive Officer, 

Spieker Properties 
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Rain References for the 
Rest of Us!” 
Do you find that traditional reference books are overloaded with 

BESTSELLING technical details and advice you'll never use? Do you postpone 

important life decisions because you just don't want to deal with 

BOOK SERIES them? Then our For Dummies® business and general reference 

book series is for you. 

For Dummies business and general reference books are written for those frustrated and hard- 

working souls who know they aren't dumb, but find that the myriad of personal and business issues 

and the accompanying horror stories make them feel helpless. For Dummies books use a lighthearted 

approach, a down-to-earth style, and even cartoons and humorous icons to dispel fears and build 

confidence. Lighthearted but not lightweight, these books are perfect survival guides to solve your 

everyday personal and business problems. 

“More than a publishing phenomenon, 
‘Dummies’ is a sign of the times.” 

— The New York Times “,..you wont go wrong buying them.” 

= — Walter Mossberg, Wall Street Journal, 

“A world of detailed and authoritative on For Dummies books 
information is packed into them...” 

— U.S. News and World Report 

Already, millions of satisfied readers agree. They 
have made For Dummies the #1 introductory level 
computer book series and a best-selling business AY) 
book series. They have written asking for more. 
So, if you're looking for the best and easiest way 
to learn about business and other general 
reference topics, look to For Dummies to give you 
a helping hand. 

Wiley Publishing, Inc. 
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About the Author 
Max Messmer’s mother once told him to start pulling his own weight and get 
a job. So at age 11, he began making ladies’ hand-crafted bracelets. He sold 
scores of them to her friends, neighbors, students, and even teachers. He 

enjoyed selling them so much it created a stir at school and took him away 

from his studies. His mom then put him out of business, forcing him back to 
basic homework. 

He learned something, though. Nothing happens until you make a sale. The 
job hunting process is no exception. No one will know your capabilities until 
you become an expert at selling them. (And if you saw these bracelets today, 
you’d know what a sales job it was, he says.) Inability to sell one’s skills is 
one of the most frequent failings of job candidates, according to Messmer. 

Today, Max Messmer is chairman and CEO of Robert Half International Inc. 

(RHI), the world’s largest specialized staffing firm, and one of the foremost 
experts on job searching and career management. 

Messmer has written several critically acclaimed books, including Human 

Resources Kit For Dummies (Hungry Minds, Inc., 1999), The Fast Forward MBA 
in Hiring (John Wiley & Sons, Inc., 1998), 50 Ways to Get Hired (William 
Morrow & Co., Inc., 1994), and Staffing Europe (Acropolis Books Ltd., 1991). 
Messmer’s expertise has been featured in major business publications such 
as Fortune, Forbes, and The Wall Street Journal, and he has also written hun- 

dreds of bylined articles and columns on job seeking, employment, and 
management topics. 

Robert Half International (NYSE symbol: RHI), a Fortune 1000 firm, ranked in 
the top 1 percent of all firms actively traded on the New York Stock Exchange, 
based on returns to investors for the five-year period ended 12/31/98. 

Messmer’s company is the only staffing firm included in this top ranking. RHI 
was also one of only 31 companies to be included on The Wall Street Journal’s 
1998 “Honor Roll” for its stock market returns to investors for the previous 
one-, three-, five-, and ten-year periods ended 12/31/97 and recently ranked 

' number one in the temporary staffing industry on Fortune magazine’s list of 
“America’s Most Admired Companies.” 

Founded in 1948, the company’s specialized temporary, project, and full-time 
staffing services include Accountemps, Robert Half, and RHI Management 
Resources, for accounting and finance; RHI Consulting, for information tech- 

nology; OfficeTeam, for highly skilled office support; The Affiliates, for legal 
staffing; and The Creative Group, for project staffing in the advertising, mar- 
keting, and Web design fields. The company serves its clients and candidates 
through more than 240 offices worldwide and through online job search 
services at its divisional Web sites, all of which can be accessed at 

www. rhii.com. 



Messmer has been ranked by Chief Executive magazine among the top 100 
CEOs in the nation for the past four consecutive years. He is a member of the 
board of directors of a number of major corporations, including Airborne 
Freight Corporation, Health Care Property Investors, Inc., and Spieker 
Properties, Inc. Previously, Messmer served on the boards of First Interstate, 

NationsBank (of North Carolina), Pacific Enterprises, and Southern California 
Gas Company, among others. During the Reagan administration, he served on 
the President’s Advisory Committee on Trade Negotiations. Valedictorian of 
his graduating class at Loyola University, Messmer also graduated cum laude 
from the New York University School of Law. 
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To my wife, Marcia, who has provided endless support throughout my 
career — even when | told her I wanted to leave the security of corporate 
management for entrepreneurship (she didn’t even call me a Dummy — not 
to my face, anyway). And to my two sons, Michael and Matthew, for whom I 
am so grateful. 
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If you’ve lost your job, remember that you are not alone. Most people have 
been let go more than once in their career. It no longer carries the stigma it 
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transformed today’s workplace. In the grand scheme of things, this time will 
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Foreword 
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[ -2x0 for a new job probably wasn’t on your list of fun things to do 
this year. 

And job hunting is probably one skill that most people don’t care to become 
really good at. With one exception. I once received a resume from an innova- 
tive job candidate who had virtually no work history. His entire resume was 
based on his job search 
experience, including product development (identifying his strengths); com- 
munication (resume writing); telemarketing (calls to employers); sales 
presentations (interviewing); budgeting (tracking job search expenses); and 
so on. 

While I wouldn’t recommend this approach, you can’t help but give this job 
seeker some credit for trying to put his best foot forward. Job hunting takes 
courage, persistence, and faith. 

My first “job” was a paid internship as a junior accountant at a small CPA firm 
in the early 1940s. The income was, well, embarrassing — $4 a week (that’s 

not a typo, so please keep it between us). However, I needed the experience 
to eventually qualify as a CPA and realized that many internships offered no 
pay at all. So | viewed the money as a token. After the internship, my boss 
proudly announced that he was offering me “real” pay . . . $8 a week! Based 
on my reaction, he replied straight-faced, “What’s wrong, why would you 
want to leave? You’re doubling your salary in six months!” I left. | was even 
able to find a higher paying job, and six years later, I founded Robert Half 
International. 

As you conduct your search, keep in mind that with every call you make and 
letter you send, you're getting closer to the finish line. And the more knowl- 
edge you gain, the faster you’ll get there. 

Job Hunting For Dummies, 2nd Edition, is an up-to-date, easy-to-follow refer- 

ence book that you shouldn’t be without. You’ll probably find more material 
jam-packed in here than you will in any other single job hunting source. It’s 
also entertaining, which is both refreshing and necessary at times like this. 
Max Messmer has an insider’s view of what works and what doesn’t for job 
candidates — he heads what has become the world’s largest and fastest 
growing specialized staffing firm. 
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When Max approached me about selling my company in 1986, it was the far- 
thest thing from my mind. But 17 days later, I sold the business to him. His 
sensitivity to people and business savvy were extraordinary. | knew he was 
someone to whom | could entrust my business of 40 years. 

Similarly, | know you can trust him for invaluable job hunting advice = you're 
already one step closer to career success. 

Robert Half, Founder, Robert Half International Inc. 



Introduction 
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220: to Job Hunting For Dummies, 2nd Edition, a book written with 
one overriding purpose in mind: to give you an edge in today’s com- 

petitive job market. 

Because there isn’t exactly a shortage of job and career books on the market 

today, you may wonder whether this book has anything to say about this sub- 
ject that you haven’t already read or heard dozens of times before. 

The answer is yes. The ammunition that this book gives you comes in the 

form of job hunting advice and guidance that is insightful, detailed, compre- 
hensive, up-to-date, and real-world — all of it presented in a clear, 

no-nonsense, easily accessible manner. 

This is a book to take with you into the trenches. It’s practical and hands-on 
and tells you what you need to know to help ensure a successful job search 
— including how to get yourself in gear so that you can gain an edge. And 
because this book looks at the job hunting process from start to finish, you 
can get a lot out of it, regardless of your current situation. 

Who This Book Is For 
You may be a recent high school or college graduate looking for your first 
ever full-time job. Or you may be a retiree who wants to ease back into the 
job market on a part-time basis. (If you’re in this situation, by the way, here’s 
some good news: The job market has never been better for retirees looking 
for part-time work.) 

You may already have a job — either full-time or part-time — and you may 
not be happy there. Or you may have reason to suspect that if you don’t 
make the jump to another job fairly soon, you are going to be pushed. 

You may be unemployed, or maybe you learned only yesterday that your 
company has announced a series of layoffs and that your name happens to 
be on the list. 

Regardless of your circumstances — what you're looking for, how long you 
have been looking, and why you’re looking — one thing is certain. To get what 
you want, you have to work your way through a process. And the more 
methodical and efficient you are in this process, the better your results will be. 
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What You'll Gain from This Book 
Take a look now at the main benefits you can expect to gain from this book, 
regardless of your situation or goals: : 

' » Aclearer idea ef how to target your job search: how to establish a logical 

relationship between the kind of job you ideally want and the kind of job 

you have a reasonable chance of getting, given current market condi- 
tions and the skills and experience you bring to the party. 

LENE 

More insight into the specific skills you need to develop to make your- 
self amore marketable job candidate — and how to get up to speed on 
those skills as quickly as possible. 

Detailed advice on getting yourself launched: how to organize a job 
search game plan that’s focused and realistic, and which tools you need 
to help you stay on track and achieve the objectives of that plan. 

Step-by-step advice for organizing and writing a winning resume — with- 
out having to spend money on outside help. And while you're at it, you’ll 
discover how to write a cover letter that will induce someone to read 
your resume. 

New ideas and proven approaches to becoming more resourceful and 
proficient in the various ways to generate job leads: using the Internet as 
a tool, being more creative when digging up leads, broadening the scope 
of your network, getting the most from recruiters, arranging face-to-face 
meetings with people you’ve never met (and may have been embar- 
rassed to approach) but who can help you, and turning leads into 
interviews. 

L 

. 

H 

_ Proven techniques for being at the top of your game when the time 
comes to shake hands with the person who could decide whether you 
get the offer: how to really prepare for the interview, how to take control 

: when you’re actually being interviewed, and how to handle all those 
~ tricky situations that frequently crop up during interviews. 

Now about that word, dummy. Of course you’re not a dummy! (The last thing 
in the world a true dummy looking for a job would do is read a book about 
how to find a job.) But it’s no secret that a great many people looking for jobs 
— particularly people who, after years of working for the same company, sud- 
denly find themselves unemployed — are initially overwhelmed by the 
prospect of job hunting. They feel intimidated simply because they have 
never had to think about or go through the process you must go through to 

find a satisfying job. 

Just about everyone who has ever looked for a job has experienced this feel- 
ing. If you use this book properly, however, you won’t feel intimidated for long. 
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What Vou Won't Gain from This Book 
What you’re not going to find in this book is a “sure-fire” formula for getting 
hired, and for good reason: There is no such thing. This book is not going to 
introduce you to any specific “system,” because no one system works for 
everyone. 

The focus of this book is on the process of finding a job. That process is 
broken down for you so that you can get a clearer sense of the various 
aspects of the job search. More importantly, this book alerts you to the spe- 
cific tasks that go into each phase and tells you how to go about these tasks 
efficiently. 

How This Book Is Organized 
This book is organized in a logical, step-by-step manner, beginning with the 
steps you ought to be taking initially to get yourself organized and to put 
yourself in the proper frame of mind and ending with the best way to get off 
on the right foot (fingers crossed!) when you’re hired and start your new job. 
The book is divided into these parts: 

’ » Part I, “Getting a Handle on the Process,” focuses on the foundation 
you need to create and helps you separate what’s really happening out 
there from the many myths and misconceptions that send so many job 
hunters off in mistaken directions. These chapters also help you orga- 
nize your job search — and establish a base that you can work from 
efficiently and (why not?) enjoyably. 

_ & Part Il, “Setting Your Targets,” focuses on you. These chapters should 
help you strike a happy medium between what you ideally want to be 
doing in your next job and the job you can reasonably expect to get, 
given your background and qualifications. 

| Part Ill, “The Writes (And Wrongs) of Resume Writing,” takes you 
through a step-by-step process keyed to two fundamental tools in your 

job search — your resume and the cover letter that accompanies it. The 
chief goal of these chapters is to keep the resume you send to would-be 
employers out of the pile marked “Rejects” and get it into the pile 
marked “Interview Possibilities.” 

_ Part IV, “Drumming Up Job Leads,” helps you face the trench warfare 
aspect of job hunting: drumming up job leads. These chapters take you 
through all the possibilities — including using the Internet as a tool — 
and offer dozens of proven, practical ideas for getting more mileage out 
of all the various job leads that are waiting to be tapped. 
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|» Part V, “Answering the Call: Keys to Successful Interviewing,” deals 

almost exclusively with what you need to do when the job leads you 
have been pursuing and cultivating begin to bear fruit and you get a 
chance to go on actual interviews. Key topics in these chapters include 
preparing for interviews, controlling your nerves, making the best first 
impression, fielding difficult questions, and winding things up on a posi- 

tive note. These chapters also deliver solid advice on how to respond 
when you get an offer. 

Ui 
s 

Part VI, “The Part of Tens,” offers a potpourri of useful information pre- 
sented in a list format. 

. 

| # The Appendix serves you well as a resource reference. lie 

How to Get the Most from This Book 
You can use this book in any number of different ways, depending on your sit- 
uation, your goals, and how familiar you already are with the various aspects 
of job hunting. 

One approach is to read the book from cover to cover, taking notes, pulling 
out specific ideas or pieces of advice that seem interesting and relevant to 
you, and incorporating these ideas into what you're already doing. 

Another approach is to use this book as a reference tool. It can work in this 
way because each topic is fairly self-contained — you can find what you need 

quickly. Plus, it includes a number of forms and samples designed to be user 
friendly and to help you tailor proven strategies to your own situation. 

Icons Used in This Book 

a\? 
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You may be wondering what all the little pictures in the margins of this book 
mean. These icons point out really important information, warning you not to 
do some things and tipping you off to others that may give you an advantage 
in your job hunt. Following is a list of the icons and a brief description of the 
type of information each one flags: 

This icon flags little tidbits of information that can help you find a better job, 
faster. 

This icon marks the main ideas you should keep in mind as you go about your 
job search. Use these key points to make your search as efficient and effective 
as possible. 
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This icon points out the things that might trip you up if you’re not careful. 

These are things that you should definitely avoid at all costs. Some of them 
are humorous, but most of them have been the downfall of at least one job 

seeker before you. Beware! 

As an industry leader, Robert Half International Inc. has access to a lot of 

information that you wouldn’t normally be privy to. This icon points out the 
fun facts, important statistics, and other insider information that RHI has 

compiled. 

Some resumes deliver a message that, well, the job hunter may not have 
intended to send. This icon points to resume “bloopers” in the form of typos, 
misuse of words, and other bizarre verbiage that job candidates have written. 

You'll also find similar bloopers that relate to interviews. Don’t make these 
mistakes! 

5 
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Part! 

Getting a Handle 
on the Process 

" Telephone- check, file foldevs—check, ruler — 
check, pneumatic jack hammer — check, index... 
WAIT A MINUTE! What am I doing?! I don't 
need a RULER to conduct a job hunt!” 



In this part... 
Bev you begin looking for a job, you need to get 

yourself on track; you need to know what you’re up 
against and organize your efforts. This part briefs you on 
today’s job market and guides you through setting up 
your job hunt headquarters. 



Chapter 1 

Getting Off on the Right Foot 
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In This Chapter 

» Understanding what the job market numbers really mean to you 

p» Debunking the most common myths of job hunting 

» Keeping the pressures of job hunting in perspective 

Seeeoee eee SSeeseose ees eseee ee seo eee eee *?eeee ee Oeee eee ee 

] would be easy to devote the next 25 pages of this book to facts, figures, 
graphs, and pie charts that document what has been happening in the 

United States and international job markets over the past 15 years or so. 

But I’m afraid that the facts and figures would require a separate ...For Dummies 
book for deciphering purposes. So instead of dazzling — or dazing — you with 
numbers, this chapter zeros in on those broad trends in the job market that 
are likely to have the most impact on you and on the strategies you need to 
adopt to be successful in your job search. 

Three trends are particularly worth thinking about, as the following sections 
explain. 

Has Anybody around Here 
Seen a Traditional Job? 

So-called traditional jobs — that is, highly departmentalized, reasonably 
secure, 9-to-5, function-driven corporate jobs with clearly defined job 
descriptions and well-defined career paths — are rapidly disappearing from 
the job market, for two basic reasons: 

’ » The key sources of these traditional jobs, major corporations, are 
restructuring and redefining themselves in response to new realities 
of the global economy. Major corporations are still a significant source 
of jobs throughout the world today, but more and more large companies 
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are outsourcing — that is, hiring outside consultants or smaller compa- 
nies to handle functions that used to be handled in-house. And in an 
effort to keep fixed personnel costs down, companies of all sizes are 
relying more and more on temporary and part-time workers. 

_ The major source of new hires throughout-the world today is smaller, 
more entrepreneurial companies. These companies cannot afford the 
luxury of having employees who specialize in one very narrow area. 
Small companies need people who can contribute to the bottom line in 
many different ways. If you’re looking for a job as a service technician 
for a high-tech office equipment company, for example, the companies 
you approach are going to be looking not only at your technical exper- 

tise but also at your people skills. That’s because your job will probably 
go beyond fixing machines and involve customer service as well. 

What it means to you: Forget about the way things used to be in the good ol’ 
days. Begin to think of yourself not in terms of a specific job title or function, 
but in much broader terms: as being able to bring to a potential employer a 
mix of skills and expertise that can contribute to the company’s success in a 
variety of ways. In other words, be prepared to wear a lot of hats in your next 
job. And be flexible. Accept the possibility that your next “job” might be two 
or even three part-time jobs. 

Sometimes They Even Give 
Us Sundays Off 

Most people in the workforce today — especially people with management 
responsibilities — are handling jobs that at one time may have been handled 
by two or three people. People in general are working longer and harder 
(overtime in the United States is at an all-time high), and competitive pres- 
sures on businesses are more intense than ever. 

What it means to you: One, you need to position yourself in today’s job 
market as someone who is versatile, tough-minded, and adaptable — some- 
one who can meet the rigors of these new pressures. Two, you need to be 
sensitive to the time constraints and other pressures that workers are under 

today. Don’t take it personally when people don’t respond to your calls as 
promptly as you would like. 

Nerds ‘R’ Us 
Not too long ago, the last thing managers had to be concerned about was 
how letters got prepared, how the various machines in the office worked, or 
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how information got accessed from databases. But things have changed. 
Being computer literate and technologically savvy is no longer a luxury for 
job seekers. It has become a necessity. 

What it means to you: Make yourself as technologically self-sufficient as 
possible. Remain current with today’s leading business software applications 
such as Microsoft Office, and work on developing your Internet savvy. One 
factor that carries enormous weight in today’s hiring decisions is how much 
training and administrative support will be required to bring a newly hired 
employee up to speed. The better equipped you are to hit the ground run- 
ning, the better your chances are of getting hired. 

Common Job Hunting Myths 
It’s tough to make intelligent decisions when the assumptions that underlie 

those decisions are based on myths or misconceptions. The following are 
some of the more common — and most self-defeating — misconceptions 
about job hunting. 

Myth number 1: “Being unemployed 
puts you at a tremendous disadvantage 
when you're looking for a job” 
This misconception has roots in the outdated notion that because you’re 
unemployed, the companies you approach will assume that you have a major 

character flaw. Otherwise, why aren’t you working? Employers today under- 
stand that there are many reasons someone may be unemployed. 
Downsizings, mergers, acquisitions, and so on, can place qualified workers 
back into the job market for no other reason than simply being in the wrong 
place at the wrong time. Similarly, it’s more common to see professionals take 

time off to raise children before re-entering the workforce. 

Myth number 2: “Vou should give 
100-percent effort to every job 
lead you uncover” 
This truism has a nice, inspirational ring to it — sort of like having legendary 
football coach Vince Lombardi as your career counselor — but if you follow it 
to the letter, you’re going to burn yourself out very quickly. Yes, you should 
be willing to investigate and pursue every job lead that comes your way, but 
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you need to set priorities — that is, focus the bulk of your time and efforts on 
those leads that are most likely to result in an offer that you would be willing 
to accept. 

The number of leads you uncover in your job search isn’t the only factor that 
will ultimately determine whether you'll find the kind of job you’re looking 
for. It’s the quality of those leads and the quality of your efforts that count. 

Myth number 3: “Finding a job is harder 
than any job you will ever have” 
Looking for a job is hard work, but the really hard part isn’t so much the spe- 
cific tasks you have to do throughout the course of a job search — the calls 
you make, the research you do, the interviews you go on, and so forth. The 
hard part is dealing with all the pressures — psychological, familial, and 
financial — that often arise during the course of a job search. The truth is, 

you don’t need innate talent or highly specialized skills to conduct a success- 
ful job search. You simply need to be able to do a lot of the things you 
already know how to do in a focused, disciplined, and systematic way. 

Myth number 4: “When you're 
unemployed, you can’t afford 
to turn down a job offer” 
Depending upon any number of factors — how long you’ve been looking for a 
job, the kind of financial shape you’re in, your level of insomnia — you may 
very well have to accept a job offer that you’re not really thrilled about 
accepting. Unless it’s absolutely necessary, however, don’t assume that you 
have to accept the first job you’re offered. Other strategies available today — 
temporary work, for example — can help keep the wolf away from your door 
and at the same time allow you to keep your job search going until you get an 

offer that makes sense. 

Myth number 5: “The only way to get 
a good job in many industries is 
to have the right connections” 
Having the right connections is an enormous advantage in any business 
endeavor — not just job hunting. And in certain so-called “glamour 
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industries” (publishing, show business, professional sports, and so on), it 

definitely helps to know people in high places. But a major part of conducting 
a successful job hunt is making the connections you need as your search 
progresses. 

Myth number 6: “Being good at interviews 
is the most important job hunting skill” 
The ability to make a strong, positive impression when you’re being inter- 
viewed for a job opening is certainly one of the most valuable skills you can 
possess as a job hunter. Bear in mind, though, that before you can put those 
interviewing skills to practical use, you have to know how to generate job 
leads and then convert those leads into interview opportunities. Don’t make 
the mistake of underestimating the time, effort, and skill it takes to become 

good at the less obvious — but no less important — aspects of job hunting. 

Myth number 7: “The only person 
you can really depend on in a job 
search is yourself” 
Job hunting may seem like a solitary activity, but the process works much 
better and will take you much further if you view it as a team activity. It is 
extremely difficult — make that next to impossible — to do it all yourself. You 
need plenty of help from friends, family members, network contacts, and, in 
some cases, recruiters and professional career counselors. Early on in your 
job search, you need to figure out what help you need, how to access that 

help, and how to show your gratitude when you get that help. 

Keeping Things in Perspective 
It’s no secret that looking for a job can be one of life’s most stressful experi- 
ences, ranking immediately behind moving cross-country and losing the 
remote control to your television. Everyone knows it. There’s no point in pre- 
tending otherwise, and it doesn’t help matters when people try to tell you 
how lucky you are to be “exploring new horizons.” 

It’s fair to suggest, though, that you have more power to keep the pressures of 
job hunting under reasonable control than you may think. The key is what 
you're focusing on at any given moment in your job search. One of the curi- 
ous facts about the human brain is that it focuses on only one thing at a time. 
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So the more time you spend focusing on the specific steps you need to be 
doing to find a good job — and there is plenty to focus on — the less time you 
will have to worry and brood. It sounds simplistic, admittedly, but it’s true. 

In the meantime, here are some observations designed to give you the per- 
spective you need in order to develop — and maintain — a positive, 
success-oriented mind-set. se : 

| You're not alone. As someone currently looking for a job, you are part of 
a group that includes not only the millions of people throughout the 
world who are currently unemployed, but also those that are employed 
but interested in finding a different job. Included in this vast con- 
stituency of job seekers are péople from every walk of life: blue-collar 
workers and white-collar workers, high school dropouts and Ph.D.s, 

engineers and scientists, and people of all ages, races, and religions. 

CEES 

 Brooding about what was or what could have been is a waste of time 
and energy. Whatever sequence of events, whatever twists of fate, what- 
ever unfortunate choices or strings of bad luck or internal politics may 
have landed you in your current situation — all that is history. Keep 
looking ahead, not behind you. 

Virtually everything you do in the course of your job search — every 
phone call you make, every person you meet, every meeting you attend, 

and every article you read — has the potential to produce the one lead 
that will eventually result in your being hired for a job that you can get 
truly excited about. 

EE ESS 

The easiest way to get the help you need is to ask for it. The worst thing 
that can happen is that someone might say no. secu 

nr o S $ 

Steady temp work is comparable 
to a full-time position 

Temporaries have become such anintegral part that they must accept any full-time job to avoid 
of the workforce that 78 percent of executives _ having gaps in their resumes. 
believe that consistent temporary employment 
is comparable to full-time work. These findings 
help take the pressure off job seekers who feel 

Source: Independent study commissioned by 
Robert Half International Inc. 
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In This Chapter 
» Setting up your job hunt headquarters 

» Tooling up: A guide to basic job search gear 

» Enhancing your job search productivity 
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M ost books about job hunting cut right to the chase. They plunge you 
immediately into the basic tasks of job hunting: setting objectives, get- 

ting your resume ready, building up your list of contacts, preparing for 
interviews, and so on. 

There’s nothing wrong with jumping right into the swim this way. Sooner or 

later in your job search, you’re going to have to roll up your sleeves, dig in, 
and focus on these basics. But the assumptions behind this jump-right-into- 
the-pool advice are that you have established a structure and a routine for 
yourself and that you’re in a position to run your job search smoothly and 
efficiently. 

Many people who are looking for jobs — perhaps because they figure that 
their situation is only “temporary” — never really get themselves properly 
organized. Consequently, once they get started, they never really work as 
productively as they should be working, given what’s at stake. They don’t 
manage their time properly. They’re not proactive. They frequently fail to 
spot and capitalize on opportunities. 

Not a good idea. 

To keep you from falling victim to this pitfall, this chapter is devoted entirely 
to the productivity and time management aspects of job hunting, even 
though you may have taken courses in time management and personal 
productivity. 

One final point: Some of the things suggested in this chapter require a finan- 

cial investment. And spending money that you really don’t have to spend 
may not strike you as the most intelligent thing to do if you’re out of work. 
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Fair enough. The last thing you need when you're looking for a job — espe- 
cially if you’re unemployed — is additional financial pressure. The main 
thing, though, is to keep an open mind (if not an open wallet or purse). A rela- 
tively small investment can make a huge difference not only in how 
productive you are on a day-to-day basis, but also in your frame of mind. 
Looking for a job is no one’s idea of fun, and anything you can do to help you 
meet the challenge more efficiently with less stress is worth thinking about. 

S 

Setting Up Vour Job Hunt Headquarters 

ar 

Every job search needs a base or operations center — a single place where 

you can manage your job search efficiently. 

Yes, it’s possible that you could be hired for a new job in only a few weeks, in 
which case it would be ridiculous to go to the bother and expense of setting 
up and outfitting a full-fledged home office. The reality, though, is that your 
job search — especially if you have a specific target in mind and are not will- 
ing to settle for anything else — is likely to last for several months, not 
several weeks. If you’re not well organized, the wait will probably seem even 
longer. 

In a perfect world, your job search headquarters would be a spacious office 
with wall-to-wall windows and a panoramic view of the ocean. More than 

likely, though, your job search “office” will be a cubbyhole in an outplace- 
ment firm, a section of your kitchen table, or maybe a small desk in the 

corner of your bedroom. 

Wherever you conduct your search, do whatever you can to make the envi- 

ronment more pleasant. Make sure that you have enough light. Get a chair 
that’s really comfortable. Surround yourself with photographs of the people 
you love or admire. Paste up some inspirational slogans or cartoons that 
bring a smile to your face. Keep a radio or CD player nearby and play your 
favorite music — that is, the music that makes you feel the most relaxed. 
Remember, this is not a prison sentence — avoid the jail-cell decor. 

Tooling Up: A Guide to Basic 
Job Search Gear 

Common sense and an eye toward productivity should be your guides while 
you're trying to decide which items (if any) you need to buy to outfit your job 
search “office.” Certain items — a computer, for example — deliver benefits 
that have a clear-cut bearing on your job search activities; they make you 
more productive, unless, of course, you use the computer to send personal 
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e-mail to friends and never actually get around to using it in your search for 
employment. Other items — say, an electronic labeler that enables you to 
create your own laminated adhesive labels — give you benefits (there’s noth- 
ing wrong with having file folders with professional-looking labels), but you 
have to ask yourself whether those benefits are going to enhance your 
chances of getting hired. (In this case, I doubt it.) 

So weigh your purchases carefully. Make a distinction between luxury and 
necessity. And, again, don’t close your mind to certain items simply because 
of the cost. Consider value. If an item measurably improves your productivity 
and isn’t going to force you to give up lunches for the next two months, give 
serious thought to the investment. 

Listed in the following sections are some of the items and pieces of equip- 
ment that are pretty basic to a well-organized job hunt. Some, as you can see, 
are more essential than others. You'll have to be the judge, basing your deci- 
sions on your own needs. 

Telephone options 
A telephone should never be more than an arm’s reach from where you 
intend to sit and do the bulk of your job search work. You have two choices. 
One is to set up your temporary office where a phone is already installed. 

The other (assuming that you don’t want to go through the expense and 
bother of relocating your existing phone) is to get an additional — maybe a 
cordless — phone or to see whether the phone system you have lends itself 
to the new adapters that plug into regular electrical sockets. 

Be careful when you select a cordless phone, particularly if you’re bent on 
buying a cheap model. See if you can try it out at home so that you can check 
the quality of the reception. The last thing you want when talking to would-be 
employers is to sound as though you're in the middle of a wind tunnel. 

An answering machine 
Recommendation: Definitely worth the investment 

Because answering machines have become so commonplace today, there’s a 
good chance that you already have an answering machine or some other 
means (voice mail, for example) of receiving and retrieving messages. 

You need to think about that message of yours, though — the one where the 
dog barks, ukulele music plays, and then comes a comic message that your 
friends find hilarious. 

Here’s a diplomatic suggestion with respect to that message: Bury it, at least 

until you find the job you want. 
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Replace it with a simple, professional-sounding message — something 

like this: : 

“Hi, this is Ellen Jones. Sorry I missed your call. Please leave a message 
after the beep, and I will get back to you as soon as | can. Thanks.” 

Take your time when you’re recording your message. Try not to leave too 
long a gap between the end of your recorded message and the beep that sig- 
nals the other person to start talking. And make sure that the instructions 
you give are consistent with what the caller actually hears. Some answering 
machines, for example, make sounds other than beeps or give more than a 

single beep. 

And after you finish recording, listen to your outgoing message. Make sure 
that you sound upbeat and professional — like the sort of person a prospec- 
tive employer would be interested in getting to know better. 

A portable cellular phone 
Recommendation: Nice to have if you can afford it 

Given how important a phone is in a typical job search, having a portable cel- 
lular phone offers obvious advantages. You can make phone calls from just 
about anywhere — your car, a commuter train, or the street. If you’re running 

late for an important appointment and you're stuck in a traffic jam, you don’t 

have to make that stomach-wrenching decision: “Do I get off the road to make 
a phone call and make myself even later?” 

The big tradeoff, though, is price. The phones themselves don’t cost much, 
but monthly fees — even if you’re careful — are going to be at least $20. And 
if you're not careful (bearing in mind that a daytime call lasting ten minutes 
can cost you as much as $10), you can easily be looking at monthly phone 
bills in the hundreds of dollars. 

If you shop around, you can probably find a cellular phone plan that sets a 
low limit on the number of hours per month that you can use the phone but 
that doesn’t cost you an arm and a leg each month. Look around for a plan 
that meets your needs. 

von! Although cell phones are convenient and helpful time-management tools, 
& avoid using them to call a prospective employer. Because they typically lack 

} the clarity available from stationary phones and have a tendency to “break 
up” or “cut out,” they don’t allow you to put your best foot forward with 
hiring managers. Use them only when necessary — as in the traffic jam situa- 
tion or when you have a need to return a phone call promptly, such as to 
confirm an interview date and time. 
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Other phone options 
The following are some other telephone options 
to consider: 

™ A calling card: If you don’t have one 
already, send away for a calling card 
number — a special number that you can 
use to charge phone calls. Doing so won't 
cost you anything, and having such a 
number will simplify your life, especially if 
you have to use a pay phone to make your 
calls and you don’t have $5 in change. 
Instead of having to access an operator and 
charge calls to your home number, you 
simply punch in the digits of your calling 
card when you're on the road. Just keep in 
mind that the actual rate charged per call is 
usually higher when you use a Calling card. 
Consider using a prepaid calling card to 
help keep your spending in check. 

i“ Memory and speed-dialing: Most newer 
TouchTone phones have a memory or speed- 
dialing feature. You know how it works: You 
program a certain number into the phone, 
give it a one- or two-digit code, and then, to 
call the person at that number, you simply 
press the code. Just make sure that you label 
them correctly; accidentally calling your ref- 
erence librarian when you think that you're 
dialing Grandma can be so disconcerting! 

Speakerphone: A speakerphone can be 

Will speed-dialing make a major difference 
in your job search efficiency? Obviously not. 
But if the speed-dialing feature comes with 
the phone anyway, take it. You can program 
the phone numbers that you dial most 
frequently, such as job hotlines and profes- 
sional associations. 

One quick buying tip: If you’re buying a 
phone and want the speed-dial feature, 
make sure that the phone has a scrolling 
capability that scans through names until 
the one you're looking for pops up. If your 
phone has this feature, you don't need to 
compile and maintain a special directory of 
the speed-dial codes of your frequently 
dialed numbers. 

convenient to use in terms of hands-free 
conversation. But using one is not a good 
idea when you're speaking with prospective 
employers or job contacts! You'll probably 
offend them. 

The only time you might use a speaker- 
phone is when you're going to be on hold for 
a while. While you're waiting, you may be 
able to fit in some simple paperwork. 

Gig-ticket items that may (or may 
not) be worth the investment 
Technology is wonderful. However, some products are more critical for your 
job search than others. The following sections explain which ones are neces- 
sities and which are luxuries. 

A computer 
Recommendation: Definitely worth the investment 
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The only argument that would justify not making a computer a key part of 
your job search weaponry is that buying one might force you or your loved 
ones to walk shoeless in the winter. Even then, you could argue that the 
money you spend on the computer is well worth the investment. 

You can buy a highly serviceable computer these days for less money than 
some top restaurants charge for dinner, and you can also rent computers by 
the hour, by the day, or longer. 

If you don’t have a computer and you're sitting on the fence on the question 
of getting one — and everyone knows how painful that can be, to quote David 
Letterman — here are just a few of the benefits to consider: 

" Instead of having to type (or having someone else type) a letter every 
- time you want to send a cover letter, you can keep a master cover letter 

on file, bring it up on-screen, customizé it to your particular situation, 

and then print it out. 

_ With a simple database program, you not only can store names, 
addresses, and phone numbers of key contacts, but also sort that list of 

contacts in dozens of different ways: by state, by industry, by size, or by 
the name of the person who gave you the contact name, for example. 

: With a computer, you can tap into the Internet and access all the online 
: information that Part IV tells you about. 

_ With a computer, you can have e-mail, which can be used for contacting 
2 people and for sending resumes and cover letters. With e-mail, you can 

also take advantage of the automatic notification services offered by 
many career sites. These services bring new job listings that match your 
search criteria right to your computer screen. 

™ Not knowing your way around a computer is now considered a major lia- 
___ bility in many industries, especially at the entry and middle levels and in 

smaller companies where you're pretty much expected to be your own 
administrative assistant. 

™ A computer, accompanied by a printer that gives you letter-quality 
; output, enables you to produce professional-looking correspondence 
_ _ without having to go to the expense of having the correspondence typed 
' elsewhere or reprinted at a commercial printer or copying service. saps meoarmcsaema 

Obviously, I can’t tell you in one short paragraph which computer is right for 
you, but the best advice you can follow about buying a computer is to keep it 
simple. Contrary to what the salesperson at the computer store may tell you, 
you do not need a supercharged, state-of-the-art machine for most of the 
things that you need to do in a basic job search. What you need, in short, is a 
computer that lets you run simple word processing and database programs. 
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So which machine should you buy? It’s pretty hard to go wrong with most 
models in stores today, as long as you buy from a reputable dealer and don’t 
waste money on features that you don’t really need. The one feature you 
don’t want to skimp on is speed. You’ll need a fast processor if you plan to 
use your computer for Internet research (see Chapter 10). 

A facsimile machine or fax-modem 
Recommendation: May be worth the investment 

Assuming that your budget allows it, give thought to buying a telephone fac- 
simile (fax) machine or including one as a built-in or external component of 
the computer you purchase or rent. You’ll have to spend at least $150 (more 
if you want bells and whistles) for a stand-alone fax and at least $100 for a fax- 
modem and software. But apart from your phone and a computer, no other 
piece of equipment is more valuable to someone looking for a job. Even if you 
get lucky and find yourself with an attractive job offer just two or three days 
after you shell out the cash, you’ll still find plenty of uses for a fax machine. 

The best part about having a fax machine at your disposal is that it gives you 
the ability to respond quickly when an opportunity arises. More and more 

resumes and cover letters these days are coming into offices by fax or e-mail. 
There’s an image element to consider here as well. Being able to communi- 
cate via fax to a would-be employer enhances your image as a professional. 

As to which option — a stand-alone fax machine or one that is built into your 
computer — is better for you, it’s really a matter of cost and preference. 
Assuming that you already have a computer, adding a fax-modem is less 
expensive than buying a stand-alone fax machine. Plus, you have the added 
luxury of being able to send faxes through your modem without having to 
print out the document. You simply fax it directly from your computer to the 
fax machine at the other end of the line. 

Although faxes and e-mails may seem like less formal methods of submitting 
cover letters and resumes, they are not an invitation to be lax about typos 
and professionalism. Use the same care when you send these materials elec- 
tronically as you would if you were sending them via regular mail. 

The downside to fax-modems is that in order to receive faxes, you have to 
leave your computer on. The incoming message, depending on how powerful 
a computer you have, can interfere with your ability to get work done. Yet 
another advantage of stand-alone fax machines is that they double as bare- 
bones copiers. 

Handheld computer 
Recommendation: May be worth the investment 
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This handy little device (which fits in the palm of your hand) lets you store 
thousands of addresses, “to-do” items, and memos, plus notes and appoint- 

ments. This digital organizer involves an investment, but because of its 
simplicity and size, it may be worth looking into: 

Other items worth thinking about 
_ Personalized stationery: Not a necessity if you’re looking for an entry- 

level job, but more important as your job target becomes more 
"ambitious. The stationery on which you send a letter is the first thing 
| that readers notice, even before they begin to read what you have writ- 

ten. While you're at it, you might think about getting personalized 5-by-8 
notepads, which work nicely for informal correspondence. 

Most word-processing programs allow you to create personalized sta- 
tionery yourself. The key, though, is the quality of the printing device 
you use. 

Business cards: Having personalized business cards printed with your 
name, address, and telephone number is also a good idea. You can 

include your area of expertise, such as computer programmer or mar- 
keting specialist, as well. 

A decent-looking briefcase: A quality briefcase is a small — but often 
important — component of the first impression you make when you go 
into someone's Office. 

_ A pocket-sized tape recorder: You can pick up a portable, pocket-sized 
tape recorder these days for as little as $30 or $40. It comes in handy 
when you’re doing research in a library or when ideas come to you but 
you can’t get your hands on a pen and piece of paper. These recorders 
tend to work best, of course, when they have working batteries and a 

tape in them. 

Miscellaneous office stuff: Have on hand plenty of file folders (they help 
you keep your desktop clear), stamps, stick-on notes (they work well as 
bookmarks in directories), message pads (to be stationed near every 
phone in your house or apartment), a stapler, plenty of paper clips, and 
a wastebasket. 

a rs ae 

San es 

Eight Keys to Job Search Productivity 
Productivity and time management are concepts normally associated with 
people who are working full-time and have difficulty juggling everything they 
have to do throughout the course of their 15-hour workdays. 
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But you need to think about being productive and managing your time effi- 
ciently in your job search all the more. The unstructured nature of job 

hunting — the lack of a boss, set schedule, and clearly defined set of tasks — 
makes this imperative. 

The following sections give you some helpful tips for keeping yourself on track. 

Guy a personal organizer 
If you don’t already have one, buy and begin to rely on a personal organizer 
(that’s a thing, not a person). It can be one of those notebook-style organizers 
— the kind with the different sections and the nifty doodads like a plastic 
compartment for business cards and other miscellaneous papers. Or it can 

be an electronic organizer such as a handheld computer. A third option that 

you should consider if you’re going to be using a computer in your job search 
is to buy one of the growing number of personal information management 
(PIM ) software packages available. 

There’s something to be said for each system. Notebook-style organizers are 
versatile, but you have to do all the work of compiling and listing information 
by hand. Electronic organizers give you a way of tying into your personal 

computer but do not offer the flexibility of the notebook-style organizers. PIM 
software is a wonderful tool; even the simplest of these programs automati- 

cally updates your to-do list on a daily basis and gives you a place to store 
names and addresses. 

Which kind of personal organizer works best for a job search? Any system 
designed for salespeople is ideal for launching a full-scale job search cam- 
paign. There are, after all, striking parallels between selling a product to 
customers and selling your credentials to would-be employers. 

Whichever system you choose, make sure that you do one thing above all: 
Maintain a duplicate (or in the case of a computer, a backup copy) of all 
important information you gather as you move forward in your search — 
particularly your list of network contacts. You don’t even want to think about 
the consequences of losing your personal organizer when you are two or 
three months into your search. 

Plan and prioritize every day 
Be prepared to spend at least half an hour at the beginning of each week and 
ten minutes at the beginning of each day writing down a to-do list and setting 
priorities. Going through this routine should be habitual, like brushing your 
teeth. 
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True, this is very basic advice. But that quiet half-hour you spend each 
Sunday mapping out your week and the ten minutes or so you spend each 
morning (or the preceding evening) writing down priorities are critical. 

Prioritize your tasks ~ 
Prioritizing the items on your to-do list is probably the single most important 
principle to follow as part of any time-management system. It’s also one of 
the trickiest principles to follow in a typical job search. 

Problem number one is figuring out ‘what your priorities should be. Given a 
choice, should you spend your time digging up new leads and expanding 
your network or cultivating leads that you’ve already uncovered? And assum- 
ing that you have an interview scheduled, do you drop everything and 
concentrate only on preparing for that interview? Decisions, decisions. 

The key to setting priorities in a job search is balance. That is, on a typical 
day, you should be working on all phases of your job search: generating new 
leads, following up on leads you’ve uncovered, and preparing for interviews. 

If there’s a great deal at stake in one particular interview that you’re sched- 
uled to go to sometime next week, it’s okay to temporarily shove everything 
aside and devote 100 percent of your time to getting ready for that interview 
and learning as much as you can about the company and the person inter- 
viewing you (which I cover in detail in Chapter 18). 

Generally speaking, most priority-setting systems recommended by time- 
management professionals are built along the same principle. You start by 
setting long-range priorities — a minimum of a month down the road. Then 
you set priorities for each to-do item in your schedule, and finally you set pri- 
orities each day. 

In a typical system, you assign number values (one to four, for example) 
based on two general factors: how important a particular task is to your over- 
all goal and how important it is that you complete this particular task that 
month, week, or day. Crunch time comes when you find yourself with so 

many priorities that you can’t decide which one to deal with first. Even then, 
the priority discipline has to hold. Think of it as ttme-management triage. If 
you simply don’t have enough time to deal with all your top priorities, you 
have to sacrifice some of them — at least until tomorrow. 

Set up a routine 
Try to plan your weeks and days in as structured a manner as possible — 
making sure to leave some room for the unexpected, such as winning $50 mil- 
lion in the state lottery. Set aside (within reason) certain days of the week or 
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certain hours of the day for job search activities, doing your best to base 
your scheduling decisions on which specific slot in the day or week makes 
the most sense. 

If you need to spend time researching companies in the library, for example, 
try to schedule your sessions during a time when the library isn’t likely to be 
busy, such as weekday mornings, when schools are in session. When you are 
working online, try to avoid the busiest times for Internet service providers, 
which typically are after dinner and after work, or approximately 7 to 9 p.m. 
If you’re trying to expand your networking list and have to make a lot of 
phone calls, schedule your calls at those times of the day — before 8 a.m., 
for example — when you may be able to reach your contact directly. 

Generally, try to plan your day so that you complete the most difficult and 
mentally challenging tasks — such as getting out of bed and writing highly 
customized cover letters — in the morning, when your energy level is reason- 
ably high and your mind is fresh. 

As you plan your day, try to minimize the number of times that you have to 
shift gears — that is, bounce back and forth from one activity to another. 
That kind of bouncing can wear you down. 

Set goals 
Setting goals should be part of your daily and weekly routine, but the goals 
you set don’t have to involve huge stretches. A daily goal could be simply 
“Establish contact with a minimum of four new networking sources” or “Get 
names of two companies that might have openings.” 

The real payoff is that achieving goals on a day-to-day basis keeps you in a 
success mode, never mind that your ultimate goal — getting hired — is still 
to be achieved. 

Avoid the busywork trap 
One job seeker I know spent nearly two weeks filling a database with the 
names and key data of nearly 300 companies. There’s only one problem: He 
has yet to get in touch with any of them. 

This is a familiar pitfall: You get involved in a task that may be repetitive and 

boring, but it keeps you busy and, more importantly, doesn’t subject you to 
the risk of being rejected. Your job search objective is not simply to keep 
busy. It’s to make sure that the things you’re doing to keep busy are produc- 
ing meaningful results. 
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Pay attention to your productivity 
Be sensitive to how much time it takes you to complete the various tasks that 
you undertake each day. Always be on the lookout for ways to improve your 
efficiency. 

The best way to do so is to keep a log — a daily record of how you actually 
spend your time in a typical day. Analyzing the log will tell you whether what 
you're actually doing throughout the course of a day is strategically keyed to 
your priorities. 

You don’t have to maintain a log evéry day, but you should keep it fairly regu- 
larly during the early days of your search and then, just to keep yourself on 
track, cut back to once a week. The key things to look for are time bandits — 

all the little things (calls that last too long, interruptions, and so on) that go 
unnoticed while in progress but that combine with other time-wasters to take 
a major chunk out of your day. 

Meet procrastination head-on 
If you like, you can postpone this productivity principle until tomorrow (just 
kidding). Everyone tends to put off or postpone to some extent tasks that are 
difficult, frustrating, or possibly embarrassing. But if you let this tendency get 
out of hand during your job search, it can cost you dearly in the way of lost 
opportunities. 

Not that procrastination is an easy pattern to break. Some people constantly 

put off or postpone tasks because they haven’t clarified their goals and are 
running into resistance at a subconscious level. Still others procrastinate out 
of fear: fear of rejection, fear of failure, or fear of change. 

If procrastination is simply a bad habit you've gotten into, try some of the fol- 
lowing anti-procrastination tips from the experts (yes, there are such 
people’). 

The one-a-day strategy 
A frequently effective way to avoid the problems that procrastination creates 
is to establish as one of your daily to-dos the completion of at least one task 
that you have been consistently putting off. This strategy may not be easy for 
you, so begin on a small scale, choosing a task that doesn’t seem either over- 
whelmingly difficult or objectionable. The idea behind this strategy is to 
allow the sense of accomplishment (and relief) that comes from completing a 
task you’ve been avoiding to be its own motivator. The simple fact that 
you've completed the task that has been preying on your mind can inspire 
you to directly address other tasks you’ve been avoiding. 
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The paint-yourself-in-a-corner strategy 
This more ambitious strategy doesn’t work well for people whose procrasti- 
nation problems go beyond poor work habits. What you do is make a 
commitment — that is, promise someone (other than yourself) that you will 
do something at a certain time. Note that, for obvious reasons, this technique 
works best when the failure to deliver on the commitment can have conse- 
quences that you’d rather not deal with. 

The now-for-the-lollipop approach 
This is a simple and obvious technique, but you would be amazed at how 
effective it can be. What you do is to build in some kind of reward for tackling 
a task that you have been putting off. The trick here is to make the “reward” 
something that you wouldn’t normally do for yourself. 
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In this part... 
[ovine what you’re looking for makes it much easier 

to find what you want. This part helps you to assess 
your needs and objectives, and then it helps you to set 
job targets that match those needs and objectives. 
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In This Chapter 
» Figuring out what you like to do 

» Figuring out what you're good at 

» Narrowing your focus 

» Deciding whether a career counselor can help you 
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ou may have heard the old joke about a guy who works for the circus 
but has a really ghastly job. He follows around the elephants with a 

bucket and broom so that he can clean up whenever the elephants make a 
mess (which elephants tend to do quite a bit). One day, a friend says to the 
guy, “How can you do a job like that? Why don’t you quit?” The guy looks 
shocked and says, “I couldn’t quit. I love show business too much.” 

You have every right as an individual in a free society to work at a job you 
love, regardless of what other people think. And you owe it to yourself to 
focus your search on jobs that you can get excited about — jobs that you'll 
find interesting, challenging, and enjoyable. 

Now for the fine print. You may not be as “fortunate” as the man in the joke, 
which is to say that your “dream” job — the job you would ideally love to 
have — may well be just that: a dream, and for any number of reasons. For 
one thing, the job may not exist — not anymore, at any rate. (When was the 
last time you saw a help-wanted ad for a stagecoach dispatcher?) Or if the job 
does exist, it may be clearly beyond your talents or physical capabilities. (If 
you want to be a tenor at the Metropolitan Opera, you'd better be able to sing 
a high C. If you want to be a statistician, you can expect to have trouble find- 
ing work if you don’t have a head for figures. And when was the last time you 
saw a professional football player who weighed less than 125 pounds?) 

Even if your dream job does exist and you are qualified to fill it, you may still 
face obstacles that you aren’t able to overcome — not unless you're willing to 
make major changes in your life. If you need, say, $30,000 a year to meet your 
monthly expenses, you can’t very well afford to take a job that pays, say, 
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$12,000, unless you can figure out a way to cut down on your monthly 
expenses or compensate in some other way for the $18,000 shortfall. No 

employer (apart from your parents, perhaps) who has been paying $12,000 a 
year for a particular job is going to say to you, “Oh, you need an additional 
$18,000? No problem.” 

The point is that the goals you set for yourself it your job search need to 
strike a productive.balance between what you would ideally like to have and 
what you have a reasonable chance of being hired for, all things considered. 

The purpose of the next two chapters is to help you find this balance. These 

chapters focus on an aspect of job hunting generally referred to as “setting 
job targets,” and depending on the sort of person you are, you will find these 
next two chapters either the easiest chapters or the most difficult chapters in 
this book. In this chapter, I ask you to look inward — at your values, your 
aspirations, and your dreams. In the next chapter, I ask you to look outward 
— at the hard-boiled realities of the job market. 

If you’re looking for your first job or considering a career change, take your 
time when you go through these chapters. And bear in mind that you’re not 
going to be able to complete this process in a matter of hours or days or even 
weeks. Finding a balance between what you would truly love to do and what 

you do to earn your living is really a lifelong challenge, and the decisions you 
make with respect to that balance may not be the same today as they would 
have been a few years ago — or are likely to be in the future. 

Don’t be afraid to aim high — especially in the early stages of your job 
search. Even if the prospects of your breaking into a particular industry may 
be intimidating, you can always lower your sights if you aim too high. 

Remember, too, that the more excited you are about the job targets you set, 
the more enthusiasm and energy you're going to pour into your job search. 
And while finding a job in today’s market takes more than enthusiasm and 
energy, without enthusiasm and energy, you’re unlikely to find what you’re 
looking for — even if you’re aiming low. 

Taking Stock: Figuring Out 
What Vou Like to Do 

When you were younger, you were probably asked — more often than you 
wanted to be — “What do you want to be when you grow up?” Now that 
you’re grown up, the question becomes, “What exactly do you want your day- 
to-day job experience to be like?” 



Chapter 3: What Are You Looking for, Anyway? 33 

In other words, if you could choose your ideal job (within reason, of course), 
what would you actually be doing on a day-to-day basis, and under what con- 
ditions would you be doing it — forgetting for the moment how qualified you 
may be? Would you be working in a big company or a small company, by 

yourself or as part of a team, in an office or on the road, in front of a com- 

puter or in the middle of a mountain range, with animals or with people, with 
kids or with older folks? Would your chief motivation be making enough 
money to afford a fleet of Rolls Royces, or would it be doing something mean- 
ingful for your fellow human beings? (Doing both is not impossible.) 

Don’t concern yourself for the time being with how practical these desires 
are. You'll have time in the next chapter to worry about the practical, job 

market-related aspects of these aspirations. For now, focus on you and what 
gets you excited. 

To help you answer the question of what, ideally, you would like to be doing 
in your next job, do the following exercise. Completing it shouldn’t take you 
too long. 

Develop a list of activities 
Write down as many activities as you can think of (job-related and other- 
wise) that you have actually engaged in over the past 5, 10, 15, or even 20 
years or more. 

Try to be as specific as possible. Instead of writing Asst. manager of restau- 
rant, write down the specific tasks you had to perform in the course of 
carrying out that job. Check out this example: 

§ Recruited and hired new waiters and waitresses 

Conducted training programs 

:  Greeted and seated guests 

«| Developed and wrote training manuals 

It doesn’t matter whether you enjoyed the activity. You'll have time later in 
the exercise to make those judgments. And if you have had only limited pro- 
fessional work experience, don’t worry. Write down leisure activities or 

specific tasks that you performed on your own or in an organization that you 
belonged to. 

© Sold raffle tickets door to door 

Managed Little League baseball team 

Served food in homeless shelter 

» Collected stamps 
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i Worked as a stage manager for an amateur theater group 

™ Did volunteer work in a hospital 

| Headed PTA fundraising drive . 

I can’t emphasize enough the importance of putting down on paper as many 
of these tasks as possible. The more activities im-which you have firsthand 
experience, the better this exercise works. 

Measure your likes and dislikes 
After you complete your list, assign a satisfaction/dissatisfaction rating to 
each item on the list. Don’t overintellectualize. Don’t overthink. Simply ask 
yourself the following question: “How much personal satisfaction (or dissatis- 
faction) did this activity bring me?” 

Use a scale of -10 to +10. If you enjoyed the activity or task a great deal, give 
it a9 or 10. If you found the job extremely distasteful, give it a —9 or -10. 

Analyze your list 
The next step is a little more difficult. You need to isolate those tasks that 
come out on the high side of the satisfaction scale (7 or above) as well as 
those tasks that come out on the high end of the dissatisfaction scale (—7 
to -10). You may want to transfer the items in each category onto a separate 
sheet of paper. 

After you do so, think about each item and ask yourself, “What about this 

activity did I enjoy or find distasteful?” 

Look for patterns 
Now for the tricky part. Read over and analyze your answers to the preceding 
questions. See if you can uncover certain patterns and common threads. 

If you find, for example, that a common thread among the activities that 
brought you satisfaction is people, it’s a safe bet that you’re an extrovert. 
Hence, you are not going to be happy in any job that obliges you to be iso- 
lated from other people for any length of time. If one of the common threads 
is helping other people, your tendencies are clearly service-oriented. 

But don’t stop there. Narrow the “people” pattern down. Do you like working 
with people as part of a team, managing people, training people? 



Look for other patterns as well. Do the activities that you find satisfying (or 
highly unsatisfying) call for problem-solving skills or creativity? Is there a 
competitive aspect to those activities, or are they cooperative? 

The important thing about this exercise is not to judge yourself. Don’t think 
in terms of whether you should or shouldn't find an activity satisfying. All 
you're looking for here is some insight — affirmation of what you may already 
know but have never really taken the time to think about. 

If you list enough activities — 25 is not an excessive amount to work with — 
you should be able to find some patterns. Again, don’t rush this exercise. The 
more insights you gain from this stage of job targeting, the easier it will be for 
you to complete the other stages. 

Finding Out What Vou're Good At 

a? 

This exercise is similar to the preceding one, except for one thing. The purpose 
here is to help you get a reasonably objective idea of how good you are — or 
were — at the various activities you listed in the previous exercise. 

Granted, being objective is tough when you’re evaluating how good you are 
at things, but this exercise takes this difficulty into account, as you will see. 

Go back to the list that you just filled out. This time, though, do two things 
when you look at each item: First, give yourself a skill rating (1 to 10, with 10 
being the highest) that represents how well you think you performed that 
task. Second, ask yourself, “What did I accomplish?” 

About this accomplishment business: Regardless of how good you think you 
are at any activity, it’s helpful to find some reasonably objective criteria that 
can verify your perceptions. How many raffle tickets did you sell compared to 

other people, for example? How much money did the fundraising drive you 
headed actually raise? How well did the team you manage actually do, rela- 
tive to the talent you had to work with? Again, try to be as honest with 
yourself as you can. Nobody is keeping score here but you. If you didn’t 
accomplish anything, let it go at that. 

The main thing to be alert to in this phase of the exercise is any discrepancy 
between the “how-good-am-lat-this” rating you give yourself and the specific 
accomplishments you are able to enumerate. If you give yourself a high rating 
but aren’t able to specify any accomplishments, you may want to rethink your 
rating. If, on the other hand, you give yourself a low rating on a particular item 
and yet are able to write down several accomplishments, chances are that you 
are underrating yourself. You’re probably a lot more skilled than you think. 
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Narrowing Vour Focus 
If you take sufficient time with these exercises, you should have a general 
idea of your likes and dislikes and a general idea of what you’re good at. Now 
it’s time to focus on the specific features that the various jobs you might con- 

sider are likely to offer you. an 

What follows is a list of “what I’m looking for in a job” statements. Go through 
the list and respond to each statement as follows: 

If the feature is very important to you, write VI. 

If the feature is important to you, write I. 

If the feature is unimportant, write U. 

If, by some chance, the feature listed is absolutely repugnant to you, write X. 

Financial rewards and other benefits: 

1. A salary that will enable you to measurably improve your current lifestyle 

2. A generous benefits package and plenty of perks (expense account 
lunches, trips, and so on) 

3. The potential to make a lot of money in the future 

4. The potential to make a lot of money within a short period of time 

The organization you work for: 

5. A chance to be part of a big and prestigious company or organization 

6. A chance to be part of a small, entrepreneurial company with new and 
exciting ideas 

7. A chance to work for a company that is involved in a product or service 
that interests you personally 

8. A chance to work for an organization offering a product or service that 
helps make the world a better place 

Work environment and coworkers: 

9. A lively, social working environment where there’s real team spirit 

___10. A low-key, predictable working environment that enables you to leave 
your job at the office and not have to think about it 24 hours a day 

___11. A supportive, nurturing atmosphere in which people look out for one 
another 
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__12. A challenging, pressured environment where you're never bored but 
where you pretty much sink or swim on your own 

___13. The opportunity to work for or interact with a dynamic person (or 
people) from whom you feel you can learn a great deal 

___14. A chance to spend a lot of time outdoors, rather than in an office 

Personal job satisfaction and career considerations: 

___15. The opportunity to spend the bulk of your time doing the things you 
were trained to do and enjoy doing 

___16. A chance to do things you’ve never done before 

___17. An opportunity to work on your own, without supervision 

___18. A chance to demonstrate your creativity 

19. A chance to work with high-tech equipment 

20. An opportunity to learn or develop a skill or gain experience that could 
lead to a better job down the road 

21. An opportunity to establish a foothold in a career in which you can 
advance fairly quickly 

Lifestyle considerations: 

___ 22. A flexible schedule that enables you to stay in control of other aspects 
of your personal life (your obligations as a parent, for example) 

23. A convenient location that doesn’t require a long commute and doesn’t 
oblige you to spend an excessive amount of time traveling 

24. Close proximity to family 

25. Working in an urban environment 

___ 26. Working in a rural environment 

Take note of those features you rated VI (very important). Obviously, these 
features should figure prominently as you begin formulating job targets. If 
you find, for example, that most of your VIs are in the section that talks about 
job satisfaction and career considerations, those factors should play an 
important part in the job targets you select. And don’t ignore the Xs. Use 
them to rule out those job possibilities that are clearly going to make you 

unhappy. 

Bear in mind, finally, that the procedure you’ve gone through is not a science 
or a formula. Its sole purpose is to give you added insight into yourself. Don’t 
hesitate to modify the procedure or add to this list as many considerations as 
you want. 
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Career Counselors: Can They Help Vou? 
Career counselors specialize in helping people get a better fix on which spe- 
cific career options they should pursue. They don’t find you jobs in the way 
that recruiters do (see Chapter 16 for more information about recruiters). 
Rather, they help you figure out for yourself, through a variety of methods, 
which career paths.and jobs make the most sense, given all the various fac- 
tors — skills, aptitude, aspirations, and so on — that you need to consider. 

Many counselors coach their clients through all phases of the job search, 
including how to negotiate an offer. 

Most career counselors hold degrees in psychology, social work, guidance, or 
counseling. Many have their own practices. Others work for government and 
nonprofit organizations. Some offer career counseling as part of a range of 
services. Others specialize almost solely in career counseling. Fees can run 
anywhere from $70 to $100 an hour or more, depending on the region and the 
counselor’s reputation. 

Tools of the trade 
Most career counselors rely on a combination of testing and interviewing to 
clarify for you which career paths and specific jobs in those career paths are 
best suited to your particular background, talent, and personality traits. 
Typical tests include the Strong Interest Inventory (formerly known as the 
Strong Campbell test), which helps you get a clearer sense of how your per- 
sonal preferences — your interests, what you like to do — relate to the likes 
and dislikes of workers in more than 100 jobs by telling you how similar your 
interests are to theirs. 

Another common testing instrument is the Myers-Briggs test, which is 
designed to give you a clearer idea of your general personality traits and how 
those traits are likely to help or hinder you in certain jobs and professions. 
The test clarifies your type and tells you which of 208 jobs attract the largest 
percentage of workers with your same type. 

The savvier counselors are also able to give you real-world guidance as to how 
marketable you are likely to be in a given job marketplace. They can teach you 
how to network more effectively, how to get the information you need to pre- 
pare for job interviews, and how to handle yourself during interviews. 

Remember that career counselors are not necessarily experts in the job 
market per se, which is to say that they can’t tell you about the prospects for 
certain types of jobs in different parts of the country. Their expertise lies in 
the process of helping you find an appropriate career path. 
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Choosing a career counselor 
The most reliable way to choose a career counselor is to get a personal rec- 
ommendation from someone whose opinion you trust. If you don’t know 
anyone who has worked with a career counselor, get in touch with a local 
school or community organization and see whether someone there can rec- 
ommend a qualified counselor. 

After you get a name, take the following steps to make sure that you’ve 
chosen someone who can help: 

1. Interview the counselor. 

Get a feel for how the counselor works. Don’t be embarrassed to ask 
about fees and what you can expect to derive from the overall experi- 
ence. Trust your instincts. If anything about the counselor gives you the 
creeps (for example, a boa constrictor sleeping on one of the office 
chairs), find someone else. 

2. Ask about the counselor’s general approach. 

Find out how the counselor likes to work: whether the approach he or 

she uses relies heavily on testing or one-on-one interviewing and so 
forth. Ask for a description of the counselor’s program — preferably in 
writing. 

3. Ask for references. 

There’s nothing wrong with asking a career counselor to supply you with 
the names of people with whom he or she has worked. If the counselor 
balks, find someone else. wid N! 

Steer clear of career counselors who 

Guarantee or promise that they can find you a job. 

Charge a high upfront fee. 

Subject you to a high-powered sales pitch. 

If you want more information about how to select a career counselor, get in 
touch with the American Counseling Association: 

American Counseling Association (ACA) 
5999 Stevenson Ave. 
Alexandria, VA 22304 

703-823-9800 or 800-347-6647 
www.counseling.org 
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For a list of certified counselors in your region, contact the National Board 
for Certified Counselors: 

National Board for Certified Counselors (NBCC), Inc. 
3 Terrace Way, Suite D 
Greensboro, NC 27403 
336-547-0607 
www.nbcc.org ° 

What's in a name? You'd be surprised 
As you set your sights on your next career 
move, and specifically on your next job title, be © 
prepared for the fact that specialization in 
today’s workplace has resulted in some rather 
diverse, lofty, and otherwise warped labels. In 
an independent survey commissioned by Robert 
Half International Inc., executives cited some 
examples. (Note: You should probably avoid pur- 
suing the “Party Chief” designation in your next 
interview.) 

Vice president and ombudsman of social 
responsibility 

Vice president, people 

Second vice president in charge of grapes 

Associate assistant to senior VP 

Deputy director of anything 

Director of direct reporting 

i Procurement activist 

i Supreme commander (not in a military set- 
ting) 

Director of creativity and motivation 

Party chief 

Outgoing manager 

 Semi-senior auditor 

Senior special executive assistant to CEO 

w Manager of artificial organs 

Vice president of retirement 

w Manager of innovation 
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In This Chapter 

» Defining strategic targeting 

» Deciding whether to pursue a job or a career 

» Finding out what’s out there 

» Exploring a target 

» Staying on track when targets don’t work out 

» Getting yourself “market-ready” 
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magine for a moment that you are in the market for a new car and have 
begun to shop for the car but have not yet gotten around to doing the 

following things: 

) Giving any thought to the specific type of car you want to buy: some- 
‘ thing sleek and sporty that roars from 0 to 60 mph in five seconds flat, or 

something big and practical that will comfortably accommodate you, 
your spouse, your three children, and your 150-pound St. Bernard 

: - Determining how much money you want to spend or can afford to spend 

on a car 

- Narrowing down your choices to four or five specific models that are in 
: your price range and that you can see yourself driving, assuming that 

you can work out a good deal 

‘ Deciding which options — front-wheel drive, ABS brakes, a GPS system, 
'  asunroof, and so on — are important to you 

: Determining which dealers carry the cars that match your established 
criteria 

Under these circumstances, your search for a new car is not going to be a 
model of efficiency. You may find the search interesting and maybe even 
enjoyable, assuming that you enjoy browsing aimlessly from dealership to 
dealership and have the time to do so. But if your goal is to find a new car in 
the most timely and productive manner, this approach isn’t “the one.” 
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What holds true for buying a car holds true as well for finding a satisfying 
job. Simply put, you need a target — a sense of focus and direction. You need 
to know, at least generally, where you want to end up — that is, what sort of 
job you want to find. " 

The criteria that you establish for these targets are likely to change at vari- 
ous times in your search. Your financial needs, your emotional state, the 
results you're getting:in your job search efforts, the feedback you're getting 
from the people you meet — any or all of these things can influence your tar- 
geting criteria at any given point. 

Regardless of how long you have been looking for a job and how successful (or 
unsuccessful) you have been at uncovering leads and arranging interviews, 
you still need to direct your efforts toward reasonably well-defined goals. 

This chapter guides you through the goal-setting process. The key concept to 
focus on is called strategic targeting. 

Strategic Targeting Defined 
This approach is rooted in the idea of balance — balance between your per- 
sonal goals, values, and aspirations and the realities of the job marketplace, 
coupled with the pressures you may be up against at any given point in your 
job search. 

Finding this balance isn’t easy; your perceptions and attitudes at various 
times in your job search are subject to fluctuation. If, for example, you are 
not under financial pressure — that is, you already have a job or have plenty 
of money saved — you can afford to set targets that are heavily weighted 
toward you. Also, you don’t have to worry that finding a job situation that 
meets your criteria could take you the better part of a year. 

But if finances are an issue, your targets have to reflect that priority. You 
can’t be as selective as you normally would be. Your target is now weighted 
more toward those available jobs that can alleviate that pressure. 

Don’t confuse thinking strategically with making compromises. If anything, 
strategic job targeting is designed to minimize the amount of compromising 
you have to do as you move forward in your job search. The whole process 
of strategic targeting is to keep you focused on what is and not on what might 
be, could be, or should be. Adjusting to reality isn’t compromising; it’s doing 
what needs to be done. 
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The process breaks down into the following steps: 

1. Assemble a rough list of job possibilities — jobs that, based on your 
personal and career goals, you can see yourself doing and can get 
excited about pursuing. 

These jobs do not necessarily have to fall within the same industry 
(retailing, hotel and restaurant, or entertainment, for example) or even 
the same occupational category (manager, salesperson, administrator, 
and so on) — not at this early stage, anyway. And don’t worry for now 
about how you go about assembling this list. 

2. Explore those rough target possibilities in more depth with the idea of 
determining how realistic they are. 

A realistic job target meets two criteria. The first is that there are open- 
ings and opportunities in that field in the region of the country where 
you would like to settle. (Translation: You don’t go looking for ajob asa 
surfing instructor in Iowa.) The second is that you can hold your own 
with the competition when it comes to experience and skills. 
(Translation: If you didn’t make the cut for your college basketball team, 
professional basketball wouldn’t be on your list.) 

3. Assuming that there are realistic job possibilities and that you are a 
legitimate candidate, determine whether the purely practical aspects 
of the job or field that you have targeted meet your basic financial 
and lifestyle requirements. 

In other words, can you afford to accept a job if it is offered to you, given 
the salary it is likely to bring and the demands it is likely to place on 
your time? 

4. Assess your “market value” for those job possibilities by matching 
your personal inventory of qualifications, skills, and attributes with 
the qualifications, skills, and attributes that employers in those target 
job areas are looking for. 

If practical, seek to shore the gap between what you can offer and what 
employers are looking for (which you may be able to do fairly easily by 
learning new skills or taking classes). 

To determine which computer skills are in the greatest demand in your 
field, see which software applications are most frequently mentioned in 
the classified ads in major newspapers. You can also get this information 

from professional associations in your field. 

The following sections offer some general observations about the strategic 
job targeting process. 
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Understand that job targeting 
isnotascience - 
Strategic job targeting is not a science. It’s a process — and an imprecise 
process at that. The goal of the process is not to conjure up the “perfect” job 
opportunity, but simply to give you a range of options around which you can 
strategically organize your various job search activities. 

Pay attention to sequence 
The segwence of the steps just outlined is far from random. If you look at the 
steps again, you will notice that the sequence has you exploring the opportu- 
nities in a particular job target area before you begin analyzing the skill 
requirements. The sequence also has you determining whether you can really 
afford to accept an offer before you get too heavily involved in matching your 
own skills and qualifications to the requirements of that job. 

The rationale here is efficiency. If there are simply no opportunities in a par- 
ticular area that you're considering as a target (the market for cattle ranchers 
in New York City, for example), figuring out what it takes to be a successful 
candidate is clearly a waste of time and energy. And if you have determined 
that you cannot afford to live for less than, say, $40,000, exploring job oppor- 
tunities in which the highest salary you can expect is $20,000 is frustrating 
and dispiriting. 

However, there’s an exception to that rule. If that $20,000 job means enough 
to you, and if you can envision that a year or so down the road you could be 
earning what you need to earn in that field, you might consider modifying 
your lifestyle — at least temporarily. But that’s a personal choice. This chap- 
ter assumes that you already have a fair idea of which specific features you’re 
looking for in a job and have a good sense of your salary and lifestyle require- 
ments. The purpose here is to add a dose of the real world to those desires 
— to help make sure that you focus the bulk of your time and energy on tar- 
gets that represent genuine possibilities. 

Ge prepared to do some leqwork 
To develop strategic job targets, you need information. Lots of it. And from dif- 
ferent sources: people, the Internet, books, company literature, and anything 

else you can get your hands on. No one expects you to have broad, firsthand 
knowledge of all the various job and career possibilities lurking out there in 
the marketplace, particularly if you're looking for an entry-level position. 
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The good news, though, is that gaining access to job- and career-related infor- 
mation isn’t difficult these days. The Internet and your local library have a 
wealth of useful “what it’s like to pursue this career” information. And as this 
chapter shows you, it’s not difficult at all to get useful, reliable knowledge 
from people who are currently working in jobs or fields that may represent 
possibilities for you. 

Stay flexible 
Strategic job targeting is a highly flexible process. As you move ahead in your 
job search, you should be prepared to modify targets, abandon targets, and 
add new targets in response to the results you’re getting — or not getting. 
After two or three months of not making any headway toward a particular 
target, you may well have to sit down and begin the process anew. 

Don’t worry about having to reposition your targets. It’s not a sign of failure! 
In today’s rapidly changing job market, it comes with the territory. 

Job versus Career: Which 
Should Vou Be Pursuing? 

Probably the most fundamental choice you have to make in the strategic job 
targeting stage is whether you want your next job to be just that — a job — or 
whether you want it to be either the first step in a career that you want to break 
into or the next logical step in a career that you've already begun to pursue. 

This choice is important because it most certainly affects the targets you 
select. If you’re committed to staying on a particular career path, your target- 
ing possibilities are going to be narrower than those of someone who hasn't 
yet launched a career or who is thinking about changing careers and is inter- 
ested primarily in gaining new experiences. Your options, in this case, will 
probably have to do with the type of company you want to work for or the 
region of the country in which you want to live. 

Finding a job to support a career 
It is also possible that the career you hope to pursue will pretty much require 
you to find a job outside that career. The vast majority of aspiring actors, 
musicians, artists, and writers today, for example, do not earn their living by 
acting, playing music, or writing. They have other jobs — say, working in 
restaurants. These are “job” jobs: They pay the rent, put food on the table, 
and at the same time give people the opportunity to develop their craft. 



4 6 Part Il: Setting Your Targets 

This pattern isn’t limited to artists. Suppose that yau have been a computer 
programmer for the past ten years and decide that you really want to bea 
teacher. This being the case, your target might be heavily weighted toward 
those positions that will enable you to continue to support yourself but at 
the same time enable you to take classes and earn the credentials you need 
to launch a teaching career. 

The point is that you need to think about both the short-term and the long- 
term. Don’t automatically assume that because you can’t afford to be choosy 
about the jobs you go after, you don’t have long-term options. It’s better to 
look at all the short-term options you have and decide which option (for the 
time being, at least) gets you closest to your long-term goal. 

Choosing a job within a career 
One final thing to think about is the degree of variation that can exist within a 
given occupation. 

Consider the legal profession. The day-to-day life of a trial lawyer bears little 
resemblance to the day-to-day experience of a lawyer who specializes in tax 
law. By the same token, you can pursue a career in advertising but work in 

any number of functional specialties within that field — graphic design, copy- 
writing, sales, or accounting, to name a few. 

Keep in mind that concepts such as job and career are not as clearly distin- 
guished as you might think. Above all, don’t allow yourself to be locked into a 
mindset that limits your possibilities. Be aware that the opportunity you’re 
looking for could exist in any number of different forms, in any number of dif- 
ferent industries or companies, and even in any number of different jobs. 

Finding Out What's Out There 
In the earliest stages of job targeting, your goal is to uncover as many possi- 
bilities as you can. The more the merrier. 

If you completed the exercises in Chapter 3, you should know — or at least 
have a general idea — what you like to do, what you’re good at, and what 
your basic living needs are. What you may not know, though, is where in the 
vast universe otherwise known as the job marketplace you need to look for 
specific jobs that can meet some (if not most) of those criteria. 

The following sections list some concrete steps that you can take to broaden 
your perspective of the job market. By doing so, you can better establish job 
targets that strike a happy medium between what you ideally want to do and 
what you have a reasonable chance of achieving. 
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Read 
Thanks to the Internet, never before has so much information about so many 

job- and career-related subjects been so readily available. It would be difficult 
to name any field that you couldn’t become reasonably familiar with after a 
couple of days of basic research. 

Researching job opportunities on the Internet is definitely an activity you 
want to spend a lot of time doing (see Chapters 10 and 11). A sampling of the 
tools available at your fingertips include Web sites for companies and trade 
and professional organizations, online discussion groups, business-related 

articles, and more. 

However, there are some things that you won’t be able to access on the 
Internet. For example, some publications allow access to their article 
archives only if you buy a subscription or pay a fee. In these instances, or if 
you just prefer to do research the old-fashioned way, the second best source 
of this type of information is the job and careers section of your local public 
library. (Many libraries offer Internet access, too, giving you the best of both 
worlds.) There you can find directories and job guides in dozens of fields. 
True, the information in some of these directories is dry enough to put you to 
sleep. It isn’t always as current and real-world as you might like it to be, 
either, and it doesn’t necessarily show you what working in a particular 
industry is actually like. But this type of research is nonetheless a good 
foundation to build upon. 

Another great source of job- and career-related information is the library of 
any local college or university. (You don’t have to be a student, faculty 
member, or employee of the college to do research in the reference section of 
most college libraries, although you won’t be able to check out books.) 

But go beyond the directory section of your local library. Virtually every 
industry today has its own complement of trade magazines, many of which 
feature at least one or two articles per issue about job- and career-related 
topics. Trade magazines aren’t always easy to track down — libraries tend to 
keep only a limited number in circulation — but many trade publications are 
accessible from online databases. And almost all major trade associations 
publish a magazine, newsletter, or journal for their members. (Your library is 
likely to have a directory that lists trade publications by industry. A phone 
call or two, coupled with a friendly request, will frequently bring you copies 
at no cost.) You can also get an ongoing sense of the job marketplace by read- 
ing the better known business publications, such as Business Week, Forbes, 

The Wall Street Journal, and Fortune, all of which also have online editions. 
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Other reading suggestions: 

© Look for biographies and autobiographies of successful people in fields 
or professions that interest you — especially recent biographies and 
autobiographies. At the same time you're learning about what it takes to 
be successful in a particular occupation, you'll also find out what it 
takes to be successful in that industry. “a 

Be alert to newspaper and magazine articles about companies or the 

people who work for or run those companies. Here, again, the payoff is 
current, “insider” information. 

For in-depth information about library research, see Chapter 11. 

Talk to people in the field 
Next to being there yourself, the best way to expand your perspective of the 
job marketplace is to be an attentive listener — and to know whom to listen to. 

You don’t have to go to “experts.” Look around at the people you know: your 
friends, your relatives, your Uncle Larry, or your cousin Louise from Denver, 

even though the two of you fought like cats and dogs when you were kids. 
Write them a note. Give them a call. Interview them. Find out more about 
their work: what they actually do in their jobs, what their companies are like, 
and what it’s like to be a professional in their particular field. Ask them to 
send you recruiting brochures and company newsletters. It all helps. 

Don’t limit your job targeting detective work to friends and family. Do you 
ever get bored at parties or other social functions? Good, because now you 
have an assignment. Seek out people, find out (politely) where they work, 
and then ask them to tell you about their work experiences. Most people 

enjoy telling other people — even strangers — about their work. Who knows, 
you may even get an invitation to come down and spend time at someone’s 
company, and by doing so get an inside look and determine whether you 
might fit in there. 

Remember, you’re not looking to line up job offers or even job interviews just 
yet — not until you determine that a job or field represents a true strategic 
target, something you could see yourself actually doing. But the more people 
you talk to and the more job environments you can observe, the more per- 
spective you gain, and the easier it will be to set job targets that make sense. 
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Attend trade shows 
Trade shows and other events that bring large numbers of people from a 
single industry together in one place are another solid way to find out about 
the nature of work in a particular field or industry and also about job possi- 
bilities. Getting into some of these shows can be tricky because most of them 
are open to industry or association members only. But some trade shows — 
large computer shows, for example — are open to the public. And even if a 
trade show is closed to the public, this is not to say that you can’t drop by 
the hotel and see if you can engage some of the attendees in conversation. 
(They’re easy to recognize because they always wear badges.) 

Visit job fairs 
These events put you in direct contact with in-house recruiters for a number 

of companies — all in one venue. You can speak with these individuals in 
person to find out about hiring needs, company culture, and more. It’s your 
big chance to sell yourself face-to-face (be sure to have ready a 30-second 
synopsis of your job search objectives, in addition to your resume), and 
some companies even have on-the-spot facilities to conduct impromptu job 
interviews. 

Work as a temporary 
Chapter 17 says a lot more about temporary work and how it can figure into 
your job hunt strategy. For now, keep in mind that working as a temp — 
regardless of the type of work you do — gives you an opportunity to experi- 
ence firsthand what it’s like to work in a particular industry or company. It 
can also give you access to people who can broaden your knowledge of a 
field or who can potentially offer you a full-time position. 

Get your feet wet with volunteer work 
Organizations that rely on volunteers can’t be terribly selective about the 
people they use to handle specific tasks, which opens up opportunities for 
nonspecialists. Suppose that you have been thinking about getting out of the 
insurance business and have been wondering whether you could make a 
living writing and editing a newsletter — maybe an insurance newsletter. One 

way to find out whether you might enjoy newsletter writing is to write and 
edit a few issues of a volunteer organization’s newsletter. You may find out in 
the end that you enjoy the insurance business a whole lot more than you 
enjoy writing articles. In either case, the experience will be valuable. 
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Attend lectures, courses, and seminars 
Read your local paper or national publications such as National Business 
Employment Weekly regularly to find out about lectures at local community 
centers, churches, and libraries. The lectures rarely cost very much, and they 

give you an opportunity to talk to people who are highly knowledgeable in 
fields that may interest you. 

Also, look through community college and training center brochures to find 
out about courses and seminars in fields that seem interesting to you but 
that you know little about. An added benefit to taking these courses is the 
opportunity some may provide you to meet people who are already in the 
field. 

Exploring a Target: What to Ask 
When Vou Get the Chance 

When you get an opportunity to sit down with someone who can give you 
firsthand information about the various job and career possibilities in a par- 
ticular industry, occupation, or company, do your best to capitalize on it. 
Don’t be embarrassed about asking basic questions (as long as they’re not 
too personal), and don’t feel self-conscious about taking notes. 

There are basically five aspects of any job or a career that you need to know 
about in order to get a sense of whether that career makes sense for you. 
These aspects may not be of equal importance to you, but all of them con- 
tribute to one degree or another to the total job experience. The following 
sections describe these aspects. 

The work itself 
What do the people you talk to do on a day-to-day basis? Do they spend most 
of their time in an office, on the phone, in front of a computer, in a laboratory, 

or on the road? Do they typically work alone or as part of a team? Is the work 
routine or does it change constantly? Is there deadline pressure? These are 
just some of the very basic questions you should be asking. Feel free to add 
whatever questions you like and, again, don’t dismiss any question because 
you think it’s too basic. If you’re curious, ask. 
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Available opportunities 
How easy or difficult is it to break into and gain a foothold in the field, occu- 

pation, or company — especially now? How steep is the competition for jobs 
at your skill and experience level? Is there a demand for new people, or is 
there a surplus? And if there is a surplus, how big is it: 50 applicants for every 
opening or 500 applicants for every opening? 

Moving ahead 
How quickly people typically move through the ranks in a field or profession 
varies considerably from industry to industry, so it’s a good idea to find out 
early on about the typical timetable for career advancement. In certain fields, 
such as teaching, advancement is largely a matter of seniority. In other fields, 
like sales, performance frequently takes precedence over tenure. 

Here’s a key point to bear in mind: The career path patterns in major corpo- 
rations are changing rapidly. Promotions, in other words, no longer follow a 
predictable, hierarchical pattern. 

The financial rewards 
On average, what do people earn in the field, occupation, or profession 
you’re trying to learn more about? What are the typical salaries for entry- 
level employees, and what do the top performers make? Keep in mind that 
salary ranges in any given field can vary a great deal from company to com- 
pany, and you need to take into account factors such as health insurance and 
other benefits. 

In general, though, the more “glamorous” a field is, the lower the entry-level 
salaries are likely to be, given the basic law of supply and demand. Certain 
fields, too, are inherently less lucrative than others but offer their employees 
a level of job satisfaction that makes up for the lack of monetary rewards. 

Lifestyle 
Certain industries — the airline and hospitality industries, to name just two 
— differ from other lines of work primarily because of the lifestyle they offer. 
So asking questions about lifestyle should definitely be part of your inter- 
viewing strategy. Find out how much travel is involved in a typical job and 
where that travel is likely to take you: to Western Europe or west of the free- 
way. Get a feel for how often employees have to work nights and weekends — 
and remember, this often varies from company to company. 
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Get a sense, too, for the pressure you’re likely to be under on a day-to-day 
basis. Many people who start out in major law, accounting, and investment 
banking firms earn high salaries, but they have to be prepared to work long 

hours; it’s part of the culture. 

Other questions to ask people about their jobs and their industries include 
the following: " 

EES 

I 

es 

_ # Which are the dominant companies or organizations in this field? 

What qualities does it take to excel in this job, organization, or 

profession? 

od What do you like best about your job? 

| What's the worst part of your job? 

Staying on Track When 
Targets Don't Pan Out 

After you establish job targets, any number of scenarios can unfold. Here are 
some possible scenarios and how you might respond to them: 

5 

a 

iH 
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Iv You discover early on that there are very few job opportunities in one of 
the targets that you’ve established. 

Advice: Be prepared to either abandon or at least modify the target. For 
example, you may want to keep the geographic component of the target 
but be willing to expand the range of industries you’re considering. 

: Available job opportunities match one or more of your targets, but the 
competition for these jobs is intense, and you’re not sure how you stack 
up against the competition. 

Advice: Don’t give up just yet. Try to get a clearer fix on what the 
employers in these target areas are looking for and what the other candi- 
dates might bring to the party in the way of experience, credentials, and 
connections. If you are convinced at this point that you are not ina 
strong position to compete — and, again, don’t throw in the towel too 
soon — think about the steps you need to take (taking special courses, 
for example) to make yourself a more attractive candidate in the future. 

There are openings that match your targets, and you are a legitimate 
candidate for those openings, but the salary range falls below your mini- 
mum needs. 

Advice: If you see in these openings an opportunity to do something that 
will bring you great satisfaction and that within a reasonable period could 
pay you an acceptable wage, consider taking the job and explore ways to 
supplement your income — a weekend or evening job, for example. 
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Getting Vourself “Market-Ready” 
The assumption at this point is that you have defined a set of targets that 
meet your criteria. Each target, in other words, represents a job that you can 
envision yourself handling, offers a reasonable number of opportunities, and 
meets your basic requirements. The next step is determining just how “mar- 
ketable” you are. 

Understanding what marketability is 
Your marketability is essentially a function of two things: 

What the “buyers” in the marketplace — in this case, prospective 
employers — are looking for 

What you can bring to the table 

It goes without saying that marketability is a highly relative, not to mention 
subjective, notion. What makes you highly marketable in one situation or 
company might not make you highly marketable in another situation, never 
mind that the two jobs appear similar. That’s because the “buyer” in each sit- 
uation has his or her own idea of what’s important. The fact that you lack an 
MBA may not mean anything to one prospective employer, but it could be the 
most important consideration for someone else. 

Determining your marketability 
You can take some steps to develop a general sense of how attractive a candi- 
date you’re likely to be to a prospective employer. 

Here’s one such process. The goal of this exercise is to give you a picture of 
how your strengths as a candidate match up against the criteria by which 
would-be employers are likely to judge a candidate’s attractiveness. 

1. On a sheet of paper, create a three-column table. 

You can also use the spaces provided in the following table. 

2. In the left-hand column, write down the five or six factors that 

prospective employers in each job target area are likely to consider 
the most important in a job candidate. 

If you don’t have this information, try to get it by asking someone in the 
field or doing some research in the library. 

3. In the middle column, rate each factor according to your view of its 
importance to prospective employers. 
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If, for example, your research reveals that educational credentials are 

likely to be important to the typical employer in a particular field, you 
might assign that factor a value of 5 ona scale of 1 to 5, with 5 indicating 

the highest degree of importance. 

4. In the right-hand column, rate yourself in this area. 

If, for example, your educational credentials match those that are 
required for the position in which you're interested, you would give 
yourself a 5. If you lack a degree that is required for the position but 
have a college degree, you might give yourself a 2. 

5. Repeat Steps 3 and 4 for each criterion. 

6. Add up the numbers in each column. 

7. Subtract your total from the total of the prospective employers’ 
column. 

What Employers Are Estimated Employers’ Rating | Give 
Looking For Rating Myself 

Examples: 

Written communication skills 5 3 

Possession of an MBA 4 5 

Total 

What you’re looking for in this exercise are gaps between the importance a 
prospective employer attaches to each criterion and your own strengths in 
that area. By subtracting the sum of your numbers from the sum of the num- 
bers in the would-be employer’s list, you end up with a rough idea of your 
marketability. The lower the number — the gap between what employers are 
looking for and what you have to offer — the more marketable you are. 

This exercise serves yet another function. By zeroing in on what employers 
care about (as opposed to what you happen to be good at), you lay the foun- 
dation for your marketing campaign. The remaining parts of this book focus 
on specific parts of that campaign. 
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“Here's a vesume for the meteorologist 
position that locks promising.” 



In this part... 
Frvevene knows that you have to have a resume to 

apply for a job. This part takes you through the entire 
process of writing a resume that will dazzle would-be 
employers. By choosing the best resume style, formatting 
like a professional, and focusing on your specific accom- 
plishments, you’ll come up with a resume that you'll be 
proud to send out. 

This part also explains how to write winning cover letters 
so that the recipient will actually read the resume that you 
worked so hard on. 
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In This Chapter 
» Understanding what a resume can and can’t do 

p» Avoiding the 12 cardinal sins of resume writing 
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A resume is what nearly everyone you approach in your job search is 
going to ask you to send to them before they take any action on your 

behalf. You can think of your resume as your driver’s license of job hunting: 
You can’t go anywhere without it. 

What a resume is, in short, is a one- or two-page summary of your work his- 
tory, educational background, and work-related personal qualifications. Its 
fundamental purpose is to give prospective employers a convenient and rea- 
sonably efficient way to determine, at a glance, whether you warrant a closer 
look. 

The goal of this chapter is to outline the steps of preparing a solid resume 
that will hold you in good stead as you move forward in your job search. If 
you follow these guidelines, you’ll end up with a resume that you wouldn’t 
hesitate to send to anyone. 

Great Expectations: What a 
Resume Can and Can’t Do 

The main thing to bear in mind about a resume is what it doesn’t do. 
Regardless of how elegantly it’s designed, how brilliantly it’s written, and how 
professionally it’s printed, a resume in and of itself isn’t going to induce 
anyone to stop what he or she is doing, jump up and down, and say, “This is 
the person I definitely want to hire!” That is not what it is meant to do. 

What a resume is meant to do is to get you past the initial screening so that 
you have an opportunity to be interviewed by someone who has the power 
to hire you. 
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Not that getting past this screening is easy. In times of high unemployment, a 
typical classified ad for an attractive job opening in a major city can draw 
hundreds of resumes. In this case, someone — not necessarily the person 
who does the actual hiring — has to go through that vast mountain of 
resumes and select those candidates who most closely meet the basic qualifi- 
cations of the position. The higher the mountain of resumes, the less time the 
person is likely to spend on each one. And today, the scanning is increasingly 
being done by computer, which means that, to make it past the screening 
process, your resume has to include the information that a computer is pro- 
grammed to look for. 

This aspect of the hiring process —_when someone sits down and begins to 
plow through a stack of resumes — is sometimes referred to as the screening 
stage. At this point, your resume may face a tough, but by no means insur- 
mountable, challenge. 

How Screening Works 

ON! vl 
& 

People who screen resumes typically do so by dividing them into different 
groupings. These groupings are based roughly on whether a candidate is 
considered a “definite” (someone who clearly deserves to be interviewed), 
a “possible” (someone who might be worth an interview), or a “definitely 
not” (someone whose background is clearly wrong for the job in question). 
The time a screener spends on each resume at this initial stage is often very 
brief — only a handful of seconds for each resume. Whether a resume makes 
it to the “definite” pile or the “definitely not” pile depends mainly on the spe- 
cific criteria the screener is looking for. 

That’s where things get tough for your resume. The more resumes a screener 
has to go through, the more specific the criteria used to differentiate the “def- 
inites” from the “possibles” from the “definitely nots” become. This is why 
developing more than one resume frequently makes strategic sense. The 
more targeted your resume is to a particular job or company, the more likely 
the resume will make a favorable impression on the screener. 

Something else worth bearing in mind is that the people who screen resumes 
are usually looking for red flags — especially when the pile of “definites” begins 

to mount. This is why little things like typos and misspellings can knock you 
out of the running, even though these little things may have nothing whatso- 
ever to do with your ability to handle the job for which you are applying. 

Keep in mind, too, that the process of putting together a resume is often as 
valuable to you as the result of that process. The story you tell in a resume is 
a story you're going to have to tell — and tell persuasively — to many people 
in many different situations. The more familiar and comfortable you are with 
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that story and the more confident you are that it accurately reflects who you 
are and what you have to offer, the easier it will be to tell the story in any 
number of different situations. 

The 12 Cardinal Sins of Resume Writing 
Before you begin writing your resume, it’s probably a good idea to be alert to 
some of the more common pitfalls of resume writing. Take some time to ponder 
the following pitfalls, and do your best to avoid them in your own resume. 

Unprofessionalism 
Your resume, above all, must /ook professional. Consider the following: 

™ Using paper or ink in unusual colors (such as pinks and blues) and 
= ‘paper in unusual sizes (anything other than 8% x 11) demonstrates that 

you are not a candidate to be taken seriously. You want your qualifica- 
tions, not your choice of paper or ink, to stand out. 

It should be printed in black ink on 8%x-11, preferably white bond, 
paper. (Ivory and light gray are okay, too, but stay away from light pinks 
and blues.) The margins should be at least 1 inch all around. 

_ You should use one of the most commonly recognized resume formats. 
; See Chapter 6 for more information about resume formats. 

_ The typeface should be simple, unadorned, and easy to read. It should 
not look like calligraphy — the typeface people use for wedding invita- 
tions. Although it’s okay to use graphic flourishes such as bullets and 
boldface for emphasis, remember to keep them to a minimum and avoid 

them altogether in resumes that are destined for optical scanners (see 
Chapters 7 and 8). Stick to a single typeface in a single size. 

: The information in the resume should be presented in short, easy-to- 
: read paragraphs. 

| Make sure that no extraneous pen or pencil marks or correction fluid 
appear on the resume — and please, no gravy stains. 

Carelessness 
The fact that your resume is marred by typos, misspellings, and grammatical 
mistakes may not be an accurate reflection of how qualified you are for a par- 
ticular job (unless, of course, the job is proofreader). As a rule, though, 

employers are neither patient nor forgiving about these flaws. A single typo in 



60 Part Ill: The Writes (And Wrongs) of Resume Writing 

an otherwise well-organized and professional-looking resume may not neces- 
sarily sink you, but if the resume is riddled with misspellings and grammatical 
errors, you send the message to would-be employers that you don’t pay atten- 

tion to details. 

Cuteness and cleverness 

Cute is for babies and kittens, but not for resumes. So play it straight. Forget 
puns and clever plays on words; they don’t belong in a resume, and they 
don’t belong in a cover letter, either. People who read resumes are not look- 

ing to be entertained. And what you might consider clever, most people — 
even those who may be amused by the cleverness — will not consider 
appropriate. 

Irrelevance and fluff 
The people who read your resume are interested in one thing above all: 
whether, based on what they read, you deserve serious consideration as a 

candidate. Given this priority, any information in your resume that doesn’t 
contribute an answer to this basic question is irrelevant. If you’re a college 
graduate, you don’t have to mention the high school you attended. And go 
easy on your hobbies and interests. The fact that you are a low-handicap 
golfer or have one of the world’s most extensive beer can collections may 
make for interesting conversation at a dinner party, but it’s of no interest toa 

would-be employer — unless you’re applying for a job as a golf pro or at a 
company that markets beer cans. 

Vagueness or jargon 
Vagueness occurs when you mention a job title, task, or set of abbreviations 
that nobody other than you and the person you used to work for are going to 
recognize, such as Asst. VP, RTP Div. of Corporate Reclassification of ETY 
Documents. It also rears its ugly head when you fail to mention specifically 
what you were responsible for in your last job, the number of.people you 
supervised, the size of the budget you controlled, and so on. Don’t assume 
that the people who read your resume will figure out for themselves what you 
did. They won’t. 
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Misrepresentation 
Don’t lie. It’s that simple. And don’t be tempted to embellish the truth. Of 
course, you would be foolish to include in your resume anything remotely 
unflattering. (It’s one thing to be honest and another thing to be suicidal!) 
But the risks of fudging the truth in your resume far outweigh the benefits, 
particularly when it comes to specific facts, such as credentials and titles. 

If you were not a vice president of whatever in your last job, don’t anoint 
yourself with that title simply because the company you used to work for is 
out of business. The issue here goes beyond ethics; it’s practical as well. If, in 
checking your references, a would-be employer discovers that you misrepre- 
sented yourself in your resume — even if the misrepresentation is 

inconsequential — your credibility will take a beating and you stand a good 
chance of losing an offer. If your employer discovers a lie after hiring you, you 
could lose the job that you worked so hard to get. And you might find your- 
self in over your head if you inflated prior titles or responsibilities — 
obviously counterproductive. 

Overkill 
Overkill is the excessive use of superlatives, regardless of who or what those 
superlatives modify. There’s nothing wrong with tooting your own horn in 
your resume, as long as the notes you toot are actual accomplishments and 

not simply adjectives that proclaim to the reader how wonderful you are. 

For example, instead of calling yourself a “dynamite salesperson” (which you 
shouldn’t do unless you really did sell dynamite, because adjectives like 
dynamite don’t belong in a resume), report that you were Salesperson of the 
Month for six months running. 

Underwhelming 
As you can come to appreciate in Chapter 7, you need to do more in your 
resume than simply list the spécific functions you performed in your previ- 
ous jobs. What you did is obviously important. More important to an 
employer, though, is the impact of what you did — your accomplishments. 
The fact that you were the purchasing agent for a doughnut-making company 
is nice, but of more interest is the fact that you reduced purchasing expendi- 

tures by 15 percent during your first year. 

61 



62 Part Ill: The Writes (And Wrongs) of Resume Writing 

Longwindedness 
The extent to which a resume is “longwinded” has less to do with how long it 
is — whether it’s a one-pager or a two-pager — and more to do with the lan- 
guage you use to describe your past experience. Don’t fall victim to the 
misconception that the best way to make a mundane task appear more 

important is to dress it up in lofty language. 

If one of your responsibilities in your last job was to check the accuracy of 
invoices, think twice before you write, “Ensured the numerical veracity of doc- 

uments sent to customers in order to effect the collection of funds due for 
purchases.” If you were a short-order cook, say so. Don’t say, “Assisted in daily 
preparation of large quantities of consumable items in a fast-paced setting.” 

Editorializing 
Your opinions on matters such as why a particular project didn’t work out or 
why you had to leave a job don’t really belong in a resume. In other words, 
don’t write, “Project would have been much more successful if the birdbrain I 
had for a boss had let me do it my way,” or this gem that actually appeared: 
“Reason for leaving: Boss was as twisted as a pretzel.” Keep your views and 
sentiments to yourself, as valid as they might be. : 

Overpersonalizing 
Apart from the basics — your name, address, and phone number — don’t 

include in your resume any information that relates to your personal life. 
Don’t mention your age, your height, your weight, the color of your eyes, the 
kind of dog you own, your marital status, the number of children you have, 
the condition of your health, or how many push-ups you can do. Don’t talk 
about your hobbies (unless they are career-related or reveal some aspect of 
your personality that could shed positive light on your personal qualities — 
the fact that you run marathons, for example). Don’t mention your favorite 
author or favorite food; an employer who spends seconds looking over your 
resume isn’t going to care. 

Resumespeak 
The most effective resumes are written in plain, simple language. Yes, the 
writing style you use in your resume should be professional and businesslike, 
and yes, you should avoid slang and trendy words. But be equally wary of 
business jargon and go easy on “businessese”: words and phrases such as 
“assisted in the facilitation of” and “optimized.” 
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Yes, someone actually wrote this in a resume 
Before knuckling down and getting into the 
actual business of writing your resume, how 
about a little comic relief, resume style? The fol- 
lowing phrases are excerpts from resumes that 
have been submitted over the years to Robert 
Half, the founder of Robert Half International 
Inc., who lists them in “Resumania™,” a 
monthly column for National Business 
Employment Weekly. (Note that certain details 
have been changed to protect the identity of the 
job seeker.) 

“My intensity and focus are at inordinately 
high levels, and my ability to complete pro- 
jects on time is unspeakable.” 

“Education: Curses in liberal arts, curses in 

computer science, curses in accounting.” 

“Instrumental in ruining entire operation for 
a Midwest chain store.” 

 *Personal: Married, 1992 Chevrolet.” 

\ “| have an excellent track record, although 
| am nota horse.” 

“lam a rabid typist.” 

“Created new market for pigs by 
processing, advertising and selling a 
gourmet pig mail order service on the side.” 

\ 

4 “Exposure to German for two years, but 
many words are not appropriate for 
business.” 

i “Proven abiliy to track down and correct 
erors.” 

“Personal interests: Donating blood. 14 
gallons so far.” 

w “| have become completely paranoid, 
_ trusting completely nothing and absolutely 

~ noone.” 

“References: None, I've left a path of 
destruction behind me.” 

“Strengths: Ability to meet deadlines while 
maintaining composer.” 

“Don't take the comments of my former 
employer too seriously, they were 
unappreciative beggars and slave drivers.” 

i “My goal is to be a meteorologist. But since 
| possess no training in meteorology, | 
suppose | should try stock brokerage.” 

“| procrastinate — especially when the task 
is unpleasant.” 

“| am loyal to my employer at all costs .. . 
Please feel free to respond to my resume on 
my office voice mail.” 

i@ “Work History: Unsuccessfully searched for 
a job, incompletion of graduate program, 
took Bar exam and failed.” 

“Qualifications: No education or experi- 
ence.” 

“Disposed of $2.5 billion in assets.” 

“Accomplishments: Oversight of entire 
department.” 

“Extensive background in accounting. | can 
also stand on my head!” 

i Cover letter: “Thank you for your 
consideration. Hope to hear from you 
shorty!” 

“Resumania” is a trademark of Robert Half 

International Inc. All rights reserved. 
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Chapter 6 

Deciding Which Resume 
Style Is for You 
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In This Chapter 
» The chronological resume 

» The functional resume 

w» The combination resume 
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Bev you sit down to decide what you're going to actually say in your 
resume, you have to decide which type of resume you should be writ- 

ing. Type doesn’t mean the design or basic look of the resume — the color of 
paper you choose, the typeface, and so on. It refers instead to the way you 
organize, sequence, and control the emphasis of the information that you 
include in the resume. 

Fortunately, you won’t have to rack your brain to make the appropriate 
choice. You have only three general options, each with its own rationale. And 
the third one is a combination of the first two. The three types of resumes are 
as follows: 

| » Chronological 

Functional 

© /# Combination 

Now take a closer look at each type. 
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The Chronological Resume: 
By the Numbers 

The chronological resume shown on the following page lists your work expe- 
rience in — guess what? — a chronological sequence, except that it’s in 
reverse. This is, by-far, the most commonly used type of resume today and 
the one that is the most familiar to employers. 

Advantages 
The principal advantage of a chronological resume is that it gives employers 
what they’re looking for: an easy-to-follow snapshot of your work experience. 
Employers prefer this type of resume over others because it gives promi- 
nence to what many people consider the most important criteria for hiring: 
what you are doing and accomplishing right now — at this particular stage in 
your career, as opposed to what you did ten years ago. In fact, in a survey 
(commissioned by Robert Half International) of executives with the nation’s 

largest companies, 78 percent of those polled said that they prefer to receive 
a resume written in a chronological format that is organized by dates of 
employment rather than a functional format that is organized by skills. The 
chronological resume is especially recommended if you fall into either of the 
following categories: 

| » The position you are going after is in a field in which you have a solid 
and consistent record of progress. 

The strongest aspect of your work experience is reflected in your most 
recent job, especially if it is a job that you still hold or have only recently 
left. 

Describing your work history in reverse chronological fashion showcases 
your qualifications and strengths to good advantage. 

Disadvantages 
The principal disadvantage of a chronological resume is that it can lock you 
into a sequence that may not work to your benefit in certain situations. 

Say the specific aspect of your work history that has the most bearing on the 
job you are now applying for relates to a position that you held four or five 
years ago. And say that you have had two or three jobs since then. In a 
chronological resume, you have no choice but to position the description of 
the job that you want to highlight somewhere i in the middle of the resume 
rather than near the top. 



Bambi Page 
3412 Deer Path Lane 
Dayton, OH 45415 

(111) 555-0987 

SUMMARY 
CPA with nine years’ experience in financial management reporting, including two years in 
public accounting and five years in cost accounting. Emphasis on food service industry. 
Extensive supervisory experience; involved with project development and network accounting 
systems; proficient with Excel, Access, Project Management, and other software packages. 

WORK EXPERIENCE 

January 1994 - Present 
XYZ Corporation/UltraFresh Food Division, Dayton, OH, Fiscal Director 
Dual report to COO and CFO. Prepared operational budget of $38 million and $8 million capital 
budget. Maintained cost accounting system for division. Developed cost standards and variance 
analyses for use in company’s seven geographical regions. Assisted with coding and pricing 
of manufacturing and marketing procedures. Accomplishments include: 

¢ Reorganized accounting and reporting structure within division, providing enhanced analysis 
and control. Profits increased 21 percent in first year of program. 

¢ Designed and implemented weekly managerial accounting seminars designed to improve 
fiscal responsibility of all division managers by reviewing and teaching techniques to 
maximize revenue and minimize expenses. Cut costs 17 percent over two-year period. 

¢ Developed capital budget monitoring system for justifications and expenditures to ensure 
most beneficial use of capital funds. 

July 1992 - December 1994 
Worldwide Widget; Cincinnati, OH, Manager of Cost and Budget 
Reported to director of financial planning. Prepared operating budget. Analyzed and 
recommended revenue enhancing and cost-cutting measures. Accomplishments include: 

¢ Reduced costs by 15 percent within first year. 

¢ Organized and taught education series of courses for non-accountants to improve fiscal 
responsibility of managers. 

August 1990 - June 1992 
Big Five Accounting, Cleveland, OH, Staff Accountant 

Responsible for audit tasks; provided technical accounting assistance on management consulting 
engagements as part of audit staff. Clients included retailers and food companies (McJack’s, 
Veggie King, Ola-Cola), manufacturers, government, nonprofit agencies, and others. 

EDUCATION 
B.S. Business, Upper State University, 1990 
Emphasis in accounting 

OTHER INFORMATION 
' - Certified Public Accountant in Ohio 

- Advanced Member of Financial Specialists of America 
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Chronological resumes can also be troublesome ir the following situations: 

™ You are looking to change careers, and your most recent position has no 

relationship to the job for which you are now applying. 

You have worked exclusively in one industry and are applying for a job 
in a different industry. 

You are seeking an entry-level position and have almost no work 

experience. 

You have been a chronic job-hopper over the past several years and 
have less than one year in most of the jobs you would be listing in the 
resume. 

Your employment history has large gaps — significant chunks of time in 
which you were out of work, voluntarily or otherwise. 

Note: The purpose of the resumes included in this chapter is simply to illus- 
trate the differences in the three types of resumes. They are adaptations of 
actual resumes in which the names of people, places, dates, and so on have 
been changed. Don’t concern yourself for now about the design or wording of 
these resumes. These matters are the focus of Chapters 7 and 8. 

The Functional Resume: Use with Care 
The functional resume is organized around your skills, experiences, and 

accomplishments and not on the specific jobs you have held at various 

points in your career. It omits entirely or mentions only in broad terms the 
jobs you’ve held and when you held them. 

Overall, a functional resume warrants consideration if you fall into any of the 

following categories: : 

» » You are an entry-level job seeker with no significant work-related experi- 
ence to speak of. 

™ You are re-entering the workforce after a lengthy absence, and little of 
__ your work history has bearing on the kind of job you are trying to find. 
. 
i ™ You are applying for a job in which your qualifications, presented in 
ee & 
me 

iL strict chronological form, would not portray you as an especially strong 
candidate. 

_ You've held several jobs, but those jobs do not demonstrate growth in 
responsibility or importance. 



John E. Begood 
3412 Memory Lane 
Dayton, OH 45415 

(111) 555-0987 

SUMMARY 
CPA with 11 years’ experience in financial management reporting, including two years in 
public accounting and five years in cost accounting. Emphasis on food service industry. 
Extensive supervisory and project development experience. Familiar with network 
accounting systems; proficient with Excel, Access, Project Management, and other 
software packages. 

EXPERIENCE 

General Accounting 

Have extensive experience in ensuring control over financial issues as they relate 
to corporate mission. Have prepared operational budgets in excess of $38 million 
and have played key role in reorganizing the accounting and reporting structure 
within divisions, providing enhanced analysis and control. Profits in one program 
increased 21 percent in first year. 

Cost Accounting 

More than five years’ experience maintaining cost accounting on division level. Proven 
experience in developing cost standards and variance analyses for companies with 
regional operations. Assisted with coding and pricing of manufacturing and marketing 
procedures. 

Management and Training Skills 

Have designed and implemented managerial accounting seminars designed to improve 
fiscal responsibility of all division managers by reviewing and teaching techniques to 
maximize revenue and minimize expenses. These seminars, in one instance, cut 
accounting costs 17 percent over a two-year period. Developed capital budget 
monitoring system for justifications and expenditures to ensure most beneficial use 
of capital funds. 

EDUCATION 
B.S. Business, Upper State University, 1988 
Emphasis in accounting 

OTHER INFORMATION 
- Certified Public Accountant in Ohio 
- Advanced Member of Financial Specialists of America 
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If you’re going to use a functional resume, spend extra time on your cover 

letter (see Chapter 9) to explain why you haven’t gone into detail about your 
work experience. 

Advantages 
The chief advantage of a functional resume is that it enables you to give 
prominence to those aspects of your background likely to be of special inter- 
est to a would-be employer. Functional resumes also shift the focus away 
from aspects of your background (long periods of being out of work, for 
example) that might hurt your chances of getting by the initial screening 
process. As the resume on the preceding page shows, the functional resume 
calls immediate attention to your accomplishments. 

Disadvantages 
The major disadvantage of functional resumes — and it is a big disadvantage — 
is that many employers view them with suspicion. Yes, your strengths and 
your accomplishments are important to a would-be employer. Most employers, 
though, are interested in the context as well: They want to know what specific 
job you held that enabled you to demonstrate the skills you describe in a func- 
tional resume. They want to know how recent that experience was. They 
would like to see, if possible, some continuity. 

The less information you offer about the actual dates you held certain jobs, 
the more suspicions you arouse. Justifiably or not, many employers assume 

that if you’re using a functional resume, you probably have something to hide. 

The Combination Resume: A Good Mix 
The combination resume — sometimes referred to as the chrono-functional 
resume — is rapidly becoming the resume of choice among many career 

counselors. This type of resume combines features of both chronological and 
functional resumes. It showcases your skills and accomplishments but also 
provides the reader with a clear — if thumbnail — glimpse of your work 
history. 

The combination resume is worth considering if you fall into any of the 
following categories: 
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™ You are looking to change careers and want to highlight your general 

: skills rather than specific skills that relate to your past jobs. 

: ™ You have had no luck at all in getting past the screening process witha 

chronological resume. 

™ You are applying for a job that interests you and that you think you can 

2 handle, but the connection between your work history and that particu- 
lar job could be stronger. 

The following two pages show combination resumes. 

Yes, someone actually wrote this in a resume 
These excerpts come from resumes collected 
by RHI founder Robert Half, who writes a 
monthly column that features resume bloopers, 
called “Resumania,” for National Business 
Employment Weekly. (Note that certain details 
in these resumes have been changed to protect 
the identity of the job seeker.) 

w “Please disregard the attached resume — 
it is terribly out of date.” 

iM “Insufficient writing skills, thought 
processes have slowed down some. If | am 
not one of the best, | will look for another 
opportunity.” 

w “Seek challenges that test my mind and 
body, since the two are usually inseparable.” 

i “Referees available on request.” 

“An obsession for detail; | like to make sure 

| cross my i's and dot my t's.” 

“Typing Speed: 756 wpm.” 

1“ “Note: Keep this resume on top of the 
stack. Use all the others to heat your 
house.” 

1 “Work experience: Dealing with customers’ 
conflicts that arouse.” 

w “Here are my qualifications for you to 
~ overlook.” 

ww “Work Experience: Responsibilities in- 
cluded checking customers out.” 

w “| don't usually blow my own horn, but in 
this case, | will go right ahead and do so.” 

“Personal Goal: To hand-build a classic 

cottage from the ground up using my 
father-in-law.” 

w “Excellent memory; strong math aptitude; 
excellent memory; effective management 
skills; and very good at math.” 

ww “My experience in horticulture is well- 
rooted.” 

w “Experience with LBM-compatible computers.” 

“| am very detail-oreinted.” 

"| realize that my total lack of appropriate 
experience may concern those consider- 
ing me for employment.” 

w “My primary goal is to be recognized.” 

"Special skills: Experienced with numerous 
office machines and can make great 
lattes.” 

“Resumania’ is a trademark of Robert Half 

International Inc. All rights reserved. 

—_— SS a ES EIS 



John E. Begood 

3412 Memory Lane 

Dayton, OH 45415 

(111) 555-0987 
SUMMARY a 
CPA with 15 years’ experience in financial management reporting, including two years in public 

accounting and two years in cost accounting. Emphasis on food service industry. Extensive 

supervisory and project development experience. Familiar with network accounting. systems; 

proficient with Excel, Access, SAP, and other software packages. 

EXPERIENCE 

General Accounting 

Have extensive experience in ensuring control-over financial issues as they relate to corporate 

mission. Have prepared operational budgets in excess of $38 million and have played key 

role in reorganizing accounting and reporting structure within divisions, providing enhanced 

analysis and control. Profits increased 21 percent in first year of program. 

Cost Accounting 

More than five years’ experience maintaining cost accounting on division level. Proven 

experience in developing cost standards and variance analyses. Assisted with coding 

and pricing of manufacturing and marketing procedures. 

Management and Training Skills 

Have designed and implemented managerial accounting seminars designed to improve fiscal 

responsibility of all division managers by reviewing and teaching techniques to maximize 

revenue and minimize expenses. These seminars, in one instance, cut accounting costs 17 

percent over two-year period. Developed capital budget monitoring system for justifications 

and expenditures to ensure most beneficial use of capital funds. 

WORK HISTORY 

1989 - present: XYZ Corporation/UltraFresh Food Division, Dayton, OH; 

Fiscal Director 

1986 - 1988: Worldwide Widget, Cincinnati, OH; Manager of Cost and Budget 

1984 - 1986: Big Five Accounting, Cleveland OH; Staff Accountant 

EDUCATION 

B.S. Business, Upper State University, 1983 

Emphasis on accounting 

Other Information 

- Certified Public Accountant in Ohio 

- Advanced Member of Financial Specialists of America 



HENRY HYREME 
29 Turnbill Rd. 

Denver, CO 89745 
(111) 555-2839 

SUMMARY 

— Highly responsible, well organized, and self-motivated 

— Dynamic leadership qualities/team player 

— Excellent written and oral communication skills 

— Multilingual and familiar with several cultures 

ADMINISTRATION AND LEADERSHIP EXPERIENCE 

— Administered and coordinated various types of government and commercial contracts 

including NASA and Department of Defense 

— Negotiated contract terms and conditions, completed a mutual winning negotiation on the 

essential elements of a contract: delivery schedule, specifications, pricing, and contract 

terms 

— Consistently received excellent rating from customers for staying within cost and schedule 

— Co-chaired company’s communications committee, established effective communications 

channels that improved the flow of information internally and externally 

FINANCIAL SKILLS 

— Prepared and coordinated contract budget with program manager, properly allocating 

necessary funds and work hours associated with each particular task 

— Monitored contract spending on a weekly basis to ensure that expenditures did not exceed 

allocated funds, particularly in fixed-price contracts 

— Prepared and presented monthly detailed accounts receivable reports of major accounts 

to senior management 

INTERNATIONAL SKILLS 

— Knowledge of diverse cultural backgrounds, including European, Asian, and American 

— Experience in living and working overseas, in the Far East and in Europe 

— Fluent in French and Japanese 

WORK HISTORY 

Contracts Coordinator Felson International, Denver, CO 1989 to Present 

Contract Management First National, Denver, CO 1987 to 1989 

Operations Administrator Amityville Airport, Amityville, FL 1985 to 1987 

EDUCATION 

Downstate University, MBA International Business 

Upstate University, BA Business Finance 
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Reasons for leaving 
Robert Half, founder of Robert Half International ~~ “l was working for my mom until she 
Inc., advises job seekers to refrain from includ- decided to move.” (Didn't she leave a for- 
ing “reasons for leaving” on a&resume. “The warding address?) 
time to discuss that is in the interview,” says 
Half. Here are some humorous examples that he 
has collected over the years: 

“| was gunned down in the political cross- 
fire.” (Texas. Where else?) 

w “Extreme isolation. | worked at the bottom 
of the Grand Canyon and the parking lot was 
eight miles away.” (Many great Americans 
started at the bottom.) 

i “The boss said the end of the world is near.” 
(This might be a good time to take that trip to 
Hawaii you've been putting off.) 

ww “Was met with a string of broken promises 
and lies, as well as cockroaches... .” 
(That's some welcoming committee!) 

w “Reason for leaving last job: Bounty hunting 
was outlawed in my state.” (Gives “job 
hunt” a whole new meaning.) 

w “Fired because | fought for lower pay.” 
(Probably not a very popular employee.) 

Advantages 
The principal advantage of a combination resume is that, like a functional 
resume, it enables you to establish early on what you have accomplished in 
your career and what skills and attributes you can offer a potential employer. 
But because you also include in this type of resume a description of your 
work history, you diffuse the suspicions that often arise when this informa- 
tion is omitted. 

Disadvantages 
The only disadvantage of a combination resume is that some employers — 
those who prefer chronological resumes — may assume that you are attempt- 
ing to conceal certain aspects of your background. All in all, however, this is 
not a disadvantage that you have to concern yourself with now that combina- 
tion resumes are becoming increasingly common. 



Chapter 7 

Writing Your Resume 
Seeseeseeeesee eee see ese Seoseseeseesesese ese see see eseseseeeseseseseese 

In This Chapter 
p» Performing sentence surgery 

» Organizing your resume 

p» Taking a closer look at each section 

» Making your resume computer friendly 

» Customizing your resume: Is it worth the effort? 

» Dealing with delicate situations 

S®eee Cee eee eoeeeeseeeeeseeeeeseesee eee es eeeeeeeeeeeeee 

f° chapter is tailor-made for you if (1) you do not currently have a 
resume and are preparing one for the first time or (2) you currently have 

a resume, but it doesn’t seem to be getting you anywhere and you figure that 
it might be time to revitalize it. You’ve come to the right place. 

This chapter takes you step by step through the process of writing a resume. 

Obviously, you have to tailor much of this advice to your own situation. But if 
you follow these guidelines, the overall process of writing your resume 
should go far more smoothly and take far less time than you might imagine. 
You may actually enjoy yourself. More importantly, you will wind up with a 
resume that you’re comfortable with and that will serve you well in your job 
search. 

Sentence Surgery: Five Tips 
for Getter Resume Writing 

First the good news. You do not have to be William Shakespeare to compose 
a solid, well-organized, professional-looking resume. All you need are the abil- 
ity to express your ideas in proper English and an understanding of how a 
resume should be organized and written. 
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Being able to handle the basics of English — grammar, spelling, punctuation, 
proper word usage, and so forth — has become a critical skill in today’s 
e-mail and facsimile-driven business environment. If you lack confidence in 
your ability to use English properly, think about enrolling in a writing work- 
shop or community college course. Also, get the classic book The Elements of 
Style, 3rd Edition, by William Strunk and E. B. White (Allyn & Bacon, 1995). 

Now the bad news. You can forget most of the rilles and principles you were 
taught when you were writing reports and term papers in high school or col- 
lege. Those principles simply do not apply to resumes. Resumes are business 
documents. They follow certain conventions that business people take for 
granted but that most English teachers would consider incorrect. 

Following are five simple writing principles that apply specifically to resumes. 
All of them should come in handy when you begin to string words together 
in your resume, particularly when the time comes to describe your work 
history. 

Avoid the first person pronoun 
The pronoun / has no place in a resume — and for a logical reason: Who else 
would you be talking about if not yourself? 

Instead of this: 

I demonstrated professionalism, tact, and diplomacy while I worked with our 

customers in high-pressure situations. 

Write this: 

Demonstrated professionalism, tact, and diplomacy while working with cus- 
tomers in high-pressure situations. 

Instead of this: 

I managed a department whose chief responsibility was to oversee safety audits. 
I wrote all audit reports and conducted management briefings. 

Write this: 

Managed a department whose chief responsibility was to oversee safety audits. 
Wrote audit reports and conducted management briefings. 

Notice that the second version of each example begins with an action verb. 
Beginning most of your sentences with action verbs may not have been stan- 
dard practice when you were writing term papers, but this practice is 
accepted and recommended in resumes. 
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Keep your sentences short and 
don’t worry about fragments 
Resumes call for short, crisp statements. These statements do not necessar- 
ily have to be complete sentences; you can frequently leave out the articles a, 
an, and the. 

Instead of this: 

Spent three years working on major accounts, as both a lead generator and a 
closer, demonstrating proven skill in organizing and managing a territory with 
efficiency as well as in developing customer databases. 

Write this: 

Spent three years working on major accounts. Generated leads and closed sales. 
Demonstrated proven skill in organizing and managing a territory and in devel- 
oping customer databases. 

Instead of this: 

I was involved in the creation and implementation of statistical reports for a 
large metropolitan hospital, which required the use of spreadsheet software for 

cost analysis and, in addition, the creation of a database to track patient visits. 

Write this: 

Created and implemented statistical reports for large metropolitan hospital. 

Analyzed costs with spreadsheet software. Created database to track patient visits. 

Or try a bulleted format: 

Created and implemented statistical reports for large metropolitan 
hospital. 

™ Analyzed costs with spreadsheet software. 

Created database to track patient visits. 

Use plain English 
Don’t be victimized by the myth that the bigger the word you use, the more 
impressed the reader will be with your intelligence. Keep things simple. Go 
easy on the adjectives. And be especially wary of those grammatical con- 
structions known as nominalizations — that is, nouns that are built around 

verbs and become part of a bulky phrase that can just as easily be expressed 
in a single word. See the examples in Table 7-1. 
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Table 7-1 Using Plain English 

Bulky Phrase : Better 

Effected the solution of “Solved 

Engaged in the operation of Operated 

Offered assistance in the facilitation of = Helped facilitate 
~ 

Use bullet statements when appropriate 
You usually have a choice when you are writing your resume to combine a 
series of related statements into a single paragraph or to list each sentence in 
that paragraph as a separate statement, each occupying its own line. There 
are pros and cons for each option, and sometimes you have to base your 
decision on the amount of information you need to get across. 

Bulleted information is more readable and tends to stand out more than the 
same information contained within a paragraph. But bulleted information 
also takes up more room. Your best bet is to combine the two, as demon- 

strated in the work history discussion later in this chapter. 

If you decide to express information in bulleted style, keep the bulleted items 
brief and pay attention to parallelism. That is, try to make all the items ina 
sequence adhere to a similar grammatical pattern. 

Examples of nonparallel statements include 

Reconcile all statements for cardholders 

™ Purchases are approved 

Have experience in performing training of tellers 

Examples of parallel statements include 

Reconcile statements 

“ Approve purchases for Marketing department 

Train tellers 

Go from general to specific 
Sequence the information in a section by beginning with a general statement 
and following it with more specific ones. 
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Instead of this: 

Supervised training of seven toy-making elves. Responsible for all toy-making 
and customer-related activities in Santa’s workshop. Answered customer com- 
plaints during peak season. (Note that the second of these two sentences is 
more general than the first.) 

Write this: 

Responsible for all toy-making and customer-related activities in Santa’s work- 
shop. Supervised training of seven toy-making elves. Answered customer 
complaints during peak season. 

Section by Section: How 
Resumes Are Organized 

Resumes should be divided into specific sections that cover different aspects 
of your background and qualifications. The names of the sections can vary 
somewhat, but the sequence stays pretty much the same regardless of the 
names you use. Here’s a brief look at the sections of a typical resume, pre- 
sented in the most common sequence: 

i- Heading: Your name, address, telephone number, and so on. 

Objective (optional): A statement that briefly spells out the type of posi- 
: tion or opportunity you’re looking for. 

i Summary (optional): Two or three sentences that sum up key elements 
A of your background, skills, and attributes. 

‘ Experience: A summary of the jobs you've held and the general respon- 
sibilities and duties you performed in those jobs — can also be 
described as professional experience or work experience. 

: Education: Your educational credentials: colleges or universities 
attended, degrees earned, and so on. 

If you are a recent college graduate with limited job experience, the edu- 
cation section should come before the work experience section. 

_ 4 Other: This section of the resume can contain any number of things, 
: depending on your background and the kind of position you seek. It may 

include special skills, memberships, computer skills, or language profi- 
ciency — anything that might enhance your appeal to a prospective 
employer. 
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sid N! Years ago, it was common practice to include in your resume a short sum- 
mary of personal data, such as your age, your marital status, and your health. 
Because of current discrimination laws, this section is no longer appropriate. 

Omit it. : 

Taking a Closer Look at Each Section 
Now that you have a general idea of how a typical resume is organized, take a 
closer look at each section and how you should deal with it in your own 
resume. 

The heading 
The heading is nothing more than your name, address, and appropriate 
phone number(s) — a no-brainer. The heading goes at the top of the resume, 
and it usually looks better centered. (See Chapter 8 for more specific 
formatting advice.) 

The only issue involving the heading of your resume that might stop you in 
your tracks is whether you should include your work telephone number 
(assuming that you are still employed). General rule: You’re better off omit- 
ting the work number, even if your current employer is aware that you’re 
looking for a job. When some employers see a work number, they may take it 
as a sign that you have been let go from your previous job and are simply 
using the offices of your former employer as your base. 

The only conditions that might lead you to include your work number in the 
resume are as follows: 

™ You're not worried about your current employer finding out that you’re 
- looking for a new job. 

© You cannot be reached conveniently at any other number. 

If you feel that you must include it, and particularly if it’s not a direct line, 
you can always ask politely in the cover letter that the caller use discretion 
when calling you at work. 

The objective 
Beginning your resume with a statement that spells out your career objective 
is a good idea for some people and a not-so-good idea for others. 
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It’s a good idea to make the objective you establish match the job for which 
you are applying. This is why some job seekers — thanks to word processing — 
customize the objective section of their resumes for the jobs they’re pursuing. 

But here’s the catch: For the objective section to work in your favor, it should 
be reasonably specific. It has to define your objective within a reasonably 
narrow frame. It also has to summarize as briefly as possible why you have 
chosen that objective. 

Following are three examples of objectives that illustrate too much specificity 
(overkill), not enough specificity (underkill), and just the right amount. 

Overkill: 

An entry-level editorial position in publishing, preferably at a publishing house 
that specializes in romance novels that take place in Europe during the latter 
part of the 19th century. This would enable me to apply the knowledge I gained 
about 19th century Europe through the five courses I took in college, as well as 
the trip I took to Europe during my senior year with my best friend, Carla. 

Underkill: 

An entry-level position that would enable me to utilize my organizational and 
communications skills. 

About right: 

An entry-level editorial position at a magazine that would give me an opportu- 
nity to apply my background in English and my three years’ experience as editor 
of my college newspaper. 

Consider using an objective only when you are dead certain that you want 
only one type of job and you are not interested in even talking to anyone 
about anything different. 

Never include an objective when you intend to use only one resume version 
but intend to send it out to a variety of companies offering a variety of 

positions. 

The summary 
The summary (not to be confused with the objective) explains briefly who you 
are and what you can offer a prospective employer. It should come at the begin- 
ning of the resume, just beneath the heading or below the objective. It can take 
the form of a single sentence, a paragraph, or a series of bulleted points. 
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30000 You can approach the summary section in one of two ways: as a specific, 
2 highly condensed description of your professional background; or as a gen- 
a eral description of your skills and attributes. Most resume experts 

recommend that — if possible — you focus on your professional background, 
beginning with a general statement that spells out what you do (computer 
programmer, sales professional, beekeeper, or whatever) and how long 
you’ve been doing it. In any case, the summary section should be brief and 
highly focused. 

~ 

Here are some examples of summary statements that can serve as models 
for you: 

| 4 Senior training development manager with more than 16 years of experi- 
ence in designing and implementing innovative strategies to effectively 
leverage human resources. Strong human resources generalist background 
with a track record of successfully driving strategies and initiatives. 

The same information in bulleted form looks like this: 

e Senior training development manager with more than 16 years of 
experience in designing and implementing innovative strategies to 
effectively leverage human resources. 

e Strong human resources generalist background. 

e Proven track record of successfully driving strategies and 
initiatives. 

Responsible, organized self-starter with strong people skills and a varied 
sales background. Team-oriented. Proven ability to meet monthly sales 
quotas. 

) 4 More than 12 years of administrative experience in university settings. 
i Organized, detail-oriented, reliable. Excellent communication skills. Proven 

aptitude in all major word processing programs, plus Microsoft Excel, 
PowerPoint, and Access. 

Three guidelines for writing strong summaries | 
Don't be afraid to toot your horn a little bit, effectively in a large organization —thatis, 
but avoid superlatives. They can hurt your teamwork. 
credibility. 

w When you send your resume to a small 
t” When you send your resume to a large com- company, emphasize your versatility and 

pany, stress those elements of your your ability to work without close 
background that reflect your ability to work supervision. 
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The work history section 
The work history section is the most important section of your resume and 
the section you need to focus on more than any other. Each position that you 
list in this section should contain the following information: 

| The job title (if you had one) 

: The company (along with city and state) 

| When you held the job (assuming that you are writing a chronological or 
combination resume, as | explain in Chapter 6) 

' ~ Your general responsibilities and most important duties 

= Your accomplishments 

The following sections walk you through some of the decisions that you have 
to make as you write this section of your resume. 

Company or job title: Which should come first? 
This may seem like a silly question, but the sequence can be important. The 

answer really depends on which aspect of your background you want to 
emphasize. Compare the following two examples: 

THE WALT DISNEY COMPANY, Burbank, CA March 1995 to present 
Manager of Telecommunications 

MANAGER OF TELECOMMUNICATIONS March 1995 to present 
Nobody-Heard-of-It Corporation, Nowheresville, NC 

The first example emphasizes the name of the company. And with a well- 
known company like Walt Disney Studios, that name can generate some 
interest. 

The second example emphasizes the position — Manager of 
Telecommunications — and de-emphasizes the fact that not many people 
have heard of the company you worked for. 

Dates: How specific should you get? 
The answer to this question depends on the amount of time you actually 
spent on the job and becomes important when you've held a job for less than 
a year. If your resume says that you worked for a company from 1997 to 1998, 
you could have worked one week — December 27, 1997, to January 3, 1998 — 

or one year — January 1, 1997, to January 1, 1998. So if you held a particular 
job for more than, say, nine months in any given year, specify the months. If 
you held the job for fewer than nine months, mention only the years. 

Just make sure that you’re consistent. If you mention the months in one job 

description, do so for all job descriptions. 
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Responsibilities and duties 
Two principles should be foremost in your mind as you describe each job: 

* Draw a distinction between the broad responsibility of the job and the 
specific tasks and duties that you performed as part of that responsibility. 

Describe what you actually did in a way that calls attention to your 
accomplishments. 

The distinction between the broad responsibility you had in a particular job 
and the specific tasks you performed in that job is not always easy to draw. 
As a rule, though, it is a good idea to divide the general description of the job 
into two parts: a sentence or two that describes your overall responsibilities 
and a lengthier section that describes your duties and accomplishments. 

Look at the following examples: 

May 1995 — Present 
Dining Room Manager, Dribble Dan’s Restaurant, Topeka, Kansas 

Responsible for training and supervising more than 25 dining room personnel. 

. » Oversee all dining room operations. 

™ Recruit and hire all dining room personnel. 

Conduct orientation sessions. 

» / Handle all training. 

April 1991 to March 1995 
Office Manager, Bug-in-a-Rug International, Tampa, Florida 

Responsible for all administrative operations in 26-person office. 

) & Established new purchasing system. 

Supervised six administrative assistants. 

Trained new employees on company software. 

« / Developed account system for factoring. 

Emphasizing your accomplishments 
If any one specific skill underlies the effectiveness of your resume, it is the 
ability to convert statements that simply describe the job you handled into 
statements that showcase your specific accomplishments in that job. The 
challenge here is twofold. The first is to determine exactly what you accom- 
plished, and the second is to use wording that emphasizes those 
accomplishments. 
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You may think that you didn’t accomplish anything worth emphasizing in 
your last job. Chances are, though, that you are underestimating yourself. 
Take some time to think about the positive things that happened as a result 
of your specific achievements in your last job. 

The key to converting statements that simply describe what you did to state- 
ments that give a sense of what you accomplished lies in your choice of 
verbs. Some verbs, by their nature, radiate a sense of getting something done 
— like accomplished, developed, initiated, increased, created, and so on. Other 

verbs or verb phrases are static and more functional, such as served as, was 

responsible for, and was involved in. See Table 7-2 for examples in context. 

Table 7-2 Using “Accomplishment” Verbs 

Type of Verb Example 

Functional verb Served as membership chairman for two years. 

Result-oriented verb As membership chairman, increased membership 
by 25% in first year. 

Functional verb Responsible for handling travel arrangements for 
32-person consulting firm. 

Result-oriented verb As travel administrator for 32-person accounting 
firm, reduced travel expenses by 25% in first year. 

Functional verb Supervised five-person sales staff. 

Result-oriented verb Produced 25% increase in lead generation by 
introducing new tracking system to five-person 
sales staff. 

The education section 
The amount of detail that should go into the education section of your 
resume depends on two factors: how many years you have been out of school 
and how relevant your educational background is to the position for which 
you are applying. The general rule is that the further along you are in your 
career, the fewer details and emphasis you should put on your education. 

The key guidelines are as follows: 

= — Degree: Mention the degree you earned before you mention the college 

- _ or university you attended. 

Major field of study: Include your major only if it is relevant to the posi- 
A tion you’re applying for or if you are a recent graduate. 
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Honors: Mention your grade point average (GPA) only if it is unusually 
high (such as cum laude or above). Include other honors only if they are 
highly regarded in your field or if you are a recent graduate. 

The miscellaneous section 
In the miscellaneous section (sometimes known as interests or special skills), 
you list information that doesn’t fit into the other sections, but may nonethe- 
less pique the interest of some employers. The rule here is to stick to 
job-related skills, such as language proficiency or your familiarity with vari- 
ous computer software programs. You can also include in this section 
associations that you belong to — but, again, mention only those that are 
career related. 

And what about your hobbies? Do not go into detail about your personal hob- 
bies, with this exception: when the hobby is directly related to the job you’re 
interested in or else reveals an aspect of your personality that may be of 
interest to a potential employer. If you’re applying for a job in a field that 
requires a competitive nature — sales, for example — it may not be a bad 
idea to mention that you enjoy participating in, say, competitive sports. 

Personal best 

What follows is a list of words that might help you describe 
your best personal qualities in your resume. 

active discreet practical will travel 

dependable methodical tactful constructive 

logical sophisticated analytical hard worker 

self-reliant alert enthusiastic resourceful 

adaptable efficient realistic will relocate 

disciplined objective talented creative 

loyal systematic conscientious imaginative 

sincere ambitious forceful respected 

aggressive energetic reliable 

Source: Robert Half International Inc. 
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Making Vour Resume Computer-Friendly 
Today, more than ever, there’s a chance that your resume will never be read 
by a human being. That’s because a growing number of companies are taking 
a computerized approach to screening resumes. 

Ry What this means, briefly, is this: Instead of being read by an actual person, 

¥ your resume is read by a device known as an optical scanner and translated 
into a computer language by optical character recognition software. Next, spe- 
cialized software, such as Resumix, Restrac, or Personics, zips through your 

resume in search of keywords and, on the basis of those keywords, stores the 

resume in one or more databases. These databases generally are organized 

according to specific occupations. And when the company seeks to fill open- 
ings in these occupations, it uses another piece of software to scan the data 
and then screens resumes based on — here’s the brutal part — how many 
keywords each one contains. 

The implications of this new trend are both obvious and profound. As Joyce 
Lain Kennedy points out in Electronic Resume Revolution, 2nd Edition, (John 
Wiley & Sons, 1995), these “electronic traffic cops” (known as applicant track- 
ing systems or job computers) have no interest in the more subtle aspects of 
resume writing, such as your use of accomplishment-oriented verbs. Nor are 
these programs interested in most of the personal qualities that you would 
bring to a job. The fact that your resume describes you as a highly motivated, 
take-charge, bottom-line sort of person may carry some weight with a person 
who takes the time to read it, but the typical applicant-tracking software 
couldn’t care less. 

These tracking systems are programmed to look for nouns — more specifi- 
cally, nouns that represent job titles, departments, and organizations — that 
reflect specific aspects of your work experience and professional back- 
ground. If your field is civil engineering, for example, the tracking system 
designed to screen out the “most qualified” candidates may be looking for 
words such as civil construction, American Society of Civil Engineers, prelim- 
inary stress analysis, and correctional facility. If you are a human resources 
specialist, keywords are likely to include defined benefits, disability plans, 
pensions, downsizing, and career counseling. 

The system as it is now evolving in many companies is far from perfect, and 
even the companies who represent the leading edge in this technology con- 
cede that screening candidates on the basis of specific words in a resume 
rather than the “story” the resume tells penalizes certain candidates and 

doesn’t necessarily produce the most qualified candidates. 
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For better or worse, though, the trend toward computerized resume screen- 
ing is likely to intensify in the coming years, and you have no choice as a job 
seeker but to adapt. You need to be truthful, of course; be careful that a key- 
word you include is an accurate-reflection of your background. But what you 
want to do, in particular, is to make sure that when presenting an accurate 
account of your experience, you use words that the applicant tracking 
system has been programmed to look for. Here are four suggestions for 
putting this principle to work in your resume: ~ 

Analyze the wording in the classified ads (especially longer ads) that 
relate to your occupation. Make note of those words or terms that 
appear most frequently. If they apply to you, make sure that those words 
appear in your resume. ‘ 

If you’re working with a recruiter, try to find documentation — a job 
specifications sheet, for example — that lists some of the qualifications. 

If you know of someone in your occupation who has recently been hired, 
: ask to have a look at his or her resume. 

Check out the sampling of keywords section in Joyce Lain Kennedy’s 
Electronic Resume Revolution. 

Multiple Resumes: Are They 
Worth the Effort? 

By now, you should appreciate that the more closely the content of your 
resume matches the qualifications an employer is seeking, the greater the 
chances are that your resume will survive the initial screening process and 
that you’ll get a chance to be interviewed. Consequently, many job search 
consultants recommend that you do one of two things whenever possible: 
prepare not one but several resumes, each keyed to the various targets you 
will be going after in your job search; or compose a single resume, but be pre- 
pared to customize it to specific job openings. 

On the surface, preparing multiple resumes or sending customized resumes 
to different employers is good advice. But it’s not the sort of advice that you 
can follow casually — and it has limitations. Remember that your resume is 
meant to be an accurate representation of your qualifications, professional 
and educational background, skills, and attributes. And regardless of how 
much you alter the sequence, wording, and emphasis of the resume’s various 
sections, you can’t change the basic facts of your background: who you 
worked for, what you did, where you went to school, and so on. 
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Achievement test 
The candidates who draw the most interest from employers today are candidates whose resumes 
reveal one or more of the following accomplishments in a previous job. Use this list when you're 
mentioning your own career achievements: 

Increased sales M Met difficult deadlines 

™ Generated new business Stayed within budget 

i \ntroduced or designed new systems  \dentified problems 

Saved money Hired and trained outstanding employees 

Source: Robert Half International Inc 

tiON! Other factors to consider are time, effort, and expense. Preparing multiple 
Ry resumes can get expensive if you’re using an outside service to format and 

| print the resumes. And practically speaking, the only way to customize your 

original resume to individual inquiries is to have your resume on file on a 
computer that you have easy access to. Otherwise, you have to write the 
resume from scratch each time you want to make a minor change — not a 
good idea. 

Does this mean that you should ditch the idea of multiple resumes or sending 
out customized versions of your original? Not necessarily. If you’re set up to 
do so and if you’re in a highly competitive field in which most candidates are 
likely to have the same basic qualifications, customizing is an option that you 
should definitely consider. Here are some of the ways you can put the cus- 

tomizing principle to work: 

| & Make changes in the length and emphasis of specific job descriptions, 
depending on what the employer is looking for. For example, if you’re a 
technical specialist and the job you’re applying for includes managerial 
responsibilities, emphasize the managerial aspects of your background. 

| Change the order of bulleted statements, depending (again) on what the 
job requires. 

The assumption behind this guideline is that you’re not making anything 
up, but are highlighting skills that are important to the position. You 
should simply be rearranging a series of statements that already appear 

on your resume. 

89 
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Early in the process, consider preparing two originals: one that empha- 
sizes your professional accomplishments and another that puts slightly 
greater emphasis on your relevant personal attributes, such as work 
style. Use the professional-oriented resume for positions whose job 
requirements are a close match to your qualifications. Use the other 
when the job opening is appealing but the match isn’t ideal. 

Handling Delicate Situations 
The assumption underlying nearly everything in this chapter is that you can 
write your resume in a reasonably straightforward way — without having to 
draw attention to aspects of your background that may not sit well with an 

employer. 

However, some aspects of your background — long gaps of unemployment, 
for example — may put you in a negative light. So how do you handle these 
problems in your resume? 

The following lists the most common problems and gives a suggestion or two 
for approaching each one: 

You have periods of long unemployment in your work history. If there 
are several short gaps between jobs, you can opt to use years only. But 

keep in mind that it is understandable to have a gap of a few months 
during which you were job hunting. If the gaps are long and numerous, 
use a functional resume (see Chapter 6) and explain these gaps as best 
you can in your cover letter. 

You went to college but didn’t earn a degree. Mention the college — 
and nothing else. Do not — repeat not! — lay claim to a degree you never 
earned. 

The three or four most recent jobs in your work history bear little 
relation to one another. Use a combination resume focusing on the 
skills that you demonstrated and the experience that you gained from 
those jobs. Do your best to key those descriptions to the job you’re 
applying for. (See Chapter 6 for more information about combination- 
style resumes.) 

None of the specific jobs described on your resume are directly rele- 
vant to the position for which you are applying. Use a combination 
resume built around those skills and attributes that you want to 
highlight. 
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| ~ You have held the same job for a long time, and it’s the only job of sig- 
' _ nificance that you have held in your career. Try to divide the job into 

three or four areas of responsibility and treat each area as if it were a 
separate job. That is, for each major aspect of your responsibility, write 
out a general statement of duties followed by three or four sentences 
that spell out accomplishments. 

Yes, someone actually wrote this ina resume 
These excerpts that Robert Half keeps in his ™ “Il intentionally omitted my salary history. 
“Resumania” collection show you the types of I’ve made money and I've lost money. I've 
things that don‘tbelong in a resume: _ been rich and I've been poor. | prefer being 

S : . . ri o 
i “| am married with no children, no house, ich 

and no furniture. | can begin working for you © “I'm extremely loyal to my present firm, so 
on very short notice.” please don't let them know of my immediate 

“HOBBIES: Home renovation, golf, bridge, eaten 
civic organizations, husband, father.” WM “Birthdate: December 2, 1052.” 

“Professional Experience: Maintained pay- © “Work Skills: Strong on interpersonal rela- 
roll records for five states: Chicago, tionships, typing, filing and reproduction.” 

Georgie, alcraa, all New 70rk. i “Note: Please don’t misconstrue my 14 jobs 
w= “My mother lives with me; she is a CPA and as ‘job-hopping.’ | have never quit a job.” 

ean travel. “Marital Status: Often. Children: Various.” 

™ “You hold in your hands the resume of a 
truly outstanding candidate!” 

“I'm relatively intelligent, obedient, and as 
loyal as a puppy.” 

"Objectives: Get my employer more than 
happy; get my wife and children happy; 
drive my convertible Cadillac in the sun; live 
the American way.” “| ama pit bull when it comes to analysis.” 

“Previous experience: Self-employed — a 
fiasco.” 

“Objective: Post as communicative expert ™ “Workhistory: Bum. Abandoned belongings 
in which coordination as an administrative and led nomadic lifestyle.” 
responsibility in pertinence to my related 
background in light of the relevance to the 
duties are coherently applied.” 

mw “| am the king of accounts payable 
reconciliation.” 

NE eS a EE EE SE SE BE EE EL IEA GE 
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Chapter 8 

Getting Your Resume into Print 
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In This Chapter 
» Getting a crash course in resume formatting 

y» Choosing a basic resume format 

» Preparing to go to print 

@®eeesee eee Ssseeeseeseseeseese Geese eseseseeseeseeeesee esses 6 ese 

Be: in the Stone Age — that is, before there were computers — the only 
way to make sure that your resume was attractive and professional- 

looking was to hire a professional typist and then go to a commercial printer 
to have it duplicated. 

You can still go this route. Most local storefront printing businesses offer 
resume design, formatting, and printing services that run between $40 and 
$100, depending on resume length and number of copies. But if you have 
access to a computer and a reasonably good printer, you can format and print 
the resume yourself, allowing yourself the flexibility of multiple resumes. 

This chapter shows you how to do it yourself. 

A Crash Course in Resume Formatting 
First things first. If you intend to design and format your own resume, the 
first thing to remember is that your name isn’t Picasso. In other words, put a 
rein on your artistic impulses. Don’t get mesmerized by the fact that the com- 
puter you use gives you a choice of 400 different typefaces in any number of 
sizes and the ability to use italics, boldface, and underlining. 

The number-one principle in resume formatting is to keep things simple. A 
resume must, above all, look neat and professional. To achieve this result, it is 

best to use only one typeface, with devices such as boldface and all caps used 
solely to highlight certain items, such as category headings and job titles. 

The resume should follow generally accepted formatting standards, as illus- 
trated later in this chapter. You can vary the basic format in a number of 
ways and still have it look professional. But going out of your way to make 
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your resume look different from all the other resumes an employer may 
receive is a waste of effort, not unlike showing up for an interview in weird- 
looking clothing so that the employer will “remember” you. 

As I mention in Chapter 7, more and more companies now rely on optical 
scanners to screen resumes. The increased use of these scanners makes it 
more essential than ever that your resume meet certain common formatting 
standards. A highly ornate, script-style typeface may give your resume a dis- 
tinctive look, but it Might be foreign to the typical scanning program, and if 
the scanning program can’t read the typeface, you’re out of luck. Some scan- 
ning programs also have trouble with italics, underlining, boldface, bullets, 

words in all uppercase letters, and tabbed columns. 

Many companies provide instructions — either on their recorded job hotlines 
or on their Web sites — for how to format resumes before submitting them. 
In addition, Pam Dixon’s Job Searching Online For Dummies (IDG Books 

Worldwide, Inc.) devotes multiple chapters to electronic resume formatting. 
Basically, you start with a plain-text or ASCII resume (one that is saved as an 
“ASCII” or “text only” file), which you can use as the template for any other 
forms of electronic resume that you need. 

Choosing a Basic Resume Format 
The most widely used resume format is a two-column format in which the left 
column is much narrower than the right column and is used exclusively for 
either names of sections or dates of employment. ( You can find examples of 
these formats later in this chapter.) 

The advantage of the two-column format is that it produces a cleaner, airier 
look that makes the resume easier to read. But there are disadvantages 
as well. Two-column formats can be tricky to work with in certain word- 
processing programs. If you’ve never worked in the two-column format and 
you're not adept at the tab and indentation commands, you can drive your- 
self nuts trying to get everything to line up. 

Another disadvantage of the two-column format is that the extra space it cre- 
ates on the page gives you a little less room to work with than the 
one-column format does. Consequently, you may have to use a smaller type- 
face or else add a page to your resume. 

The choice, in the end, comes down to what works best for you. If you can 

handle the formatting and you’re not going to run into space problems, the 
two-column format is the more attractive, more readable choice. Neither 

choice is likely to have any impact on whether or not someone reads the 
resume. 



Chapter 8: Getting Your Resume into Print 

Yes, someone actually wrote this in a resume 
More resume bloopers from Robert Half's 
“Resumania” collection show you what not to 
write in your resume: 

iw “My enclosed resume shows my critical 
career developments. I’m also including 
other important parts of me.” 

i “My inventive, versatile demeanor will 

astonish and dazzle the company that 
is smart enough to offer me full-time 
employment.” 

 “Self-image: An octagon with smooth, 
radius angles versus a plain square with 
sharp corners.” 

w “Size of employer: 6'1” tall.” 

i “Manipulate cash for bank accounts.” 

“Worked party-time as an office assistant.” 

™ “| am entirely through in my work; no detail 
gets by me.” 

™ “Thank you for beeting me for an interview.” 

“Computer illiterate.” 

i “My qualifications are above repoach.” 

i “Typing speed of 40-50 rpm.” 

“You have nothing to loose by calling me for 
an interview.” 

™ “Outside activities: A bell ringer for the 
Salivation Army.” 

w “Able to whistle while pretending to drink 
water at the same time.” 

“Reason for leaving: | did not have enough 
idle time.” 

Selecting the Typeface 
Typefaces (also known as fonts) fall under two general categories: serif and 
sans serif (sometimes known as Gothic), with each category consisting of 
dozens upon dozens of different typeface families. The general difference 
between the two categories (serif and sans serif ) is that serif typefaces tend 
to be somewhat more ornate and traditional. They are sometimes described 
as having little “hats” and “feet” at the tips of each letter. Sans serif faces, as a 
rule, are cleaner and more modern (they don’t have little “hats” and “feet”) 

but are not necessarily easier to read. 

The differences among the families of typefaces that fall within each of the 
two main categories have mainly to do with the general look, boldness, and 
spacing of the letters. Futura, for example, is a typeface with a dozen varia- 
tions: condensed, light, bold, extra bold, and so forth. But those differences 

shouldn’t concern you. As long as you limit your choice to the most common 
typefaces — those that are standard among most word-processing programs — 
you can choose whichever one strikes your fancy. 

95 
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Among the more commonly used serif typefaces are Times (known in the PC 
world as Times New Roman and in the Mac world as Times Roman), Palatino, 

and New Century Schoolbook. The most commonly used sans serif typeface 
is Helvetica (referred to in the PC world as Arial): Other good choices, if you 
have access to them, are Garamond (a popular serif typeface), ITC Avant 
Garde Gothic, and Franklin Gothic, which are slightly more distinctive than 
Helvetica. The following examples illustrate some of these typefaces.’ 

This is Times Roman ~ 

This is Palatino 

This is New Century Schoolbook 

This is Avant Garde 

This is Helvetica 

This is Franklin Gothic 

Sizing up the typeface 
The standard range of typeface sizes in resumes runs between 10-point and 
14-point. A point, in typesetter’s lingo, represents 1/72 of an inch, which 
means that a typeface measuring 10 points has a height of slightly more than 
1/8 of an inch. Some examples follow: 

This is 10 point 

This is 11 point 

This is 12 point 

This is 13 point 

This is 14 point 

The larger the typeface, the easier it is to read, but the more room it takes up 
on the page, which means that you have to use fewer words in the resume if 
you hope to get everything on one page. 

Setting the leading 
It isn’t only the size of the type that determines the appearance and readabil- 
ity of a resume. Equally important is the leading (pronounced “LED-ding”). 
Leading refers to how much space is between the lines. Back in the days of 
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typewriters (remember them?), people referred to space between the lines as 
single-space, double-space, or triple-space. Most word processors today, 
though, allow you to make much finer distinctions. 

Unless you tell it otherwise, your word processor creates a line-to-line spac- 
ing pattern known as automatic leading, which means that the space from line 
to line is roughly the point size of the typeface itself. Automatic leading for a 
typeface set at 11 points, for example, is 11 points, similar to what single 
spacing on a typewriter gives you. 

You can vary the leading in any way you want. If you have space on your 
resume, it’s probably a good idea to add a point or two to the leading simply 
to make the page look more open and inviting. If you’re using a 12-point font, 
for example, you may want to set the leading at 14 points. Following are some 
examples of how sections of your resume might look in different sizes and 
leadings. 

This is 10-point type and automatic leading 

This is 10-point type and automatic leading 

This is 10-point type and automatic leading 

This is 11-point type and 14-point leading 

This is 11-point type and 14-point leading 

This is 11-point type and 14-point leading 

This is 12-point type and 15-point leading 

This is 12-point type and 15-point leading 

This is 12-point type and 15-point leading 

This is 14-point type and automatic leading 

This is 14-point type and automatic leading 

This is 14-point type and automatic leading 
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This is 14-point type and 18-point leading 

This is 14-point type and 18-point leading 

This is 14-point type and 18-point leading 

Placing and formatting the heading 
Centering the heading is most common, but you can also place it flush left at 
the top of the resume. 

Flush left 
Lawrence Edgar 
1231 Edgar St. 
Lawrence, MA 18392 

(111) 454-7801 
E-mail: le@aol.com 

Centered 

Lawrence Edgar 
1231 Edgar St. 

Lawrence, MA 18392 

(111) 454-7801 
E-mail: le@aol.com 

If you want to make the heading of your resume stand out more, you can doa 
number of things: 

Set it all in boldface: : 
i Lawrence Edgar 
' 1231 Edgar St. 
_ Lawrence, MA 18392 

(111) 454-7801 
| Fax: (111) 454-1901 
| Set everything in caps: 
& 

LAWRENCE EDGAR 
1231 EDGAR ST. 
LAWRENCE, MA 18392 
(111) 454-7801 
FAX: (111) 454-1901 
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Set only your name in caps: 

LAWRENCE EDGAR 
1231 Edgar St. 
Lawrence, MA 18392 

(111) 454-7801 
Fax: (111) 454-1901 

Using boldface and other graphic touches 
Used judiciously, graphic devices such as boldface, italics, uppercase letters, 
and underlining can do two things for you. One, they make your resume look 
attractive; and two, they help you draw attention to those aspects of your 
background that you want to emphasize. 

Be careful, though. When it comes to these graphic devices, less is more. 
Here are three key guidelines: 

™ At the most, use no more than two devices (boldface and uppercase let- 
ters, for example) in any resume. Using more gives the resume a jumbled 
look. 

Use underlining only when you are unable to — or choose not to — use 

boldface. 

Use italics sparingly, if at all. 

Remember that graphic enhancements of any kind should be avoided for 
resumes destined to be read by a computer. 

Highlighting (that is, using boldface, underlining, and so on) should be 
confined to single words and phrases — typically, the names of sections 
(Summary, Education, and so on) or the heading of a job description, 
which may include the job title, the name of company, and your years of 
employment. 

Never — repeat, never! — use boldface to highlight a word or phrase in a sen- 

tence, as in the following: 

Set up productivity quality control program that reduced manufacturing 
rejects by 20 percent. 

Bullets and paragraphing 
Bullet statements have become standard in resumes, and for a logical reason: 

they are easier to read than sentences embedded in a paragraph. People in a 
hurry usually prefer to get their information bullet-style rather than work 
their way through a paragraph. 
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Go ahead and fax it 
The percentage of senior managers in major to fax your resume rather than mailing it in is 77. 
corporations who now consider it“acceptable Seureo: Robart Half lnternatienal aa. 

You can use a number of different symbols to represent a bullet. Look at the 
following: 

— This is an em dash. 

e This is a bullet automatically formatted in Microsoft Word. 

@ This is a bullet formed by a font family known as Zapf Dingbats in the Mac 
world and Wingdings in the PC world. 

Whichever symbol you use to represent the bullet, pay attention to the align- 
ment of sentences that run more than two lines. If you are using the 
paragraph formatting section of your word processor to set the measure- 
ments, you will probably have to set the left margin to 1 point and set the 
first line to -1 point. Or use the hanging indent feature of your word process- 
ing program. Here is the difference: 

@ This is a bullet formed by a font family known as Zapf Dingbats in which the 
first line is evenly aligned with the first letter of the subsequent line. 

@ This is a bullet formed by a font family known as Zapf Dingbats in which 
no attention has been paid to how the letters line up. 

Punctuation and capitalization 
In general, resumes follow conventional rules of punctuation, but certain 

issues can be confusing. Here are commonly asked questions and their 
answers. 

Q. Should you use periods after bullet statements? 

A. If the statements are short and take the form of fragments (rather than 
complete sentences), you don’t need to use periods. Just make sure that 
you're consistent throughout. 
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Q. Which words should you capitalize? 

A. The following words in your resume should always be capitalized: 

¢ Names of companies, persons, countries, cities, and so on 

¢ Job titles and names of departments 

e The first word in a new sentence 

¢ The first word in a bullet fragment 

e Abbreviations for educational degrees or certifications 

Q. ie Saou the little words (in, of, and so on) that are part of job 
titles? 

A. Unless you have a specific reason for doing otherwise, lowercase these 
words. 

Q. How many spaces should there be between a period and the first 
letter of the next sentence? 

A. One. 

. Should there be a comma between a title and the company name? 

A. Yes. 

© 

A Folio of Resume Formats 
Over the next several pages is a series of resumes, all of which follow a stan- 
dard format. Accompanying each resume is a set of design and formatting 
specifications. You can use these specs as the basis of your own formatting, 
or you can decide which format you like and give the specs to a printer 
or resume preparer at your local copy shop or other resume preparation 
service. 

Note: To fit the pages in this book, these sample resumes had to be reduced 
in size. Proportionally, however, they are correct, so you can get an idea of 
how each typeface, type size, and leading would look. 

Because you'll submit your resume electronically more often than not, the 
first resume style is the most crucial. 
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Kesume 1 
Electronic resume 

Typeface: Courier 

Size: 11-point 

Leading: 13-point 

Column format: One column 

Worth noting: 

/ An ASCII or plain-text resume is devoid of any graphic flourishes, and 
can be read by nearly every computer, including a PC and a Macintosh. 



DOLLY MADISON 

72-65 East Lansing Rd. 

Rodeo, WA 06811 

(111) 623-1835 

SUMMARY 

13 years of experience in sales and sales training. Proven ability to develop and 

deliver sales training programs in variety of industries. 

WORK EXPERIENCE 

Mar. 1994 to Present Merry Melody, Inc., Seattle, WA 

Corporate Training Consultant 

Research and prepare information pertaining to product lines. Conduct group seminars 

to train sales representatives on product information. Use products and visual aids 

to demonstrate quality, use, and care. Create sales videos with similar information 

which can be used on demand in lieu of seminars. 

Feb. 1991 to Mar. 1994 WCTB Television, Seattle, WA 

Broadcast Sales Consultant 

On-air television salesperson, marketing fashions, jewelry, and beauty care products 

to approximately 10 million homes throughout the United States via a televised 

shopping network. 

June 1988 to Jan. 1991 Wonderland Tours, Olympia, WA 

Training Director 

Supervised the two-day orientation and training program for newly hired tour guides. 

Rewrote and formatted training manual. 

Sep. 1987 to May 1988 Upstate University, Department of Political Science, 

Upstate, MI 

Teaching Assistant 

Prepared and delivered lectures to undergraduate students. Read and evaluated 

research papers. 

Mar. 1985 to Aug. 1987 Compton’s Publishing Company, Seattle, WA 

Sales Representative 

Promoted university textbooks to a clientele of more than 500 professors in the 

Washington/Oregon territory. Attended several sales seminars and continually met all 

sales goals. 

EDUCATION 

Upstate University, Upstate, MI, May 1988 

M.A., English Literature 

Central Upstate College, Upstate, MI, May 1979 

B.A., Major: Political Science; Minors: Russian and French 



] 0 4 Part Ill: The Writes (And Wrongs) of Resume Writing 

Resume 2 
Typeface: Times 

Size: 11-point 

Leading: 13-point 

Column format: Two columns 

Worth noting: 

The left column is used for dates and names of sections, all set in 

boldface. 

Job titles are in boldface and in lowercase. 

Em dashes are used as bullet symbols. 



SUMMARY 

Mar. 1994 

to Present 

Feb. 1991 to 

Mar. 1994 

June 1988 

to Jan. 1991 

Sep. 1987 

to May 1988 

Mar. 1985 

to Aug. 1987 

EDUCATION 

DOLLY MADISON 

72-65 East Lansing Rd. 

Rodeo, WA 06811 

(111) 623-1835 

13 years of experience in sales and sales training. Proven ability to develop and 

deliver sales training programs in variety of industries. 

WORK EXPERIENCE 

Corporate Training Consultant, Merry Melody, Inc., Seattle, WA 

Research and prepare information pertaining to product lines. Conduct 

group seminars to train sales representatives on product information. Use 

products and visual aids to demonstrate quality, use, and care. Create sales videos 

with similar information which can be used on demand in lieu of seminars. 

Broadcast Sales Consultant, WCTB Television, Seattle, WA 

On-air television salesperson, marketing fashions, jewelry, and beauty care 

products to approximately 10 million homes throughout the United States 

via a televised shopping network. 

Training Director, Wonderland Tours, Olympia, WA 

— Supervised the two-day orientation and training program for newly hired 

tour guides. 

— Rewrote and formatted training manual. 

Teaching Assistant, Upstate University, Department of Political Science, 

Upstate, MI 

Prepared and delivered lectures to undergraduate students. Read and evaluated 

research papers. 

Sales Representative, Compton’s Publishing Company, Seattle, WA 

— Promoted university textbooks to a clientele of more than 500 professors 

in the Washington/Oregon territory. 

— Attended several sales seminars and continually met all sales goals. 

Upstate University, Upstate, MI, May 1988 

M.A., English Literature 

Central Upstate College, Upstate, MI, May 1979 

B.A., Major: Political Science; Minors: Russian and French 
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Resume 3 
Typeface: Times 

Size: 12-point 

Leading: 13-point 
~ 

Column format: Two columns 

Worth noting: 

» » The left column is used exclusively for section titles, which are in bold- 
face. 

The name of the job title is set in uppercase letters, which gives more 
emphasis to the job than to the company. 

Uniformly aligned bullet points combine with paragraphs in the 
i Experience section. 

a | 4 Names in headings are set in uppercase letters. 



SUMMARY 

EXPERIENCE 

EDUCATION 

OTHER 

INFORMATION 

CANDACE A. CANDIDATE 

3412 Webster Ave. 

Cincinnati, OH 10005 

111-908-0987 

CPA with nine years’ financial management reporting experience, including two 

years’ public accounting and five years’ cost accounting. Emphasis on food service 

industry. Extensive supervisory experience. Involved with project development and 

network accounting systems. Proficient in Excel, Access, and numerous 

accounting software packages. 

FISCAL DIRECTOR May 1996 - Present 

XYZ Corporation/Ultra Fresh Food Division, Dayton, OH 

Dual report to COO and CFO. Prepared operational budget of $38 million 

and $8 million capital budget. Maintained cost accounting system for division. 

Developed cost standards and variance analyses for use in company’s seven 

geographical regions. Accomplishments include: 

¢ Reorganized accounting and reporting structure within division, providing 

enhanced analysis and control. Profits increased 21 percent in first year. 

Designed and implemented weekly managerial accounting seminars 

designed to improve fiscal responsibility of all division managers by 

reviewing and teaching techniques to maximize revenue and minimize 

expenses. 

Cut costs 17 percent over two-year period. 

MANAGER OF COST AND BUDGET Oct. 1992 - Apr. 1996 

Worldwide Widget, Cincinnati, OH 

Reported to director of financial planning. Prepared operating budget. Analyzed 

and recommended revenue-enhancing and cost-cutting measures. 

Accomplishments include: 

¢ Reduced costs by 15 percent within first year. 

¢ Organized and taught educational series of courses for non-accountants 

to improve fiscal responsibility of managers. 

STAFF ACCOUNTANT Sept. 1991 - Aug. 1992 

Big Five Accounting, Cleveland, OH 

Responsible for audit tasks. Provided technical accounting assistance on a 

management consulting assignment as part of audit staff. 

B.S. Business, Upper State University, 1990 

Certified Public Accountant in Ohio 

Advanced Member of Financial Specialists of America 
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Resume 4 
Typeface: Helvetica 

Size: 11-point 

Leading: 13-point 

Worth noting: 

} - All other specs are identical to those used in the preceding resume. 



SUMMARY 

EXPERIENCE 

EDUCATION 

OTHER 
INFORMATION 

PETER RABBIT 

3412 MacGregor Ave. 

Dayton, OH 45415 

111-555-0987 

CPA with eleven years’ financial management reporting experience, 

including two years’ public accounting and five years’ cost accounting. 

Emphasis on food service industry. Extensive supervisory experience. 

Involved with project development and network accounting systems. 

Proficient in Excel, Access, and numerous accounting software packages. 

FISCAL DIRECTOR May 1993 - Present 

XYZ Corporation/Ultra Fresh Food Division, Dayton, OH 

Dual report to COO and CFO. Prepared operational budget of $38 million 

and $8 million capital budget. Maintained cost accounting 

system for division. Developed cost standards and variance analyses for 

use in company’s seven geographical regions. Accomplishments include: 

e Reorganized accounting and reporting structure within division, 

providing enhanced analysis and control. Profits increased 21 

percent in first year. 

Planned and implemented weekly managerial accounting 

seminars designed to improve fiscal responsibility of all division 

managers by reviewing and teaching techniques to maximize 

revenue and minimize expenses. 

e Cut costs 17 percent over two-year period. 

MANAGER OF COST AND BUDGET Oct. 1989 - April 1993 

Worldwide Widget, Cincinnati, OH 

Reported to director of financial planning. Prepared operating budget. 

Analyzed and recommended revenue-enhancing and cost-cutting 

measures. Accomplishments include: 

¢ Reduced costs by 15 percent within first year. 

¢ Organized and taught educational series of courses for 

non-accountants to improve fiscal responsibility of managers. 

STAFF ACCOUNTANT Sept. 1988 - Aug. 1989 

Big Six Accounting, Cleveland, OH 

Responsible for audit tasks. Provided technical accounting assistance on a 

management consulting assignment as part of audit staff. 

B.S. Business, Upper State University, 1988 

Certified Public Accountant in Ohio 

Advanced Member of Financial Specialists of America 
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Resume 5 
Typeface: Palatino 

Size: 12-point 

Leading: 14-point 

Column format: Two columns 

Worth noting: 

| The left column is used exclusively for dates. 

: The resume section titles are centered and set in boldface and upper- 

case letters. 

\ Uniformly aligned bullet points combine with paragraphs in the 
: Experience section. 

~ Company names are in boldface; positions are in lowercase. 



May 1992 

to Present 

Oct. 1989 

to Apr. 1992 

Sept. 1988 

to Sept. 1989 

JENNIFER JOBREADY 

3412 Avenue Z 

New York, NY 10005 

111-555-0987 

SUMMARY 
CPA with eleven years’ financial management reporting experience, including 

two years’ public accounting and five years’ cost accounting. Emphasis on food 

service industry. Extensive supervisory experience. Involved with project 

development and network accounting systems. Proficient in Excel, Access, 

and numerous accounting software packages. 

EXPERIENCE 

XYZ CORPORATION, New York, NY 

Fiscal Director 

Dual report to COO and CFO. Prepared operational budget of $38 million 

and $8 million capital budget. Maintained cost accounting system for division. 

Developed cost standards and variance analyses for use in company’s seven 

geographical regions. Assisted with coding and pricing of manufacturing and 

marketing procedures. Accomplishments include: 

¢ Reorganized accounting and reporting structure within division, providing 

enhanced analysis and control. Profits increased 21 percent in first year of 

program. 
¢ Designed and implemented weekly managerial accounting seminars 

designed to improve fiscal responsibility of all division managers by 

reviewing and teaching techniques to maximize revenue and minimize 

expenses. 

¢ Cut costs 17 percent over two-year period. 

WORLDWIDE WIDGET, Cincinnati, OH 

Manager of Cost and Budget 

Reported to director of financial planning. Prepared operating budget. Analyzed 
and recommended revenue-enhancing and cost-cutting measures. 

Accomplishments include: 

¢ Reduced costs by 15 percent within first year. 

¢ Organized and taught educational series of courses for non-accountants 

to improve fiscal responsibility of managers. 

BIG FIVE ACCOUNTING, Cleveland, OH 

Staff Accountant 

Responsible for audit tasks. Provided technical accounting assistance on a 

management consulting assignment as part of audit staff. 

EDUCATION 

B.S. Business, Upper State University, 1988 
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Resume 6 
Typeface: New Century Schoolbook 

Size: 12-point 

Leading: 15-point 

Column format: One column 

Worth noting: 

Section titles and job headings are set in boldface. 

Job titles are in boldface and in lowercase 



DOLLY MADISON 
72-65 East Lansing Rd. 

Rodeo, WA 06811 
(111) 555-1835 

OBJECTIVE 

A senior position in a corporate training company that will enable me to combine 

my skills as a trainer and public speaker with my experience in sales and marketing. 

WORK EXPERIENCE 
Mar. 1994 to Present 
Corporate Training Consultant, Merry Melody, Inc., Seattle, WA 
Research and prepare information pertaining to product lines. Conduct group 

seminars to train sales representatives on product information. Use products and 

visual aids to demonstrate quality, use, and care. Create sales videos with similar 
information that can be used on demand in lieu of seminars. 

Feb. 1988 to Mar. 1994 
Broadcast Sales Consultant, WCTB Television, Seattle, WA 

On-air television salesperson, marketing fashions, jewelry, and beauty care products 

to approximately 10 million homes throughout the United States via a televised 

shopping network. 

Apr. 1985 to Jan. 1988 
Tour Director, Wonderland Tours, Olympia, WA 

Traveled extensively throughout the United States, Canada, and Europe conducting 

group tours. Prepared and delivered, in an informative, entertaining fashion, 

ongoing commentary relevant to all areas visited. Responsible for maintaining a 

high level of interest and enthusiasm among all passengers. 

Mar. 1981 to Mar. 1985 
Sales Representative, Compton’s Publishing Company, Seattle, WA 
Promoted university textbooks to a clientele of more than 500 professors in the 
Washington/Oregon territory. Attended several sales seminars and continually met 

all sales goals. 

EDUCATION 
Upstate University, Upstate, MI, May 1985 

M.A., English Literature 

Central Upstate College, Upstate, MI, May 1979 
B.A., Major: Political Science; Minors: Russian and French 
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Resume 7 
Typeface: Helvetica 

Size: 12-point 

Leading: 15-point 

Column format: One column 

Worth noting: Underline is used instead of boldface as a highlighting device. 



DOLLY MADISON 
72-65 East Lansing Rd. 

Rodeo, WA 06811 

(111) 555-1835 

OBJECTIVE 

A senior position in a corporate training company that will enable me to combine 

my skills as a trainer and public speaker with my experience in sales and marketing. 

WORK EXPERIENCE 

Mar. 1994 to Present 

Corporate Training Consultant, Merry Melody, Inc., Seattle, WA 

Research and prepare information pertaining to product lines. Conduct group seminars 

to train sales representatives on product information. Use products and visual aids to 

demonstrate quality, use, and care. Create sales videos with similar information that 

can be used on demand in lieu of seminars. 

Feb, 1988 to Mar. 1994 
Broadcast Sales Consultant, WCTB Television, Seattle, WA 

On-air television salesperson, marketing fashions, jewelry, and beauty care products to 

approximately 10 million homes throughout the United States via a televised shopping 

network. 

Apr. 1985 to Jan. 1988 

Tour Director, Wonderland Tours, Olympia, WA 

Traveled extensively throughout the United States, Canada, and Europe conducting 

group tours. Prepared and delivered, in an informative, entertaining fashion, ongoing 

commentary relevant to all areas visited. Responsible for maintaining a high level of 

interest and enthusiasm among all passengers. 

Mar. 1981 to Mar. 1985 

Sales Representative, Compton’s Publishing Company, Seattle, WA 

Promoted university textbooks to a clientele of more than 500 professors in the 

Washington/Oregon territory. Attended several sales seminars and continually met 

all sales goals. 

EDUCATION 
Upstate University, Upstate, MI, May 1985 

M.A., English Literature 

Central Upstate College, Upstate, MI, May 1979 

B.A., Major: Political Science; Minors: Russian and French 
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Kesume 8 
Typeface: Times 

Size: 11-point 

Leading: 13-point : 

Column format: Two columns 

Worth noting: Underline is used instead of boldface. 



OBJECTIVE 

DOLLY MADISON 

72-65 East Lansing Rd. 

Sacramento, CA 06811 

(111) 555-1835 

A position in a corporate training company that will put to productive use my excellent sales and public 

speaking skills as a corporate trainer. 

WORK EXPERIENCE 

Mar. 1994 

to Present 

Feb. 1988 to 

Mar, 1994 

Apr. 1985 

to Jan. 1988 

Mar. 1981 

to Mar, 1985 

Sep. 1980 

o Feb. 1981 

EDUCATION 

Corporate Training Consultant, Merry Melody, Inc., Sacramento, CA 

Research and prepare information pertaining to product lines. Conduct group 

seminars to train sales representatives on product information. Use products and 

visual aids to demonstrate quality, use, and care. Create sales videos with similar 

information that can be used on demand in lieu of seminars. 

Broadcast Sales Consultant, KCTB Television, Seattle, WA 

On-air television salesperson, marketing fashions, jewelry, and beauty care 

products to approximately 10 million homes throughout the United States 

via a televised shopping network. 

Tour Director, Wonderland Tours, Olympia, WA 

Traveled extensively throughout the United States, Canada, and Europe conducting 

group tours. Prepared and delivered, in an informative yet entertaining fashion, 

ongoing commentary relevant to all areas visited. Responsible for maintaining a 

high level of interest and enthusiasm among all passengers. 

Sales Representative, Compton’s Publishing Company, Seattle, WA 

Promoted university textbooks to a clientele of more than 500 professors in the 

Washington/Oregon territory. Attended several sales seminars and continually met 

all sales goals. 

Teaching Assistant, Upstate University, Department of Political Science, 

Upstate, MI 
Prepared and delivered lectures to undergraduate students. Read and 

evaluated research papers. 

Upstate University, Upstate, MI, May 1981 

M.A., English Literature 

Central Upstate College, Upstate, MI, May 1979 

B.A., Major: Political Science; Minors: Russian and French 
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The Final Stretch: Things to Do 
before Vou Go to Print 

Assuming that you’re happy not only with what your resume says but also 
with the way it looks, you may be tempted to rush to your nearest printer or 
high-speed copier, Not yet. Two things remain to be done. The first is to 
double-check and triple-check your resume for careless errors. (Always use 
your spell-check function, but also have a friend give it a quick once-over, 

too. A pair of fresh eyes can often see errors that you’ve overlooked many 
times.) The other is to take your resume out for a “test drive” — get some 
feedback from people in your field (perhaps a former boss with whom you’re 
still friendly) to find out whether the resume successfully showcases your 
background and skills. 

A short course in proofreading 
There are no hidden secrets to proofreading. You simply have to take the 
time and effort to make sure that your resume is error free. You can’t simply 
zip through the resume the same way you would if you were reading a maga- 
zine article. You have to focus on every word in every line. And although the 
spell checker on your word processor helps, it won’t pick up words that you 
inadvertently left out. Nor does it pick up misspelled words that represent 
the correct spelling of another word, such as there and their. 

Here are a couple of tips that may help. The first is to read the resume aloud. 
Do it slowly. Better still, have someone read a copy of the resume aloud as 
you read it over to yourself. 

The second tip is to start at the end of the resume and read backwards. That 
may sound dumb, but many professional proofreaders do this routinely 

because it helps to dissociate them from the content so that they can pay 
attention to typos and misspellings. Pay particular attention to headings; 
errors in headings often slip by simply because your eyes tend to move 
quickly from the heading to the paragraph that follows it. 

One final note about grammatical errors: If you don’t have much confidence 
in your basic grammar and usage skills (quick test: do you know when to use 
whom instead of who and that instead of which?), find a grammar whiz to 
double-check your resume for blatant mistakes. Grammar checkers included 
in word-processing programs can be of some help, but you can’t rely on them 
entirely. The last thing you want on your resume is an indication that your 
communications skills may be suspect. 
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Getting feedback 
Having someone whose opinion you trust read your resume before you go to 
the expense of printing it is always a good idea. Getting this kind of feedback 
is particularly useful if you are thinking of changing careers and are trying to 
position your qualifications to appeal to companies in the new field. 

Be specific about what you’re looking for. Ask the person or people whose 
opinions you're seeking to focus on the overall impact of the resume rather 

than on individual words or punctuation. In other words, have them concen- 
trate on the big picture. The question you’re seeking an answer to is this: “If 
the information on my resume were the only information you knew about me, 
what would it tell you?” If you like the answers you hear and your resume is 
error free, youre ready to go to print. 

Getting your resume printed 
The main thing to bear in mind when it comes time to get your resume 
printed or duplicated is to make sure that the copies you send to prospective 
employers or recruiters are clean and sharp. There’s more at stake here than 

making a good impression. If the print quality is weak, the resume may not 

scan well. 

You do not have to use offset printing to get a high-quality, professional-look- 
ing resume. A laser-quality printer with at least 300 dpi (dots per inch) 
resolution will give you the quality you need. A high-level copy machine can 
do the job as well, as long as the original resume is crisp and sharp. 

Give some thought, too, to the quality of the paper you use. Having your 
resume duplicated on higher-quality paper costs a few cents more, but the 
extra money is worth it if you’re submitting your resume by regular mail. 

Of course, if you fax or e-mail your resume, you avoid the paper choice issue 
altogether, and prospective employers get your application materials faster. 

Remember, proofread your e-mailed and faxed materials as carefully as you 
would hard copies. 

——————— 
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Chapter 9 

Making Your Cover Letter Count 
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In This Chapter 
» Deciding on a cover letter strategy 

» Knowing what goes where 

p Conveying the right message 

p» Looking at some sample cover letters 
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t’s common knowledge that the resume you send to a prospective 
employer should always be accompanied by a cover letter. What isn’t 

common knowledge is that the cover letter in many situations is as important 
as the resume itself, if not more so. 

Here, in brief, are a few of the reasons: 

§ — Acover letter is usually the first thing the person who screens your 
resume looks at — your first chance to make a good impression. If the 
letter looks as though your dog chewed on it or is written in a slipshod 
manner, you put yourself behind the eight ball right from the start. 

| / Awell-focused cover letter enables you to direct the reader’s attention 
to those aspects of your resume that are likely to push the right buttons 
in specific situations. 

A well-researched cover letter enables you to demonstrate, in ways that 
are impossible in a resume, your knowledge about the company you’re 
writing to and its industry. 

© » Acover letter represents your only means of explaining aspects of your 
work history — such as unemployment gaps or a lack of direct experi- 
ence in the field you’re applying for — that might otherwise portray you 
as being unqualified for the position. 

If a cover letter is to accomplish these objectives for you, you can’t do what 
many job hunters do, which is to rattle off a few lines that basically say, 
“Here’s the resume.” Writing an effective cover letter takes time, thought, and 
effort — all of it highly worthwhile. 
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ee porecit ‘of executives solled bid that 
applicants rarely indicate company or industry 

t knowledge in their cover letters, and 38 percent 
_ reported that this still remains a problem at the 
_ interview stage. | oe 

_ commissione 

Developing a Cover Letter Strategy 
The most important principle of cover letter writing is to sit down ahead of 
time and think about what, specifically, you want the letter to accomplish. 
You should decide on the one or two key points that you want to convey. 

How you select these key points depends on your particular situation, but 
here are a few representative strategies, one of which may apply to you. 
Notice that each strategy generates a letter with a slightly different focus. It 
can get the reader to do the following: 

> © Focus on two or three key points in the resume. 

Ignore the fact that you may not have the exact background that he or 
she is looking for and consider you for an interview anyway. 

Consider you for an interview even though some areas in your resume 
raise questions. 

Looking at the Basics 
Like your resume, your cover letter must look professional. It should always 
be prepared on a word processor, regardless of how good your penmanship 
is. It should follow a standard business format, which means proper head- 
ings, single-space typing, and block paragraphs. If you are not e-mailing it, 
you can print it on personalized stationery, which makes a better impression 
than blank paper. If you don’t have personalized stationery, use a high-quality 
paper and use the same paper that you’re using for your resume. 

The following sections address the specifics of the cover letter. 
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Return address 
If your return address isn’t already printed on your stationery, it should 
appear at the top of the letter. You can position it in the top left, the center, or 
the top right (see the sample cover letters later in this chapter for examples). 

If not already printed on the stationery, the address should be aligned with 
the rest of the text in the letter. In standard business format, neither your 

name nor your telephone number belongs in the return address, but a cover 
letter in a job search situation is an exception to this rule. 

Date 
The date can go in one of two places: below the return address with an added 
space between the last line of the address and the date, or a line above the 

name and address section of the letter. 

Name and address of the recipient 
Standard procedure in business letters is to include the following information 
in the address section that precedes the salutation, and in the following 

sequence: 

Line 1: The person’s full name (if you know it) 

Line 2: The person’s title (if you know it) 

Line 3: The department (use if you can’t access the person’s title) 

Line 4: The name of the company 

Line 5: Street name and address (or box number) 

Line 6: City, state, and zip code 

Here are two examples: 

Mr. Robert Chase 
Director of Marketing 
Fox & Hound Inc. 
125 Tree St. 
Edgartown, TN 84983 



] 2 4 Part Ill: The Writes (And Wrongs) of Resume Writing 

N! 
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Ms. Daisy Morris 
Vice President 
Morning Lily Enterprises 
15 Ninth Ave. 
Brimstone, OH 09801 

Salutation 
The main question regarding salutations is whether to refer to the person 
you're writing to by first name or to use the surname preceded by Mr., Ms., 
and so on. A good general rule is to'use the person’s first name only when 
you've been personally introduced and have already referred to that person 
by first name in conversation. In either event, the person’s name should be 
followed by a colon, not a comma, as shown here: 

Dear Ms. Evans: 

Dear Charles: 

Ms. versus Miss or Mts. 
The use of Ms. as an all-purpose title is now standard in business. Use it. 

Dr., Ph.D., M.D., and other titles 
Certain titles — such as Dr. — always precede the person’s name, whereas 
other titles — Ph.D., M.D., R.N., and Esq., for example — come after. 

Remember, though, it’s one or the other. Never write the following: 

Dr. Howard Johnson, Ph.D., or Dr. Howard Johnson, M.D. 

President Mary Jones 

Write these titles as follows: 

Dr. Howard Johnson 

or 

Howard Johnson, Ph.D. or Howard Johnson, M.D. 

Mary Jones, President 

or 

Mary Jones 
President 
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If you don’t know the person’s name 
Do your best to get the name and title of the person to whom you are sending 
the cover letter. It isn’t always easy. There isn’t much you can do when you’re 
writing to a box number in a classified ad. And even when you have a title 
and the name of the company, you can’t always wrestle the name from a 
receptionist who works for a company whose policy is not to give names. 

Incidentally, you will generally have better luck getting the right name, 
spelling, and title of the person you’re writing to from the employees in that 
person’s department than you will from the receptionist. And if you get in 
touch with someone in that department, be candid. Explain that you want to 
write the department manager a letter and would be grateful for the correct 
spelling of the manager’s name and title. 

Be particularly careful about spelling. More than a few prospective employers, 
when they see their names misspelled or their titles written incorrectly, may 
assume that you are not an especially thorough person and may not be predis- 
posed to read any further. And even if the person’s name and title appear in a 
classified ad, it still pays to double-check. Here’s why: On the outside chance 
that the newspaper has made a mistake, every letter that arrives is going to 
have the name of the person misspelled — every letter, that is, but yours. 

If you have no luck at all getting a name or a title, “To Whom It May Concern” 
will suffice. 

Closing 
Any of the following will do the job: 

Sincerely, 

Sincerely yours, 

Yours truly, 

¥ Cordially, 

Covering the Right Gases 
What really matters in a cover letter is what it says. The following guidelines 
are designed to help you make sure that what you say in your letter hammers 
home the message you want to get across. 
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Yes, someone actually wrote this in a resume 
Get a chuckle at the crazy things other people 
came up with to put on their resumes (from 
Robert Half's “Resumania” collection), but don't 
feel compelled to insert this kind of humor into 
your own job hunting correspondence: 

i“ “My complete mastery of the software 
interface was undermined by jealous peers. 
You can see the whole story when | sell the 
screenplay.” 

i@ “My name is Sam Johnson, but | now prefer 
to be called Michael, or at least Mike." - 

= “Amallergic to copy toner and scoundrels.” 

i “In addition to my business duties, | care for 
a very demanding cat, two adorable pup- 
pies, a chipper cockatiel, and three feisty 
guinea pigs — all of whom insist on a share 
of my time and attention.” 

“Handled incoming and outcoming corre- 
spondence.” 

i# “Willing to relocate to residence in upscale 
neighborhood on waterfront with easy 
access to mass transit.” 

i “Reason for leaving: Sick and tired of being 
a human punching bag for my boss.” 

i “From what I've experienced with your 
company so far, you certainly do need 
customer service help. Kindly review my 
resume for the customer service position 
you advertised.” 

i “Objective: To learn new skills and gain 
training which will help me develop my new 
business.” 

Writing the opening 
The opening paragraph of a cover letter should accomplish two things. First, it 
should announce the purpose of the letter (even though the purpose may seem 
obvious). Second, it should give the reader a compelling reason to read on. 

If you’re having trouble figuring out how to encourage the reader to keep 
reading, here are a couple of suggestions. 

Use someone else’s name as an introduction 

Whenever you can use someone else’s name to make the connection between 
you and the person you're writing to, do so. It is by far the best way to ensure 
that your letter and your resume get optimal attention. 

There is a catch, of course: The connection has to be legitimate. The name 
you use has to belong to someone who (1) will be recognized and respected 
by the person you’re writing to, and (2) has given you permission to use his 
or her name. 
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The person whose name you use does not have to be a close friend of yours. 
It can be someone you know casually, someone you met recently at a party or 
an association meeting, or someone who has interviewed you for a job that 
you didn’t get. The important thing is to get permission to use the person’s 
name. Most people will grant that permission without hesitation. 

Here are some examples of openings that use names to good advantage: 

I’m writing you at the suggestion of Robert Roy, who felt that you may 
have a need in your company for someone with my background and 
qualifications. 

| just returned from a very pleasant, two-day canoe trip with your friend, 
Amy Logan, who urged me to send you the resume I am 
enclosing. 

™ lam writing at the suggestion of our mutual friend, Wally Warble, who 
told me that you may be looking for an assistant. 

| recently had lunch with your director of marketing, Sue Salient, who 
suggested that I write to you and send along my resume. 

Demonstrate your knowledge of the company 
This is an effective and underused way of generating interest. The idea is to 
work into your opening paragraph a fact or observation about the company 
that isn’t common knowledge. Such a statement tells the reader that you’ve 
done some homework. 

Here are some examples: 

| read with great interest your recent ad in the Wabash Daily News, and 
in light of the work your company is now beginning to do in gene splic- 
ing, I thought I might be able to contribute my expertise in this area ina 
research position. 

| Ihave been following with great interest the success that your company 
has been enjoying in developing and marketing tools for left-handed 
people. That interest has prompted me to send you this letter, along 
with my resume. 

» “ | am writing because | was taken by your recent ad in The Wall Street 
. _ Journal. | have been interested in your company for several years and 

have spent a great deal of time at Jones & Co. writing research reports 
about your innovative approach to product development. I believe this 
knowledge would make me a strong candidate for the opening you 
describe. 
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Electronic cover letters 
If you are responding to a job opening post 
online, you should still include a cover letter 
you are given the opportunity, especially if — 
you're replying to a position listed on a company _ 

- accomplishments, Web site. Make sure that you know the firm's 
guidelines on electronic submission — if you’ 
can't find this information on the site, call the 
human resources department. An e-mail cover 
letter can be sent as an e-mail message or an 
attachment. Although brevity is key with an 

vO paragraphs), as with the traditional cover 
tter, the message should still state your desire 

to work for the firm; the reasons you'd make an 
excellent fit; and a summary of your skills, 

and work experience. 
Conclude by conveying your eagerness to meet 
in person when appropriate. Use professional 
salutations such as “Mr.” and “Ms.,” and 
always include your full name, telephone 
number, and mailing address. 

e-mailed cover letter (keep it to no more than 

Putting meat on the body of the letter 
After you’ve taken care of the opening, you’re ready to focus on the meat of 
the letter. This section normally consists of two or three paragraphs that do 
one or more of the following: 

Explain briefly your current situation — whether you’re presently work- 
ing, out of work, on assignment, and so on. 

| Tell the reader what you're looking for and why the position you’re writ- 
ing about interests you. 

™ Expand upon or call attention to one or two points in your resume. 

Explain (if necessary) aspects of your resume or background that are 

not obvious and that could possibly work against you. 

« Tell the reader directly what specific qualities you can bring to the job. 

It’s not What you want, it’s what you can offer 
As you write the middle section of your cover letter, one thought should be 
foremost in your mind: “Here is what I can offer you.” 

NBER we 

& 

What this means, practically speaking, is that the letter should not focus on 
what you want and what you are interested in. It should focus on what your 
mix of skills and experience can contribute to the company. Consider these 
examples: 

Here is what J want: 

I've always been keenly interested in music, and I know I would enjoy working 
for a recording company. 
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Here’s what I can offer you: 

I've always been keenly interested in music, and the experience I’ve had 
working in bands has given me insights that would help your company 
attract new talent. 

Here is what / want: 

I know that I would enjoy the dynamic atmosphere that prevails in your com- 
pany, and I would enjoy working with your clients. 

Here’s what I can offer you: 

The dynamic atmosphere that prevails in your company is very much in tune 
with the atmosphere that I have always worked best in, and I know that my 

knowledge and passion for this field would enhance the customer relation- 
ships that are so fundamental to your company’s success. 

The S word 

There’s much debate on when to mention the “S” word — salary — in your 
conversations or correspondence with prospective employers. There are 
variables, but in general you should postpone salary discussions as long as 
possible. Only if a want ad requests salary history or requirements should 
you include that information in your cover letter. 

One situation that may warrant a more proactive approach is when you are 
overqualified for a position but are willing to accept a lower salary than you 
would normally expect, based on your salary history. In this case, you can 
mention the salary range you’re interested in and possibly deflect any con- 
cern that you'll be overpriced for the job. 

A Folio of Cover Letters 
You can use any of the cover letters that follow as a model. Notice that they 
all share the following attributes: 

»  They’re written in a business letter format and have a neat, professional 
look. 

YZ The first paragraph of each letter explains the purpose and generates 
interest, frequently by using a name. 

| The body of each letter focuses on what the writer can offer and not 
what the writer wants. 

The style of the letters is conversational but still businesslike. You don’t 
need to use a lot of jargon or cumbersome sentences. 
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546 Mountain View Rd. 

Washington, TN 28491 

May 13, 1999 

Mr. Tim Peters 
Manager, Customer Training 
ABC Inc. 

431 Third Ave. 

Nashville, TN 28392 

Dear Mr. Peters: 

I read with great interest your recent ad in the Nashville Gazette. From what I 
know about your company and the work you do in software training, | think I 
can bring a great deal to the position advertised. 

As you can see from the enclosed resume, I am currently working for 
Computers Anonymous, where I manage a staff of ten people, all of whom are 
involved on a day-to-day basis with customer training. What interested me 
about the opportunity you described in your ad was the diversity of products 
that your company manufactures. 

Because I am an incurable computer buff, I am very familiar with virtually all 
your software applications — even your newest database program, which | 
have just finished teaching myself. More important, though, I understand how 
intimidated people who are not as involved with computers as I am can be 
when they encounter a new program, and I work very hard to make the 
people I train sensitive to this sense of trepidation. 

I would welcome the opportunity to meet with you in person or to speak with 
you over the phone. In the meantime, I thank you for your time and your 
interest, and I hope to hear from you soon. 

Sincerely, 

Helen Jobready 
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1823 Lincoln Ave. 

Louisville, KY, 43090 

May 16, 1999 

Ms. Julie S. Caesar 

Vice President, Marketing 

Harvey’s Food & Beverage 
123 Elm St. 

Louisville, KY 00302 

Dear Ms. Caesar: 

| understand from your assistant, Phil Jennings, that you have an opening in 
your department for a Director of Marketing. Phil has given me a general idea of 
what this job might involve and seems to think, as | do, that I can bring a great 
deal to this position. 

lam currently a brand manager at XYZ Corporation, where I have been working 
in its UltraFresh Food division for about six years. I have had a good 
relationship with XYZ, but I have now come to believe, based on my 

accomplishments and strengths, that my general approach to business is better 
suited to the kind of entrepreneurial business culture that prevails at Harvey’s. 

As you will see in the resume | have enclosed, the wide range of marketing 
responsibilities I have held during my career is quite relevant to Harvey’s 
expansion into 15 new metropolitan areas. I have also had extensive experience 
in three areas — co-op advertising, regional promotions, and market research — 
all of which seem to be central aspects of the responsibilities I would have if I 
were to become part of your department. As Phil will verify, I’m an extremely 
hard and devoted worker, and I work well as part of a team. 

If you have any questions about any aspect of my background, please don’t 
hesitate to get in touch with me. I would also welcome the opportunity to 
meet with you and tell you a little more about what | think I can contribute. 
I greatly appreciate your interest and your consideration. I hope to hear from 

you soon. 

Sincerely, 

Wendy Weber 
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105 West St. 
Baton Rouge, LA, 43090 

May 16, 1999 

Mr. Samuel Clemens 
Vice President, Marketing 
Harvey’s Food & Beverage 
123 Elm St. 
Louisville, KY 00302 

Dear Mr. Clemens: 

A good friend of mine, May East, mentioned to me yesterday that you were 
looking for a Director of Marketing. And my reason for writing you today is 
twofold: one, to tell you that I am very much interested in this position; and 
two, to tell you that I think I have the qualifications you are looking for. 

As you can see from the resume I have enclosed, I have more than ten years’ 
experience in marketing, virtually all of it in the food and beverage industry. 
In fact, much of this work parallels the chief responsibilities of the job you are 
seeking to fill. 

In addition, I know quite a bit about Harvey’s Food & Beverage, having dealt 
with several of your salespeople several years ago when | was with UltraFresh. 
I know that you have a fast-paced, entrepreneurial atmosphere and that you 
place high value on teamwork and loyalty. 

I know that I can bring those qualities — and more — to this job, and I would 
urge you to meet with me in person so that I can tell you more about what I can 
offer. 

My resume also indicates that I have been out of the workforce for the past six 
years — mainly because | wanted to limit myself to freelance work until my 
daughter began school. Now that she is in school, I’m eager to give my alltoa 
full-time commitment. 

I thank you for your interest and your time, and I look forward to hearing 
from you. 

Sincerely, 

Note: This letter is similar to the | 
ill Jobseeker preceding one, but it is 

appropriate for a candidate who 
has been out of the workforce. 
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1830 Thomas Way 
Winnetka, IL 32904 

July 18, 1999 

Mr. Henry Hireman 

Director of Public Relations 
The Enterprise Group 
345 Fulton St. 
Chicago, IL 30989 

Dear Mr. Hireman: 

I had a brief conversation earlier today with Rudy Fitch, the personnel manager 
of your company, and he suggested that I get in touch with you with respect to 
an opening in your department. 

lam a recent graduate of the University of Illinois, and my current goal is to find 
an entry-level position in a public relations firm such as yours. 

As my resume indicates, I was actively involved in public relations during my 
junior and senior years in college, and so 1 am very familiar with the basics. I 
know how to write press releases. | know how to arrange press conferences. 
And I developed some strong relationships with the news media. 

Mr. Fitch did mention to me that quite a number of people have applied for this 
position, but based on what I know about the Enterprise Group and my 
particular skills, I think I could be a great asset to your company. | also think 
that I could begin making a contribution almost immediately. 

Please feel free to call me at any time. | would welcome the chance to meet with 
you personally. 

Thank you so much for your interest and your consideration. 

Sincerely, 

Bradley Quicklerner 
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Part lV 

Drumming Up Job 
Leads 

“Maybe your keyword search an 
sacretary, love, fame, fortune,’ neads to 

| be refined.” 



In this part... 
ou can’t very well find a job without job leads, so this 
part shows you the various ways to find those leads. 
You see how to do effective research, network like a 

champ, and decipher the want ads. This part also shows 
you how to wage a targeted mailing campaign at the com- 
panies you come up with, get help from recruiters, and 
use temporary work as a bridge to full-time employment. 



Chapter 10 

Going Online: The Basics 
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In This Chapter 

» Taking a crash course in going online 

» Understanding why online job searching makes sense 

» Getting set up 

» Following some tips for successful navigation 

» Using e-mail 
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yberspace. The Internet. Web sites. Pick up almost any business publica- 
tion today, and you can bet that somewhere in it you can find a story 

about the latest advances in Internet-based technology. 

This phenomenon is generally referred to as the electronic information revolu- 
tion — so named because tens of millions of people throughout the world 
today are spending more and more of their work and leisure time online — 
using a computer, modem, and phone line to conduct business, personal, and 
recreational activities that they would otherwise handle in person, over the 
phone, or by mail. They’re catching up on the day’s news, checking stock 
quotes, making purchases, setting up hotel and airline reservations, playing 
fantasy baseball, swapping homeopathic cures, finding out how hot it is in 
Delhi, India, and taking part in discussion groups with people they’ve never 
met before about topics of mutual interest. 

For many professionals, going online has become as routine an activity as 
using a fax machine. People are asking themselves — as they did with fax 
machines — “How did I ever get along without this?” 

What does all this have to do with job searching? Quite a bit. If you owna 
computer and a modem, you can go online for many basic job search tasks. 
You can network, exchange correspondence, gather research on companies 
and industries, search for job openings in your field, get career advice from 
professionals, and, in some cases, actually be interviewed online by prospec- 

tive employers. 
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Why do it? Two reasons, mainly: 

Productivity: Work efficiently and respond quickly to opportunities 

™ Convenience: You can conduct online job séarch activities at virtually 
any time of the day or night (as long as the coffee holds out!) without 
having to leave your home 

Is there a catch? Sort of. In order to take advantage of the resources available 
on the Internet, you need the right equipment, which means a computer, a 
modem, and a phone line (preferably a second line so that you can keep your 
main line free for calls). You also need to learn to navigate the Web, which, 

depending on how familiar you are with computers, can take some time. And 
you have to be willing to spend some money — Internet service providers 
(ISPs), including commercial online services, typically charge a flat monthly 
fee. This fee, by the way, does not include additional charges you may incur 
through your regular phone service, especially if you live in a remote area for 
which there is no local number for Internet access. 

It’s important to bear in mind that the Internet isn’t the silver bullet of job 
hunting. It can’t uncover job openings that don’t exist, and it doesn’t change 
the basic set of qualifications, skills, and personal attributes that you bring to 
the marketplace. In short, the Internet is simply a tool — but a remarkably 
valuable one once you successfully incorporate it into your job search strat- 
egy. This chapter, as well as Chapter 11, shows you how to use the Internet to 
your career advantage. 

Online 101: A Crash Course 
Think of the Internet as a series of interconnected networks that link busi- 
nesses, individuals, schools, government agencies, nonprofit organizations, 

and the news media worldwide. The Internet was originally developed by the 
military and later became a central communication vehicle for the academic 
community. Today the Internet, particularly the World Wide Web, is an invalu- 
able tool for business and personal communication and research. The typical 
online user pays a monthly subscription fee to an Internet service provider 
or commercial online service such as America Online. Commercial services 
provide access to the Internet but also offer exclusive features such as movie 
reviews, shopping and travel services, and research databases. 

The question you face when you decide to take your job search online is usu- 
ally, “Where do I begin?” Commercial services offer a good introduction to 
online computing. They provide a user-friendly graphical interface — includ- 
ing a Web browser — that lets you “point and click” on areas of interest. In 
some instances, these services also offer 24-hour technical support in case 
you encounter any problems while online. If you arrange for direct Internet 
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access through an ISP, you'll likely spend most of your time browsing the 
World Wide Web, the graphical portion of the Internet that links documents. 
The Web is where you can find corporate and media sites as well as myriad 
other Web pages, ranging from those hosted by private individuals to sites 
sponsored by universities and government agencies. 

With today’s advanced Web browsers, such as Netscape Navigator and 
Microsoft Internet Explorer, navigating your way through the vast amounts of 
information located on the Internet is easier than ever. Portal sites — sites 
that provide an entry point to the Internet for a significant number of 

users — such as Yahoo! and Excite — also make it easier. 

What's in It for Vou: A Closer 
Look at the Benefits 

Almost any job seeker can benefit immediately by tapping into online 
resources; however, a lot depends on the kind of job you’re looking for and 
how fast you can get up to speed with search techniques. Using the Internet 
as part of your job search strategy has the potential to bring you the benefits 
I explain in the following sections. 

Vastly broaden your research capabilities 
Internet access greatly enhances your ability to do the research you need to 
uncover career opportunities, identify target companies, and prepare for 
interviews. It isn’t only that the information available online far exceeds what 
you can find on a typical library shelf. More important is how much faster 
and easier it is to gather this online information. 

Whatever the task — developing a list of target companies in a particular 
region or tracking down magazine articles written about specific companies — 
you can accomplish it far more quickly and efficiently online than you can by 
using traditional methods. 

Widen your access to job listings 
The proportion of job openings that are advertised on the Internet still repre- 
sents only a fraction of the total job openings available at any given time. 
However, the picture is rapidly changing. No longer limited to high-tech 
areas, the number of job postings on the Internet is growing exponentially, 
particularly because newspapers and other publications are now posting 
online versions of their classified sections. 
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It’s true, of course, that answering classifieds, whether you read them in a 

newspaper or on a computer screen, is not the most productive job search 
strategy. Still, online job listings have many advantages over newspaper want 
ads, everything else being equal. Online job listings are generally easier and 
quicker to sort through and, as a rule, are much more detailed than typical 
newspaper classified ads. You have more information to work with when the 

time comes to respond. Another advantage is that the larger online job 
boards give you an opportunity to search for positions all over the country 
(or the world, for that matter). These jobs are also frequently available online 
before they appear in print, which can give you a jump on the competition. 

Get career guidance and job search help 
General information about job searching and managing your career is avail- 
able in abundance on the Internet and through commercial online services 
such as America Online. Among the typical offerings are resume templates, 
articles about job search and career management, and forums or message 
boards in which job seekers can ask questions of and exchange information 
with job search authorities and other job candidates. Many career-related 
sites also host live online discussions focusing on key career issues. 

The information that gets passed back and forth through these services is 
also available in books and articles that you can find in your library or book- 
store. But having the data on the Internet makes it easy to access, and the 
fact that you’re hearing it directly from other people (even if via a computer) 
can be reassuring — particularly to job seekers who are beginning to lose 
heart. 

Expand your network of contacts 
Taking part in online forums and chats is a way to converse with other 
people who have similar professional interests. By doing so, you can expand 
your base of networking contacts. Here, again, the principal advantage is that 
online networking can take place during nonworking hours — an important 
consideration if you’re currently employed. 

Enhance your job prospects 
One positive outgrowth of all the Web surfing you'll do during your job 
search is the effect that it can have on your career prospects. The simple fact 
that you know how to conduct research on the Internet makes you a stronger 
candidate for many jobs. According to a Robert Half International Inc. survey, 
more than 60 percent of the human resources professionals and senior man- 
agers in major U.S. corporations now believe that knowing how to navigate 
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the Internet makes you more marketable as a job candidate. Also, more than 

75 percent believe that having a strong understanding of the Internet will be 
either somewhat or very important to your career advancement five years 
from now — regardless of your occupation. 

Store and submit your resume 
and cover letter electronically 
Storing and submitting your resume and cover letter electronically enables you 
to get your job search materials into the hands of potential employers quickly, 
easily, and effectively simply by inserting your ASCII or plain-text resume into 
the body of an e-mail message. (ASCII — which stands for American Standard 
Code for Information Interchange — and plain-text both describe a file format 
that is devoid of graphic flourishes, fancy fonts, and so on. This format is the 
most portable because it’s supported by nearly every application on every 
machine.) Electronic resume submission increases convenience for both job 
seekers and employers while decreasing paperwork. Job seekers also typically 
get faster — and a greater number of — responses with this method. 

Gearing Up and Gaining Internet Access 
You can take advantage of most online resources today with a personal com- 
puter and a modem that transfers data at 28.8 kbps, and you can buy 
computer equipment that does what you need it to do for less than $1,000. 

To get the most out of online computing, though, it’s best to be as state-of- 
the-art as possible. The most advanced features on the Internet, for example, 

make extensive use of graphics, which load slowly if you don’t have a fast 
Internet connection and lots of memory. Technical requirements to utilize the 
latest Internet features will change over time, so consult a computer sales 

professional to determine your equipment needs. 

You may also want to consider cable modem service (available through your 
local cable company) or one of various connections available through your 
phone company, including a DSL (digital subscriber line) modem and T-1 and 
ISDN (Integrated Signal Digital Network) lines. 

Computer and Internet access is also available at copy shops, as well as local 
libraries and career centers, but these places may limit the time you can 
spend online and may also involve fees (although nominal compared to the 
cost of purchasing your own system). 

You can also get access to the Internet without owning a computer via 
Microsoft’s WebTV. For details, see your local electronics dealer. 
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Online fees 
Online computing isn’t expensive, but it does involve some costs. Service 
fees for Internet service providers and commercial online services average 

around $19.95 a month for unlimited access. 

Although you can download much of the information that you access at no 
added charge, some subscriber-based magazine and periodical databases 
charge a per-article fee (usually around $1.50) for every download. So it pays 
to have a preset spending budget in mind and make your choices carefully. 

Vour computing abilities 
The good news is that it takes most people far less time to learn the ins and 
outs of navigating the Internet than it used to. Internet service providers and 

commercial online services provide software that does much of the compli- 
cated setup work that you once had to do yourself. No longer do you have to 
concern yourself with perplexing questions about initialization strings, 
modem protocols, parity, data bits, stop bits, and all the rest. Most Internet 
software automatically configures your equipment and then, after you’re set 
up, makes it possible for you to connect to many destinations without having 
to actually dial the access number and log on. 

There’s good news as well in that once you log onto the Internet, your Web 
browser employs an attractive graphical interface to present you with infor- 
mation that you can relate to and understand even if you didn’t go to M.LT. 
On-screen menus enable you to move through the various areas simply by 
pointing your mouse cursor and clicking. The online help is logical and well 
indexed — a far cry from the way things were as recently as five or six years 
ago. Commercial online services such as America Online offer these same 
user-friendly interfaces. For more information, check out America Online For 
Dummies, 5th Edition, by John Kaufeld and The Internet For Dummies, 5th 

Edition, by John R. Levine, Carol Baroudi, and Margaret Levine Young (both 
books are published by IDG Books Worldwide, Inc.). 

Choosing an Internet service provider 
Okay, you’ve got your new, supercharged PC or Mac and a modem raring to 
go. Your favorite coffee mug is close at hand, and your favorite CD is playing 
in the background. All of which means that you’re ready to take your job 
search online, right? 

Not quite. One of the first choices you probably need to make when you 
decide to go online is which Internet service provider (ISP) to sign on with. 
An ISP gives you Internet access through your phone line. There’s no one 
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“best” choice for job seekers. Fortunately, it’s fairly easy to discover which 
service provider is best for you without having to invest a lot of money. Most 
offer introductory memberships that give you several hours of free hookup 
time (excluding normal phone charges and any premium service charges) in 
your trial month. 

Considerations that may affect your decision include the following: 

' » Ease of initial hook-up: Most PCs come with preloaded Internet service 
provider software and browsers. If not, most Internet service providers 

offer all the software you need in one easy package. Often, it’s available 
on a disk or CD-ROM. If the Internet service provider you’re considering 
does not offer software, evaluate the time and effort it may take for you 
to find and then download the software you want. 

As part of your research going in, look at reviews of local service 
providers as well as the commercial online services to see whether they 
can make accessing the Internet easy and affordable. 

; Pricing structure: Most services charge a monthly fee that entitles you 
to unlimited hours online. Arrangements vary, however. With some ser- 
vices, you have the option of paying a lower monthly fee, which gives 
you only a certain number of hours online, after which you pay an 
expensive hourly rate. 

Another key cost consideration is the availability of local access num- 
bers — in particular, those that can transfer information at speeds in 

excess of 28.8 kbps. This consideration is critical because any charges 
you incur when you're logged on to an online service are exclusive of 
normal phone charges. That’s not a problem if you can connect to the 
Internet service provider or commercial online service through a local 
number that charges you a flat fee per month. But if the access number 
you use to reach the service is long-distance, you'd better be sitting 
down when your phone bill arrives. 

: Technical assistance: In general, Internet service providers try to handle 
customer inquiries and problems in a way that doesn’t make you feel 
like a complete basket case. As long as you’re evaluating services, it may 
be a good idea to call their technical support departments and see how 
quickly and courteously they help you. 

Some ISPs offer “human” support, meaning that you can call a help desk 
and receive immediate assistance. Others prefer to help their customers 
online, so you have to send an e-mail or navigate your way to a chat area 
to ask your question; then it may take a while before someone gets back 
to you. 

Most people access the Internet by using an Internet service provider. ISPs 
generally provide only Internet access — including World Wide Web, Usenet 
newsgroups, Telnet, and Gopher — and e-mail, which may be all you need. 
Key players include AT&T WorldNet, GTE InterNetworking Services, and 
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Earthlink. These services have become a popular way for the general public 
to access and use the Internet. A commercial online service like America 
Online is an Internet service provider that also offers unique content in addi- 
tion to e-mail and Internet access. x 

Before choosing your ISP, ask your friends, family, and colleagues which ser- 
vices they use and how they like them. You can then obtain all the details 
about features and costs by telephone. (This information changes fre- 
quently.) When you call, you're also given information about how to set up 
and enroll. Generally, you have a choice. The service either sends you — 
at no charge — software specifically designed for new users or gives you 
a number that you can dial through your modem, along with sign-up 
instructions. 

If you intend to enroll with an Internet service provider, you can save yourself 
a considerable amount of time (and no small measure of grief) by calling the 
service and asking them to send you the software that their service requires. 
These applications are free, automatically configure your system, and walk 
you through the initial sign-on process. 

If you’re a rookie when it comes to online computing and are accessing the 
Internet for the first time, take several minutes to surf around and familiarize 

yourself with the basic navigational techniques. Pay particular attention to 
the following: 

= » Setting preferences, including determining your home page (the page 
that your browser automatically opens when you log on). 

Identifying hyperlinks, which are usually underlined and in a different 
color. When you click on them, your browser jumps to the location des- 
ignated by that link — either somewhere on the same Web page or to 
another page altogether. 

i Saving Web pages in a bookmarks or favorites file so that you can easily 
| find your way back to them. (In Chapter 11, you can find a number of 

sites to bookmark.) 

™ Configuring your e-mail. For example, if you want every message you 
send to include your name, address, and contact information, you can 
create a signature file, and your application automatically appends this 
information to the bottom of your messages. 

ly Saving important e-mail addresses in the e-mail program’s address book. 

Handling Vourself Online 
The following general advice can make you more productive and your 
Internet activities more enjoyable. 
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Make sure that you're set up properly 
Nothing does more to sabotage your online search efforts (and, in the 
process, drive you nuts) than failing to take the time before you begin your 
online activities to make sure that your computer, modem, and phone line are 

set up properly and that you understand (and can put into practice) the log- 
on procedure that your service requires. By all means, take this precaution 

before you plunge into any session in which you’re under the gun to access 

information. An ideal scenario is to have a friend or colleague who lives, eats, 
and breathes online computing help you get set up and coach you through 
your initial sessions. You could even hire a technician (from the electronics 
store that sold you your equipment, for example) to help you get set up. 

Plan your sessions ahead of time 
Decide ahead of time what, specifically, you want to accomplish in each 
online session. Simply logging on with no clear job hunting-related goal is not 
unlike going to a supermarket without a list, the difference being that in a 
supermarket, you can navigate your way around the entire store in a matter 
of minutes. The Internet, as you quickly discover, is vast, and your online 
activities can be extremely time-consuming if you lack an agenda. 

Establish a time budget 
Determine in advance how much time you can afford to spend each month on 
Internet-related job search activities, and make sure that you stay within 
these guidelines. Track your Internet usage, even if your Internet provider 

grants you unlimited access. You want to leave enough time for other job 
search activities. Remember, the Internet is just one of many tools that you 
should use to find the job of your dreams. 

Learn how to work smart 
Once you get the hang of things, you should be able to develop techniques 
that enhance your online productivity. Here are a few tips: 

= Learn how to use your browser’s bookmarks or favorites feature. This 
: handy feature can help you get immediate access to your favorite sites, 

chat rooms, articles, and so on. 

| ¥ Pay attention to the name that you give to each file you download. Set 
: up a system that enables you to view the directory of downloaded files 

and know instantly what each directory contains. 
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| If you’re working on a tight budget, choose your downloads (those for 
which you're being charged, that is) with care. You can always print out 
the abstract (for which you don’t generally pay a fee) and then use that 
information (name of article, publication, date, and so forth) as the basis 

of your library search. 

Bear in mind that if you schedule your online research activities during 
times of peak usage (that is, normal business hours and early evening), 
you may encounter delays. Opt for less busy times, such as late in the 
evening or on weekends — you’ll have an easier time connecting with 
your local access number, and your search activities will progress more 
quickly. 

E-mail: Not Just for Breakfast Anymore 
E-mail is that rare breed of computer term: You know what it is simply by 
what it’s called. E-mail is mail that is sent electronically, from computer to 
computer, rather than through the postal service or by fax. Other than calling 
someone on the phone, e-mail is the fastest way to get a message to some- 
one, and it has numerous advantages over conventional mail service, faxing, 

and overnight service. You don’t have to worry about envelopes and stamps. 
You can send the same message to many people without having to duplicate 
it each time. And you can send a long document much faster and less expen- 
sively than you can send it by fax or by overnight service. 

To send and receive e-mail, you need an Internet address and a software pro- 
gram that handles the mechanics of e-mail. Fortunately for you, dozens of 
services and organizations — including commercial online services, Internet 
service providers, and some phone companies — can provide the tools that 
you need to create, send, and receive messages. Most e-mail software pro- 

grams have similar procedures for inputting messages, storing addresses, 
organizing incoming mail, and so on. Free e-mail service is available from a 
number of portal sites, too, such as Yahoo!, Excite, and others. 

How e-mail works 
The majority of e-mail providers adhere to an international set of transmis- 
sion standards that enable you to exchange messages not only with other 
users of the same service but also with all other users of the Internet. It 
makes no difference whether you use a computer in Jersey City or Jakarta. If 
you have a phone line that can access the Internet, you can use e-mail to 
send messages to people regardless of where in the world they live or work. 
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Why e-mail matters in a job search 
E-mail has become the communication medium of choice for millions of 
people — especially professionals who use computers daily. As a job seeker, 
not having e-mail capabilities can put you at a disadvantage. Many online 
classified ads that run on the Internet list the e-mail address of the employer 
or person placing the ad. In fact, many list only an e-mail address and no 
postal address or phone number. You can simply e-mail your cover letter and 
resume as an attachment or in the body of the message to potential 
employers. 

Establishing an e-mail address 
Getting your own e-mail address is a simple, painless process. You get one 
automatically when you sign up with an Internet service provider or a com- 
mercial online service. In most cases, you’re prompted through an on-screen 
process that takes less than a minute. A few services oblige you to use your 
user name as your Internet address. Others allow you to choose whatever 
e-mail name you want, as long as it isn’t being used by someone else. 

If you expect to be using e-mail for work or job search-related purposes, 
resist the temptation to use a gimmicky name like Avenger, GrateDead, or 
DreamLover. Keep it straightforward and businesslike. Most service 
providers allow you to have more than one e-mail address, so you can 
reserve your “colorful” e-mail moniker for private use and establish a more 
professional-sounding one for your job search activities. 

Typical e-mail addresses look like this: 

Mw jobseeker@aol.com 

M siteemail@idgbooks.com 

M president@whitehouse.gov 

Each address has two components: the user name or ID number (jobseeker, 
siteemail, and president) and the “post office” or domain name — that is, 
where the person receives messages. The characters @aol.com stand for “at 
America Online,” which means that jobseeker receives messages when he or 
she logs onto America Online. The letters idgbooks.com and whitehouse.gov 
are typical Internet domain names. 
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Other important things 
to know about e-mail 
Using e-mail opens up a whole new range of possibilities for communication, 

but you need to consider the following when using this unique tool: 

. » Confidentiality: In most cases, any message you send via e-mail is rea- 

sonably secure and confidential — that is, read only by the recipient — 
but you can never be sure. There are people who go to great lengths to 
intercept other people’s e-mail messages. If you have something truly 
confidential to say, don’t say it over the Internet! Another problem is 
that you have no control over what happens to the message after it 
reaches the recipient. So if you want what you say to remain confiden- 
tial, label the message as such. Doing so alerts the recipient to keep the 
message or a hard copy of it out of public view. 

GLE. 

Privacy: If you’re using e-mail at work, be aware that management has 
the right to read the messages that you send over the company’s e-mail 
system, regardless of how personal or embarrassing those messages 
may be. Be alert to the possibility, too, that your manager — the person 
you described in your last e-mail message as “difficult” — may be the 
one who reads the message. The safest route: Don’t use company e-mail 
in your job search if you’re still employed. 

Accuracy: Misspelling a person’s name when you're sending a fax or 
mailing a letter may insult the other person, but it doesn’t usually affect 
whether the message arrives. Not so with e-mail. Computers are unfor- 
giving when it comes to typos. A mistake as innocent as omitting a single 

letter in a long address either prevents the letter from being received or 
sends it to someone else. 

-w Urgency: People who send messages via e-mail are usually in a hurry to 
get a response. So if you go to the trouble of getting an e-mail address, 
make sure that you’re prepared to log on frequently so that you can 
check your incoming messages. At least once a day is considered ade- 
quate by most people, but a few times daily is better. 

Special features: You can do more with e-mail than send and receive 
short messages. You can also exchange files (such as your resume or 
samples of your work) and send out a single message to a large group of 
people. For more information about sending documents via e-mail, 

check out E-mail For Dummies, 2nd Edition, by John R. Levine, Carol 

Baroudi, Margaret Levine Young, and Arnold Reinhold (published by IDG 
Books Worldwide, Inc.). 

A en a er 
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E-mail etiquette 
While surfing the Net, you need to pay attention + Avoid typing in all capital letters. To readers, 
to the rules of the road. Some advice: it looks as if you're SHOUTING! This advice 

Never say anything in an e-mail message also applies to chat sessions in which you 

that you wouldn't say to the recipient in 
person. This means never sending e-mail 
when you're angry or unhappy — you may 
regret it later. 

Always double-check the address to which 
you're sending e-mail. You don’t want an 
unintentional audience (say, a prospective 
employer) to receive a message from you 
that was meant for someone else (say, 
another prospective employer). 

Be polite. “Please” and “thank you” are 
common courtesies. Use the same busi- 
nesslike style in your e-mail messages as 
you would in hard copy materials. Also look 
for misspelled words and grammatical 
errors. 

Keep it short — the shorter the better. The 
person with whom you're communicating 
may receive hundreds of e-mail messages 
a day. It’s best to get right to the point. 

participate. 

Always include a subject in your message, 
and make sure that this information is 
meaningful. If you're applying for a job 
opening, list the exact title of the position in 
the subject line of the e-mail message — for 
example, “Re: group marketing manager job 
opening.” This subject immediately tells the 
recipient the purpose of your message. 

i Leave the emoticons (you know, those little 
faces made from punctuation characters 
and the like) out of any job search—related 
e-mail you send. Save them for personal 
e-mail to friends and family. 
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Chapter 11 

Digging Up Information: The 
Basics of Effective Research 
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In This Chapter 

» Researching effectively: Organizational tips 

» Gearing up: How research can give you an edge 

» Knowing where to go on the Internet 

> Keeping current with the right periodicals 

» Finding what you need: Directory intelligence 
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n most instances, the one activity that has more bearing than any other on 
how quickly you find a good job — apart from your qualifications — isn’t 

what most people think. It’s not how solid your resume is or how brilliantly 
you write your cover letters. It’s not how drop-dead marvelous you look 

when you go on interviews. And it’s not how smoothly and convincingly you 
answer interview questions. What it is, in a word, is research. 

Research involves digging up information. And being good at it gives you an 
enormous edge in the job market. The right research helps you uncover job 
leads that wouldn’t normally come to your attention. And it helps you get 
more mileage out of the job leads that you do uncover. (Job leads, remember, 
aren’t like apples. You don’t pluck them or shake them from a tree branch. 
You have to dig them up.) 

And after you dig up a job lead, diligent research increases your chances of 
making a strong impression when you're either arranging interviews or being 
interviewed. The more you know about the company and the person inter- 
viewing you, the more intelligently you can answer interview questions and 
the less likely you will say something that inadvertently sinks your chances. 

Like all the other aspects of job hunting, research isn’t quick and easy. You 
have to approach your research efforts in a logical, systematic manner. You 
have to set priorities and be resourceful. And you have to manage your time 
effectively. Above all, you should have a clear idea of what information you 
need — and where to find it. 
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Being a Smart Researcher 
Research — although critical — is time-consuming. To conduct your research 
in the most effective manner, it’s important to be as organized as possible. 
The following section provides some tips. 

Setting up a schedule 
Research time should be a fixed part of your job search schedule — some- 
thing you do on a regular basis, as opposed to something you do whenever 
nothing good is playing at the movies. Even if you are working at a full-time or 
part-time job, you should be prepared to spend a minimum of three to four 
hours a week doing research — particularly if you are not generating job 
leads in other ways. 

Establishing a routine 
You have digging to do, so it’s to your advantage to set up a routine. 
Assuming that you don’t have a specific research task to complete — such as 
finding out more about the company with which you're interviewing tomor- 
row — you may want to divide your time into segments: for example, a 
certain amount of time scanning online job listings, a certain amount of time 
reading business or trade publications in your field, and a certain amount of 
time gathering information about specific companies. 

Staying on track 
Getting sidetracked when you're doing research is easier than you may think. 
You've just finished reading an online newspaper article about a new com- 
pany planning to open a branch in your town, and you're about to write down 
the name of the person you need to get in touch with. Suddenly, though, your 
eye catches a linked headline about the latest college basketball upset. 
Compelling reading, but it’s not going to dig up job leads. 

The best way to stay on track is to set goals. A typical objective might be to 
get the name and address of a contact person for ten companies you’ve never 
approached. Another goal might be to uncover at least four general articles 
about a company with which you’ve scheduled an interview. Yet another 
might be to come away with at least two career or job possibilities that 
you've never thought about before. 
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Setting up a system for taking notes 
Taking notes is where a computer really comes in handy — with features 
such as bookmarking, electronic notepads, and “favorites” files, categorizing 

and keeping track of information is fairly easy. It might help you to bookmark 
a number of interesting articles or sites on your computer for more thorough 
reading at a later time. Note-taking and photocopying are necessary evils in 
library research, however. 

If you’re going to gather information the old-fashioned way, with pad and pen, 
buy a loose-leaf notebook and divide it into sections based on the different 
categories of information you’re gathering. And don’t forget to take some 
small stick-on notes with you; they come in handy when you want to desig- 
nate certain pages in a book to photocopy. 

Show some discipline with the photocopier, though. People have a tendency 
to overgather when there is a copy machine handy. You collect so much infor- 
mation that you never get around to looking at it. 

Using the Internet as a research tool 
There’s no arguing that the first and best place to conduct research is the 
Internet. Make the World Wide Web your best friend — no source will provide 
access to more information, job listings, and business-related topics. 
Chapter 10 gives you a tour through the basics of going online; later in this 
chapter, you can find a wealth of resources to tap into on the Internet. 

Internet portals such as Yahoo! and Excite are good launching pads for your 
research. Many categorize their search areas to get you started in the right 
direction. When you conduct keyword searches, remember to read the direc- 
tions given by each portal or search engine — this could help minimize the 
number of useless returns. 

Finding your way around 
your local library 
The local library is still a very cost-effective place to conduct research. For 
one thing, you can get free Internet access at most libraries. For whatever 
reason, you may not be able to find everything on the Internet. Therefore, 
regardless of how cyber-smart you are, you should be library-smart as well. 

This section tells you how. 
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What a library can offer you 
Besides the free Internet access, any public library worth its salt should be 

able to give you access to the following information: 

§ — Job openings listed in classified sections of newspapers and other publi- 
cations that you wouldn't normally be able to find ; 

| Directory information, articles, and books about companies where you 
either have set up interviews or are tracking down job leads 

_ Articles and books about companies and industries that may hold job 
| possibilities 

| Information about specific people in companies that you are currently 

talking to or are hoping to approach 

_ / Information about up-to-the-minute trends and issues in your industry 
or profession 

_ InfoTrac, a family of databases providing access to archives for general 
: periodicals, newspaper, government publications, academic journals, 

and more 

The following sections tell you how to gather this information in the most 
intelligent and efficient way. 

Getting the most out of library research 
Assuming that you have a choice of libraries, bigger is usually better. There’s 
no mystery here: Larger libraries have more room for business- and career- 
related reference materials and more money to spend on technology. 

But factors other than size should influence your decision as well. How far do 
you have to travel to get to the library? How busy is the library? How up-to- 
date are its Internet access, CD-ROM equipment, and other computerized 
aids? And how friendly and accommodating are the people who work there? 
The last thing you need when you're looking for a job is to have to ask for 
help from people for whom customer service is an alien concept. Also, if 
you're a recent college graduate or a member of your university alumni asso- 
ciation, you may have library privileges at your alma mater. 

If you live in an area where there are several libraries to choose from, it’s not 

a bad idea to spend a day traveling from library to library. Get a feel for each 
one. Make your decision, in the end, based on the following factors: 

) Internet capabilities 

' Hours of operation: Are they open evenings and weekends? 

: The number and variety of newspapers and periodicals the library keeps 
_ on file, both in electronic (including microfiche, microfilm, and CD-ROM ) 

and print formats 
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| The number of publications (trade magazines and directories in particu- 
lar) that cover your industry or profession 

| * The size and scope of the business reference section 

« The general atmosphere — whether the staff seems friendly 

Librarians are paid to help you, so don’t be bashful about asking for help, and 
don’t think that you’re being a bother whenever you have a question. Here 

are a couple of tips for helping librarians do a better job of helping you: 

) » When you ask for help, be as specific as possible about the information 
: you're looking for. Librarians are not career counselors, but they can 

direct you to the sources you need. 

_ Be sensitive to the pressures that reference librarians are under. (Many 
libraries today are understaffed.) Be reasonable, show your gratitude, 
and don’t hog reference materials that you don’t need. 

Search Engines and Portals 
Consider search engines and portals (a generic term for any site that provides 
a commonly used entry point to the Internet) to be your own personal 
research assistants. Depending on which engine you use (there are many), 
you can instantly find information about a particular company or industry 
simply by typing in a few keywords. 

The more specific you are, the better your chances of getting a good match. 
For example, if you type in jobs, you’ll likely receive millions of potential 
matches, which you have to browse through to find precisely the types of 
jobs you’re looking for, On the other hand, if you enter keywords like adver- 
tising jobs in Toledo, Ohio, you may have much better results. 

To be sure, using search engines efficiently takes practice, and sometimes 
there’s no way to avoid sifting through dozens (a conservative estimate) of 
potentially useless links before you find what you need. Be patient, though. 
With a little resourcefulness, you can locate information that helps you 
immensely in your job search efforts. 

Search engines and portals typically have their own classified sections, 
resume-posting functions, newspaper listings (accessible by region), informa- 
tion about a variety of careers, and other industry-specific data. Portals even 
let you customize them so that they automatically provide news articles rele- 
vant to your job search as well as job openings in specific industries. 

Following are some commonly used search engines and portals. 
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AltaVista 
How to access: www.altavista.com 4 

What it offers: AltaVista claims that it can find any word in any document pub- 
lished on the Web. A downside to this is that you may not want to review 
every document containing a particular word. AltaVista is a powerful and com- 
prehensive searchrengine with an index of more than 125 million Web pages. 

Best feature: The Customize AltaVista feature lets you specify how you want 
to see your search matches — in what format, language, and level of detail. 

AOL NetFind 
How to access: www.aol.com/netfind 

What it offers: A user-friendly interface and powerful searching capabilities. 

Best feature: Categorized subject links within Web Centers, Time Savers, and 
Daily Essentials that help organize your searches for maximum effectiveness. 

DejaNews 
How to access: www.dejanews .com 

What it offers: DejaNews searches 80,000 discussion forums, including 

Usenet newsgroups (special-interest groups located on the Internet) for refer- 
ences to your topics. It catalogues all the newsgroups and enables you to 
search them by subject. You can also browse newsgroups of interest. Use the 
Power Search feature to find industry and company information quickly. 

Best feature: My DejaNews, which is a free service, enables registered users 
to access their favorite forums from any computer with a Web browser and to 
post messages via a Web-based, spam-filtered e-mail service. For more infor- 
mation about newsgroups, see the “Research” section later in this chapter. 

Excite 
How to access: www. excite.com 

What it offers: Excite’s 14 channels organize the Web like a newspaper. The 
channels of most value to job seekers are Business and Investing, Careers 
and Education, and News. The Excite search line appears on every page, so 
you can always type in a more specific query. 
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Best feature: Excite’s NewsTracker scans hundreds of online publications to 
bring customized news to your desktop. 

GO Network (formerly Infoseek) 
How to access: www.go.com 

What it offers: In addition to a standard search engine, GO Network (formerly 
Infoseek) offers comprehensive information about companies, provided by 
Hoover’s Online, and access to current news, including feeds from partners 

such as Reuters, ABC News, and ESPN. It also finds stock quotes and price 
history information about any publicly traded firm. 

Best feature: The browsable reference collection can help you write your 
cover letter — it includes links to Webster’s Dictionary, a thesaurus, and zip 
code directories. 

Google! 
How to access: www.google.com 

What it offers: Quick access to relevant links. Google! has a unique 
“PageRank” function that evaluates the quality of the pages that link to each 
find, which results in high-quality returns so you don’t have to sift through 
junk. This analysis allows Google! to estimate the quality, or importance, of 
every Web page it returns. 

Best feature: Its large collection of cached pages enables you to preview sites 
before actually linking to them. This feature is especially helpful if a particu- 
lar link is not operating correctly — you can at least view Google!’s copy of it 
to determine whether it’s worth accessing later. The “I’m feeling lucky” 
button takes you directly to the first search result, which eliminates waiting 
for time-consuming search results pages to load when you know what you’re 

looking for. 

GoTo.com 
How to access: www. goto.com 

What it offers: GoTo.com claims to give users the fastest, easiest, and friend- 

liest way to find the most relevant Web sites on any topic. It also says that it’s 
the only search engine that sacrifices advertising on the home page for the 
sake of simplicity. Only search fields appear on the home page, and they are 
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the most prominent element here and at the top and bottom of all search 
pages. Moreover, GoTo.com helps you find great results by providing six very 
relevant Related Searches at the top and bottom of the page for the most 
popular searches. : 

Best feature: GoTo’s simple and uncluttered interface helps you find exactly 
what you're looking for in a very straightforward manner. 

Hotbot 
How to access: www. hotbot.com 

What it offers: HotBot boasts more than 50 million documents in its data- 
base, and the simple search query includes pull-down menus and buttons 
that enable you to refine your search criteria. 

Best feature: Search options let you be very specific with your queries. 
HotBot makes intelligent guesses about what you're looking for, based on the 
organization of your queries, and returns the best matches first. 

LookSmart 
How to access: www. |ooksmart.com 

What it offers: Access to more than 800,000 site listings in more than 24,000 

categories, reviewed and updated by a large cadre of LookSmart editors. 
Search results include concise descriptions that explain what each site offers. 
Search first finds sites selected and reviewed by LookSmart editors. Then it 
searches AltaVista’s index of more than 30 million Web sites. Also has local- 
ized content for more than 70 cities. 

Best features: An easy-to-use, hierarchical design and a directory of subjects 
that can lead you to some of the most popular sites within major categories. 

Lycos 
How to access: www. | ycos.com 

What it offers: Lycos has the capability to search 55 million Web pages and 
has 19 million of these fully indexed. Search the directory with keywords, and 
Lycos provides a brief description for each site located. The advanced search 
includes options to refine your search, specify the amount of detail in the 
results display, and set the number of results displayed per page. 
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Best feature: The top 5 percent search option provides the top sites rated by 
reviewers in categories, such as careers, autos, and travel. 

Northern Light 
How to access: www. northernlight.com 

What it offers: Advanced search features and organized subsets of finds. In- 
depth coverage of major news stories, access to economic and statistical 
analysis, and more. 

Best features: Ability to group “hits” into custom folders according to sub- 
ject, type, source, and language. Also has a fee-based database that offers full 
text of more than 4,500 periodicals, journals, and newswires, which you can 

search separately or along with the Web. 

Search.com 
How to access: www. search.com 

What it offers: Search.com has collected many of the best features of several 
different search engines to help you find information. You can select the sub- 
ject area you want to search and then choose the search engine you want to 
use. Search the Web as powered by Infoseek; search the Yellow Pages and 
find stock quotes with the help of Snap. 

Best feature: An all-in-one search engine. 

Snap 
How to access: www. Snap.com 

What it offers: The ability to search the directory for the most relevant infor- 
mation on any subject, as well as the ability to customize for your needs. 
Snap.com offers stock quotes, market summaries, online shopping, local 
weather, sports scores, chat, state lottery results, horoscopes, classified ads, 

maps and driving directions, movie listings, business services, message 
boards and more. It also offers categorized searching, free e-mail, news links, 

and more. 

Best feature: The capability to create a personalized Web source tailored to 
your individual preferences. 
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if your search with one search engine doesnt er ee cet ot 
| turn up what you're looking for, you can try Searches AltaVista, Excite, Go.com, 
_ Searching many different search engines at infaSpace’s Ultimate Directory, Lycos, 
ence by using a metasearch site. Some com- Thwmderstene, WebCrawier, and Yahoo! 

manly used anes include the following: »* SwoopSaarch (wriw savvysearchcomk 
2 Debriefing (www debriefing. com: The Queries AltaVista, Excite, HotBot, Go.com, 

English version accesses AltaVista, Excite, iyees, Oren Text. and WebCrawler, as well 
HotBot, Go.com, Lycos, WebCrawier, and 

Metasearch sites" 

Vahoo! 
How to access: www. yahoo. com 

What it offers: Yahoo! is a database of lmks and a subject-oriented guide for 

the Web and the Internet. Like the search engines, you type in what you're 
looking for, and Yahoo! returns hyperlinks that match your request. 

Best features: Because Yahoo! is a Wed directory, you can search within its 
subject categories. You can also limit the number of matches that the engine 
returns. 

Career Search Sites 
All-in-one career research sites, such as the America Online Career Center, 
typically offer company profiles (with an edjective view of each firm), listings 
of job openings at each company, and automatic email delivery when open- 
ings occur within targeted companies or industries. Staffing and recruiting 
firms also use their Web sites to list available positions — typically by indus- 
try, job title, and region — and can search for your specific criteria. Many of 
these sites offer additional career advice and resources as well. For example, 
Robert Half International offers onlime job search services on all its divisional 
Web sites, all of which are accessible through www Pht 7 . cam. 

if you're currently employed, make sure to learn about the confidentiality 
aspects of any site to which you are considering posting your resume. Your 
employer may decide to use a site like the omes listed in this section on 
which your resume is being carried and may assume that you're actively 
looking for a new job, which could jeopardize your current job. 
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America Online Career Center 
How to access: America Online, Keyword: Career Center 

What it offers: Regularly scheduled online career counseling, live chats with 
other job seekers, resume help, occupational profiles, how-to articles about 
various aspects of the job search process, and an extensive listing of classi- 
fieds that you can search by region and occupation. 

Best features: Nicely balanced variety and an attractive, easy-to-navigate 
interface. 

Cost: Membership to America Online costs $19.95 a month for unlimited 
access to its services and the Internet. Alternative subscription plans are 
available. 

Also visit America Online’s Web site at www. a0] .com, where you can access 
job searching and resume posting options, company and industry research, 
salary comparisons for an array of professions, resume preparation help, 
career advice, an interactive interviewer to help you rehearse for that big 
moment, and more. 

America’s Job Bank 
How to access: www.ajb.dni.us 

What it offers: The America’s Job Bank computerized network links state 
employment service offices to provide job seekers with what it claims is the 
largest pool of active job opportunities available anywhere (more than 
665,000 positions) and nationwide exposure for their resumes. The job open- 
ings come from all over the country and represent all types of work, from 
professional and technical to blue collar, from management to clerical to 
sales. 

Best features: State profiles including maps (good for job seekers consider- 
ing relocations); capability for job seekers to create and submit a resume to 
the system and to conduct and save customized job searches. 

The Career Builder Network 
How to access: www. careerbuilder.com 

What it offers: CareerBuilder provides resources to those looking for jobs 
and career advancement advice. Through a partnership with 
CareerEngine.com, this site has gained ITClassifieds.com and 
SalesClassifieds.com as part of its network of leading career sites. Its features 
include a Personal Search Agent that helps match your criteria to available 
positions (with automatic e-mail notification of matches), information on the 
latest career trends, and relocation information. 
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Best features: The Getting Hired feature includes tips on using the site, plan- 
ning your career, developing your resume and cover letter, and negotiating 

salary. 

CareerMagazine 
How to access: www. careermag.com 

What it offers: Large job openings database supplied by the major Internet 
newsgroups with postings searchable by location, job title, and/or skills 
required; employer profiles; a message board for online networking; links to 
other career-related sites; and more. 

Best feature: A substantial collection of informative career advice articles. 

These sections contain just samplings of the career-related sites available on 
the Internet. For more listings, including those that are specific to certain 
industries and geographic areas, check out a site called Employment 
Resources at www.1i71i71.com/~artech/links/internet_jobs.htm] and 

another called The Mother of All Employment and Jobs at 
www. interking.com/target/jobs/jobs.html. 

CareerMosaic 

How to access: www. careermosaic.com 

What it offers: Several services, including “CollegeConnection,” directed 

toward students looking for entry-level openings and internship opportuni- 
ties; access to virtual job fairs; classified listings; and the capability to search 
for jobs by region, job title, and salary. 

Best features: Corporate “home pages” that offer multimedia introductions to 
client companies. Easy to access and get around — with good, basic informa- 
tion about job hunting in general. Known for its overseas listings. 

CareerPath.com 

How to access: www. careerpath.com 

What it offers: CareerPath is owned by newspaper publishers and gets its 
career content and classified listings from them. CareerPath provides one- 
stop shopping for the Web’s largest number of the most current job listings 
(approximately 300,000), pulled from sites of leading employers as well as 
major newspaper want ads. It also features a database of employers (search- 
able by location, firm name, job type, and keyword), company profiles and 
links to their home pages, and a Saved Job Search function that stores 
desired position criteria for easier and faster searches on subsequent visits. 

Best feature: Links to local newspapers are helpful to long-distance job seekers. 
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Career Resource Center 

How to access: www. careers.org 

What it offers: Lots of links to lots of great stuff, such as major employers 
and major Web index sites; job listings across the Internet; and educational 

Web sites, including college and university home pages and educational 
newsgroups. 

Best feature: Career Gems, its selection of the 100 most useful and creative 

job-related Web sites. 

Careers.WS].com 
How to access: careers .wsj.com 

What it offers: A free service of the subscription-based Wall Street Journal 
Interactive site, Careers.WSJ.com includes a searchable job database with up 
to 15,000 jobs from the world’s largest companies, career news, information 

about relocating, and a full listing of career-related resources. 

Best features: Content and career advice from National Business Employment 
Weekly, a great interface, and ease of use. Automatic e-mail delivery of 
matches between job search criteria and new listings. 

CareerWeb 

How to access: www. cweb. com 

What it offers: Searches of professional, technical, and managerial jobs data- 

base by job category, state, city and keywords; company profiles; and 
JobMatch automatic e-mail notification of opportunities that correspond to 
the type and location you're looking for. 

Best feature: Helpful list of articles and other Web sites of interest to job 
seekers. 

Cool Works 
How to access: www. coolworks.com 

What it offers: A database of more than 70,000 jobs in places most people 
only visit, such as national and state parks, resorts, and amusement parks. 

Automatic delivery of weekly e-mails of new jobs and companies listed. 

Best feature: Provides a link to each employer’s Web site. 
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DICE 
How to access: www.dice.com 

What it offers: Access to a database of more than 85,000 high-tech jobs, 

regional searches, and daily e-mail delivery of the best matches between 
skills profiles from information technology candidates and posted jobs. 

Best feature: Keeps a hotlist of candidates who will be available to start a 
new job within three weeks and exposes it to more than 2,000 recruiters. 

HeadHunter.NET 
How to access: www. headhunter. net 

What it offers: Representation of all industries, with the largest number of 
listings falling into the information technology, engineering, accounting, 
sales, and marketing arenas. Free company profile for users. Upgrade feature 
offers variable pricing to control visibility of jobs and resumes and allows 
cross-posting of resumes to Yahoo! and AltaVista. 

Best features: User-friendly interface and powerful geographical search capa- 
bility that can retrieve positions within specific proximities. Job listings are 

never more than 45 days old. Automatic e-mail delivery of matches between 
job search criteria and new listings. 

HotJobs 
How to access: www. hotjobs.com 

What it offers: List of member companies and control over who can access 
your resume. Updates of how many times your resume has been viewed, how 
many times you've applied online, and how many times your resume has 
come up in a search. Access to technology positions in Fortune 500 and top 
computer companies. 

Best features: The Personal Search Agent finds jobs based on‘ parameters you 
give it and e-mails them directly to you. Real-time message board allows you 
to interact with fellow job seekers and HotJobs.com staff. 

Job Bank USA 
How to access: www. jobbankusa.com 

What it offers: Job Bank USA was one of the pioneers in the resume database 
business. It now provides more information for job seekers and no longer 
charges you to post a resume. Automatic e-mail notification of matched posi- 
tions and coverage of all industries. 

Best feature: Job MetaSEARCH page that accesses the Internet’s largest 
employment databases. 
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JOBTRAK 
How to access: www. jobtrak.com 

What it offers: Geared primarily toward students and university alumni, JOB- 
TRAK features thousands of listings (3,000 new ones daily, it says) and also 
offers expert job hunting advice and resume preparation tips. You’ll need a 
password from your school (as a current student or an alumnus) to gain 
access to the site. 

Best features: JOBTRAK is partnered with 800 college career centers and lets 
you submit an application directly to your local recruiting center. 

Monster.com 

How to access: www.monster.com 

What it offers: Monster.com is the result of a merger between The Monster 
Board and Online Career Center. The site offers the capability to search by 
category and location; an advice-oriented career center, including resume 

and relocation tips and information about starting your own company; infor- 
mative chats; access to personality quizzes; a free newsletter; and more. 

Best features: Monster.com’s international employer profiles are listed both 
alphabetically and regionally. Profiles include in-depth information about the 
companies and link you directly to the firms’ available positions. Automatic 
e-mail delivery of matches between job search criteria and new listings. 

NationJob Network 
How to access: www.nationjob.com 

What it offers: NationJob’s P.J. Scout asks you for a complete job profile, and 
then it searches its database once a week and sends you an e-mail with a list 
of positions that fit your profile. You can view and reply to interesting job 
postings online. 

Best features: A great design, sophisticated search engine, and detailed 
listings. 

Telecommuting Jobs 
How to access: www.t jobs.com 

What it offers: Capability to search telecommuting jobs by clicking titles; suc- 
cess stories from telecommuters; links to online ordering for “teletools,” 

including books on telecommuting, hardware, software, supplies, and training. 

Best feature: For a small fee, you can arrange to have a hotlink to your e-mail 
and a personal Web site for potential employers. 
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What you should know about 
resume database services 

A number of companies and organizations are 
in the business: of gathering resumes from job 
seekers and sorting those resumes into occu- 
pational categories. Using these lists, they 
compile a source of candidates for client com- 
panies. These organizations are known in 
general as resume databases or resume banks, 
and they fall into two general categories: those 
that are operated by private individuals or 
groups as a nonprofit service to job seekers ina 
particular field or occupation, and commercial 
databases that actively market their databases 
to employers. Placing your resume with a com- 
mercial resume database service will run you 
anywhere from $25 to $100. 

The following are a couple of examples of 
resume database services. 

Career Database: P.0. Box 1317, Key West, 
FL 33041; 305-295-0611; 
www3.careerdatabase.com 

Career Database is open to anyone who 
wants to enroll. It offers a variety of job 
search-related services (career counseling, 
help in resume and cover letter preparation, 

Vahoo!: Employment 

and so on) for an additional cost. On 
request, they'll assemble a Job Search 
Survival Kit of strategically selected 
services based on your individual needs. 
Cost: $50. 

SkillSearch: 3354 Perimeter Hill Drive, Suite 

235, Nashville, TN 37211-4129; 800-252-5665; 

www.skillsearch.com 

Membership is limited to professionals with 
four-year college degrees and at least two 
years of post-graduate experience. If you 
belong to an alumni or professional 
association with which SkillSearch has a 
formal working relationship, you may 
qualify for a discount. Job seeker profiles 
are viewed only by SkillSearch’s clients. 
Cost: $99. 

Is it worth it? Not really. With the myriad other 
resume posting opportunities available free of 
charge online, it's difficult to advocate for the 
additional cost of using a commercial database. 

How to access: emp] oyment. yahoo.com 

What it offers: Brings together more than 100 job- and career-related online 
resources, regional and academic job banks, and career-related publications. 

Best features: The capability to view and access from one Web page most of 
what the Internet has to offer in the way of career resources. 
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Company Research 
You need to research companies in order to determine where you might want 
to work and also to inform yourself before you go to interviews. Search 
engines and portals (almost all of which offer access to company information 
and news searching capabilities) are a great place to start. You should famil- 
iarize yourself with the company’s current lines of business — products, 
clients, financial standing, and industry ranking. Who are its key executives? 
Also investigate opportunities for career advancement. Does it promote from 
within? Does it offer mentoring or other professional development programs? 
Don’t overlook important issues such as a company’s overall culture. 

All these sites work similarly: Type the name of a company in the search line 
and press Return/Enter or click Search, and these engines find relevant infor- 
mation — including the company’s own Web address and articles that have 
been written about the firm. Or if you’re looking for positions rather than for 
companies, try typing Jobs in Anytown to see what the search engine comes 
up with. 

In addition to search engines and portals, the following are great places to 
conduct research on companies and various career- and business-related 

topics. 

DialogWeb 
How to access: www.dialogweb.com 

What it offers: DialogWeb is a powerful search tool that provides access to 
more than 450 databases and thousands of authoritative business, scientific, 

intellectual property, and technical publications. Features include access to 
worldwide company information (both directory listings and full financials), 
industry information (trends, overviews, market research, and specialized 
industry newsletters and reports), U.S. and international news (an extensive 
collection of newspapers and newswires from North America and Asia), and 
U.S. government news (including public affairs, law, and regulatory informa- 
tion). 

Best features: A flexible and easy-to-use guided search mode doesn’t require 
knowledge of the Dialog command language, and a subject hierarchy presen- 
tation helps pinpoint the right databases for your search. 

Cost: When you search Dialog, charges incurred include output and search 
time costs, as well as telecommunications charges. The dialog price list, 
Database Rates, is available in PDF (portable document format). PDF files 
require an Adobe Acrobat Viewer, available free from Adobe. 
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Dow Jones Interactive 
How to access: www. djinteractive.com 

What it offers: Dow Jones Interactive is a customizable business news and 

research service. It integrates content from top national newspapers, Dow 
Jones newswires, business journals, market research reports, analyst reports, 

and Web sites. 

Best features: For a monthly, per-folder charge, its “CustomClips” feature 
includes all news monitoring and e-mail delivery of results. Customize your 
search by company, industry, investing, or news topic. 

Cost: The annual per-password fee is $69 and includes access to The Wall 
Street Journal Interactive Edition (including Barron’s Online, SmartMoney 
Interactive, Company Briefing Books, stock and mutual fund quotes, and per- 
sonal portfolios), Dow Jones Web Center, searches of the Business 

Newsstand, Dow Jones Publications Library, Historical Market Business Data, 

and more. Other services are available for an additional charge. 

Dun & Bradstreet’s Companies Online 
How to access: www. companiesonline.com 

What it offers: You can find bare-bones information about organizations on 
the World Wide Web, including listings for more than 100,000 public and pri- 
vate companies, government agencies, and schools. Easy-to-follow format. 

Best features: Ease of use and variety of information available. 

EDGAR 
How to access: www.sec.gov/edgarhp.htm 

What it offers: EDGAR is the Electronic Data Gathering, Analysis, and 

Retrieval system of the forms filed by companies with the U.S. Securities and 
Exchange Commission (SEC). This site is a good source for information about 
companies because it collects and indexes all SEC submissions. 

Best features: If you know the name of a company, use the Quick Forms 
Lookup feature. If you want to search for keywords instead, search the 
archives. 
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Hoover’s Online 
How to access: www. hoovers.com 

What it offers: Information about more than 13,500 public and private com- 
panies worldwide. The Hoover’s Company Capsules offer basic information 
and links to corporate Web sites. These are free. 

Best features: The Hoover’s Toolbox lets you search by company name, stock 
ticker, or keyword. There’s also a comprehensive custom search option for 

members that lets you search by industry, location, or annual sales. 

Cost: A personal subscription to Hoover’s Online costs $14.95 per month or 
$109.95 per year and grants you access to Hoover’s Company Profiles of more 
than 3,500 companies. 

Lexis/Nexis 
How to access: www. 1 exis-nexis.com 

What it offers: A comprehensive source of electronic information. Nexis 
claims to be the largest news and business online information service, pro- 
viding comprehensive company, country, financial, demographic, market 
research and industry reports, and access to more than 18,000 sources of 

news. (120,000 articles are added each day.) The Lexis half of the service 
deals with specialized legal research. 

Best feature: You can gain access to more than 23,000 news, legal, business, 

and government sources online, and subscriptions that the site says are 
“highly customizable.” 

Cost: Offers flexible pricing based on transactional, hourly, or flat-rate 
subscriptions. It also offers one-time, fee-based research for nonsubscribers. 

News.com 
How to access: www.news.com 

What it offers: News.com is the technology news service from C| Net: The 
Computer Network. The site is updated three times a day and features break- 
ing stories as well as additional news on computing, business, and a feature 

called Rumor Mill. News.com asks you to subscribe, but membership is free 

and offers access to all areas and the opportunity to personalize the page. It 
also sends you e-mail with daily news updates. 

Best feature: A search tool lets you look for information about specific com- 
panies or topics. 
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Other sources of company information 
and job listings 
Many companies list available positions on their Web sites, so it’s a good idea 
to find out whether a company you like has a Web site and then go there to 
see what you can learn about the firm and its jab openings. Some other help- 
ful information typically found on company Web sites includes press 
releases, new product information, corporate profiles (of both the firm and 
its key executives), and access to financial information. 

Here are some other resources for research information on companies: 

_ 4 Annual reports: Annual reports are yearly publications that publicly 
: owned companies are obliged by law to send to shareholders. A typical 

annual report gives you a bird’s-eye view of the various businesses the 
company is in, its divisions, its board members and key management 
personnel, and its financial performance. These reports are typically 
available for viewing on company Web sites and can be invaluable for 
researching a prospective employer. 

_ % Recruitment and marketing brochures: These brochures (when you 
can get your hands on them) can, like annual reports, give you an in- 
depth view of a company. They’re useful but should never be your sole 
source of information about a firm. 

_ ¥ 10-K and 10-Q reports: The annual 10-K and quarterly 10-Q reports are 
_ filings that public companies must make with the Securities and 

Exchange Commission (SEC). Their principal purpose is to describe the 
company and its financial position in detail. They also alert potential 
investors to problems that could affect the company’s bottom line, such 

as lawsuits pending, changes in raw material availability, and any 
marked change in the company’s debt structure. You can generally 
access a company’s 10-K or 10-Q report on the firm’s Web site, from its 
investor relations department, or from any stock brokerage firm. 

/ Recorded job hotlines: Many larger companies have recorded job hot- 
: lines, which typically provide open positions, instructions on how to 

apply, and more. 

Online Discussion Groups/ 
Chats/Message Boards 

Online chats and discussion groups give you an opportunity to communicate, 
via your computer, with people who either share your interest in a subject or 
have expertise that you want to tap into. Most career-related Internet sites 
and commercial online services host online discussion groups for job seekers. 
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What generally happens in a chat is this: You select the live chat in which you 
want to take part and are then connected to it. An on-screen graphic tells you 
how many people are currently participating, and you’re invited to join the 

real-time conversation simply by typing your user name or any other name 
you choose to use. Once you're part of the group, you can ask questions or 
make observations to the group as a whole or to other individuals (their 
names are usually listed on the menu), and you can leave the group any time 
you wish. 

You can capture to your own file any of the information exchanged during the 
session. In addition, many career sites archive past discussions. Job hunters 
typically take part in these sessions for one of three reasons: 

To network 

To share information and war stories with other job seekers 

To get information from specialists in different fields 

Discussion groups, also known as message boards, also let you communicate 
with other Internet users by posting messages and/or reading those of 

others. 

Newsgroups (Usenet) 
Newsgroups are special-interest groups located on the Internet. They act as 
electronic bulletin boards, and a growing number are dedicated to helping 

people find jobs. 

The best thing about newsgroups, in general, is that they give you an opportu- 
nity to tap an information source that is focused on your particular interest and 
career objective as it relates to your geographic area. Keep in mind, though, 
that the quality and timeliness of the job-related information that you can 
gather from these sources varies greatly from one newsgroup to another. So you 
have to be prepared to sift through a lot of chaff before you get to the wheat. 

To access newsgroups, you can start by using DejaNews (which I describe in 
the earlier section “Search Engines and Portals”) at www.dejanews.com or 
access them through your ISP. 

Periodicals 
Keeping current on key issues and new developments in your profession or 
industry and in the business world at large is key if you want to advance in 
your job. And the need to stay on top of things doesn’t diminish when you 
are looking for work. If anything, it becomes even more critical. 
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go BER 
If you are not already doing so, you should be making three types of periodi- 
cals part of your regular reading diet: ‘ 

) » General business publications that are the most widely read among 
senior managers and other key decision makers 

_ Trade publications that cover your particular field 

| Local newspapers and business publications 

~ 

Your first priority when it comes to periodicals should be a publication called 
National Business Employment Weekly (www.nbew. com). Published by Dow 
Jones, this is the only weekly publication written exclusively for job seekers. 
A typical issue brings together the want ads from all the regional editions of 
The Wall Street Journal. These ads are geared primarily to mid- and upper- 
level professionals, but each issue also offers a mix of how-to articles and 

features that cover virtually every aspect of job hunting for all levels. Also, 
each issue has a regionalized calendar of events — seminars, meetings, sup- 
port groups, and so on. 

Some of the other important and widely read periodicals geared to business 
people are the following. They are all worth scanning, particularly the sec- 
tions that focus on people who have recently taken on new jobs. 

)  Barron’s (www. barrons.com) 

; Business Week (www. businessweek.com) 

| The Economist ( published in the U.K., www. economist .com) 

: i Forbes (www. forbes .com) 

: Fortune (www. fortune. com) 

Inc. (www. inc.com) 

, The Journal of Commerce (www. joc .com) 

| The New York Times business section (www.nytimes.com) 

| The Wall Street Journal (www .wsj.com) 

All of these publications have online versions, but some limit your access 
unless you're willing to pay a fee. In that case, your local library is the place 
to go, as most will have these publications on file. You should be zipping 
through at least some of these publications on a regular basis for articles and 
features that are relevant to your job search. 
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When you find something that may be useful 
If you come across an article that looks as 
though it may be useful, bookmark it on your 
computer, make a note of it (include the page 
number), or use a stick-on note to mark it in the 
magazine. In other words, don’t spend time on 
any single article or feature in a publication until 
you've scanned the entire publication. 

The reason is priorities. Assuming that you have 

should choose the articles that you intend to 
read wisely. You may find, for example, after you 
look over the contents of a particular publication 
that four or five articles may be worth reading. 
At that point, you need to decide whether you 
want to read them immediately, make a printout 
or photocopy of one or two of the articles so that 
you can read them later, or go out and buy the 
publication if the issue is current. 

a limited amount of time to spend on articles, you 

In particular, look for the following: 

’ Key business and economic trends 

a Companies expanding or relocating 

Key trends in your particular profession or industry 

5 Companies in your industry (in particular, those companies in your 

region) 

- People whom you might want to approach or would need to know about 

if you were to interview at those companies 

« / Advice on job hunting and career advancement 

Keep in mind your objective. You’re not reading the magazine or newspaper; 
you're doing research. The difference is one of focus, curiosity, and patience. 
The key to research is having a reasonably well-defined sense of what you’re 
looking for. 

< MBER 
& 

Trade Publications 
Virtually every industry, business, and profession — including industries you 
probably never knew existed — has at least one publication devoted exclusively 
to it. Many, like the chemical industry and hospitality industry, have dozens — 
some national, some regional, and some local. Given the fact that they focus on 

one industry, trade publications are probably the most valuable research 
resource you can tap. The problem, though, is that trade publications in general 
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are far more difficult to access than general-interest magazines. 

A Web search of keywords (for example “accounting magazines”), although 
time-consuming, may prove fruitful in uncovering some of them — many 
trade magazines have Web sites that archive articles. Your online search may 
guide you at least to a phone number to call so you can purchase back issues 
or even start a subscription. 

Trade publications,become especially important when you’re having no luck at 
all uncovering information about a company that is too small to be of much 
interest to publishers of major directories or business publications. This 
means that you'll have to step up your digging efforts. One directory that could 
be useful to you is the Gale Directory of Publications and Broadcast Media. 

As with a Web search, your goal when you consult either of these directories 
is to get the name and number of a trade publication. You can then call and 
ask whether the publication has written anything about the company you’re 
interested in. 

Trade catalogs are industry- or profession-specific directories that are pub- 
lished mainly for buyers and sellers in a particular industry — and there are 
zillions of them. None of these directories offers more than the sketchiest of 

information about companies — name, address, telephone number, a key 

name or two, and sometimes the number of employees. What makes trade 

catalogs valuable is that they often list smaller companies that are not men- 
tioned in other directories. 

Community Newspapers 
and Publications 

Don’t overlook community newspapers and small, regional business publica- 
tions — particularly if your research interest is in small, local companies. Any 
local publication that covers business issues or runs articles about compa- 
nies and their management teams should be a regular part of your reading 
agenda — more important, in many ways, than the national publications. In 
particular, the people sections in these publications can give you clues to 
what’s happening at local companies. (You can also use the fact that you saw 
someone’s name or picture in the paper as a pretext for sending a letter of 
introduction along with your resume.) 

If you need information about a specific company that may have been written 
about in an earlier issue of one of these publications and you can’t find it by 
searching the publication’s online archives, your best move is to call the 
publication directly. 
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Directories 
Despite the helpfulness of the online resources, print directories still have a 
place in the job search process, particularly if, for some reason, you’re 
having difficulty finding what you need on the Internet. The number of direc- 
tories containing information that may be of value to your job search has 
mushroomed over the past five years — so much so that most libraries no 
longer have the room or the money to keep themselves fully supplied with 
the newest directories. 

Choosing the most appropriate directory with the least amount of hassle is 
no easy task. That’s because many directories that focus on the largest com- 
panies tend to cover the same territory, albeit with different emphasis. Some 
directories, such as Moody’s, tend to be financially focused. Others empha- 
size the people in the corporations more than the corporations themselves. 
Still others focus on the types of businesses the company is in and the 

brands it sells. 

Generally, the more information a directory gives you about individual com- 
panies, the fewer companies it tends to list. Indeed, one of the ongoing 

problems of using many of these directories is that they don’t have much to 
say about the tens of thousands of small, private companies that are cur- 
rently the fastest-growing segment of the job market. To get information 
about these companies, you have to rely on industry-specific directories or 
directories that are keyed to a certain locale. 

The best way to find out which directories are best suited to your needs is to 
talk your situation over with a reference librarian. Give the librarian a general 
idea of your needs. Get the names of several directories that seem applicable, 
and then take some time to browse through each directory. You should be 
able to tell fairly soon which ones have the information you need and how 
easy that information is to access. 

In the meantime, the rest of this section lists directories that are worth 

checking out. They are grouped into three general categories: (1) directories 
for job seekers, (2) directories for general business audiences (these directo- 
ries list companies but are still useful to job hunters), and (3) directories for 
special-interest groups. 

When you’re using directories as a source of information, always verify inde- 
pendently — as best you can — any of the names listed. It’s especially 
important to do so when you’re working with a directory that is more than a 
year old. 
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Directories designed specifically 
for job hunters 
The number of directories geared specifically for job hunters is on the rise. 
Here are a few that you should be able to find in most libraries, either online 

or in print. If you prefer to access them from the-comfort of your own home, 
consider ordering one. You can do so easily at an online bookstore such as 
www.amazon.com orat the respective publisher’s Web site. 

The Almanac of American Employers 
Publisher: Plunkett Research Ltd., www.plunkettresearch.com 

This one-volume directory lists 500 companies, devoting one page to each 
firm. Each listing offers the following information in addition to the basics: 

| The name (when available) of the college recruiter 

_ Recent financial performance, including percentage growth in profit 

Salaries and benefits (along with a rating number that enables you to 
compare how the salaries and benefits compare to those offered by 
other companies) 

Regional presence 

Brands and divisions 

Specific academic backgrounds that the company tends to look for in 
candidates 

; Plans for future growth 

Each listing attempts to give you a sense of the company’s corporate culture. 
The barometers it uses include everything from the tuition reimbursement 
policy to that for subsidized child care. 

D&B Employment Opportunities Directory — The Career Guide 
Publisher: Dun & Bradstreet, 3 Sylvan Way, Parsippany, NJ 07054; 
800-526-0651; www. dnb.com 

A one-volume directory, published annually, that lists employment-related 
information about more than 5,000 companies throughout the United States. 

Apart from the basics (company names, addresses, and so on), each listing 
includes information that would be of specific interest to job seekers, such as 

a summary of the educational specialties that the company values, the most 
promising areas of employment, and a brief description of the company’s 
insurance plans. Companies are listed alphabetically but are indexed geo- 
graphically and according to industry. 
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Job Seeker’s Guide to Private and Public Companies 
Publisher: Gale Research, 835 Penobscot Building, Detroit, MI 48226; 

800-877-GALE; www. gale.com 

This multivolume directory is organized according to region and describes 
more than 17,000 American companies. A typical listing gives you the basics 
(name, address, and so on), the date the company was founded, the number 
of employees, human resources contacts, and application procedures. 

Directories that offer general 
company-related information 
The following directories are directed to general business audiences as 
opposed to job seekers, but the information they contain can be valuable in 
all phases of your research. 

America’s Corporate Families and International Affiliates 
Publisher: Dun & Bradstreet, 3 Sylvan Way, Parsippany, NJ 07054; 
800-526-0651; www.dnb.com 

Volumes I and II of this Dun & Bradstreet guide list more than 11,000 U.S. 

parent companies and more than 76,000 domestic divisions and subsidiaries. 
Volume III lists more than 3,000 U.S. parent companies and their nearly 18,000 
foreign subsidiaries, plus nearly 3,000 foreign parent companies and their 
11,000 U.S. subsidiaries. The key numbers in each listing are the number of 
sites and the company’s net worth. Most of the listings also include the 
names of key people at the division and subsidiary level. 

D&B Million Dollar Directory — Top 50,000 Companies 
Publisher: Dun & Bradstreet, 3 Sylvan Way, Parsippany, NJ 07054; 
800-526-0651; www.dnb.com 

Profiles the leading, largest pubic and private U.S. companies. 

Directory of American Firms Operating in Foreign Countries 
Publisher: UniWorld Business Publications, 257 Central Park West, Suite 10A, 
New York, NY 10024; 212-496-2448; www. uniworldbp.com 

Not every library carries this directory, and it isn’t published on a regular 
basis. But this three-volume directory is a useful guide for people looking to 
hook up with American companies that do business throughout the rest of 
the world. It lists some 3,000 American corporations that have factories and 

branch offices covering some 190 countries. It also lists key personnel, 
although the information may be dated. 
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D & B Million Dollar Directory Series 
Publisher: Dun & Bradstreet, 3 Sylvan Way, Parsippany, NJ 07054; 
800-526-0651; www. dnb.com 

This five-volume series lists 160,000 companies in alphabetical order. It is the 
most extensive list of its kind available and is indexed in a variety of ways. 
The information is sketchy, though — little more-tthan name, address, phone 

number, key executives, and some financial statistics. The bang you get for 
your buck here is the sheer number of companies listed, plus the fact that 
the directory includes subsidiaries not mentioned in other directories. This 
directory is useful for job seekers who intend to launch a targeted direct-mail 
campaign (see Chapter 15). 

Dun & Bradstreet Principal International Businesses Directory 
Publisher: Dun & Bradstreet, 3 Sylvan Way, Parsippany, NJ 07054; 
800-526-0651; www. dnb.com 

Some 50,000 companies in 140 countries are listed here — and in four lan- 
guages: English, Spanish, French, and German. The companies are grouped 
geographically and cross-referenced alphabetically and by industry classifica- 
tion. 

Hoover’s Handbook of American Business 
Publisher: Hoover’s Inc., 1033 La Posada Dr., Suite 250, Austin, TX 78752; 

800-486-8666; www. hoovers.com 

This two-volume set includes profiles of 750 companies containing opera- 
tions overviews, company strategies, histories, key financial data, lists of 

products, executives’ names, and headquarters addresses, phone numbers, 
and fax numbers. It also has more than 60 pages of business lists, including 
the Fortune 500 list of the largest U.S. corporations and the Forbes 500 list of 
the largest U.S. private companies. 

Hoover’s Handbook of World Business 
Publisher: Hoover’s Inc., 1033 La Posada Dr., Suite 250, Austin, TX 78752; 

800-486-8666; www. hoovers.com 

A companion guide to the Hoover Handbook of American Business, offering 
the same general information and the same format but focusing instead on 
250 companies headquartered outside the United States. 
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International Directory of Company Histories 
Publisher: Gale Research, 835 Penobscot Building, Detroit, MI 48226; 800-877- 
GALE; www. gale.com 

This multivolume set is published annually and consists of article-length his- 
tories of more than 1,200 major companies in a variety of industries. Each 
history is straightforward — mainly a chronological account of key events 
and key people in the company’s history — but you get a good sense of how 
the company got to where it is today. You also get a fairly accurate picture of 
the company’s fiscal health. 

Reference Book of Corporate Management 
Publisher: Dun & Bradstreet, 3 Sylvan Way, Parsippany, NJ 07054; 
800-526-0651; www. dnb. com 

A very good source for basic biographical information about leaders from 
more than 12,000 major American companies. A typical listing includes the 
manager’s name, business address, phone number, and educational back- 

ground, as well as memberships and political activities. The point of plowing 
through this information is to see whether you can get a read on a company’s 
culture. 

Standard & Poor’s Register of Corporations, Directors and Executives 
Publisher: Standard & Poor’s Corporation, 65 Broadway, New York, NY 10006; 
800-221-5277 

This three-volume directory is published annually and covers roughly 85,000 
public and private companies. Volume 1 provides basic information about the 

companies. Volume 2 offers thumbnail sketches of key executives. And 
Volume 3 indexes the companies according to their Standard Industry Code 
or industry classification. 

Thomas’ Register of American Manufacturers 
Publisher: Thomas Publishing Company, 5 Penn Plaza, New York, NY 10001; 

800-699-9822: www. ThomasRegister.com 

This guide — accessible online — profiles more than 150,000 manufacturers, 
listing major products and services. It’s geared primarily to vendors seeking 
to sell goods to manufacturing companies, but it lists basic information about 
smaller manufacturing companies that the major directories don’t cover. 
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Special-interest directories 
The following directories are published by Gale Research (835 Penobscot 
Building, Detroit, MI 48226; 800-877-GALE; www. gale.com). 

Directories in Print 

Yes, it has come to this: A directory that lists nothing but directories, giving 

names and publishers of thousands of directories and a brief description of 
each. A good place to start your directory research. A supplement, published 
in 1998, is available for order online. 

Encyclopedia of Associations 
Probably the best source for the names, addresses, and key people in profes- 

sional associations throughout the United States. Some 135,000 trade and 

professional associations are listed. 

Although many of the business directories found in libraries sell for several 
hundred dollars, you can sometimes get a hold of one for a fraction of that 
cost. The only catch is that it will probably be one year out of date. Many 
libraries, once they get the new edition, will virtually give away the older 
directory. You shouldn’t care, though, because most of the basic information 

in major directories doesn’t change much from year to year. However, be sure 
to verify spellings of names and check addresses personally before sending 
correspondence. 

Gale Directory of Publications and Broadcast Media 
Search for descriptive and contact information for more than 63,000 newspa- 
pers, periodicals, newsletters, directories, TV and radio stations, and cable 

ay? companies in the U.S. and Canada. 

Worth buying 
One of the most useful books for job hunters is | employment trends in 21 different industries. 
Jobs 99, by Kathryn, George, and Ross Petras Additional features include lists of associations, 
(Simon & Schuster). More than a directory of directories, and industry-specific. periodicals. 
companies, this guide offers career outlooks in The book is available in most reference libraries, 
15 different professions (including accounting, or you can buy it for about $15. 
managing, writing, and editing) and analyzes 
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Abbreviations | 
The following is a summary ofthe mostcommon ESOP: Employee stock ownership plan 
abbreviations found in corporate directories and 
what they stand for: 

AMEX: American Stock Exchange eo 
NASDAQ: National Association of Securities 

Dealers Automated Quotations 

NYSE: New York Stock Exchange 

. IPO: Initial public offering 

FY: Fiscal year 

CEO: Chief executive officer 

CFO: Chief financial officer 

CIO: Chief information officer 

COO: Chief operating officer PIE: Price-to-earmingc ratio 

EPS: Earnings per share 
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Chapter 12 

Networking 101 
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In This Chapter 

» Understanding why you can’t afford not to network 

» Taking advantage of the “pyramiding” factor 

» Recognizing the three biggest myths about networking 

» Establishing a contact base 

» Cross-referencing: Setting up a database 
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magine the following scenario: Someone you've never met or even heard 
of has precisely the sort of job you would love to find and holds that job in 

a company you don’t even know exists. This person wakes up one day to 

learn that he or she has won the state lottery. The person goes to the presi- 
dent of the company and says in so many words, “I’m history.” 

This event means that an opening for a job that you would love to have and 
might well be hired for now exists. There’s only one problem: You may never 
hear about the opening. Or by the time you hear about the job, somebody 
else will have been hired. 

Now change the script to produce a happier ending. Same situation, same 
job, same lottery winner, same “I’m history.” In this scenario, though, a friend 
or relative of yours happens to work at this particular company and is so well 
connected that nothing goes on that he or she doesn’t hear about it. More 
important, this friend or relative knows that you are looking for a job, knows 
that the newly created opening is something that would interest you, and 

wants very much to help. After all, years ago you did this person a favor, and 
there’s little that this person wouldn't do for you. 

How long do you think it would take before you found out about that job? 
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And that’s just one company. Imagine how many good, solid job leads you 
could have heard about if you had friends and relatives working in dozens of 
companies, each of your contacts aware of what you’re looking for and all of 
them keeping their eyes and ears open for an opportunity that might work for 
you. Think for a moment about the kind of edge that you would gain in your 
job search. 

All of which underscores the importance of the subject that is the focus of 
the next two chapters: networking. 

What Networking Really Is, and Why 
Vou Can’t Afford Not to Do It 

Networking is a trendy word that means making connections. To be more pre- 

cise, it is making connections with people whom you may not yet know but 
who might be helpful to you in your job search. The very notion of network- 
ing is built around a simple but far-reaching principle: It is easier to get 
information and help from people who either know you or know someone 
who knows you than from people who have never heard of you. 

It is certainly possible to find a job in today’s job market without having to 
rely on personal connections. And it’s true, too, that connections alone aren’t 

enough to get you hired; you still have to demonstrate at some point that you 
can handle the job. And after you’re hired, you have to be able to perform 
the job. 

But connections help. It’s been estimated that between 70 and 80 percent of 
all jobs that get filled today are filled by people who first heard about the job 
through word of mouth: Someone fold them about the job or told someone 
who told someone who told someone about the job. 

That’s why networking is so important. It puts eyes and ears in. places where 
you yourself can’t look or listen. The larger your personal network is (in 
other words, the more sets of eyes and ears in places that may be sources of 

job leads), the more likely it is that you’ll find out about job openings when 
they materialize. 

Online networking through chat rooms is something to consider because it 
allows you to broaden your networking base and can provide quick access to 
industry experts and the latest trends (see Chapter 11). After you find a chat 
room specific to an industry you are researching, you can participate in a 

live discussion with others in that field by typing in your message, which 
appears — real-time — on-screen for all to see. 
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Understanding the “Pyvamiding” Factor 
The fact that such a high percentage of jobs go to people who originally hear 
about jobs through personal connections may not seem fair to you — espe- 

cially if you don’t know a lot of people to begin with. 

Bear in mind, though, that you don’t need all that many personal connections 
to launch an effective networking campaign. The whole point of networking, 
remember, is to make connections that you haven't yet made. 

Consider the following lesson in geometry. 

Assume for the sake of argument that if someone asked you to come up with 
a list of people you know who might have some business connections, the 
most you could come up with was four, including your two brothers. 

(Chances are that you can come up with a lot more than four, but make this 
truly a worst-case scenario.) 

Granted, a four-person network isn’t very impressive. But what if each of 
those four people could give you the names of four people they know. 
Suddenly, the potential of your network jumps from 4 to 20: the 4 original 
names plus 16 (4 times 4) new names. And assume for the sake of argument 
that those 16 new people, once you get a chance to talk to them and demon- 
strate to them what a terrific person you are, can give you only 4 names. Now 
you have 64 new names to go along with the 20 you had before, which means 
that the puny original list of 4 has now mushroomed to more than 80. 

This little exercise demonstrates a basic networking principle known as pyra- 
miding. Pyramiding means that each new contact you make does more than 
simply add one new person to your network of personal connections. Each 
new contact gives you the potential of adding dozens more. 

MBER But it doesn’t just happen. The network of people who are in a position to By 
hear about job openings and help you get interviews for job openings doesn’t 

grow on its own. You are the force that keeps it growing. And the minute you 
stop feeding the network, the network stops growing. 

Networking Isn’t as Difficult as Vou 
Think — Vou Just Have to Do It 

Yes, networking can be hard work — especially if you break into a sweat at 
the very thought of asking people you don’t know for favors. But networking 
isn’t difficult in the sense that playing a Brahms piano concerto is difficult. In 
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other words, you don’t need special skills or training to network effectively. It 
helps to be organized and systematic. And when yeu’re face to face with 
someone whose help you are seeking, you must be able to introduce yourself 
and explain your situation in a. brief, cogent way that puts people at ease (see 
Chapter 13 for information about composing your “sales pitch”). 

But above all, the one thing you need to network effectively is the will to do 
it. You can’t allow yourself to be hamstrung by the hesitancy that might nor- 
mally prevent you from introducing yourself to strangers who could possibly 
prove helpful to you. You have to face the possibility that some of the people 
you approach aren’t going to be as helpful as you would like — including 
people you think that you can rely on. 

But here is what you must never forget: The worst thing that can happen in 
your efforts to create and build a personal network is that someone you 
approach won’t be willing or able to help. That’s it. On the other hand, as 
you'll come to appreciate more and more, most people you approach will be 
willing to help. The connections are there to be made. In many instances, all 
you have to do is pick up the phone or extend your hand. 

Identifying the Three Most Self- 
Defeating Myths of Networking 
4 ON! 

SI 

Before moving on to the nitty-gritty of networking, look briefly at some of the 
common perceptions that frequently interfere with your ability to get the 
most out of networking. Listed here are the three most pervasive — and most 
self-defeating — misconceptions about the process: 

' The only people you should focus on in your networking efforts are 
people who are in a position to offer you a job. This notion is probably 
the most common and self-defeating misconception about networking. 
True, your ultimate goal when you network is to gain access to people 
who are in a position to offer you a job. But networking itself is all about 
making connections with people who, indirectly or directly, can increase 
your likelihood of gaining that access. 

The lesson here is simple: Don’t set limits on who should or shouldn't be 
part of your network. Virtually everyone you know or might meet, regard- 
less of what he or she does for a living, could be in a position to hear 
about a job opening. Don’t minimize your chances by underestimating 
the potential value of anyone you know. 
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» You have to know the “right people” to network effectively. This state- 
ment contains an element of truth, but it is nonetheless misleading. The 

basic purpose of networking, remember, is to gain access to the so-called 
“right people.” And if there is a single key to effective networking, it lies 
in your ability to create a set of connections that will eventually give you 
access to the people who are in a position to offer you a job. 

Networking is very much a step-by-step process. You meet one person, 
who gives you a name of someone else, who gives you yet another name, 
and so forth until you have a connection with a key person. Not having 
immediate access to that key person doesn’t lock you out of the 
process: It simply forces you to be more resourceful and more patient. 

Strangers resent it when you ask them to help you in your job search. 
. Okay, it’s not a perfect world. Every once in a while, you’re going to call 

someone or meet someone at a function who will try to make you feel 
bad simply because you have the audacity to ask him for help in your job 
search. Happily, though, most people — even people you don’t know 
that well — will be surprisingly cooperative, as long as you approach 
them properly and make reasonable requests. 

Getting Started with the 
Networking Process 

Believe it or not, the easiest part of networking is getting started. All you 
need is something that you can write names on — a tablet or computer 

screen, for example. 

But first things first. Before getting to the business of which names to write 
down, consider why you’re writing down these names in the first place. The 
obvious answer is that they can help you. But what, exactly, does help mean? 
You can look at this word in terms of what various people may be in a posi- 
tion to do: 

| Offer you a job right now. 
: Offer you a job in the near future. 

' Introduce you to someone who is currently looking to hire someone — 

or may be looking to hire someone in the near future. 

_ } Inform you about a job opening or situation that could produce a job 
| opening. 

: i Give you information about a particular person or company and, by 
' doing so, increase your chances of converting a job lead into an inter- 

view or converting an interview into an offer. 
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Notice that each of these points is keyed to one of two objectives: to uncover 
leads to job openings, and to help you convert those leads into offers. You 
need to keep both objectives in mind as you launch and manage your net- 
working campaign. And you also need to keep in mind the relationship of 
quantity and quality. 

Quantity, of course, refers to the number of people who actually become part 
of your network — obviously, more is usually better. The more people who 
know that you’re looking and are in a position to hear about openings, the 
more likely it is that you will get a jump on job leads that you might not oth- 
erwise hear about. 

But quality is important, too. Some people, for any number of different rea- 
sons, are in a better position to help you than others. Their clout has to do 
with who they are, the positions they hold in their companies, the people 
they know, and their willingness to go to bat for you. 

Quantity and quality are both important when it comes to developing your 
personal network. You need numbers, but you also want to make sure that 

included among those numbers are people who can make a difference. What 
this means in practical terms is that you have to manage the time and effort 
you devote to networking in a strategic, intelligent manner. In general, the 
more “quality” there is to someone who might become part of your network, 
the more it is worth your time and effort to make the connection and culti- 
vate that contact. At the same time, though, you don’t want to become so 

preoccupied with making one specific connection that you neglect the net- 
work as a whole. 

Strive for balance. Look to expand the sheer number of people in your net- 
work through activities that do not require an enormous amount of time and 
effort. Equally important is to improve the quality of your network through 
more targeted efforts. 

Putting a List Together 
One of the things you have to do a lot of in your networking efforts is compil- 
ing lists of names. The more organized and systematic you are in this 
seemingly mundane aspect of networking, the more success you're likely 
to have. 

The first step is to develop a strong primary list, which is nothing more than a 
list of everyone you know who, directly or indirectly, could be of help to you 
in your job search. Divide that list into three broad categories: level I, level Il, 
and level III. 
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Level | 
Your level I list should consist of the people you would feel the most comfort- 
able approaching for contact names. This list should include your closest 
friends and relatives. These are people you see or talk to regularly — people 

you know you can count on. Write down the names of as many of these 
people as you can think of, and, if you grew up in a very large family or are so 
popular that you have dozens of close friends, narrow down the list to the 15 
or so people who are likely to have the most connections in your target job 
areas. 

Level I 
Your level II list should consist of people you would describe more as col- 
leagues or acquaintances than as close friends. These are people you see 
occasionally and wouldn’t normally call upon for a favor — people you see 
now and then in your neighborhood, at your health club, or at your local 
Kiwanis meeting — but they know you and presumably wouldn’t hesitate to 
help. Included in this list should be the people you deal with on a profes- 
sional basis: your doctor, lawyer, and dentist, for example. 

Level II] 
Your level III list should consist of people you have yet to meet but whom you 
have good reason to believe could be helpful to you. You may hear about 
these people in a number of ways. Someone from your level I or II list may tell 
you about them. You may read about them in the newspaper or get their 
names from a directory. 

How you get in touch with these people can vary. In some cases, you may be 
able to arrange an introduction through someone on your level I or II list. Or 
you may choose to contact this person directly, using the name of a level I or 
II person as a connection. In some cases, though, you may have to make the 

connection entirely on your own. 

Prioritizing Vour Contact List 
For information about what to do with your lists after you compile them, skip 
to the next chapter. For now, you have to prioritize. This means determining, 

as best you can, how valuable a person on your primary list is likely to be in 
your job search — valuable in terms of what he or she can offer and how con- 
nected he or she is to people you want to add to your network. 
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You can use any rating system you want in making this determination, but the 
simplest approach is to rate each name an A, B, or C. Use A to designate any 
person who is very well connected and in a very good position to give you 
information and help. Use B to.identify people who are somewhat less well 
connected than A people and less able to give you information and help. Use 
C for people whose value lies primarily in their ability to hear about possible 
job openings or give you names of other people. 

For example, you would probably write the letter A after Masie Fields, your 
cousin, because she is a big-time lawyer with loads of connections. You 
would put a B after Harley Evans, your former boss who is now retired, living 
in Phoenix, and not as well connected as he used to be; and the letter C after 

Dr. Irving Drillmaster, your dentist. . 

The purpose of these priority symbols should be fairly obvious: to help you 
get the most mileage out of your networking efforts. Generally speaking, you 
should approach the As on your primary list before you approach the Bs and 
Cs. This is not to say that you should ignore the Bs and Cs. Not at all. But if 
you decide to go out to lunch with someone on your primary list, your time is 
better spent with your cousin Masie than with your dentist. 

Maintain this system of priorities with every person you add to your list — 
assuming, that is, that you know enough about the person to rate him or her 
as an A, B, or C. 

Setting Up a Networking Database 
ar 

If at all possible, try to set up your networking list in a database. Databases 
give you the capacity to cross-reference, which can save you an enormous 
amount of time when you're tracking down a specific name or fact. 

Assume, for example, that you hear about a job opening at the Great 
American Box Company and vaguely remember that, at some point, someone 

gave you the name of a person who works there. The only problem is that 
you now have more than 250 names on your network list, and you can’t 
remember for the life of you who gave you the name. 

If you’ve set up your database properly, there’s no problem. You run a search 
for Great American Box Company and — presto! — within seconds you learn 
that the president of the company is one of Dr. Drillmaster’s patients. 

If you’re setting up your list by hand, the way you organize your database (or 
your notebook or note cards) can vary. 
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Here are some of the fields or categories that you might want to include, 
assuming that the information is available: 

| ~ Name of person 

Title 

™ Company 

™ Business address 

™ Home address 

Telephone number 

fe Fax number 

: E-mail address 

: ™ Nature of connection (friend, introduced by someone else, and so on) 

: Other companies (names of companies in which this person knows 
_ people) 
: Additional names (names, titles, and companies of people whose names 
_ this person has given to you) 
: Level (1, II, or Ill, based on how well you know the contact) 

; Priority (A, B, or C, based on how valuable the person might be to you in 

' your job search) 

Comments (Use this space to record meetings with the person, letters 
: sent, and so on) 

If you find databases or computers in general terribly confusing, IDG Books 
Worldwide, Inc. publishes ...For Dummies books on a number of popular data- 
base programs, including Access, FileMaker Pro, and Visual FoxPro. 
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College grad antics 
Looking for work is a task that is especially over- 
whelming for recent graduates and other job 
market newcomers who haven’tyet learned the 

“rules of the road.” Here are some real-life 
examples of new-grad naiveté collected by 
Robert Half International Inc. surveys of Fortune 
1,000 companies. After reading them, you may 
feel a little better about your own interview or 
resume blunders. It could be worse — a lot 
worse! 

 Acollege graduate’s resume stated the fol- 
lowing objective: “To specialize in corporate 
runarounds.” It passed the spell checker 
with flying colors, but what this candidate 
really hoped to specialize in was corporate 
turnarounds. 

While interviewing a recent graduate and 
trying to put him at ease, one manager 
noticed several tags on the left sleeve of the 
candidate's crisp, new suit. The manager 
had trouble concentrating on the interview 
because she kept wondering how to tell the 
nervous grad about the tags. 

™ Arecent graduate interviewing with a large 
company was scheduled to meet with sev- 
eral line managers when the last manager 
seemed to have lost him along the way. In 
searching for him, the manager found the 
applicant in an empty office asking, “If it's 
okay, I'll take this office.” (He was serious!) 

One applicant had in his possession 
prewritten answers to interview questions 
that came from the college placement 
office. 

 Acandidate brought to the interview tran- 
scripts and by-semester grade reports 
spanning a four-year period. 

™ A graduate interviewing for an entry-level 
accounting ‘position was doing very well 
until the end of the meeting. That's when 
she said that she'd be ideal for the job 
because she would need a year of this kind 
of experience before starting her own 
company. 

A grad remarked to the interviewer that, 

coincidentally, two separate firms she had 

talked to that day had “ink” in their corpo- 
rate names. 

A candidate sent the hiring manager a 
resume along with a mock shoe filled with 
M&M's. A note attached said, “Now that 
I've got my foot in the door, won't you see 
the rest of me?” 

 Afemale applicant was applying cosmetics 
right outside the door of the manager's 
office. When the manager left his office to 
use the water fountain across the hall, he 

nearly knocked her over. 

™ A male candidate brought his wife to the 
interview to interpret and analyze how his 
answers to interview questions came 
across. 

One female candidate who was told to 
“make a lasting impression” in the way she 
dressed showed up dressed in sequins from 
head to toe. 

™ Arecent grad told the interviewer that gum 
chewing relaxed her. She then proceeded 
to put piece after piece into her mouth 
during the course of the interview. 

i Resume colors seen from recent grads: tie- 
dye colors, purple, pink, and stripes. 
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a a list of people who could prove helpful to you in your job 
search is one thing. Getting the people on that list to give you the kind of 

help you need is another. And here, really, is the key to successful network- 
ing: not simply gathering names but making sure that you get as much 
mileage as you possibly can out of each connection you make. 

Now, this aspect of networking — how you actually work the list you compile — 
isn’t easy to pull off. But the difficulty has less to do with the process itself 
and more to do with the difficulty that some people have in introducing them- 
selves to folks they don’t know and, more importantly, asking them for help. 

You can’t reinvent your personality by reading this chapter. And there’s no 
getting around the fact that your networking efforts will be more difficult if 
you’re not comfortable with the idea of meeting new people and asking 
people you know only vaguely to help you. Then again, this chapter may con- 
vince you that you're far better than you think at building a contact list and 
developing relationships with those people on it. 
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Developing Vour Basic Sales Pitch 
One step you have to take repeatedly in your networking campaign is to tell 
people who you are, what you’re looking for, and how they can be of help to 
you. You should be able to get this message across in no more than 25 sec- 
onds when meeting face to face. ‘ 

Start with the basics. Your in-person 25-second sales pitch should communi- 
cate the following information: 

» » Your name 

_ Your profession, trade, or occupational specialty (that is, what you have 
_ been doing for most of your business life) 

| Your current situation (whether you are currently working, were let go 
because of downsizing, are changing careers, or whatever) 

_ What you're looking for in the way of job opportunities 

: What you can offer that sets you apart from a company’s other 
» candidates 

At first blush, cramming all this information into one 25-second pitch might 
strike you as impossible — unless you can talk at warp speed. The following 
bulleted list offers several examples of 25-second sales pitches that cover all 
the bases just mentioned. (Keep in mind that telephone pitches may have to 
be somewhat shorter, which means that you’ll have to pare down some of the 

information you try to convey. Generally, your initial phone pitch should last 
no more than 10 seconds.) 

When making your pitch by phone, do it in two stages. In the first stage, 
simply identify yourself, let the person know how you came across his or her 
name, and then ask for a few seconds of his or her time. After you capture the 
person’s attention (if only briefly), you can present the rest of the pitch. Here 
are some examples: 

) » “My name is Brad Hopkins, and | got your name from Larry Dennis. Do 
- you have a minute or two to talk with me?” [After getting permission to 

move ahead.] “I’ve been an advertising account executive for more than 
ten years, working mainly in pharmaceutical companies. My former firm, 
PPT&W, went through a reorganization a few months ago and disbanded 
my department. Now |’m looking to join a medium-sized agency that han- 
dles health care accounts. I have a lot of contacts in this industry, and I 
know I could help an agency build its business.” 
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) [Following the opening.] “I graduated from college last June with a 
| degree in business and have spent the past four months temping for a 

variety of companies. I’m looking for an entry-level position in a corpora- 
tion that does a lot of clothing business in Latin America. I’m fluent in 
Spanish and, because | lived for several years in Argentina, I have a good 
sense of how to do business in South America.” 

| [Following the opening.] “I’m a nutritionist by training, and for the past 
eight years I’ve been working mainly in hospitals in and around Detroit. 
My husband has been transferred to Dallas, and I’m looking to change 
the focus of my career and move into the training aspects of nutrition. I 
love teaching, and I’m very good at working with small groups.” 

Pay special attention to the sequence of the information in these sample 

pitches. Generally, it’s best to begin by providing a brief description of your 
background. 

You can use the following space as a framework for your own sales pitch: 

My name is . l[received your name from 
. For the past years, I have been working as a 

and have specialized mainly in 
Right now I am , and I’m looking for 

. What I have to offer is 

Feel free to vary the wording in the preceding sales pitch in any way that 
suits your situation. The important thing is to be able to articulate your mes- 
sage naturally and with confidence. After you write it down, practice the 
message over and over. Say it to yourself when you’re driving or taking a 
shower. If you have a tape recorder, record it. Keep practicing it until you’re 
satisfied that the message comes across clearly, without hesitation, and with- 
out a trace of embarrassment or defensiveness. 

Getting the Word Out 
After you put together some sort of network list, your number-one priority is 
to let as many people know — and as soon as possible — what your situation 
is and what you’re looking for (again, if you’re employed, use discretion). 

The easiest way to accomplish this objective is by using a targeted mailing. 
Compose a one-page letter that describes your situation in brief and send it 
to all the people on both your level I and level II lists. Gee Chapter 12 for 
information about creating level I, II, and Ill networking lists. See Chapter 15 

for more information about targeted mailings.) 
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Putting together a mailing of this size may seem to be a monumental task, but 
it’s a piece of cake if you have access to a computer and know how to work 
the mail-merge features of your word-processing program. Remember, you 
can write the same basic letter to everyone on the list and customize only the 
opening paragraph. Addressing the envelopes is easy, too, assuming that you 
have input your names in a database and know how to use the label-printing 
feature. 

If you don’t have aecess to a computer, you can hire an individual or a com- 
pany to duplicate, personalize, address, and even mail the letters, but doing 
so can get pricey. The way to keep costs down is to do most of the routine 
work yourself (typing names and addresses, stuffing the envelopes, putting 
on the stamps, and so on). 

Resist the temptation to send out nonpersonalized “Dear Friend” letters, even 
though doing so enables you to send out a mass mailing without having to 
fool around with mail merges. The information you’re conveying to your mail- 
ing audience is crucial. Don’t diminish its impact with a depersonalized 
“junk-mail” greeting. 

When you’re sending the letter to close friends, use their home addresses. 
With business associates, use business addresses. 

Writing the Letter 
What follows is an example of the kind of letter you might write to the people 
on your contact list. The key points to bear in mind about this letter are that it 

| & Lets the reader know in the opening paragraph what the letter is about 
(that is, that you’re looking for help in your job search). 

' Explains your situation in a direct, upbeat way. 

« Asks for the specific kind of help you want. 

This letter is more appropriate for a close personal contact than for a busi- 
ness associate you know only casually. When writing to people you don’t 
know well, you generally shouldn’t ask directly for references to jobs (with 
contacts, you can ask for names of people who could be helpful) or send a 
resume. 
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June 12, 1999 
Mary M. Webster 
324 Spelling Ave. 
Minneapolis, MN 84938 

Dear Mary: 

I'm writing to let you know that some unexpected changes are taking place in 
my career, and I would like to be able to call on you for help, if possible. 

My situation is this: Carlton Industries, where I have worked for the past eight 
years, was recently taken over by Pendleton Industries, which is moving the 
company’s operations from Minneapolis to Huntsville, Alabama. 

I was given the opportunity to move to the Alabama headquarters, but Leslie 
and I decided that we didn’t want to uproot the family — especially since we 
love the area and have so many friends here, and also because both our boys 
are so involved with high school athletics. So as of July 1, I will be officially 
unemployed for the first time in my professional career. 

You could be of help in a couple of ways. 

First of all, if you know of any high-tech companies that need a marketing 
specialist, or if you hear of any situation that might be suitable for me, I would 
greatly appreciate your letting me know about it as soon as possible. 
Secondly, I would like to be able to call you over the next week or so to see if 
we can get together or talk over the phone. What I’m looking for specifically 
are names of people I might want to get in touch with. 

I have mixed feelings about my situation. On the one hand, I'll miss all my 
friends at Carlton. But on the other hand, I’m looking forward to the challenge 
of a new job with a new company. | know I have a great deal to offer in the way 
of marketing expertise to small to medium-sized high-tech companies, 
particularly since this area has become such a key ingredient to success in 
many high-tech industries. 

I have taken the liberty of enclosing my resume, and I plan to give you a call 
over the next few days. If you have any ideas in the meantime, please give me 
a call. Thank you in advance for your help! 

Sincerely, 

Patrick.A. Wordsmith 
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Lining Up People to Give Vou Help 
You don’t have to bea psychologist to know that you’re much more likely to 
get help from people who know you and like you than you are from people 
with whom you share little or no personal history. 

But once you get beyond that circle of close friends and relatives, lining up 
people to help becomes a more imposing challenge. People who know you only 
casually are not going to be as accessible or as predisposed to helping you as 
close friends will be. This is not to say that you can’t make the connection or 
cultivate the help of these people. You simply have to change your approach. 

Getting help from these people — that is, people on your level II and level III 
network lists — is usually a two-step process. Step one is making the connec- 
tion. Step two is getting a chance to meet or talk with them over the phone. 

The following sections give you some guidelines to keep in mind when you 
are trying to establish a connection with these people. 

Be prepared 
Never try to make contact with anyone on your networking list — especially 

people you do not know especially well — before taking a few moments to 
determine what, specifically, you want that person to do for you. The specific 
reason could be any of the following: 

) — You simply want the person to be aware of your situation so that he or 
_ she will get in touch with you if he or she hears of a job opening. 

' / You want the person to set up an introduction or send your resume to a 
particular person in his or her organization. 

™ You want the person to meet or talk with you over the phone so that you 
can get the names of some people to get in touch with. 

_ You want to meet or talk with the person over the phone to get some 
' ideas about how you might better tailor your job search strategy to a 

particular industry or company. 

Don’t beat around the bush 
Always let the people you call or write know early on in the conversation or 
letter that you’re looking for help. Don’t be embarrassed about asking for 
help, either. Looking for a job is nothing to be ashamed of. You didn’t commit 
a chainsaw murder or run off with an orphanage’s funds. As soon as you dis- 
pense with the “Hello, how are you?” pleasantries, explain your situation. 
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The following are some examples of how you might launch a conversation 
with a networking contact: 

| ~ ‘Hi, Alice. This is Leslie Gump, a friend of Marcia Allen. Is this a good 
_ time to talk?” [Assuming that it is.] “I’m a graphic designer, and the 

reason I’m calling is that my company has decided to disband its 
graphic design department, and I’m looking to join an advertising 
agency that specializes in computer graphics. I’d like to talk with you for 
a couple of minutes and tell you a little bit about what I can offer, and 
see if you might give me some names of people | could contact.” 

_ “Jeffrey, my name is Paul Arnold. I don’t know if you remember me, but 
' _ we Sat next to one another at lunch two weeks ago at the Pharmaceuti- 

cal Conference in Philadelphia.” [After the connection is acknowledged. ] 
“The reason I’m calling is that our company is cutting way back, and I’m 
looking to make a change. What Id like to be able to do — and we can 
do it by phone or, if convenient, I can visit you — is to take a few 
moments of your time and get some ideas and maybe some names of 
people I might get in touch with.” 

Be specific 
The more specific you are when asking people for help, the better. Again, it’s 
up to you — not the other person — to specify the kind of help you need. 
Ideally, you should know ahead of time whether the person is in a position to 
help you. But if you’re not sure, there’s no harm in asking, as in the following 
examples: 

) “I understand that you worked for several years at Amalgamated 
4 International, and I was wondering if I could sit down with you, tell you a 

little bit about myself, and maybe get the names of some Amalgamated 
employees I might get in touch with.” 

_ “You've been in this industry a long time, and I can’t think of anyone 

who would be in a better position to give me some advice on how I 
might make the switch from what I’m doing now to your industry.” 

Make it easy to say yes 
If you approach people in the right way, you’re going to be surprised at how 
cooperative and helpful they can be — even if they don’t know you. But you 
have to do your part. The easier you make it for that person to help you — 
that is, the less time and effort that person has to put forth — the more likely 
you are to get the help you seek. 
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Here are some specific suggestions: 

" Let your contacts know that while you would prefer to meet with them 
in person, you would be more than willing to get the information you 

need over the phone. 

If the contacts whom you meet with need time to think about possible 
names, ask if you may leave behind a sheet. designated for that purpose 
and include with that sheet your e-mail address and fax number or a self- 

addressed, stamped envelope. 

When people are giving names and addresses, don’t expect them to give 

you the complete address. If you have the city, you can usually phone 
the company for the address and zip code. 

Dealing with Voice Mail 
Voice mail and other automated answering systems have added an obstacle 
to networking. They also raise a troublesome question: What do you do when 
you're calling someone you do not call routinely and get transferred to that 
person’s voice mail? Do you hang up and try again, or do you leave a mes- 
sage? And if you leave a message, how specific should it be? 

Job search specialists are split down the middle on these questions. Some 
people recommend that you never leave a message for someone you don’t 
know well — and, even more importantly, that you never ask someone you 
don’t know to call you back. 

Others see nothing wrong with leaving a message and your number, as long 
as you're up-front about your reason for calling. 

stvON! One thing everybody agrees on, however, is this: You should never simply 
¥ leave your name and number along with a request for a callback with no clue 

as to why you're calling. This tactic is frequently used by bill collectors, fund- 
raisers, and aggressive salespeople fishing for new customers: It may be an 
occasionally effective way to get in touch with people who might not other- 
wise want to talk to you, but it is basically rude and is not recommended if 

you're trying to get help from someone you don’t know. 

So what do you do? Well, if it’s the first phone call and you have no personal 
connection with the person, you’re probably better off leaving no message 
and calling back at a later time. If you’ve called numerous times and haven’t 
had any luck getting in touch with the person, you can try the following: 

1. Identify yourself to your contact and then immediately give your 
telephone number. 

2. Explain how you got the person’s name. 

3. Let the person know why youv’re calling. 
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4. Explain that you will be getting in touch at a later time. 

5. Thank the person in advance for his or her time. 

Here’s an example of this approach: 

“Nancy, my name is Phil Ford, and my number is 464-555-9877. I’m calling 
at the suggestion of your cousin Doris. The reason I’m calling is that I’m 
looking for a job in retailing in Chicago and am trying to get the names of 
some people I might get in touch with. I'll try to reach you sometime 
tomorrow afternoon. Thanks so much for your time.” 

If you get the answering machine or voice mail when you call a second time, 
you can shorten the message somewhat, again mentioning the connection 

and reminding the person that you called last week. 

You may make several attempts to get in touch with someone and never get 
past the person’s voice mail. If the best you’ve been able to do is to leave 
messages, try this: Get the person’s postal or e-mail address or fax number 
from the individual you know and write or fax a short note spelling out what 
help you would like. If you send the note by regular mail, include a self- 
addressed, stamped postcard on which the person can write the names and 
numbers for you. If you fax the note, add an extra page for that information, 
and remember to include your fax number (or a fax number to which you 
have access). Recognize that people are busy, and you may not get an imme- 
diate response. If your note isn’t answered, try one last follow-up call. 

Getting the Most from a 
Networking Meeting 

Assume that you’ve successfully navigated the initial stage of the networking 
process. You’ve gotten someone to agree to meet you in person or talk with 
you over the phone. Now the challenge is this: How do you get the most out of 
the meeting? The following sections give you eight key points to bear in mind. 

Look your best 
If you’re going to meet personally with the people on your contact list (as 
opposed to talking to them on the phone), treat the meeting as if it were a job 
interview. True, the people you’re meeting aren’t going to be evaluating you 
for a specific job. But the impression you make on them will determine how 
eager they'll be to give you names of other people or recommend you for pos- 
sible job openings. 
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It's the little things that count 
Before you sit down for the first time with any _ your previous job. Even if the article isn't some- 
person you're approaching for networking help, _ thing the person is interested in, the simple fact 
do some research on the person andtry to bring _ that you've gone out of your way to do some- 
to that meeting something small that might be of _ thing nice will create a strong impression and 
value to him or her. It could be a book, an arti- _ will make that person a little more eager to go 
cle, or even a report that you did at school orin to bat for you. 

Get to know the gatekeeper 
If the person you’re meeting has an assistant or a receptionist who screens 
phone calls and arranges appointments, introduce yourself and, without 
being pushy, try to establish a relationship. Get the person’s name. Make sure 
that he or she knows your name so that when you call the next time, you 
won't have to reintroduce yourself. 

Be prepared 
Being prepared for the meeting or interview itself obliges you to go through 
the same preparation process you go through when you set up the interview 
in the first place. Make sure that you know what you want from the other 
person and whether that person is capable of giving you what you want. If 
you're meeting the person simply to gain information about a specific indus- 
try or company, draw up a list of questions before you go into the meeting. 

Verify how much time you 
have for the interview 
Verifying how much time the person is prepared to give you before you actu- 
ally begin your conversation is always a good idea. Don’t make a big deal out 
of it. Just ask directly, “Roughly how much time do we have? I don’t want to 
interfere with your schedule.” Keep track of the time as the interview or the 
conversation proceeds. If the person begins to appear restless, or you’ve 
used up your time, offer to bring the conversation to a close. 
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The reason for doing so is twofold. First, it avoids the awkwardness you may 
feel when the other person has to tell you, “I’m sorry, I don’t have any more 
time.” Secondly, it shows the other person that you value his or her time. If 
you have to go back to that person for help, he or she will probably be more 
willing to say yes. 

Take notes 
Taking notes during your meeting — as long as you do so in a relaxed, natural 
way that allows you to maintain eye contact — is a good idea for two rea- 
sons. The obvious reason is that doing so helps you retain the information 

you gather. The less-than-obvious reason is that note taking flatters the 
person giving you the information. 

Be careful, though. Don’t allow the note-taking process to interfere with the 
person’s efforts to answer your questions. Listen attentively and write down 
key ideas. You'll have time immediately after the interview to convert your 
rough notes into a more finished form. 

Remember that it’s common courtesy to ask whether taking notes is okay. 
Very few people will say no. 

Don’t talk about your problems 
The purpose of a networking meeting is to get information and at the same 
time to make a favorable impression so that if this person hears of a job 
opening, he or she will not be reluctant to recommend you. So regardless of 
how discouraged you might feel about your job hunting prospects, don’t 
wear your heart on your sleeve. Be upbeat, positive, and enthusiastic. The 
last thing you want from the person you're talking to is pity. 

Ask for names 
If you accomplish nothing else, try to come out of any informational meeting 
with at least one or two additional! names of people you can contact — and 
with that person’s permission to use the names. The best time to ask for 
those names is at the end of the conversation, after you have established 

some rapport and have won over the person’s confidence. Here, again, the 
direct approach is usually the best, as in, “Do you know of any others who 
might be helpful for me to talk with?” 
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Show your gratitude 
Always — repeat, always — send a short thank-you note to everyone who 
gives you time, either in person or over the phone. Always do so within a day 
or two. Ideally, you should send the letter via regular mail on your personal 
stationery or send a handwritten note. E-mailing or faxing the letter is less 
desirable because it may appear impersonal, obligatory, or rushed. 

~ 

Here’s a longer-term suggestion. If, for example, the two of you discuss a sub- 
ject in which the person is clearly interested, and you come across a 
magazine article the person might be interested in, send a copy. This cour- 
tesy shows that you’re reciprocating the favor and keeps your name visible. 

Getting Help from Perfect Strangers 
The biggest challenge in networking is getting connected to people you nei- 
ther know nor have access to. But the challenge is well worth accepting. 
Remember, this particular group of people — people you don’t know — 
represents the largest potential source of network contacts. They’re tougher 
to reach than people you know, but making them part of your network isn’t 
as impossible as you may think. The next few sections give you some 
suggestions. 

Write to new contacts directly 
Believe it or not, one of the best ways to get a perfect stranger to agree to 

help you is the most obvious: by using a well-written, highly personalized 
letter. The trick is to find some pretext for writing and to demonstrate how 
that person’s input will help you directly. 

Your reason for writing can be just about anything. It can be a quote the 

person gave in an article you’ve read. It can be a speech the person gave at a 
gathering you attended. Or it can just be the company’s reputation and the 

pivotal role that the person or the person’s department plays in its success. 
The letter should be brief (one page or less) and should not include your 
resume. It should ask for help concisely and directly. Here’s an example of 
this type of letter. 
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June 12, 1999 
Darlene Jobs 

Associate Producer 
WBJE 
14 Studio Place 

Buffalo, NY 01202 

Dear Ms. Jobs: 

I was in the audience last Thursday evening when you gave your presentation 
to the Association of Women in Media, and I was taken by the account you 
gave of how you were able to secure your first job in broadcasting. 

My current situation is very much like the situation you described in your 
talk, and that is why I am writing to you. I graduated from Syracuse University 
last June with a degree in communications. Since then I have been working at 
a series of temporary jobs at radio and television stations. 

I know how busy you are, but if at all possible, | would like to speak with you 
over the phone for a few minutes. 

What I am looking for, in addition to advice, are perhaps the names of a few 
people I might get in touch with. I have a good knowledge of television 
production, having worked on several programs that were televised regularly 
at the University of Minnesota. 

I would like to give you a call later in the week as a follow-up to this letter, and 
I thank you in advance for your help. 

Sincerely, 

Barbara Fisher 
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Gecome active in associations 
Association meetings and similar events are excellent ways to add to your 
network people you might not otherwise get a chance to meet — and for an 
obvious reason. People are far more approachable at meetings, civic events, 
and social events than they are when they’re working at their desks. 

If you're going to association meetings as a networking strategy, prepare for 
them by gathering as much information as you can about the key players. If 
the association has a newsletter, for example, try to obtain past issues. Read 
the articles. Make notes of the people whose names are mentioned the most 
frequently. Chances are, they’re the most active members. 

Bring plenty of business cards to these meetings as well as to one-on-one 

meetings to facilitate more incoming networking calls! 

If you would like to meet someone in particular at the meeting, your first step 
should be to find someone who can introduce you to that person. If that 
tactic doesn’t work, you'll have to make the introduction yourself. There’s no 
secret here. You simply wait for what looks to be an appropriate time. Then 
excuse yourself, introduce yourself, and ask if the person has a moment or 
two. Once you reach this point, the next step is to ask permission to get in 
touch with the person at a /ater time. Do not try to force the issue at that 
moment — unless the person invites you to do so. 

Again, the best approach is the most direct approach. Use your sales pitch, 
let the person know what you want, and don’t be embarrassed. Ninety-five per- 
cent of the time — maybe even more — you'll get what you want. Keep that in 
mind when you run into the occasional sourpuss who turns you down flat. 

Do volunteer work 
Getting involved with volunteer organizations is a great way to network 
because you’re meeting people who share common values and goals. Be care- 
ful, though. Your principal focus in doing volunteer work should be the work 
itself and the people you're helping, not the people you’re trying to meet in 
order to expand your network. 

If you’re an eager volunteer, you probably won’t have to make the first move. 
People will come to you, ask you questions, and, more often than you might 
think, offer to help without your having to come out and ask for it. That’s not 
unusual, considering that people involved in volunteer organizations tend to 
be helpful by nature. 
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Five things you should never do in 
your networking campaign 

Call people you don't know athome (unless + Get surly when people don't give you the 
the person who has given you their names help you ask for. 

has instructed you to do so and has given i Put pressure on the people who work for 

the person you want to see. 
you their home numbers). 

i Put people you're talking to on the phone on 
hold for more than a few seconds. 

i Use the name of a person you don't know or 
you haven't received permission from as a 
way of making a connection to someone. 
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Creative Reading: Scouring 
Want Ads 
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In This Chapter 
» Knowing where to look for job listings 

» Deciding which ads to respond to 

» Answering an ad 

S$Seeseese ee Oe Oeeeee see see ose eecse ee Geaeeensgsee @€e8 6 8S S&S ES S SG 

Ic want ads (or classifieds) are the most obvious and easily accessible 
source of job leads. They’re conveniently located in a number of places 

on the Internet and in the same newspapers that tell you what’s going on in 
the world and what’s playing at your local movie theater. 

The problem, though, is that focusing your job search activities on want ads 
alone is not the best job search strategy that you can pursue. 

The reason is numbers. Only a fraction of the job openings that get filled on 
any given day are advertised in the help-wanted sections of newspapers and 
other publications, and a good chunk of these jobs are entry-level or part-time 
positions. If you do happen to come across a help-wanted ad that sounds 
interesting and attractive — especially a job in middle management — the 
resume and cover letter that you submit are likely to have plenty of company. 

But enough doom and gloom. Although help-wanted ads may not be the pri- 
mary source of job leads, many companies, especially smaller ones, rely on 
the classifieds to find qualified candidates. So ignoring the want ads would be 
unwise. The trick is knowing how to approach this aspect of your search logi- 
cally, systematically, and creatively. 

This chapter shows you how to do it. 
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Remembering That It’s Not a 
“Numbers Game” 

Answering want ads isn’t like playing the lottery. You don’t increase your 
chances of “winning” (that is, converting your response to a want ad into an 
interview) by increasing the number of ads you respond to. You increase 
your chances of winning by focusing on the following three fundamentals: 

= — Concentrate on those publications and Web sites that are most likely to _ _ yield openings keyed to your job targets. 

| & Take a disciplined, prioritized approach to determining which ads you 

respond to. 

: Customize your responses to enhance your chances of surviving the 
. initial screening process. 

The following sections take a closer look at each of these fundamentals. 

Knowing Where to Look 
The vast majority of help-wanted ads are published in the classified sections 
of large-circulation metropolitan newspapers — particularly the Sunday edi- 
tions of those newspapers. Depending on the type and level of job you’re 
looking for, however, other classified ad sources may be worth pursuing, 
such as the following: 

) » Company Web sites 

/ + Online career sites (see Chapter 11) 

i Portal classified listings (such as those on Yahoo!) 

| Trade magazines and association publications that cover trends and 
events in your specialty or profession 

‘ National business publications, such as The Wall Street Journal, National 
| Business Employment Weekly, and so on 

Note: National Business Employment Weekly is published by the same 
company that publishes The Wall Street Journal — the Dow Jones 
Company — and lists a week’s worth of help-wanted advertisements 
from all regional editions of The Wall Street Journal. 

| Major metropolitan dailies whose classified sections focus not only on 
jobs for their respective cities but also on national and international 
jobs, including The New York Times, the Chicago Tribune, and The 
Washington Post 
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 Small-town newspapers that cover communities within commuting dis- 

tance of where you currently live or may be willing to relocate (These 
publications are good sources of jobs being advertised by small compa- 
nies located in or around these communities.) 

Many of these publications are accessible via the Internet. If you can’t locate 
them online, you may have to do some legwork to find some of them. Only a 
small percentage of trade and professional publications are sold on news- 
stands or carried by local libraries, for example. If you want to follow the 
classifieds in these publications, you have to subscribe or have someone 

who subscribes send you the classified sections. To find out the names of 
trade publications that cover your field, consult the Gale Directory of 
Publications and Broadcast Media (see Chapter 11 for details). 

Gathering local community weeklies and biweeklies can also be tricky. These 
newspapers typically cover a single county or town, which means that if they 
don’t have a Web site, the only places you're likely to find them are at news- 
stands and libraries in that area. To follow the classifieds in these 
newspapers, you have to do one of the following: 

Make periodic visits (every two weeks or so) to the local library that 

subscribes to the publication, or check the news racks at your local 

supermarket. 

Become a subscriber. 

Get friends or relatives who live in these communities to clip the classi- 
fied sections and send them to you each week — devoted friends and 
relatives, that is. 

Of course, not all these sources are necessarily worth the time and effort it may 

take to find and read them. But in the early stages of your job search, you 
should be looking through as many different types of publications as possible. 
Over time, you can narrow down the list to those publications most likely to list 
suitable openings. The ultimate test is the number of ads that are genuinely 
worth pursuing, based on how closely those jobs match your job targets. 

When you’re scouring newspaper classifieds, don’t limit yourself to the most 
current editions of those newspapers. Go back to the issues published sev- 
eral weeks before. The reason: The person the company hired may not be 
working out, and by getting in touch with that company, you could position 
yourself to become that person’s replacement. 

The Art of Reading Want Ads 
Art may seem like a silly word to use when talking about a task as mundane 
as reading through want ads, but there’s more to reading the want ads than 
meets the eye. The following four tips can help you get the most from the 
time and effort you invest. 
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Set aside a fixed time 
Tracking the want ads in a strategically selected group of publications or rele- 
vant Web sites should be a fixed part of your weekly job search routine. How 
much time you devote to reading and responding to want ads each week will 
depend on the number of newspapers, publications, and job search sites you 
intend to cover. Regardless of that number, try’to do your want ad tracking 
on a regular basis, You may want to set aside an hour or two on Monday 
morning, for example, to go through the ads that appear in the Sunday classi- 
fieds. You may also want to set aside a certain day of the week — perhaps 
Wednesday — to go through publications that you don’t get at home. 

Many job search sites offer a useful feature that utilizes “push” technology to 
help you personalize your search. You simply input your desired job criteria, 
and the service e-mails you new positions that match your specifications as 
they are posted. 

Instead of answering the ads that you come across one by one, pull together 
a group of them and then set aside a certain time each week to do nothing 
but write and send your responses. 

Gecome headline smart 
Want ads are typically arranged alphabetically according to job titles, but 

some employers prefer to list their openings under a specific industry or pro- 
fession rather than under the specific job category. As a result, you’re likely 
to find openings for the same type of job under a half-dozen or so different 
listings. The lesson: Don’t limit your reading to jobs listed under one cate- 
gory. Scan the entire classified section, especially in the beginning stages of 
your search. Get a sense early on of the range of categories that may apply to 
you in different publications. Of course, the easiest way to locate the job 
openings you want is to conduct a keyword search online. 

Read between the lines 
Even if you don’t uncover any openings that warrant a response, reading 
through the want ads can still be useful. A careful reading of the Sunday clas- 
sified section of your local newspaper and a review of online listings can give 
you insight into which companies in your area are hiring, which specialties 
are in demand, and how compensation packages (if listed) shape up in fields 
that you may want to enter. Reading the want ads can also give you a clearer 
sense of what specific qualities employers are looking for in candidates, and 
that information can help you learn how to make yourself more marketable. 
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Keep track of the ads you respond to 
Set up a system that enables you to keep track of the ads you respond to. You 
can store this information on your computer (as a word processing file or in 
a database) or in a loose-leaf notebook. Make a copy of every cover letter 
you send and store it either in a separate file on your computer or in your 
notebook. 

The form (or some variation thereof) on the next page may work for you. 

Deciding Which Ads to Answer 

ai? 

A common temptation when you're looking through the want ads is to 
respond to every ad that describes a job that interests you — never mind 
that you are not qualified or are way overqualified. You figure that you have 
nothing to lose. And, hey, you never know: You could get lucky. 

Put a blanket on this impulse. Discipline yourself to apply only to those jobs 
that meet the following criteria: 

K The job, as described, genuinely interests you. 

: Your qualifications, background, credentials, and skills match up reason- 

ably well with those that the position requires, based on the way the ad 
is worded. 

4 If you were eventually offered the position, you would be in a position to 
i accept it, given the salary it pays and the special requirements (travel, 

for example) it entails. 

The reason you need to take all these criteria into account when you are 
deciding which ads to answer can be summed up in one word: efficiency. It 
makes no sense whatsoever to pursue any lead for a job that, for whatever 
reason (such as salary or travel requirements), you are not going to be able 
to take. And it is equally foolish to squander time and effort responding to 

job leads when you don’t have any of the the credentials or skills specifically 
mentioned in the ad. 

In both the short run and the long run, you’re much better off focusing your 
time and energy on leads that are truly worth pursuing — jobs that interest 
you, that you would be in a position to accept, and for which you possess the 
majority (if not all) of the credentials and skills required. Think quality, not 
quantity. 
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Name of the publication or Web site in which the ad appeared: 

Date on which the ad appeared: 

Name of company (if omnes 

Person to whom you sent the response (if specified): 

Company’s address (if listed): 

Phone number: 

Fax number: 

E-mail address: 

Date you responded: 

Material sent (If you’re using multiple resumes, keep track of which resumes 
you send to each company. At some point, the company may ask for an 
additional resume): 

How you responded (phone; e-mail, regular mail, or fax): 

Response from company: 

Additional letters you write or calls you make to the company: 

Also, attach a copy of the ad or write down the exact ad copy. 
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Responding to an Ad 
How you actually respond to a want ad usually depends on what the ad asks 
you to do. Occasionally, you’re given a name and a number (“Call Zeke at 
912-555-9088”). More often, though, you’re asked to e-mail, regular mail, or fax 
your resume (and sometimes your salary requirements) to a company. 
Sometimes, you’re given the name of the person to whom you should write. 
More often, though, you're given a title or department. This being the case, 
try your best, within reason, to get the name of the person to whom the title 
belongs or who runs the department. (See Chapter 15 for more information 
about getting that contact name.) 

Tailoring your response 
Your number one objective when you respond to a want ad is always the 
same: fo demonstrate to whomever receives your response that you possess the 
basic qualifications and qualities that the employer is looking for. 

If the match isn’t there, don’t force it. Misrepresenting yourself may get you 
by the initial screener. Sooner or later, though, someone is going to get wind 
of the fact that in spite of what you said in your letter, you’re really not profi- 
cient in the particular spreadsheet that you claimed to be an expert in and 
that people skills are not really your strong suit. All you accomplish by not 
telling the truth is wasting everyone’s time and trashing your credibility in 

the process. 

Adhering to this principle is especially important when it comes to what 
most people refer to as “hard” qualifications — that is, specific, verifiable 

aspects of your background: how many years of experience you have in a 
field, what degrees or certifications you hold, and how proficient you are in 
specific programs or systems, for example. If the ad is loaded with these 
requirements and you don’t meet them, case closed. Don’t waste your time. 
Don’t try to convince the employer that your “intangibles” more than make 
up for these shortcomings. 

Here are two examples of ads that are heavy with “hard” qualifications: 

| » Programmer Analyst. Design, develop, and implement insurance and 
_ finance systems by using operating systems such as UNIX & ORACLE & 

languages like C++, Windows, APL, Visual Basic, Power Builder, Visual 
FoxPro & MicroFocus Cobol. Requirements include bachelor of science 
or engineering with at least one year of experience as a project or sys- 
tems analyst. Must have 6 mos. experience in using ORACLE, C++, 

Windows, APL, Visual FoxPro, MicroFocus Cobol. 
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| Social worker. Manhattan. Provide individual group and family counsel- 
. ing to Chinese families. Requirements are an MSW and the ability to 

A read, write, and speak Mandarin & Cantonese. 

There are exceptions, though. You may come across ads in which the qualifi- 
cations are a mix of hard requirements and softer, more subjective 
qualifications — qualities such as “organized,”“energetic,” and “motivated.” 
In these situations; you can fall somewhat short of the harder requirements 

and yet still be a legitimate candidate, assuming that you are strong in the 
attributes described. 

Here’s an example of this type of ad: 

EXECUTIVE ASSISTANT. Multicultural advertising firm seeking executive 
personal & professional assistant with min. 2 years experience. Mac 
knowledge a must. High visibility position requiring daily client contact, 
executive phone skills. Must be detail-oriented with excellent organiza- 
tional and writing skills. Must be independent, articulate, versatile, and 

discreet. Willing to work long hours if necessary. Your job is to make the 
executive’s job easier. 

In this ad, you see two “hard” requirements (“2 years exp.” and “Mac knowl- 
edge”), but most of the requirements fall into the “soft” category. The best 
thing to do in this situation is to begin by stressing all the attributes you pos- 
sess that match the hard requirements. If you don’t have two years of 
experience (perhaps you have only one), mention it, but don’t dwell on it. If 
you don’t have Mac experience but are familiar with Windows, make that 
point, emphasizing the fact that you are good with computers in general and 
would have no trouble getting up to speed on a Mac. 

Either way, you don’t want to take anything for granted. If you do meet the 
key qualifications spelled out in the ad, state this fact in the first sentence or 
two of your cover letter, as illustrated in the following examples: 

| » My three years of experience in public relations, coupled with my knowl- 
edge of desktop publishing, qualifies me for the position of public 
relations assistant that you advertised in last Sunday’s Bay City Gazette. 

“Strong people skills,” “Detail oriented,” “Self-starter”: These are phrases 
____ that virtually everyone I have worked for over the past ten years would 
__use to describe me. And the fact that you stress the importance of these 
i qualities in your recent ad tells me that the position advertised is one to 

/ which I could contribute a great deal. 
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Timing your response 
Don’t fret if you’re out of town for a week or two and miss an ad. The hiring 
process for most mid- to high-level jobs, for example, usually takes weeks. 
Even if you submit your response a week or so after the listing originally 

appears, someone will take the time to read over your resume and cover letter. 

However, if a flood of resumes pours in in response to many jobs, which is 
likely to happen in times of high unemployment, some companies may review 

only resumes sent in the first week or so following the listing. 

A good general rule is to submit your resume and cover letter two or three 

days after the ad appears. Doing so keeps your response separate from the 
avalanche of responses that typically arrive one or two days after the ad 
appears but still ensures that it will arrive soon enough to warrant serious 
consideration. The lone exception to this rule is a position in which the ad 

clearly communicates a sense of urgency. In these instances, though, the ad 
usually lists a phone number or an e-mail address — not a street address. 

If your current strategy of analyzing and responding to want ads isn’t work- 
ing, get some issues of newspapers that date back three months before you 
began following the classified sections and look for ads that interest you. 
Chances are, those positions have been filled, but there’s a possibility that 

the people hired for some of these jobs aren’t working out, in which case 
your letter and resume could arrive at a propitious time. Also, when you 
respond to ads that ran several weeks earlier, you’re not going to be compet- 
ing with hundreds of other letters and resumes. 

Dealing with salary requirements 
and history 
Ads that specifically instruct you to indicate your salary requirements or his- 
tory in your response can be troubling, particularly because you're generally 
advised to postpone discussions about salary until you’ve had a chance to 
present your case and find out more about the job. The obvious downside to 
mentioning your salary requirements up front is that you may be asking for 
less or more than the company is willing to pay. On the other hand, by not 

indicating salary, you could hurt your chances for getting an interview. 

You can relax on this one. The only circumstance in which providing the 
requested salary requirements or history could hurt you is when the starting 
salary you’re seeking far exceeds what the company either wants or can 
afford to pay, in which case it’s probably better to find out sooner than later. 
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Depending on your situation, here are some approaches: 

_ When asked for salary history, be honest and specific. Employers are 

generally looking for your most recent salary. 

When asked for salary requirements, give a range. (Be sure that you’ve 
researched salary ranges for the type of job in the geographic area.) 

4 If you’re concerned that you may be overpriced for the position you’re 
interested in, come right out and say that, if the job is right, you are will- 
ing to negotiate salary. 

Red Flags: Ads to Think Twice 
about before Answering 

Simply because an ad describes a job that looks to be right up your alley 
doesn’t necessarily mean that it deserves a prompt response. In certain situa- 
tions, you may be better off not answering the ad, regardless of the job it 
appears to be offering. Here’s a brief description of the kinds of ads that fall 
into this category and what you need to watch out for. 

Something-for-nothing ads 
Be wary of short, vague ads that try to conceal the least attractive features of 
a job with euphemistic wording. Table 14-1 gives a sampling of phrases you 
may find in an ad and what the phrase may mean. 

Table 14-1 Translations for Ambiguous Ad Phrases 

Ad Copy What It May Mean 

“Earn up to six figures with no experience” No salary, commission only. 

“Challenging environment” Bring your antacid. 

“Applicant must be highly flexible” Your office (if you have one) could 
well be a tiny cubbyhole next to 
the air conditioner compressor. 

“Unlimited opportunity for the right person” One in a million can succeed at 
the job. 
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Blind ads 
Blind ads describe the job but don’t mention the name of the company (you 
respond to a box number instead). Companies have their own reasons for 
placing blind ads. In some instances, they’re looking outside the company to 
fill a position and don’t want employees to know. In other instances, the com- 
pany knows that it has a bad reputation and doesn’t want to scare away 
applicants. 

Whatever the reason, you should treat blind ads with care — especially if 
you're looking for a job while you’re still employed. It’s possible that your 
company may have placed the ad. (And one of the surest ways to get yourself 

fired is to give your company reason to believe that you’re looking to leave.) 
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Chapter 15 

Jobs by Mail: Conducting a 
Targeted Direct-Mail Campaign 
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In This Chapter 
- Exploring the targeted mailing option 

» Discovering the hidden benefits of targeted mailings 

» Identifying target companies and finding out who to contact 

» Preparing the letter 

» Following up on the letter 

ou can skip this chapter if any of the following apply to you: 

) » You have more job leads than you can handle right now. 

| The fact that you haven’t generated a significant job lead in six months 
doesn’t bother you in the least because you figure that the law of aver- 
ages is bound to shift in your favor sooner or later. 

You would rather walk on hot coals than do research on companies and 
write letters. 

_ 4 You would rather walk very slowly on hot coals than send letters to 

people you have never met and then follow up those letters several days 
later with phone calls. 

You would rather stand on hot coals than make calls, even occasionally, 

to people who have already told you that they will keep your letter and 
resume on file. 

If, on the other hand, you are not generating solid leads, despite networking, 

visiting career sites on the Internet, and reading the classifieds, and you’re 
willing to take a more aggressive approach to your job search, this chapter 
warrants special attention. Its purpose is to spell out a successful strategy of 
generating job leads through targeted direct mail. 
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What Is a Targeted Mailing, Anyway? 
A targeted mailing is exactly what it sounds like — a mailing directed toa 
specifically targeted group of companies. In some instances, you may have 
some connection to the person to whom you are writing in that company. 

More often than not, however, the person to whom you’re writing wouldn’t 
know you from Adam, and you have no personal connection. 

A targeted direct-mail campaign is different from a so-called blitz or broadcast 
direct-mail campaign. In a blitz campaign, you send the same basic, “Here-I- 
am-folks-make-me-an-offer” letter to the human resources departments or 
Web sites of hundreds of companies, hoping that one or two of them might 
(just might!) bite. You don’t worry too much about sending the letter to a 
specific person, and you don’t follow up the letter with a call. It’s essentially 
a numbers game. You send out hundreds and hope for a response rate of 
1 to 2 percent. 

Targeted campaigns are different. In a targeted campaign, you select a rela- 
tively small group of companies, do research on each company, and send an 
individualized letter to a specific person there. You then follow up the letter 
with a phone call and, if necessary, additional calls thereafter. 

If you think that this sounds like a lot of work, you're right. Targeted mailings 
involve considerable effort and thought — and with good reason. You simply 
can’t take a casual, now-and-then, when-the-spirit-hits-you approach to a tar- 
geted mailing — not if you want to achieve results. You need to be organized, 
focused, and persistent. And you need to have faith in the process, never 
mind that you have no way of knowing whether (a) anyone will take the time 
to read the letter; (b) the person who reads the letter will talk to you when 
you call; or (c) the person who talks to you (assuming that you actually talk 
to someone) will have anything to say to you other than “Thanks, but no 
thanks.” 

It’s worth it. An estimated 10 percent of all hirings originate from an unso- 
licited letter sent directly to a company. But for job seekers who launch an 
aggressive, highly focused direct-mail campaign, the odds of landing a job are 
generally vastly improved. 

Should you use e-mail? 
You can apply the targeted mailing technique, slightly modified, to an e-mail 
campaign, but you need to be cautious. Start by accessing employment areas 
of company Web sites and following their directions for submitting resumes 
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that are not in response to specific openings. Send your e-mail only to the 
person listed. If no name is provided, call the company’s switchboard and ask 
to whom you should send your resume (include a brief cover letter in the 
message). If you don’t receive a response to the first e-mail within a few 
weeks, send a follow-up e-mail after double-checking the contact name. 

If you’re e-mailing a company that hasn’t listed a position you want, include a 
paragraph within the message that highlights your interest in working for the 
company as well as a sentence or two that illustrates your knowledge of it, 
and end it with your desire to be considered for an appropriate position if 
one becomes available. Be sure your resume and cover letter include plenty 

of keywords (nouns specific to the type of position and industry you're inter- 
ested in). Resume scanning software uses these keywords to search company 
databases for suitable candidates when openings occur. 

Should you try faxing? 
Not for a targeted mailing. Faxes don’t come through very cleanly and may be 
difficult to scan into a resume database. E-mailing gets your resume there as 
fast or faster and increases its chances of getting into the database. 

Recognizing the Hidden Benefits 
of Targeted Mailings 

The benefits of targeted direct-mail campaigns go beyond helping you 
uncover job leads that you might not otherwise hear about. You get another 
bonus as well: the sense of control and direction that the process itself gives 
to your overall job search efforts. 

When you launch a targeted mail campaign, you take over the controls. The 
fact that you’re spending a certain percentage of your time each week identi- 
fying, researching, and writing to companies and then following up with them 
helps to keep you focused and motivated. 

And consider how much you learn in the process. Each new industry you 
investigate and each new company you study gives you a broader under- 
standing of the job market. Each contact you make along the way expands 
your network. Without making a conscious effort, you learn more and your 

confidence grows, making you a stronger job candidate during eventual 

interviews. 



2 2 4 Part IV: Drumming Up Job Leads 

Identifying Target Companies 
<MBER 
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No factor will have more bearing on your ability to generate job leads 
through the mail than the quality of your target list. That’s why it’s impossi- 
ble to overestimate the importance of setting priorities during the selection 
stage. The key is establishing a set of criteria that are somewhat narrower 
than “anyone who will offer me a job.” 

~ 

Defining your criteria 
The specific criteria you use to determine which companies are worth pursu- 

ing and which aren’t will vary according to your general job targets. And 
remember, there’s a difference between a job target and a company target. Job 
targets refer to the kinds of positions you’re looking for within specific indus- 
tries or types of companies — large or small, for example. 

Certain professions and occupations, such as sales, marketing, law, account- 

ing, and public relations, lend themselves to jobs in a variety of industries. 
Other professions and occupations — nursing and hotel and restaurant man- 
agement, for example — are largely industry dependent, with fewer 
companies to choose from. The narrower your job targets are, the fewer com- 
panies in your target company universe. But even if your job targets are fairly 

narrow, you still need to establish a means of prioritizing those companies. 

The following criteria can help you prioritize. Bear in mind, though, that you 
may not be able to obtain all the information in these categories: 

' » Location: Is the company located within commuting distance of your 
current home, or is it somewhere that you would consider moving to? 

Size: How many employees work for the company? In smaller firms, you | 
7 may be able to advance more quickly than at larger companies; however, 
_ the latter may provide more training opportunities. 

Financial stability: Is the company doing reasonably well, or is it hang- 
ing on by a thread? 

Hiring patterns: Is the company adding employees or cutting back? If 
the company is cutting back, how are the cuts affecting the department 
in which you're looking for work? <—w 

If you choose to, you can add still more criteria, such as the corporate cul- 
ture, benefits package, and so on. But don’t make the mistake of setting up 
too many criteria; otherwise, you won’t assemble enough companies to make 
the campaign worth pursuing. 
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Getting started on your target list 
The best places to look for the names of target companies are business peri- 
odicals and the online sources described in Chapter 11. Unless you have a 
specific reason for doing so, don’t limit your search to large companies. Small 
companies are a significant source of job opportunities. 

Good sources for the names of smaller, local companies include the following: 

) » Business, industry, and other workplace-related Web sites 

- Regional business association directories 

Chamber of Commerce directories 

Local business publications 

_  Help-wanted ads 

A reasonable target to shoot for in the beginning is 25 companies. That number 
may drop after you investigate a little further and remove companies from 
your list, at which point you can go back to the directories and online sources 
and add more. The important consideration is balance. The more legitimate 
target companies you contact, the better, but you don’t want so many that you 
don’t have the time to do adequate research or make follow-up calls. 

Set up your own system for capturing basic information about the companies 

appropriate to your target list. Your system could be a document on your com- 
puter, a page in a loose-leaf notebook, or an index card. When you start out, 
write down the name of every company that looms as a potential target candi- 
date, even though you may not know whether the company meets your other 
criteria until you do further research. You can always narrow down the list later. 

Finding Out Whom to Contact 
After you assemble a list of companies, you’re ready to start researching in 
earnest. Your first step is to get the name of the person to whom you're going 
to be writing. The ideal person to write to is not the director of human 

resources but the person who will be doing the hiring. 

You may find the person’s name — especially at a larger company — in an 
online or printed directory. Even so, it pays to call the company to verify that 
the person is still with the company. 

If the person’s name is not listed, call the company directly. Don’t play games. 
When the operator answers, explain what you want: “I’m writing a letter to 
the director of marketing, and I would like the spelling of that person’s name. 
Could you help me?” 
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If, for whatever reason, the person on the other end of the line acts as if 
you're asking for the president’s private line, don’t force the issue. Call back 
in a few days and simply ask to be connected to the department you want, at 
which point you can ask for the name of the person you seek. Department 
staff may be more willing to give out information. 

If, after several attempts, you still can’t get the person’s name, you can do one 
of two things. Try to locate someone in your network who has a connection 
to that company, er simply forget about the name and use the person’s title 
instead. It’s not the best way to approach the company, but at least it’s a start. 

Getting Vour Contact to Take Notice 
Apart from obtaining the specific name of a person to whom you can write, 
information that will motivate the reader to pay attention to you is the next 
most important advantage to have. That you happen to be interested in a job 
doesn’t constitute powerful motivation to a busy person who doesn’t know 
who you are and is not concerned with whether you find a job. But if you can 
communicate in your letter that you understand the company’s needs and 
have something to offer, you greatly increase the chances that your letter will 
be noticed and that your follow-up call will lead to at least a conversation. 

What you are looking for, above all, in this phase of research are recent devel- 

opments or current trends in the industry or the company (or both). If you have 
been keeping up with your research in general, you should already have a 
pretty good feel for this process. The challenge is to determine how the spe- 
cific company you've targeted is likely to be affected by these developments. 

Here are some sources to tap when you're looking for recent information that 
is company-specific: 

» Company Web sites 
& 

_ Search engine business and career categories 

The business sections of major local papers 

Trade publications 

| Regional business publications 

i Business Periodicals Index 

Your efforts to get the current information you need may not bear fruit — 
especially if the target company is very small. This being the case, you may 
have no choice but to use your network sources to get more information. 
Keep plugging away. 
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Writing the Letter 
A direct-mail letter is similar in many ways to the typical cover letter that you 
might write in response to a classified ad and similar, too, to the letters that 
you might send to people to whom you’ve been referred by a network con- 
tact. (For details, see Chapters 9 and 12.) It should follow a standard 
business-letter format and be organized as follows: 

ie An opening paragraph sets the stage, capturing the interest of the reader 
. and explaining why you’re writing. 

: i Two or three paragraphs elaborate on the story you began to tell in the 
: first paragraph. Here, you can add the information that you’ve gathered 

through researching the company. 

_ % Aconcluding paragraph lets the reader know that you will be following 
up the letter in a few days with a phone call. 

The main difference between a direct-mail letter and a want-ad response 
letter is the opening. Your opening here must be focused on the company to 

which you’re writing — not on you. It should demonstrate that you have been 
doing your homework, that you have identified a need, and that you can offer 
skills and qualifications that can fill that need. 

Here are three openings that illustrate this principle: 

| » “The fact that Snap-Its recently announced plans to market its line of 
left-handed tools in Latin America suggests to me that your company 
may need people who are not only sales-oriented but also fluent in 
Spanish. I meet both of these criteria and, in addition, know a great deal 

about the hand-tool business, given the fact that my family owned a 
large hardware store in Dallas, Texas.” 

_ “The bottom-line pressures in today’s medical systems business have 

undoubtedly created new challenges for your sales staff — challenges 
that conventional sales training can no longer meet. I have a solid back- 
ground in sales training and also have a good understanding of today’s 
medical systems market, and | think I can make an immediate contribu- 
tion to your company.” 

| » “As one of Commerce Magazine’s ‘fastest growing companies in 
America,’ Stuff Shirts, Inc. is probably facing a problem that has become 
increasingly common among young, successful companies — figuring 
out a way to customize computer systems without disrupting day-to-day 
operations. My specialty is helping small companies get the most out of 
state-of-the-art technology, and from what I know about Stuff Shirts, Inc., 
I think I can make an immediate contribution.” 
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Following Up with a Call 
In a perfect world (or a high-employment market), following up your direct- 
mail campaign letters with a phone call wouldn’t be necessary. Two or three 
days after you mailed the letters, you would be besieged with phone calls 
from the people you wrote — all of them begging you to come in for an inter- 
view as soon as possible. 

In an almost perfect world, your follow-up phone call would put you in direct 
touch with the person to whom you wrote. That person would not only rec- 
ognize your name immediately but would say something along the lines of, 
“Yes, I got your letter, and we’re very interested in you. When can you come 
see us?” Better still, “We'll send a limousine.” 

However, what may happen when you make a follow-up phone call is one of 

the following: 

) ~ You'll get the person’s voice mail. 

| 4 The person’s assistant will answer the phone, ask what you want, and, 

after you explain, say, “Yes, we’ve received your letter, and we’ve put 
your material on file.” 

The person you're trying to reach will answer the phone but 

A. Will be too busy to talk with you right now. 

B. Won’t remember having received your material. 

C. Will remember having received your material and thank you for 

sending it in, but won’t express any interest in seeing you right away. De ea 

Don’t allow these possibilities to depress you. As anyone who does cold call- 
ing for a living can tell you, you can expect to be rejected more than 95 
percent of the time. Each rejection, in other words, doesn’t represent failure. 
It’s a logical consequence of the process. If, out of every 100 letters, you can 
generate a dialogue with as few as six or seven people, you’re doing twice as 
well as you would do with a standard broadcast letter (that is, a letter that 
you wouldn’t customize to companies). 

The real question to ask yourself is how hard you should push when you run 
into resistance. The answer depends on how comfortable you are with push- 
ing people to do things they’re not all that fired up to do. The following 
sections give you some ideas for overcoming that resistance. 

When you get voice mail 
If youre calling a person for the first time and you get voice mail, the best 
approach is to leave your name, telephone number, and a short message 
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telling the person that you will call again, not unlike the approach with net- 

working contacts. Again, the reason for leaving your telephone number at the 
same time you're telling people, in effect, “It’s not necessary to call me back,” 
is this: You give them the option to call you back but, at the same time, you’re 
keeping the ball in your court. You’re not forcing yourself to wait around for 
the phone to ring. 

Whether you should leave a message after subsequent calls is primarily a 
question of how frequently you call. If you’re calling every other day, don’t 
leave messages — you'll come across as a desperate pest. But if your calls 
are at least a week apart, you can leave a second message, keeping it brief 
and upbeat. If, after repeated attempts, you still haven’t reached the person, 
you may want to leave a lengthier message, acknowledging that the person 
must be very busy but that you would like to talk to him or her for only a few 
minutes at any time that’s convenient. If you can fax that message, do so. 
Even better, e-mail the request. 

When an assistant answers 

If the assistant who answers the person’s phone is a “gatekeeper” — that 
is, someone responsible for keeping people like you from talking to the 
person — you'll undoubtedly be asked to explain why you're calling. If you’re 
asked, be up-front. Playing it cagey won’t work; it will only make the gate- 
keeper more suspicious and more reluctant to be of help. You might try 
something like, “I sent Mr. Jenkins my resume last week, and I’m calling to 
see if | can set up an appointment. I need only five or ten minutes. Can you 

help me?” 

This approach may not work, either. But asking the gatekeeper to help you is 
often a good way to build rapport. Most people like to feel needed. 

If, despite your appeal, the gatekeeper gives you the brush-off, don’t force the 
issue. You have other people on your list to call. Fighting gatekeepers is a 
battle you’re not going to win. 

When the person answers 
When you reach the contact person on the phone, the drill is simple: 

1. Introduce yourself quickly, explain why you're calling, and ask if the 
person has a moment to spare. 

2. Tell the person what you’re looking for — an opportunity to meet so 
that you can talk about job opportunities at that company — if not 
now, then sometime later. 
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Ss 

<\ON! Ss The person may agree to meet with you, at which point you should set the 
date, say thank you, and get off the phone. Do not try to sell yourself during a 
phone conversation after the person has agreed to see you. 

The person may also do one of three things: tell you straight out that he or 
she is not interested in talking with you and that there’s no point in calling 
back (at this point, don’t push it); hedge the refusal by saying something 
along the lines of, “Well, I’m not sure if it would be worth your time to see me. 
We don’t have any’openings here, and I don’t see any materializing in the 
near future;” or tell you that he or she doesn’t remember seeing your 
material. 

The third of these possibilities is the easiest to deal with. Issue an apology 
(even if it’s not your fault), double-check that you have the right name and 
address, and tell the person that you will remail (or e-mail or fax, if he or she 

prefers) the information. 

Phone tactics to avoid 
Think you can outsmart the gatekeeper? Think 
again. Those who try to circumvent an adminis- 
trative or executive assistant may see their 
approach backfire. Callers who make vague, 
exaggerated, or falsely urgent statements risk 
alienating not just the assistant but his or her 
manager as well. Plus, misrepresenting yourself 
over the phone jeopardizes your chances of 
future contact with the company. Robert Half 
International Inc. polled managers nationwide 
to find out what kind of tactics were used to 
bypass their assistants. Following are some of 
the results: 

“| don't need to give you my name... he'll 
know who’s calling.” 

uw “It's really between her and me... please 
put me through.” 

w “\'m a former colleague who has informa- 
tion she might find interesting.” 

“I'm calling to follow up on an important 
matter we discussed last month.” 

iw “We have a mutual friend.” 

w “I'm Mary, calling long-distance at an air- 
port. If | don't speak to him right now, he 
won't be able to call me back.” 

“I\'m ona cell phone right now... but! can 
hold.” 

i “\f you don't connect me right now, I'll have 
to march down to your office. Don’t make 
me do that.” 

™ “Your CEO suggested | call to discuss an 
upcoming project.” 

™ “\'m an old friend from her past. It's a 
surprise.” 

~ “This is Jack. I’m calling regarding his 
investment status.” 

Mm “I\'m with a collection agency and must 
reach her personally.” 

“This is her boyfriend. | need to speak with 
her before someone else calls her.” 

w “\fhe’s not available now, I'll just catch him 
at home tonight. By the way, do you happen 
to have the number handy?” 
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When it comes to possibilities two and three, you have a choice: You can 
either push for the interview or back off. According to conventional wisdom, 
you should always push, the idea being that an interview is always worth 
pushing for. If it doesn’t lead to an offer, it at least can help you expand your 
network. 

And if the job market is tight, and the person works for a company that ranks 
high on your target list, it’s definitely to your advantage to set up an appoint- 
ment — even if it’s a ten-minute conversation over the phone. The trick is to 
push in a way that doesn’t come across as pressure, as in this example: 

“I realize that you may not see any reason to talk with me, and I can 
appreciate how busy you are. But it would be extremely helpful to me 
in my job search if | could talk to you for a few minutes. I’m sure you 
would have some very valuable advice. We could do it by phone, at your 
convenience.” 

If the person turns down this request, don’t push any further. Thank the 

person for his or her time (and do it graciously), and get on with the 
next call. 

What if the company is not high on your list and is a pain to get to? And what 
if you have a lot of other people to get back to? Should you still push as hard? 
Probably not. In this situation, you’re better off saying the following: 

“T understand. What I'd like to do, though, if it’s okay with you, is to get in 
touch with you at a later date when you aren’t as busy.” 

This option leaves the door open for a future conversation (at which point 
you might choose to push for a meeting). 
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Chapter 16 

The Recruiting Game: Getting 
Outside Help” 

In This Chapter 

» Taking a look inside the recruiting industry 

Knowing what you can expect from recruiters 

» Finding recruiters on the Internet 

» Using e-mail to contact recruiters 

» Finding out what to do when the recruiter calls 

» Meeting and working productively with recruiters 
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[reessnes of companies throughout the world are in the business of 
matching job hunters to businesses and other organizations that need to 

fill job openings. The people who work for these companies are known, in 
general, as recruiters, but you will sometimes hear them referred to as head- 
hunters, search consultants, placement counselors, and recruiting managers. 

Recruiting specialists are contacted by employers of all sizes to find suitable 
candidates for specific job openings, which run the gamut from entry-level 

administrative jobs to CEO positions. Recruiters then seek out candidates, 
handle the screening, interviewing, and so on, and then arrange company 
interviews for those candidates whose qualifications best match the needs of 
their clients. Companies make the final hiring decisions but frequently rely on 
the input of recruiters when making the choices. 

Recruiters can serve one principal function in your job search: They will give 
you access to job leads that you wouldn’t otherwise hear about. This chapter 
shows you how to get the most out of this relationship. 
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Looking Inside the Recruiting Industry 
The recruiting industry is divided into two broad categories: executive 
search firms and employment or recruitment firms. Typically, executive 
search firms focus on the most senior-level positions and are paid a retainer 
fee by the client company. Recruitment firms and employment agencies, on 
the other hand, work on a contingency basis — they are paid a fee when and if 
the candidate they refer is hired. They can represent candidates from entry- 
level to senior-management positions. 

Note: Throughout this chapter, I often use the term recruiter to encompass 
both search and recruitment firms. » 

Executive search firms 
Executive search firms often hold the key to the highest level positions avail- 
able in the job market. The question is: How do you go about positioning 
yourself so that you have a shot at those jobs for which you're qualified? 

It’s a challenge, but not an insurmountable one. 

For one thing, you have to be more than routinely qualified for most of the 
positions that executive recruiters are retained to fill because they frequently 
set their sights on top performers who are currently employed. Your competi- 
tion for these jobs, in other words, is not confined simply to people who are 
actively looking for jobs, but now includes people who wouldn’t otherwise 
have been potential candidates. 

Search firms can afford to be ultra-choosy. After they get an assignment, they 
don’t have to worry about other recruiters beating them to the punch by 
delivering an attractive candidate to the client. And because executive 
recruiters generally work on a retainer (that is, a guaranteed fee), they don’t 
have to rush. They can afford to consider only those candidates whose quali- 
fications are an almost perfect match for the client company’s requirements. 

Executive recruiters, in particular, play it close to the vest when it comes to 
the specifics of their assignments. They don’t typically place want ads for the 
positions they’re trying to fill. (And if they do, they almost always place a 
blind ad, which means that it doesn’t mention either the employer or the 
recruiter.) And they tend to work quietly and behind the scenes, relying on 
their own contacts and devices to find suitable candidates. 

More important, executive search firms prefer to initiate contact with candi- 

dates they’ve already checked out before responding to candidates who get in 
touch with them. All of which explains why establishing a dialogue with 
recruiters you don’t know can be so difficult, regardless of your qualifications. 
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The first thing you need — if you hope to use networking as a way to make 
contact with executive search firms — are the names of those executive 
search consultants who specialize in jobs in your field. In addition, get on the 
horn with other people in your field — people who may have been contacted 
themselves at one time by executive recruiters. 

After you identify individuals who are likely to handle searches in your field, 
go back to your network list and try to find people who know those recruiters 

personally. Finding such a person may take time, but the effort is well worth it. 

Don’t forget: You are always better off trying to establish contact with an exec- 
utive search firm indirectly — through someone you both know — than to try 
to make the connection on your own. 

Recruitment firms 
Recruitment firms can be broken into two categories: employment agencies 
and contingency search firms, each of which typically differs in the types of 
positions it fills. In most instances, employment agencies are generalists and 
focus on entry- and mid-level jobs in a range of industries, whereas recruit- 
ment or contingency search firms have a more specialized focus; finance or 
marketing, for example. 

The firms that specialize generally have a strong sense of the marketplace in 
a given field. And how a firm gets paid doesn’t generally affect you one way 
or the other — except that you should never be responsible for any portion 
of the fee. The arrangement didn’t always work this way. Years ago, if people 
found jobs through some employment firms, a percentage of the first year’s 

salary was applied to the fee. Fortunately for you, that practice has pretty 
much disappeared. Today, any company that hires you through a contingency- 
based search firm or employment agency should be responsible for the 
entire fee. 

How to get “discovered” by a recruiter 
Practically speaking, there are three ways you Try cold calling. Depending on your back- 
can initiate contact with a recruiter who hasn't ground and available openings, you'll get 
gotten in touch with you first: anything from an invitation from the recep- 

tionist to send in your resume to an 
Ask someone to introduce you, particularly appointment. 
someone in a higher level position. 

i Send a strong cover letter along with your 

resume, 
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When the recruitment firm 
offers additional services 

Some recruiters who specialize in entry-level 
positions offer other services, such as training 
on certain equipment, resume writing, or gen- 
eral career counseling. In some instances, the 
training is free; in others, fees are involved. 

Generally speaking, be wary of any firm that 
offers services for a fee. I’m not saying that 
agencies charging fees for services not directly 
related to placement are necessarily disrep- 
utable. Fees for certain services — resume 
copying, for example — may be legitimate, as 

long as you're not paying more than you would 
pay to have the same service performed 
elsewhere. 

However, be particularly wary of any firm that 
wants a hefty up-front fee for vaguely worded 
services, such as “career counseling.” And 

head for the nearest exit if anyone “guarantees” 
you a placement after you go through their train- 
ing program. The one thing you can be 
guaranteed of in the employment business is 
that there are no guarantees. 

As a rule, recruitment firms tend to specialize in entry-level to mid-manage- 

ment jobs (although they can extend to executive-level positions). This focus 
being the case, they are far easier to approach and cultivate a relationship 
with than are executive search firms. They typically have a number of posi- 
tions to fill, so attracting a wide field of qualified candidates is to their 
advantage. Consequently, they’re much more approachable. 

The first decision you need to make if you intend to go with a recruiting firm 
is which type of firm you want to work with: one that offers a range of jobs in 
a variety of fields or one that specializes in certain professions. The advan- 
tage of working with a specialized firm is that it’s likely to have far more 
opportunities in-your particular field than a generalist. If, on the other hand, 
your targets are not limited to a single field or firm — perhaps you’re consid- 
ering a career transition — you may be better off with a firm that offers a 
wider variety of positions. . 

In either case, try to pay attention to the level of jobs being offered. Some 

recruiters specialize almost entirely in entry-level positions — clerks, word 

processing specialists, and so on. And although these firms may have an 
excellent record of placing entry-level candidates, they may or may not be 
appropriate for you. 

The simplest way to determine which firm is best suited to your needs is to 
spend some time with the Sunday classified section of your metropolitan 
newspaper. As you read through the ads, take note of those firms that seem 
to offer the kinds of jobs that you would like to pursue. You don’t have to 
limit your search to those firms, but they’re a good start. Another good 
approach is to ask friends and contacts to recommend firms with which 
they’ve worked. 
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What Vou Can Expect from Recruiters 

BER & 

a\P 

Regardless of whether you work with an executive search or a recruitment 
firm, you can save yourself a good deal of time and frustration if you keep in 
mind the following observations: 

) Even if you’re using a recruiter to get access to leads, you still have to 
do the bulk of the heavy-duty work preparing for interviews. (See 
Chapters 18 to 22 for interviewing tips.) 

The number of interviews that a recruiter sets up for you doesn’t neces- 
sarily determine how good the recruiter is or how hard the recruiter is 
working on your behalf. The more experienced and knowledgeable 

, recruiters are, the better able they are to judge — before you go on an 
_ interview — whether the company is likely to view you as a serious can- 

didate. Good recruiters don’t waste your time (or their clients’ time) by 
sending you on interviews for jobs that you’re not really qualified to fill. 
And good recruiters don’t pressure you into going on interviews for 
dead-end jobs that don’t meet your basic requirements. 

& 
& 
i Always view the job leads that you get through recruiters as a bonus to 

the leads that you generate through networking and other strategies. In 
( other words, don’t let the fact that you’re working with a recruiter 

' induce you to cut back on your lead-generating activities. You’re still in 
i control. You have to maintain the initiative. 

Although the main function that recruiters serve is to open doors to job open- 
ings, they can also be an invaluable source of information about job trends in 
your industry, such as which areas are hot and what current salary levels are. 
Be sure to ask broad questions about your search. 

What If Vou’re Unemployed? 
Don’t let the fact that you’re out of work discourage you from pursuing a rela- 
tionship with a recruiter. Being unemployed may not enhance your 
attractiveness as a candidate, but neither does it hurt as much as it used to. 

Many recruiters used to be more reluctant to work with unemployed candi- 
dates, the theory being that they were a tougher “sell” to the client company. 
A few dinosaurs in the recruiting business still subscribe to this view, but in 
light of corporate downsizing over the past ten years and in view of the cur- 
rent demand for experienced talent, being out of work no longer carries the 
stigma it once did. The important thing is to be able to give the recruiter a 
solid reason why you and your former employer parted company. 
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Locating Recruiters on the Internet 
You can uncover names of recruiters on the Internet in a number of ways. 
Two obvious methods are going through the Yellow Pages section of your 
favorite search engine or conducting a keyword search. After you have names 
of those that specialize in your field, go to their Web sites, where you can 
likely register online, submit your resume, and, in the case of recruitment 
firms, take advantage of such features as customized job searches of their 
listings or automatic e-mail notification of new openings that match your job 

search criteria. 

Contacting Recruiters by E-mail 
Many recruiters have Web sites that make it easy for you to contact them or 
register online. 

With this in mind, one simple strategy for gaining access to these firms is to 
e-mail a targeted group of individuals that specialize in your field. Bear in 
mind that recruiters at first are primarily interested in your professional 

experience and credentials. 

The information that you send should include your electronic resume and a 
cover letter. Insert your ASCII or plain-text resume into the message along 
with the cover letter, and also attach your resume as a word processing docu- 
ment with simple formatting (see Chapter 8). If the recruiter doesn’t have a 
Web site, try a phone call or go with regular mail. In this case, the cover letter 
should ideally be printed on personalized stationery and should spell out, 
preferably in no more than a couple of paragraphs if e-mailed and on one 
page if it’s a hard copy, what you have to offer and what you’re looking for. 
The opening paragraph is crucial and should explain who you are and why 
the recruiter should be interested in you, like the cover letters I describe in 
Chapter 9. The following are examples of good opening paragraphs: 

» » “lam a senior-level chemist with nearly 20 years’ experience in the phar- 
maceutical industry. During this time, | have managed laboratories 
consisting of more than 500 people and controlled budgets in excess of 
$3.5 million.” 

_ “For the past seven years, I have been the CFO of a $7 million restaurant 
company that was recently purchased by the Hammerhead Corporation. 
If one of your clients is a hospitality company in need of a financial spe- 
cialist who understands the special needs of this industry, you may want 
to get in touch with me.” 
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' “lam a senior-level human resources manager with more than 15 years’ 
‘ experience in Fortune 1,000 companies. In my most recent position — 

director of human resources of the Feelgood Corporation — I managed a 
staff of 35 people and developed a quality awareness program that 
earned our company the number three ranking in the new book, The 100 
Most Quality-Oriented Companies in North America.” x & 

Notice how specific each example is — specific numbers, specific dollars, 
specific names. That’s the kind of “hard” data that you must communicate to 
recruiters, especially executive search consultants. 

The remainder of the letter should be heavy on specifics as well. It should 
document specific accomplishments and explain — clearly and without 
equivocation — your current situation. It should also include your salary 

requirements and whether you would be willing to relocate. Keep the style 

simple and direct. And just as you would in any cover letter, make sure that 
the focus is on what you can offer and not on what you want. 

Keep your expectations in check. Your goal in this exercise should be to elicit 
two or three responses out of every 50 letters you send. And remember, not 
getting a response doesn’t mean that anything is wrong with you. It simply 
means that the firm you’ve approached does not have an assignment that 
matches your qualifications. 

NBER we 

& 
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& Remember, if you are currently employed, mass e-mailings to recruiters (and 

employers, for that matter) could result in your employer finding out that 
you're looking to move on. Use discretion! 

When the Recruiter Calls 
If you end up pursuing a job lead through a recruiter, the initial contact is 

ge likely to come in the form of a phone call. 

Don't misrepresent yourself 
Misrepresenting any aspect of your background __ which point you will lose out in two ways: one, 
or skills to a recruiter does you no good at all. you will no longer be a serious candidate for 

- Considering the detail in which most recruiters that job; and two, the recruiter is likely never to 
check your credentials, it’s inevitable that any __ call you again. 
_misrepresentations you make will surface, at 
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Usually, the recruiter introduces himself or herself, mentions that your name 
came to his or her attention, offers a vague picture of the job that needs to be 
filled, and then begins to ask questions. Don’t expect the recruiter to tell you 
the name of the company, and don’t take it personally if the recruiter is eva- 
sive when you probe for details. At this early stage in the process, the 
recruiter is on a simple scouting mission. 

Meeting the Recruiter 
If you pass the initial phone screening with a recruiter, the next step in the 
process is a meeting with him or her. The meeting usually takes place at the 

recruiter’s office, or (especially with executive search consultants) it could 
be over breakfast, lunch, dinner, or cocktails. Here again, you can expect a 

battery of questions. At this stage of the game, the recruiter is generally veri- 
fying that the list of accomplishments on your resume is a genuine reflection 

of your abilities. 

Many of the questions you are likely to be asked at this stage require specific 
answers: number of people managed, size of budgets controlled, and so on. 
Try to answer each question as directly as possible. The more vague you are, 
the less confidence you inspire. 

When you deal with executive search consultants, what happens next 
depends on a number of factors, most of which are within your control at this 

point. If the recruiter thinks that you’re the greatest thing since sliced bread, 
and your references check out, you'll probably get an opportunity to inter- 
view with people at the company that’s hiring. You may be competing at this 
stage with several candidates and may be asked to come in for several inter- 
views. Don’t try to force the issue; it won’t work as a strategic ploy. You can 
certainly keep the recruiter informed about other developments in your job 
search, but you can’t expect the recruiter, or the client company, to act 
according to your timetable. 

Establishing a relationship with a recruitment firm is a little easier. Generally, 
if you have good credentials, you won’t have to jump through many hoops to 
get a face-to-face meeting with someone who has the authority to send you on 
interviews. If you have the background and experience that clients are looking 
for, you'll be more than welcome. A good recruiter should be able to give you 
an idea of your marketability. You'll learn early on if there’s a reasonable 
match between what you want and can offer and the kinds of jobs the agency 
normally fills. If there isn’t a match, a recruiter — without giving you full- 
fledged career counseling services — may be able to look at your background 
and experience and offer suggestions that may not have occurred to you. 
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On your initial visit, you’re asked to fill out an application form and to verify, 
by your signature, that everything you said on the form is true. For certain 

types of jobs — entry- to mid-level accounting positions and word processing- 
related jobs, for example — you may be asked to take a skills or software- 
related test. For more information about testing, see Chapter 20. 

You may also be asked, at some point, to sign an exclusivity agreement. This 
agreement represents your commitment to work with only that particular 
firm for a specified period. Whether an exclusivity arrangement works to 
your advantage is difficult to say. If you’re a highly qualified candidate, an 

hoa exclusivity agreement can be a disadvantage to you. 
3 

In any event, don’t allow yourself to be pressured into signing an exclusivity 
agreement. If you do sign one, set a time limit of no more than a few weeks. 

Working Productively with Recruiters 
Establishing a productive relationship with a recruiter shouldn’t be a prob- 
lem — not with the better ones, at any rate. The successful firms in this 

industry go to great lengths to provide a supportive, upbeat atmosphere. 

They’re willing to work with you and give you constructive feedback. 

The keys to a productive relationship, from your perspective, are comfort 
and trust. You have to feel comfortable when you're in the firm’s offices and 
when you're talking to staff members over the phone. You shouldn’t be reluc- 
tant to check in every now and then (as long as you’re not doing it every two 
or three hours) just to talk to your recruiter to see whether anything is on the 
horizon. If the people you have to deal with are insensitive or unprofessional, 
find a firm where you're treated with respect. 

Of course, it cuts both ways. When you ask a recruiter you’re working with, 
“Why didn’t you give me a chance to interview for that job?” and he or she 
responds, “Because it wasn’t right for you,” you need to trust that recruiter’s 
judgment. Good recruiters, of course, will do more than simply tell you that 
a job isn’t “right” for you; they will explain why. And they should also give 

you constructive feedback if you’ve gone on interviews but haven’t received 

an offer. 

Some Final Thoughts about Recruiters 
To repeat a point I raise earlier in this chapter, recruiters, whether they spe- 
cialize in finding CEOs or in placing entry-level assistants, are not miracle 
workers. They can give you leads on jobs that you may not otherwise hear 
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about and can help you prepare for interviews, but they can’t manage your 
job search for you. Nor is it to your advantage to ask them to assume that 
role, even if it were possible. Recruiters are one of many resources that you 
should call upon in your efforts to find the job you want. Use them wisely. 



Chapter 17 

Temporary Work as a Way 
to Get Discovered 
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In This Chapter 
Recognizing that temporary work makes sense in today’s job market 

» Understanding how the temporary services industry works 

» Choosing the best temporary staffing service for you 

» Giving your best performance on assignment 

» Working on a temporary basis and keeping your job search going at the same time 
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[ee was a time when working as a temporary (as opposed to working 
full-time) was largely associated with clerical positions and entry-level 

jobs. But all that has changed. Companies of all sizes and in virtually every 
industry throughout the world are now using temporary employees for posi- 
tions requiring higher skill levels. A rapidly increasing percentage of the 
millions of temporary employees throughout the United States today are 
college-educated, mid- to high-level professionals: accountants, lawyers, man- 
agers, engineers, computer programmers, teachers, physicians, nurses, and 
even CEOs. 

The assignments that these temporary workers take on can last for a few 

days or for several months. And according to industry statistics, 38 percent 
of temporary workers today have been offered full-time jobs at companies 
where they were on assignment. This chapter gives you a look at the most 
common source of temporary jobs: temporary help services. 

A number of people at all levels of experience and in many professions are 
currently working on a temporary basis not because they are unable to find 
full-time employment but because they have made a conscious choice to 
work on a variety of projects with different companies for specified lengths of 
time. They like the challenge, flexibility, and exposure to prospective employ- 
ers. They also like the opportunity that it gives them to develop new skills 
and to network. 
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However, this type of employment isn’t right for everyone. If you’re the sort 
of person who doesn’t také to new surroundings and new people very easily, 
for example, you may not be very well suited to short-term assignments. But 

if your personality lends itself to working on a variety of projects and in dif- 
ferent jobs, temporary work can become a job-seeking strategy unto itself. 
For some job hunters, in fact, getting temporary work assignments repre- 
sents the single most productive strategy for finding a full-time job. - 

The Benefits of Temporary Work 
If you’re not convinced at this point that temporary employment represents a 
job search strategy worth your serious consideration, consider the following 
ways that it can help you in your job search. 

Ease financial pressure 
The money you earn in a temporary job can help reduce the financial pres- 
sures that come with the territory when you’re out of work for any length of 
time. With less financial pressure, you can afford to be more selective about 
the kinds of job leads you pursue and the offers you accept. At higher levels, 
you can often match or exceed the salary for the full-time equivalent of the 
position. 

Develop a clearer sense of your job targets 
What better way to find out whether you are cut out for a particular kind of 
job, a particular field, or even a particular company than to spend time actu- 
ally doing that job in a real-world situation? As with internships, temporary 
assignments frequently give you access to companies where you wouldn't oth- 
erwise be able to get a foot in the door. Indeed, if you’re not really sure about 
“what you want to be when you grow up,” you can do yourself a big favor by 
postponing decisions about a full-time job until you have a chance to sample a 
variety of different work experiences through temporary assignments. 

The value of temporary employment 
Percentage of human resources managers and other executives who consider a long period of 
consistent temporary work comparable to full-time work: 78 

Source: Robert Half International Inc. 
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Geef up your qualifications 
Many temporary assignments give you work experience that makes you a 
much stronger candidate for full-time employment. This experience can be 
especially valuable if you have a one-dimensional resume — that is, you have 
spent most of your career doing pretty much the same job for the same 
company — and you want to shift career gears. If you’ve spent most of your 
career with a big-name, Fortune 500 company, for example, a series of suc- 
cessful temporary assignments at smaller firms may help reassure a smaller 

company that you don’t need the support and structure of a big company to 

handle the position they need to fill. And if you’ve never worked for a big 
firm, temporary assignments at large companies can reassure a larger 
employer that you can adjust to its structure and environment. 

Expand your network 
Temporary or project work, as it is often called, is one of the best — and easi- 
est — tools for expanding your network. Each temporary assignment you 
take on puts you into the trenches with people you probably wouldn’t other- 
wise get a chance to meet. And if you’re on assignment in the field in which 
you eventually want to end up, you get a chance to observe and learn from 

those who are successful. 

If networking is one of your goals, look for shorter assignments that give you 
more exposure to more companies. However, if you come across a great com- 
pany and opportunity, let your temporary service know that you would like 
to work there as long as possible, and eventually in a full-time capacity. 

ar 

Keep your morale high 
The mere fact that you’re getting up in the morning, getting dressed, going to 
work, and spending your day being productive (and getting paid for it) is one 
of the most reliable ways to keep up your morale during your job search. 

How Things Work in the Temporary 
Employment Business 

Although some companies advertise and recruit temporary workers on their 
own, the vast majority of temporary assignments are handled by temporary 
service firms, some of which are specialized divisions of recruiting firms 
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whose main business is recruiting full-time workers. Many firms that special- 
ize in temporary help are national companies that have local branches; 
others are locally owned and operated. Many firms specialize in certain 
fields, while others offer more generalized service. 

Regardless of their size and the kinds of jobs they offer, temporary service 

firms operate in pretty much the same manner. Like recruiters, temporary 

services get assignments from client companies and then recruit qualified 
people to fill thos€ assignments. And as with most reputable recruiting firms, 
you, the employee, don’t have to pay a fee. 

The big difference, however, is that unlike search firms and employment 

agencies, temporary help services do the actual hiring. After you register 
with a temporary help service, you become its employee while you are on 

temporary assignments. Its employees sign your paycheck. And after you’ve 
been with that service for a set length of time, you may be entitled to perks, 
ranging from paid holidays, vacations, or bonus pay to tuition reimburse- 
ment, skills enhancement opportunities, and discounts on various services 
and products. 

The following sections offer a closer look at some of the specific perks you 
may be able to get, depending on the service you sign up with. 

Medical coverage 
Some temporary services offer their own plans for medical coverage. As with 
most medical plans, you usually have a variety of options to choose from. 
Some temporary service firms also offer prescription benefit plans to tempo- 
rary employees who have worked a designated number of hours. 

If you recently resigned from or were terminated by an employer where you 
held a full-time position and received medical coverage, by law you can opt 
to continue that coverage for 18 months after you depart. The law is called 
COBRA, and although you must make the premium payments, it saves you 
from any administrative hassles in finding insurance during this uncertain 
period. 

Holiday and vacation pay 
After you work a specified number of hours for certain firms within a speci- 
fied time period, you become eligible for holiday pay. You may also be eligible 
for vacation or bonus pay after a certain period, depending on the temporary 
service with which you're registered. 
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Choosing a Service That’s Right for Vou 
The temporary service business is competitive, especially among the firms 

that handle a variety of jobs rather than specializing in a single field. There’s 
a good chance, in fact, that you will have a number of temporary services to 
choose from. And make no mistake about it: It pays to shop around. 

Your number one consideration when you choose a temporary service to 
work with is your motivation — that is, what you hope to get out of the tem- 
porary work experience. If your main priority — for now, at least — is 
nourishing your anemic bank account, and you’re not all that particular 
about the type of temporary jobs you get, the two key questions you should 
ask yourself when you compare services are 

; How much work can they give you? 

' / How much money can you make? (Bear in mind, though, that the 
income you earn as a temporary employee, just as in full-time employ- 
ment, depends primarily on the market value of the work you perform.) 

If, on the other hand, your goal is to turn a temporary assignment into a full- 
time position, the nature of temporary assignments now available becomes 
critical — as do the companies you may be assigned to. If this is the case, 

you obviously want to find a service that specializes in the type of job you’re 
looking for and, even better, that already has relationships with companies 

for which you would like to work. 

The following sections give you six specific suggestions to help you make the 

best choice. 

Evaluate the company’s reputation 
and stability 
Find out how long the service has been in business. Call trade associations 
that relate to the service’s specialty area for input. Try your local chamber of 
commerce, too. 

Get a personal recommendation 
Some of the most reliable sources of information about temporary help ser- 
vices are people you know who have actually worked with one or more 
services. They'll be able to tell you whether a firm offers a good selection of 
assignments and benefits, and they may even be able to recommend a con- 
tact person at a specific firm. 
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Call companies that are likely 
to use temporary employees 
You don’t have to be cagey. Simply call the appropriate department in one of 
the large companies in your city (ideally, a company that you would like to 
work for on a full-time basis). Explain to the person who answers the phone 
that you’re thinking of signing up with a temporary help firm and that you 
would appreciate it if he or she could recommend one or provide the names 
of services that the company uses. If the person can’t help you, he or she 
may be able to direct your call to the person who does work with them. And 
don’t ignore smaller companies, either. Companies with fewer than 500 
employees create two of every three new jobs, according to the U.S. Small 
Business Administration. 

Analyze the Sunday classifieds 
Look for leads in the Sunday classifieds — and not just one Sunday, either. 
Study the ads for several consecutive Sundays. Ignore the flashy headlines 
and jazzy promises in the ad copy. Focus instead on the specific jobs being 
offered, and favor firms that offer specific jobs over those that simply invite 
you to come on down and sign up. 

Check out the Vellow Pages 
Checking out the Yellow Pages is obviously the least effective way to make a 
value judgement, but at least you'll find some names. Virtually all temporary 
service firms advertise in the Yellow Pages, and their ads usually list the 
types of temporary jobs they offer. Don’t get discouraged if you can’t find any 
firms listed under the heading “Temporary.” Most Yellow Pages group all full- 
time and part-time employment services under the heading “Employment 
Agencies” or “Employment Contractors — Temporary Help.” 

Surf the company’s Web site 
Visit the company’s Web site. Is it attractive, easy to navigate, and technically 
up-to-date? Does it allow you to conduct customized job searches? Will it 
automatically inform you electronically of new openings that match your job 
search criteria? 
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Call or visit the firm in person 
Don’t hesitate to call or pay a personal visit to the temporary help services 

you are considering. Pay attention to how the phone is answered and, if you 
go there personally, to the surroundings. Are the employees pleasant and 

professional, or does being there make you uncomfortable? A good time to 
visit the firm is on payday (assuming that you can find out which day of the 
week it is). That way, you can meet some of the temporary employees who 
already work for the service. While you’re there, pick up brochures and ask 
questions about the firm’s counselors, their level of expertise, and so on. 

Signing Up with a Temporary Service 
After you come up with a list of firms that seem to offer what you’re looking 
for, try to meet personally with a counselor or representative from each ser- 
vice. Getting an appointment shouldn’t be a problem if you have relevant 
experience; all it usually takes is a phone call or a visit to their Web site, 
where you can usually register online. 

Handling the interview 
During the interview itself, the interviewer will ask some routine questions 
about your skills, the kinds of assignments you're interested in, and your 
availability. He or she will want to know how long you are prepared to work, 
the length of assignments you can commit to, and how flexible you can be. 
Another subject that is almost certain to come up is whether you’re looking 
to convert a temporary position into a full-time position or are interested in 
exploring different types of jobs. 

As it is when you're talking to full-time job recruiters, candor is essential. 
Don’t misrepresent your skill levels; you’ll be exposed sooner or later. And be 
honest about your motivations. If your goal is to convert the temporary job 
to a full-time job, tell that to the placement specialist. If you’re looking for 
longer assignments, say so. The better temporary services go out of their 
way (within reason) to offer you assignments that meet your criteria, but you 
have to communicate those criteria early in the game. 

Don’t be embarrassed to talk about money. On a typical temporary work 
' assignment, you’re paid an hourly fee, but the amount you receive may 

vary from one assignment to the next, even though the jobs are similar. 
The reason is that fees paid to temporary workers are frequently subject 
to market pressures, and sometimes special situations — weekend work, 
for example — warrant higher salaries. You may have some room to 
negotiate with the temporary service you’re working with — but not much. 
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= » Depending on the kind of temporary assignment you’re looking for, you 
: 

may also be asked to take a skills test that is designed to measure your 

proficiency in, say, a particular software program such as Excel or 
Microsoft Word. Don’t be insulted if you’re asked to take such a test 
even though you’ve indicated on your resume that you are a whiz in this 
program. 

| Don’t be shy about asking questions yourself. Get a feel for how much 
you might be paid for a typical assignment, how soon you can expect to 
be called, and how much work you can reasonably expect. Most services 
will level with you. 

we 

Signing up with more than one service 
Nothing is stopping you from signing up with as many temporary services as 
you want. Just bear in mind that if a temporary service calls you repeatedly 
and you are unable to fill assignments, the service is likely to lose interest in 
you. Your best bet is to start with one or two firms and wait to see how fre- 
quently they call you. If you’re not getting as much work as you want, you can 
then try other services. You'll probably end up with one that you work with 
regularly. 

Doing Vour Gest on Assignment 
Generalizing about the type of work experience you can expect to have on 
your temporary assignments is impossible, other than to say that no two sit- 

uations are alike and that you should never take anything for granted. 
Seasoned temporary workers have long since learned the best approaches to 
take when going on temporary assignments for the first time. The following 
sections outline these approaches. 

Get a thorough pre-job briefing 
The temporary service you’re working for should give you a thorough brief- 
ing before you go on any temporary assignment for the first time. You'll know 
how to get to the company you’ve been assigned to, when they expect you, 
whom to get in touch with when you get there, and what sort of work you can 
expect to be doing. You'll be told, too, about lunch hours and any other spe- 
cial considerations (sign-in procedures, for example) that you need to be 
aware Of. If you’re not given this information, ask for it. 

And while you're at it, see if you can dig up any more information that might be 
valuable. Is there anything unusual about this assignment, this company, or the 
person you'll be working for that you should know about before you show up? 
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Adopt a full-time mindset 
The fact that you are working as a temporary employee in no way lowers the 
standards you will be expected to meet in the job. You should show up for 
work well groomed and appropriately dressed. Your placement representa- 
tive should be able to tell you about the company’s dress code, but if you’re 
not sure, play it safe. Your appearance becomes particularly important if 
you're hoping to convert the temporary assignment into a full-time job. Don’t 
underestimate the importance of first impressions. 

Keep in mind, too, that companies who rely frequently on temporary employ- 
ees often request specific people who filled earlier assignments. The more a 
company requests you specifically, the more valuable you are to the tempo- 
rary service you work for, and the more money you can expect to earn. 

Clarify expectations 
Even if you have been well briefed ahead of time, it’s still a good idea to 

spend a few moments with your supervisor on the job assignment just to 
make sure that you understand the assignment and what is expected of 
you. Try to get a sense of not only what you’ll be doing but also the bigger 
picture — and how what you're doing fits into that picture. If the assignment 
involves a number of tasks, ask your supervisor to set priorities for you. 
Don’t be afraid to ask questions about anything you don’t understand, and 
always take notes. 

Be adaptive — to a point 
One thing you have to get used to early on as a temporary employee is that 
you can’t expect your working conditions to be tailor-made to your prefer- 
ences. Your workspace may not afford you the privacy or the quiet you’re 
accustomed to. The equipment you're obliged to work on may not be state-of- 
the-art. You may not have access to job tools you normally use, but do your 
best to adapt. 

What you are personally accustomed to shouldn't be an issue, albeit with one 
exception: when conditions prevent you from doing the job you’ve been 
assigned to do. In that case, you should let your on-site supervisor know 
what you need. If that doesn’t work, you should get in touch with your repre- 
sentative at the temporary service. 
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Practice diplomacy 
Some companies to which you are assigned as a temporary employee are not 
necessarily going to do things in ways that you consider intelligent or pro- 
ductive. They may even do things in a way that you consider . . . well, dumb. 
But don’t be in a hurry to criticize. And whatever you do, don’t make a fool of 
yourself by telling everyone how much better your way (or another com- 
pany’s way) is. After you prove yourself and come to know the company 
better, you will have plenty of time to make recommendations. Even then, it’s 

best to be asked first. 

Another thing to keep in mind is that as a temporary employee, you won’t be 
“one of the gang” — not until you’ve been there for a while. So don’t take it 
personally if the full-time employees don’t go out of their way to make you 
feel at home. 

Also, if you’re hoping to convert a temporary assignment into a full-time job, 
there’s no need to share that with everyone on staff. Focus instead on learn- 
ing as much as you can about the company and the job. If you prove yourself, 
the opportunity to work there full-time will probably evolve — but on the 
company’s timetable, not yours. 

Stay in touch with your representative 
If you run into problems that you can’t handle on your own, don’t hesitate to 
call your placement representative. Doing so is especially important if you 
are asked to perform duties that you were not hired to perform — such as 
duties that call for higher-level skills that would normally command a higher 
fee. In that case, still do everything in your power to put in a full day’s work. 
After you meet that initial obligation, you can let your representative work 
out any problems. 

Juggling Vour Temporary Job 
and Vour Job Search 

Temporary work provides you with a stream of income and puts you back in 
the workforce in the path of potential job opportunities. However, while 
working on a temporary assignment, you need to be prepared to make some 
adjustments to your job search program. Depending on the number of days 
you're doing temporary work, you may have to do your library research in 
the evenings. And you'll have to schedule job interviews for early morning or 
after work — which, by the way, won’t harm your chances. 
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The biggest obstacle you face is making phone calls during working hours. As 
a temporary employee, you should never make job-related calls on company 
time or, for that matter, on company phones. It isn’t ethical, and it could cost 
you future assignments. If you need to make calls, make them on your lunch 
hour on a public telephone outside company offices. If that approach doesn’t 
work for you, try to arrange with your temporary service to work no more 
than three or four days a week, and schedule your phone calls for those days 
when you're not working. 
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Answering the 
Call: Keys to 
Successful 
Interviewing 
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“Well,so much for my lucky hat! I 
worn it to five interviews and not 

ONE, call-hack 



In this part... 
; he interview is your chance to show a company that 

the skills and experience that impressed them on your 
resume come from a talented, enthusiastic human being 
who would be a great addition to any department. This 
parts shows you how to prepare for the interview, field 
those tough questions, and close the interview on a win- 
ning note. In addition, you find advice for negotiating the 
job offer. 
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Getting Ready for Show Time 
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In This Chapter 

» Taking an inside look at the hiring process 

» Understanding what interviewers really care about 

» Gearing up for the interview 

» Cramming for the questions you'll most likely be asked 
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[: best thing that someone can say to you during a job hunt is, “We’d 
like to hire you.” Before you can hear those words, though, you need to 

hear the second best thing that someone can say: “We'd like to set up an 
interview.” 

Simply put, you’re not going to get hired for any job worth accepting until 

someone sits down with you face to face, interviews you, and comes away 

from that interview reasonably convinced that you’re the best person for the 
job. And although the way you handle yourself during the interview is only 
one of several factors that ultimately has a bearing on that hiring decision, 
the interview is without question one of the most critical factors — especially 
in two situations. 

The first is when most of the candidates for a particular job have fairly 

similar credentials and backgrounds, in which case the nod often goes to 
the candidate who comes across as the most personable, enthusiastic, 

and motivated during the interview process. The second is when the key 
qualifications for the job have more to do with personal attributes and 
communication skills than they do with technical qualifications. 

The way you come across during the interview would be extremely impor- 
tant, for example, if you were applying for a job as a host for a restaurant 

company. It would be less important if you were applying for a position in the 
financial department of that same firm, where the key qualification was the 
ability to operate the company’s financial software program. 
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A Heart-to-Heart Chat about 
“Selling Vourself” 

The core message about interviewing is that you have to do a good job of 
selling yourself. By your appearance, demeaner, and the way you answer 
questions, you have to convince the interviewer that you possess the skills 
and personal attributes necessary to be successful in the job. 

Some people, of course, are better at selling themselves than others. And 
more than simply being able to sell themselves, some people have the 
chameleonlike ability to create almost any impression they want during a job 

interview. They can go into large, bureaucratic companies and pass them- 
selves off as the ultimate bureaucrat — someone who knows his or her place 
in the system and doesn’t like to rock the boat. And two hours later, they can 
walk into a different office and convince the interviewer that they’re the ulti- 
mate entrepreneur — someone who thrives in a nonbureaucratic, 

seat-of-your-pants environment. 

With a little practice and experience, you can learn to create whatever 
impression you want to create during a job interview. The question, though, 
is how far you really want to take this skill. 

True, the better your ability to tailor your approach to what an interviewer 
might be looking for in a candidate, the more offers you're likely to get. But in 
some situations, you may well not be the ideal candidate — not because any- 
thing is wrong with you but simply because the fit between you and the job or 
company just isn’t there. The job for which you’re being interviewed may 
require someone who is good at — and enjoys — handling deadline pres- 
sures, for example, and you may not particularly enjoy handling deadline 
pressures. The company you're interviewing with may be highly bureau- 
cratic, whereas you may be much more entrepreneurial by nature. So even 
though you may be able to look and act the part of the “ideal” candidate, 
there’s a good chance that even if you’re hired for the job, you’re not going to 
be happy there. 

In other words, as important as it is to “sell yourself,” it’s always better to sell 
the true you, and not simply a role you’re able to play during the interview. 
That’s why it pays to take the time early on in your job search to set appro- 
priate job targets and choose your target companies carefully (see Chapters 
3 and 4) so that when you are asked to come in for an interview, you’re rea- 
sonably sure that you are well suited for this job and company. That way, you 
won’t be tempted to give answers that don’t represent your genuine views. 
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What Interviewers Care About 
A job interview, at root, is nothing more than a conversation — a chance for 

you and someone else (or maybe two or three someone elses) to exchange 
information. And because the main topic of this conversation is you — who 
you are, what you’ve done, what you’re good at, and what you want — job 
interviews should actually be a lot of fun. After all, how many other opportu- 
nities do you get to talk about yourself at length, knowing that the other 
person is paying careful attention to everything you say? 

The problem is that a job interview isn’t a typical conversation. Both you and 
the interviewer have an agenda that goes beyond what you actually say to 
one another. Your objective, of course, is to sell yourself — to do everything 
you possibly can to make the most favorable impression (assuming, that is, 
that you want the job). The interviewer’s objective, in the meantime, is to try 
to get answers to three basic questions: 

' » Can you do the job? 

: Will you fit into the company or department in which you'll be working? 

: Will you be a reliable, motivated employee (based on what the company 
“can afford to pay you)? 

The following sections offer a closer look at these basic questions and how 
interviewers generally go about getting the answers to each one. 

Vour ability to perform the job 
Except for those situations in which you are given some sort of a skills test 
(one that measures your proficiency in a particular software package, for 
example), you rarely get an opportunity during a typical interview to demon- 

strate your ability to perform the specific tasks or meet the responsibilities 
that the job entails. A job interview, in other words, is not quite the same 

thing as an acting audition or a tryout for a baseball team. As an actor or ath- 
lete, you get an opportunity during an audition or tryout to directly 

demonstrate your skills. You act out a scene, sing a song, or throw a few high, 
hard ones. In a job interview, you mainly talk about what you’ve done and 

can do. 

Practically speaking, the only way for interviewers to determine whether you 
possess the basic skills to perform most jobs is through inference — infelli- 
gent guesswork. They look at what you’ve said about yourself in your resume 
and other correspondence — what you have actually done and accomplished 
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in the past and what specific skills you possess. And they ask questions 
whose answers will bring into clearer light the information you wrote on your 
resume. They then try to tie their impressions, coupled with the information 
contained in your resume, to what they see as the key requirements of the 
job they’re seeking to fill. 

It is for this reason that a good interviewer won’t let you get away with vague- 
ness and generalities in your answers. Good interviewers will probe. They 
want specifics —.concrete information that they can use to verify the impres- 
sion you create. If your resume says that you saved your company $25,000 on 

a particular project, a good interviewer will want to know what, specifically, 
you did to produce savings. Did you simply fire someone, or did you intro- 

duce some innovative productivity measures? If you make a point in your 
resume and in your answers of stressing that you’re highly organized or 
detail oriented, a good interviewer will look for some illustration of how 

those skills made a difference in specific projects or tasks. 

It’s easy to get defensive when someone is prodding you to be more specific 
in your answers, but you should welcome the opportunity to elaborate on 
your answers. If you’ve prepared well for the interview, you should be able to 
document with specific examples every assertion you make concerning your 
qualifications and skills. Those examples are the heart and soul of your case. 
And if you don’t get a chance to present them, you lose one of the few oppor- 
tunities you have to make yourself stand out from the other candidates. 

The “fit” 
The fact that you possess the skills and background needed to perform a par- 
ticular job doesn’t always mean that you'll be taken seriously as a candidate — 
not if the interviewer has concerns about you as a person and your ability to 
adapt easily to the company’s culture. Nearly every organization — even the 

smallest of businesses — has its own style and atmosphere. Some companies 
have highly conservative, traditional views on how employees should dress, 
behave on the job, and even decorate their offices. Other companies are 
more entrepreneurial and freewheeling; they don’t really care how you dress 
or behave (within reason), as long as you do your job and don’t make life mis- 
erable for your coworkers. Some companies prize conformity. Others 
encourage individuality and diversity. 

How well you are likely to fit in with a company is almost always a subjective 
evaluation. And the standards vary from one situation to the next. The fact 
that you’re wearing an Armani suit may favorably impress an interviewer 
who works for a company that places a high premium on image and appear- 
ances, but it can work against you in companies where most people come to 
work in jeans. Being assertive and aggressive will score you points at a com- 

pany whose walls are decorated with murals of sharks and other predatory 
creatures, but it will work against you at one in which every painting on the 
wall is by Norman Rockwell. 
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‘What employers look for in 
entry-level candidates 

In a survey commissioned by our company, Grade point average/academic performance: 17% 

University attended: 7% 
executives in the nation’s largest firms were 
asked how important they thought the following 
qualities were when hiring a recent college Involvement in campus and community organ- 
graduate. Here's how they ranked the attributes: izations: 7% 

Experience in the profession, such as intern- Personality, attitude, and motivation: 2% 
; - Q ships or temporary work: 47% Dont know 2% 

Type of degree earned: 18% 

Vour motivation 
Regardless of how qualified you may be for a job and how well you fit the 
company mold, most interviewers will be reluctant to hire you if they’re not 
reasonably convinced that you are genuinely interested and enthusiastic 
about this particular job, company, and industry. Companies want to be sure 

that if they do hire you, you’re not going to decide two weeks after you’re 
hired that you really want to work for the forestry department or join the 

circus. 

You show motivation in two ways during an interview: through your general 
demeanor (how upbeat and enthusiastic you are) and through your ability to 
demonstrate that you know a great deal about the job, company, and indus- 
try. At the very least, you should be prepared to talk about any important 
trends or issues that might be affecting that industry. 

Before you go into an interview, take an hour or two (either online or at the 
library ) to look through recent business publications or industry journals to 
get a sense of what’s going on. Pay attention to major mergers that have 
taken place and new technological developments that are likely to have an 
impact in the years to come. 

The Basics of Interview Preparation 
Being prepared for an interview means three things: 

§ Having a basic understanding of yourself: your values, skills, interests, 
| __ job targets, and what, specifically, you hope to accomplish in the 

interview. 
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Understanding and being prepared for the fundamental interpersonal 

dynamics of the interview process: that is, being able to handle the give- 

and-take of the question-and-answer routine. 

Being reasonably knowledgeable — before you go into the interview — 
about the job and what it requires, the company, the industry, and, 
whenever possible, the person conducting the interview. 

These three elements of preparation are interrelated. The clearer you are 
about your own values and job targets, for example, and the more you know 

about the company, the more comfortable you’re likely to be when you’re 
answering questions. You won’t have to fake it. You’ll speak from the heart. If, 
on the other hand, you lack basic interviewing skills — if you’re not an atten- 
tive listener or are not especially articulate in your answers — you're not 
going to be able to capitalize on the preparation you’ve done. 

The following sections take a closer look at each aspect of preparation. 

Clarify your objectives 
Interviewers usually have one objective: to come away from the interview 

with some idea of whether you are — or aren’t — the right person for the job 
they are trying to fill. You, on the other hand, could have one of two objec- 
tives, depending on your situation: 

i You're definitely interested in the job and want to convince the inter- 
] viewer that you have what it takes to do the job well. 

: 
You're not really sure whether you're interested in this particular job or 
company, but you'd like to find out more about both. 

There’s nothing wrong with the second objective — just as long as you havea 
clear sense of what you want to accomplish. Generally speaking, though, you 
run a risk when you go into a job interview and are not convinced that you 
definitely want this job. In these situations, you may well decide during the 
interview that, yes, you really are interested in this job. However, you proba- 
bly haven’t prepared sufficiently for the interview. 

BER As a general rule, you should do your best to determine before you actually 
& go on an interview whether the job or company is right for you. And when 

you are definitely interested in a job opportunity, make sure that you do your 
homework. 
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Hone your basic interviewing skills 
You can improve your ability to handle yourself confidently and smoothly in 
job interviews in two ways. One is trial by fire: Go on as many interviews as 
possible, make mistakes, and learn from them, applying those “lessons” in 
subsequent interviews. The problem with this strategy — apart from the fact 
that it’s a painful way to learn — is that you can damage your business repu- 
tation if you make enough poor impressions in the early stage of the learning 
process. 

You can also improve your interviewing skills without having to take too 
many hard knocks and put your reputation in harm’s way — by practicing. 
The following sections explain how. 

Practice listening 
One of the most important, and underrated, interviewing skills is the ability 
to listen — to pay attention to, understand, and thoroughly absorb what the 
other person is saying without misinterpreting, jumping to conclusions, or 
allowing emotional responses to cloud the objectivity of your responses. 

Few people are genuinely skilled at listening. That’s because most people 
underestimate the effort and concentration that being a truly active, effective 
listener requires. People assume that because they can hear what somebody 
else is saying, they’re listening. But effective listening involves much more. 
It’s being sensitive to the more subtle elements of communication — tone, 
inflection, and so on — that themselves communicate a message. Listed here 

are some of the common listening pitfalls that can undermine your ability to 
make a favorable impression. See how many of them apply to you: 

Beginning to frame your response to a statement before the person talk- 
ing has completed the statement 

Jumping in to fill in the words when someone pauses in the middle of a 
sentence 

Failing to ask for clarification when you’re not sure of what the person 
has said or asked 

Failing to pay sufficient attention to the tone and emotional nuances that 
underlie what is said or asked 

Focusing so much on what you want to say that you lose track of what 
the other person is saying 

As it happens, listening is one of the easiest skills to develop. That’s because 
you have so many opportunities in a typical day to practice it. Start small. 
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The next time someone calls you on the phone, for example, resist the temp- 
tation to sort through papers or watch something on television at the same 
time you’re conducting the conversation. Focus — really focus — on what the 
other person is saying. Get interested. 

And when you’re with people on a one-to-one basis, focus all your attention 
on what they’re saying. Do your best to block out — difficult as it sometimes 
is — extraneous noise. Make frequent eye contact, and give frequent feed- 
back by nodding your head or acknowledging agreement with a word or two 
(“I understand,” “I see what you mean,” and so on). 

A good way to develop your active listening skills is to periodically test your 

powers of recall, and an excellent tool for this purpose is a VCR or tape 
recorder. Here’s what to do: Videotape your favorite show, newscast, or even 
infomercial — anything that has a good deal of dialogue. Set aside 20 minutes 
or so. Replay a section of the show and, without taking notes, focus all your 
attention on what is being said. Turn off the tape and write down as verbatim 
as possible what each person said. Then replay the tape to verify how closely 
you were able to recreate the conversation. After you can recall conversa- 
tions of short duration, gradually increase the duration of the segment you 
listen to. 

ar 

The real test is to put your listening skills to effective use during the inter- 
view itself, and that’s not always easy when you're trying to make a good 
impression. The biggest pitfall to avoid: focusing so much on the information 
you want to get across that you don’t listen carefully enough to the questions 
you're being asked. Ask for clarification so that you know exactly what the 
interviewer is trying to find out with any specific question. 

Practice your responses 
Most interviewers ask pretty much the same questions (for a list of the most 
commonly asked questions, head to the end of this chapter). So there’s no 
excuse for not being prepared to answer the vast majority of the questions 
you re likely to be asked. 

Rs Don’t take this advice foo literally, though. Being prepared to answer 
& common interview questions doesn’t mean that you’ve memorized rote 

answers to dozens of them — not at all. It simply means that you know what 
questions you can expect and are aware of the key points you want to get 
across when answering each question. 

You can practice your responses to common interview questions in any 

number of ways, such as when you're alone and in front of a mirror (as 
Winston Churchill used to do when he was developing his public speaking 
abilities), when you’re driving in your car, or even when you're taking a 
shower. 
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One of the best methods is to tape-record practice sessions and then critique 
your responses. Pay attention to the pauses and hedges that creep into your 
answers (phrases like “um,” “y’know,” “like,” and “I mean”). Try to eliminate 
as many of these pauses and hedges as possible, but without rushing. Listen 
to your inflection. Is your voice flat and monotonous? See if you can adda 
little more enthusiasm, but don’t force it or do anything that feels unnatural. 

Train yourself to pause for a second or two before you answer a question 
instead of thinking about what you want to say as you speak. The more you 

nail down the answer ahead of time, the easier it should be to give your 
answer in a sustained, articulate manner. Keep at it. And don’t get discour- 
aged. Although speech patterns are habitual, you can break old habits and 

establish new ones with practice. 

Videotape a session with your friends 
If you own or can get a videotape recorder, recruit a friend or family member 
and do what successful politicians and performers do to improve the way 
they present themselves on talk shows. Videotaping yourself is the optimal 
choice for interview preparation. 

Make the session as real-world as you can. If possible, do it in an office type 
of environment. Have the person interviewing you sit across from you with a 
list of questions. And answer the questions as though you were in an actual 
interview, as opposed to saying, “Well, what I would say in that situation 
is....” You may feel self-conscious at first. After a while, though, you'll forget 
about the camera. 

When you're reviewing the tape, pay attention to — and try to improve — the 

following: 

A Posture: Are you sitting up straight with your shoulders back, or are you 
_ __ slouching? 

Eye contact: Are you making frequent eye contact with your interviewer, 
or are your eyes looking just about everywhere else? 

4 The pacing of your answers: Are you talking at a comfortable pace — 
' slowly enough to be understood and get your points across but not so 
: slowly that the listener starts to doze off? 

Emphasis and tone: Do you sound authoritative and believable? If not, 

why? 

Distracting mannerisms: Do you notice any mannerisms — foot tapping, 
overusing your hands, or running your hands through your hair, for 
example — that might prove distracting to an interviewer? 
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What nofto do at an interview 
We recently asked our company’s managers 
nationwide to describe the most unusual col- 
lege graduate job interview antics they had ever 
heard of from clients and colleagues. Some 
responses focus on incidents that occurred 
before the formal interview even took place. 

™ A candidate waiting in the lobby opened a 
large bag of cheese crunchies and began 
eating them. When the interviewer greeted 
him, he extended a hand covered with 
orange dust. 

i The interviewer walked into the lobby to 
meet a nervous candidate, whose mouth 
displayed a ring of antacid from the bottle 
he was holding. 

i \|n the waiting area, the job seeker told the 
interviewer that he could not work for a firm 
with no pictures on the wall and an overall 
lack of ambiance. He then left. 

tw When asked why she wanted the job, a 
recent graduate replied, “I’m here for a pay- 
check...isn’t everybody?” 

The first thing the applicant said when he 
reached the hiring manager's office was, “If 
| come to work here, you'll have to fix the 
door in the lobby. It aggravates me when it 
slams shut.” : 

@ When asked where she saw herself in five 
years, the candidate replied, “How am | 
supposed to know — isn’t that your job?” 

An entry-level candidate became so ani- 
mated during the interview that his clip-on 
tie fell off. 

™ Arecent graduate tightly clutched her purse 
with both hands throughout the interview, 
as if the hiring manager would steal it. 

 Acandidate fell asleep during her interview. 

i A job seeker showed up for her interview 
professionally dressed, except for her feet. 
She was wearing leopard-print slippers 
with fuzzy puffballs and feathers. 

™ Acandidate tilted his chair back and put his 
feet on top of the interviewer's desk. 

Again, don’t get discouraged if you don’t like what you see on-screen. You’re 
not Oprah Winfrey, and no one expects you to be. Focus on specific aspects 
of your performance, and work on one aspect at a time. Give yourself time 
and keep at it. Even the slightest improvements will make a big difference 
when you’re actually interviewing. 

Preparing for Specific Interviews 
One of the tried-and-true axioms of job searching is that you can never know 
too much about the company or person interviewing you. The more you 

know about the company, the more topics of substance you will be able to 
discuss and the easier it will be to find common ground with the interviewer 
and give answers that enhance your credibility as a candidate. 
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Here, in brief, is what you should try to find out about any company that asks 
you to come in for an interview: 

) ~ What business or businesses is it in? 

| What products or services does it sell? 

| Who are its chief competitors, and how successful is it in comparison to 
the competition? 

‘ Who are the key executives, and how long have they been with the 
_ company? 

: What, if any, specific problem or problems is the company now facing, 
: and what, if any, problems has the company recently overcome? 

7 What are the company’s values? (Does the firm place a high value on 
. ethics, for example?) 

_ What is the work atmosphere like in the company: intense or laid back? 

) What is happening in the industry right now that may have an impact on 
: the way the company does business in the future? 

| 4 What major events have taken place in the industry or company in the 
past two or three months? 

If you’re interviewing with a major corporation, you should be able to get 
most of this information through the resources that I describe in detail in 

Chapter 11. Typical sources, in addition to the company’s Web site, are portals 
and career-related Web sites, directories, annual reports, 10-Ks, and articles 

that appear in business and trade journals. With smaller companies, you may 
not be able to access this information as easily, which means that you may 
have to do some additional digging. Some suggestions include the following: 

When you're first informed that you’re being interviewed, ask the com- 
pany to send you its descriptive literature. 

Talk to your network of contacts to see whether anyone has worked for 
the company or is familiar with its operations. 

¥ Try to talk to people who either sell to or buy from the company. 

Ask your reference librarian to help you find articles and other informa- 
tion that might give you some background on the company. 

When you’re doing your research, do more than simply gather facts; look for 
some indication of how the company envisions itself. Try to access in-house 
publications and pay attention to articles written by top management. If the 
company is public and you have its annual report, read the president’s mes- 
sage and try to get a sense of the company mission. Then take a second look 

at your own skills, background, and career aspirations and try to make a 
direct connection to that mission or vision. In short, try to get a feel for 
where the company wants to go and what you can do to help it get there. 



2 6 8 Part V: Answering the Call: Keys to Successful Interviewing 

Gearing Up for Interview Questions 
From what some books have to say about the interviewing process, you 
would think that as an interviewee, you have an unlimited ability to tailor 
your answers to each situation — and that your success in the interview 
depends on how effectively you exploit that ability. 

That’s not really the case, however. Yes, you can certainly modify your an- 
swers to the demands of each situation, but there inevitably comes a point at 
which the elasticity of your answers reaches its limits. There’s a limit, in 
other words, to how much of a spin you can put on your answers. You might 
recall that Ed Norton, Ralph Cramden’s sidekick in the Jackie Gleason series 
The Honeymooners, sometimes described his occupation as “subterranean 
engineer.” (What he actually did for a living was work in a sewer.) 

This limit doesn’t mean that you should give up on any job that doesn’t 
mirror your specific work experience. Your challenge in these situations is 
not to stretch the truth of your answers, but rather to persuade the person 
interviewing you that your background and skills do indeed qualify you for 
the position. If you’ve done your homework, you should have a pretty good 
idea of which skills are required to handle a job. You should be prepared to 
show how the skills you demonstrated in your previous jobs apply to the job 
at hand. 

You will spend the bulk of your time during a job interview answering ques- 
tions — that’s a given. Those questions will fall into one of three broad 
categories: closed, open, and leading. The following sections give a brief 
description of each type and offer suggestions for approaching them. 

Closed questions 
Closed questions require either a yes or no answer or a one-word answer. 
Examples include the following: 

| = “Where did you go to school?” 

: “How long did you work for the XYZ Corporation?” 

_ “How many employees did you manage?” 

" “Have you ever had to fire anyone?” 

Experienced interviewers will generally ask closed questions for one of two 
reasons: to verify information in your resume or set the stage for more prob- 
ing down the line. The key to answering such questions is to be direct and 
concise. If you think that the answer doesn’t quite speak for itself, it’s okay to 
qualify or elaborate upon it, but avoid overexplaining. Answer the question 
and then let the interviewer make the next move. 
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Open questions 
Open questions require more than a one- or two-word answer. Examples 
include the following: 

| ~ ‘Tell me about your last job.” 

- “What was it like working for the XYZ Corporation?” 

: “What is it about our company that interests you?” 

Open questions give you an opportunity to elaborate on answers you give to 

closed questions — that is, to frame your responses in a way that is relevant 
to the job you're seeking. The main pitfall to open questions is that they are 
sometimes too broad to answer concisely. So there’s nothing wrong — if you 
do it politely — with asking the interviewer to narrow down the question 
somewhat. If an interviewer asks you to describe your last job, for example, 
you might counter with, “Is there any specific aspect of the job you would 
like to hear about first?” 

Leading questions 
Leading questions can be a minefield if you don’t see them coming or are 
unable to recognize them. Consider this example: 

“Wow, you worked for the XYZ Corporation in the early 1990s. That must 
have been a difficult place to work.” 

Chances are that any interviewer who asks this question is trying to bait you 
a little — trying to get you to show a side of yourself that you may be 
attempting to conceal. The main thing to do with leading questions is to stay 
focused and not allow yourself to be drawn into responses that will not help 
your cause. Saying negative things about former employers could make you 
sound bitter — or worse, like someone who blames others for your own 

shortcomings. The best approach is to underplay the answer, as in, “It was 
difficult, but it had its positives, too.” 

“Trick” or off-the-wall questions 
Some interviewers have been known to ask really bizarre questions that seem 
to have nothing to do with the job, such as, “What’s your favorite book and 
why?” They actually have a purpose, which is to elicit more about the candi- 
date’s character. Whether they actually do that is subject to debate. In any 

case, it’s okay to display a little creativity and humor with your response, but 
keep a positive spin as you would with all your other answers. 
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Behavioral questions 
Behavioral interviews are becoming increasingly popular in human resources 
circles. These types of interviews are designed to reveal more about how a 
candidate thinks and operates, but they can also provide the job seeker with 
some information about the inner workings of the company. For example, the 
interviewer may ask for specific examples of how you reacted in certain situ- 
ations, such as working within a group that wasn’t functioning effectively, 
how you handled personality conflicts with a former boss or coworker, or 
how you demonstrated leadership skills. These questions not only provide 
clues to the interviewer about how you fit into a team-oriented work environ- 
ment, they also give you insights into the company’s corporate culture. 

Interview Questions Vou'll 
Hear Over and Over 

sCO0p The following questions represent a cross-section of those that are typically 
asked during job interviews. Notice that no attempt has been made to tell 
you how specifically to answer each question. The reason? No two interview 
situations are the same, and the answer that works well for one candidate 

may not work well at all for another. Instead of a specific response, each of 
the following questions is followed by a brief description of what the inter- 
viewer might be looking for in your answer, and each question points out one 
or two pitfalls you should be aware of when you’re responding. 

Oy 
>» 

= 

Tell me a little about yourself 
This question is frequently the first question an interviewer asks simply 
because many interviewers consider it to be a good ice-breaker. A good way 
to handle the response is to ask the interviewer to narrow the scope of the 
question, as in, “] assume you would like me to give you a sense of what I’m 
looking for. Is that right?” Also, it’s usually better to begin your answer with 
what is currently going on in your career and then work your way backward. 

Pitfall to avoid: A rambling documentary filled with information of no rele- 
vance to the job at hand. In other words, don’t start your answer with, “Well, 
Iwas bornin....” 
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Why did you leave your last job? 
This question may seem more frightening than it actually is, so don’t overre- 
act or get defensive. The fact that leaving your last job wasn’t your idea won’t 
disqualify you from consideration — not in today’s environment and not if 
you can offer a good explanation. Keep in mind that the answer to this ques- 
tion is relevant only insofar as it relates to your ability to do the job for which 
you are now being interviewed. 

Pitfall to avoid: Framing too defensive an answer or saying that you were let 
go because they didn’t “appreciate” you in your last job. (Remember, it’s 
never a good idea to show bitterness toward former employers, regardless of 
how tempting it may be.) 

How much do you know 
about our company? 
For your sake, you’d better be able to answer, “Quite a bit.” Don’t worry, the 
interviewer will not view the fact that you’ve taken the time to research the 
company and gather information as a sign of how desperate you are — far 
from it. Your response to this question gives you a chance to demonstrate 
motivation. The opportunity here — and it’s an important one — is to show 
that you’ve done more than simply gather a few facts but have taken an ana- 
lytical look at the problems the company is facing. 

Pitfall to avoid: Knowing little or nothing about the company. 

Tell me about your last job 
Be prepared to talk knowledgeably and enthusiastically about your last job. 
Most interviewers will look for two things in this answer. The first is a direct 
connection between what you did in your last position and what you'll be 
called upon to do in the position under discussion. The second is your moti- 
vation. Employers want candidates who get involved with their work. When 
answering this question, emphasize — without forcing — those elements in 
your last job that are relevant to the requirements of the job for which you’re 
interviewing. That connection breaks down into the following categories: 

| ~ Broad parameters of the job 

_ The title of the person you reported to 

“ The number of people who reported to you 

How what you did related to the company’s business 
<= 

A Specific contributions you made 
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Pitfall to avoid: Being too general in your answers — that is, failing to go 
beyond the most superficial aspects of the job, such as how well you enjoyed 
it, how nice the people were, and how much fun using the company’s health 

club was. , 

What are your strengths? . 
Many candidates mistakenly answer this question by mentioning strengths 
that don’t necessarily have a bearing on the job at hand or the company’s 

current situation. If, for example, you know that the company is going 
through a good deal of turmoil at the moment, and one of your strengths is 
your ability to work under pressure, mention that strength right off the bat, 
even though you might feel that your organizational skills rank just as high. 

Pitfall to avoid: Underselling strengths that you clearly possess but may be 
reluctant to talk about because you're afraid of coming across as boastful. 
There’s nothing wrong with tooting your own horn, as long as you have a 
legitimate reason for doing so. 

What are your weaknesses? 
You should be candid, but brief — don’t knock yourself out of the running by 
detailing weaknesses that clearly relate to the job. (Then again, if the quali- 
ties you’re weak in are essential to the job, you may want to give a second 
thought to whether the job is right for you.) 

Pitfalls to avoid: Not being able to cite any weakness or beating up on your- 
self too much. 

Where do you hope to be 
five years from now? 
You don’t need to have a clearly thought out, detailed answer to this ques- 
tion — not in today’s business environment. Indeed, having too set an answer 
to this question could hurt you in smaller companies, suggesting that you’re 
not flexible and won't be able to roll with the punches. Even if you gave a 
detailed answer, it might not ring true. (How many people do you know who 
can tell you exactly where they intend to be five years from today?) The 
safest answer is one that represents a logical future step in the career path 
you'll be heading down if you’re hired for this particular position. 

Pitfall to avoid: A canned answer that lacks believability. 
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What is it about our company 
that appeals to you? 
Interviewers asking this question are usually fishing for two pieces of infor- 
mation: whether you have done your homework on the company, and why 
(other than the fact that you need a job) you’ve focused your job search on 
this company. You can focus on either the company or the specific job in 

your answer. It’s usually a good idea to qualify your answers with phrases 

such, as “From what I’ve heard (or seen)... .” 

Pitfalls to avoid: Answering in too contrived a manner; using lightweight 
words like “fun.” 

What do you think you can 
bring to this company? 
This question is simply another version of “Why should we hire you?” Your 
ability to answer it successfully depends largely on how informed you are 
about the company’s needs. 

Pitfalls to avoid: Having too much to say; giving an answer when you haven’t 
really thought about the contributions you can make. 

Knowing what you know about this job 
and our company, would you make 
changes if you were offered 
this position? 
The motivation that frequently lies behind this question is to determine how 
familiar you are with the company and whether you're likely to rock the boat. 
The more you know about the company and the job (see Chapters 10 and 11 
for more information about research), the better off you are. However, 
because you are an outsider, suggesting changes is often risky — and it could 

backfire as an insult to the interviewer. Your best bet is to hedge a bit and to 
speak in more general terms about what your objectives would be. 

Pitfalls to avoid: Offering ideas that you’re not sure about; indirectly criticiz- 
ing the firm. 
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Describe a typical day in your last job 
This question has become a favorite of savvy interviewers because it helps to 
verify (or work against) the information you spéll out in your resume. One 
reason interviewers use this question is to tell whether you’re able to set pri- 

orities — that is, to distinguish between the important and the less . 
important. “ 

Pitfall to avoid: Dwelling too much on the minutiae of your job, rather than 
the big picture. 

Why should I hire you? 
This question is sometimes asked early in the interview — sometimes for sur- 
prise or shock value. Interviewers who ask it figure that if you can’t answer 
the question in a fairly convincing or compelling way, you’re obviously not 
the right candidate. When you answer, avoid cliches, such as, “Because I’m 

the best person for the job,” or “Because you won’t regret it.” A better 
approach is something along the lines of, “From what I know about the job . 
and your company and what I know I can do, I think I can make a contribu- 
tion.” Just make sure that you can back up that assertion with some specific 
examples — better still, examples that relate to the skills needed for the 

job itself. 

Pitfall to avoid: Jumping into an answer before you clearly think it out. 

Tell me about your previous bosses 
Interviewers who ask this question are usually looking for some indication of 
how well you're likely to get along with the person who will be supervising 
you in the new job, assuming that you’re hired. You may be asked to describe 
your best and worst bosses. The best tactic here is to give as thoughtful and 
diplomatic an answer as possible, focusing mainly on their managerial styles. 

Pitfall to avoid: Overstatement. Think twice, in other words, before you 
describe the person you worked for as “saintly,” “brilliant,” or, worse, as a 
“jerk” or “slave driver.” Avoid getting mired in a long treatise on how unfair or 
difficult a supervisor was. 

Do you consider yourself a team player? 
Of course you do. You pretty much have to be in today’s business environ- 
ment. Be prepared, though, to clarify the answer if the interviewer asks you 
to define your idea of a “team player.” 
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Pitfall to avoid: Hedging the answer with phrases such as, “It depends on the 
situation.” 

What’s the biggest problem you faced in 
your last job and how did you solve it? 
The purpose of this double-edged question is usually twofold: one, to give 

your interviewer some insight into what you consider a “challenging” or diffi- 
cult situation. Two, to shed some light on how you like to handle challenge: 

whether you step back and do a lot of thinking before tackling a problem or 
you like to grab the bull by the horns. This is one of the more important 
questions you may be asked to answer, so try to have one or two stories that 
show you off in the best light. Be specific in your recollection of the situation, 
but don’t overplay your hand. 

Pitfall to avoid: Citing problems that have no bearing on the problems you’re 
likely to face in the job at hand or that show an inability to get along with 
others. 

I’m going to give you a hypothetical 
situation, and I'd like to know 
how you would handle it 
It’s tough to finesse a question like this — particularly because you have no 
idea ahead of time what the hypothetical situation is going to be. Be sure to 
give yourself some time to think before you answer. It’s always easier to start 
with general reactions and then gradually get more specific. 

Pitfall to avoid: Winging it. If you’re not sure of how you would handle a par- 
ticular situation, admit it, but at least explain what your general thought 
process would be. 

If 1 were to call your former boss, what 
would he or she be likely to say about 
your strengths and weaknesses? 
This is one of those minefield-type questions whose answer could blow up in 
your face if it isn’t in sync with the answer the interviewer gets from your 
former boss. (For information on handing references, see Chapter 21.) So 
you'd better play it safe. Give an honest answer, bearing in mind that most 
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people, when they’re asked to give a reference, rarely give you as much 
praise as you think you deserve or as much criticism as you're afraid they 
might unload. 

Pitfalls to avoid: Not being able to provide any answer at all; overemphasiz- 
ing the negative. 

What did you like best about 
your previous job? 
The answer to this question can work against you if the tasks you cite as 
having liked best in your last job differ from those that the job for which 
you re being interviewed entails. If you’re reasonably sure that this is not the 
case (here, again, you can see the value of preparation), be as open and 
honest as you can. 

Pitfall to avoid: Not being able to name anything in your last job that you 
liked. 

What did you like least about 
your previous job? 
The only real danger lurking behind this question is the possibility that 
everything you didn’t like in your last job is included in the job description 
for the job at hand, in which case you probably shouldn’t be interviewing for 
the job at all. 

Pitfall to avoid: Citing as negatives principal features of the job under 
discussion. 

How satisfied are you with how far 
you've advanced in your career? 
The real question being asked here is, “How hungry or ambitious are you?” 
You won’t get yourself into too much trouble by telling the interviewer that 
you’re proud of what you’ve been able to accomplish but that you still feel as 
though you have much to prove. 

Pitfall to avoid: Worrying more than you have to about the specifics or the 
length of the answer. Keep it simple. 
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Gased on what | see in this resume, you 
seem to be overqualified for this 
position. What do you think? 
In many cases, the main concern of an interviewer who brings up the issue of 
being “overqualified” is that you’re taking this job as a stop-gap measure and 
that as soon as something better comes along, you’ll be out the door. 
Sometimes, too, the interviewer simply feels uncomfortable hiring you for a 
job that is clearly “beneath” you. 

The best way to respond to this question is to acknowledge that, yes, you 

may be overqualified, but that this fact works to the company’s advantage. 
Your ability to override the concerns embedded in this question depends on 
your ability to give the interviewer reasonable assurance that you’re going to 
make this job a priority. Among the reasons that could carry some persuasive 
weight are the following: 

) ~ You have decided to make a career change and recognize that you can’t 
aim as high as you normally might. 

sane 

_ The jobs for which you are qualified are in short supply in this particular 
region, and you have decided that you don’t want to move. 

sete 

_ You have a personal interest in the job at hand that has little to do with 
your qualifications (that is, it’s something you’ve always wanted to do 

a but never had the opportunity to do before). 

Pitfall to avoid: Arguing the point — insisting that you aren’t overqualified 
when you clearly are; suggesting that you are “curious” or intimating that you 
are halfhearted in your pursuit. 

What do you like to do in your spare time? 
Technically speaking, what you do in your spare time is none of the inter- 

viewer’s business, but many interviewers ask the question anyway simply to 
gain some added insight into you as an individual. If you’re being interviewed 
for a position in sales, for example, the interviewer would be happy to hear 
that you like competitive sports. 

Pitfall to avoid: Mentioning so many hobbies and pastimes that your inter- 
viewer begins to wonder how you find time to work. 
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What kind of a salary do you require? 
This question only comes up when salary hasn’t been previously mentioned 
or when you haven’t specified: your requirements. Views differ on how best to 
answer it. Some job search experts consider it a major negotiating error to 
reveal your salary demands before you have a chance to find out more about 
the job and, in particular, what the employer is willing to pay. But here’s a 
classic illustration of a generalization that simply does not apply across the 
board. Yes, it’s gerferally better to postpone discussions about salary until 
you're well into the interview, but if the interviewer insists, don’t be too coy 

or evasive. 

A sound strategy to take when answering this question is to establish your 
bare-bones salary needs, emphasizing, however, that you would hope to be 
paid the market value for your work. (For more information about discussing 
salary, see Chapter 22.) 

Pitfalls to avoid: Getting bogged down in a salary discussion before you have 
a chance to talk about what you can offer; telling the interviewer that salary 
“doesn’t matter.” 

If we were to hire you, when 
could you start? 
This is music to most candidates’ ears because it means that you have 
passed a series of interview hurdles. Here, the interviewer is not only asking 
a logistical, practical question; he or she may be looking for insight into how 
ethical you are in terms of the notice that you would give your employer or, 
if you’re currently unemployed, how serious you are about getting back 
to work. 

Pitfalls to avoid: Sounding like you’re not too eager to start soon; saying that 
you'll give your current employer less than two weeks’ notice (unless there 
are special circumstances); or saying that you’ve been toying with the idea of 
joining a new bike club that will be taking a series of weekday trips for two 
months. 



Chapter 19 

Winning Ways: How to Handle 
Yourself During the Interview 
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In This Chapter 
» Dressing smart on a job interview 

» Controlling interview-day jitters 

» Making the best first impression 

» Getting a quick read on your interviewer 

» Fielding questions: A crash course in effective answering 

» Understanding body language: How not to send the wrong impression 

» Asking the right questions 
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f the world were a perfect place, here is what would happen each time you 
went on a job interview: First of all, you would wake up on the morning of 

the interview feeling as though there were no mountain in the world too 
steep to climb. You’d hear the Rocky theme in the background, even though 
your radio wasn’t turned on. 

Second, everything you did in preparation for the interview — getting 
dressed; getting your things together; driving, walking, or taking a train or 

bus to the interview site — would go according to plan, with no unpleasant 
surprises. You would arrive at the interview site looking as if you just 
stepped out of a Wall Street Journal ad — smooth, professional, a future CEO, 
to be sure. And once inside the building itself, you would be greeted not as a 
job applicant but rather like visiting royalty — with everyone going out of the 
way to make you feel comfortable. 

After the interview itself got underway, you and the interviewer would hit it 
off instantly — like two childhood friends who meet after a long separation. 
You would be asked a number of questions, of course, but you would be well 
prepared to answer and you would know from the way your interviewer 
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nodded and beamed and took notes that your answers produced exactly the 
impact you wanted them to produce, depicting you as the exact sort of 
person the company needed. At interview’s end, the interviewer would stand 
up and, without necessarily coming out and telling you directly, let you know 
that, without question, you were the number oné candidate. 

Curtain closes. Unfortunately, you don’t always wake up on the morning of an 
interview feeling as though you could slay every-dragon that would dare 
cross your path. In the real world, the button on your shirt or blouse some- 
times pops off as you’re getting dressed in the morning, or the state highway 
department decides that the morning of your interview would be a great time 
to commence demolition of the highway. 

Then, too, the interview itself rarely goes exactly the way you would prefer it 
to go. Sometimes the interviewer seems so distracted that you wonder if he 
or she is even listening to you. Other times, you find yourself being peppered 
with questions delivered in such a hostile tone that you feel as if you’re being 
grilled at a police station. And at the end of interview, all too often, you’re not 

really sure of how well you did. 

Which scenario is likely to unfold the next time you go on a job interview?. 
You never know, but if you heed the advice offered in this chapter, you'll be 

better prepared to combat the unexpected. 

Making Sure That Vou Look Vour Best 

¢MBER 

oe 

Few aspects of job interviewing are more important to the impression you 
create than your appearance: how well you’re groomed and how appropri- 
ately you’re dressed. 

If you feel that appearance is a superficial factor on which to base a hiring 
decision, put yourself in the shoes of the interviewer. The person interview- 
ing you, remember, has never met you and knows you only by the 
information printed on your resume and, if you’ve spoken on the phone, by 
the sound of your voice. Your appearance, therefore, becomes the first 
directly observable factor in the impression you make. If you fail that initial 
test, you’re fighting an uphill battle from that point on. 

What is “appropriate dress,” anyway? 
This question would have been a lot easier to answer 10 or 15 years ago. 
Today, many companies — particularly in the U.S. — have liberalized their 
dress codes. Then, too, what’s “appropriate” in one profession, industry, or 
region of the country may be inappropriate in another industry or region. If 
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Comic relief: Weird things that candidates 
have actually done on interviews 

Here are some more college grad interview mis- 
steps as reported to our company’s managers 
nationwide: 

™ Acandidate leaned over the chair to put his 
briefcase down. When he did, two of his 

shirt buttons popped off. 

 Acandidate came to the interview with her 
baby. When the child would not stop crying, 
she handed him to the hiring manager, 
saying, “I give up. Can you try to quiet him 
down?” 

 Acandidate pulled out his laptop during the 
interview and took notes. At the end of the 
meeting, he asked if he could use a letter- 
quality printer to print them. 

 Acandidate with long fingernails was asked 
to take a typing test. Without comment, she 
reached over the interviewer's desk, 

grabbed his scissors, and snipped off her 
nails, one by one. She then said, “That just 

doubled my number of words per minute.” 

™ Acandidate took a framed graduation photo 
from the interviewer's desk and said, “Is this 
your daughter? You look so young to have a 
kid that age.” 

™ A candidate pulled his pet iguana from his 
briefcase, saying, “I didn’t want to bring him 
here, but he hates to be alone.” 

 Acandidate who was chewing gum noticed 
the interviewer staring at her mouth. The 
candidate said, “Oh, I'm sorry, did you want 
a piece?” 

™ A new graduate came to his interview 
wearing sunglasses and licking a lollipop. 
He commented to the hiring manager, “This 
is my style... you can take it or leave it.” 

you re applying for a job at an investment banking firm in Boston in the 
middle of winter, you're obviously going to wear something different from 
what you would wear if you were applying for a job as a construction worker 
in Nevada in the middle of the summer. And if you’re applying for a job as a 
reporter at a high-fashion magazine, the interviewer will undoubtedly pay 
more attention to your clothing than would be the case if you were applying 
for a job as a computer programmer at a university. 

Generally speaking, “appropriate” dress in the working world still means get- 
ting reasonably dressed up — even today. It means making sure that nothing 
about your appearance — whether it’s your choice of clothing, the jewelry 
you wear, your hairstyle, or even your choice of perfume — falls outside what 
most people in a particular profession or industry would consider the norm. 
Your goal when you go on a job interview is not to make a fashion statement 
or draw attention to yourself. Your goal is to blend in — to look the part of 
the job you hope to fill. 
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stVON! Even when your interview is scheduled to take place on an office “casual 
& day,” you should still plan to dress in a professional manner. The only excep- 

tion — and it won’t happen very often — is when the interviewer tells you 

specifically not to dress up. ; 

The safest clothing choices. 
The safest interview wardrobe choices for most office-style jobs are pretty 
much the same as they’ve always been. The classic “uniform” for men is a 
dark, conservative business suit (preferably wool or a wool blend), a white 
or light blue long-sleeved shirt (always long-sleeved, even in summer), and a 
subtle-patterned, well-coordinated silk tie. The “uniform” for women is a suit 

or dress that, whatever the color or pattern, is fashionable, tasteful, and busi- 

nesslike — nothing flashy, showy, or too high-fashion. 

If you are at all uncertain about what “appropriate” business attire looks like, 
take a look at how business people on television dress. If you’re still not sure, 
go to a reputable clothing store and put yourself in the hands of one of the 
more experienced salespersons. Another suggestion: If you have time, go to 
the office building of the company interviewing you and take note of how the 
people who come and go are dressed. 

You should be prepared to spend more money than normal for interview 
clothing. The extra money gets you quality fabrics — wool or wool blends as 
opposed to synthetics, such as polyester or rayon — a good fit, and durabil- 
ity. Better clothing also holds its shape and color even after repeated dry 
cleanings. Think of the money you spend on your interview outfit(s) as a 
direct investment in your future. That said, the main criterion is whether you 
look neat and professional — you shouldn’t have to drain your bank account 
to achieve this. Make sure that you’re neatly groomed and your clothes 
are pressed. 

Don’t overdo it by spending so much money on your apparel and accessories 
that you look inappropriate for the job. 

Other aspects to consider 
that affect your image 
Now that you have an idea of the basic guidelines of dressing for success 
when you go on a job interview, here’s a brief look at some of the smaller but 
no less important aspects of appearance that can contribute — or detract — 
from the impression you make. 
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" Go easy on the jewelry. 
Melia 
_ If you're taking a briefcase with you (which is probably a good idea), 

spend a little more money to buy one that’s made of leather, not vinyl. 

| Don’t wear any button that endorses a political candidate or cause. 

If you’re a smoker or heavy coffee drinker, bring breath mints (but don’t 
have them in your mouth when you go into the interview). 

YMLLA » 

If you’re a man, pay attention not only to clothing but also to your 
footwear. Avoid “outdoorsy” shoes — the kind with thick, rubber soles — 

and wear socks that are mid-calf high and coordinate with the color of 
your trousers. Never wear white socks. 

Controlling the Pre-Interview Jitters 
It’s only natural that you should feel a little nervous on the day of a job inter- 
view. The fact is, you need a higher than normal amount of adrenaline pumping 
through your system on the day you're interviewed if you hope to do your 
best. The trick is to keep the adrenaline — and your nerves — under reason- 
able control. 

Bizarre interview behavior 
When executives in an independent survey Which is not to mention the candidate who 
commissioned by Accountemps were asked to 
name the most unusual thing they had ever wit- 
nessed during a job interview, the answers 
revealed more than a few bizarre situations. 
Here’s a look at some of the more, well, unusual. + Brought his five children and a cat to the 

interview 

Shortly after sitting down, whipped out a 
display of cosmetics and started making a 
sales pitch 

i The candidate who said, “If you hire me, I'll 
teach you how to ballroom dance at no & Asked to borrow the fax machine to send 
charge,” and then proceeded to stand up out personal letters 

and demonstrate. Arrived with a snake around her neck and 

i The candidate whose excuse for arriving _— explained that she took her pet everywhere 
late was, “| accidentally locked my clothes 
in my closet.” 

w When asked a question about loyalty, 
showed a tattoo of his girlfriend's name 

The candidate who, after being asked a dif- 
ficult question, asked, “Do you mind if | go 
outside to meditate for a moment?” 

ye 

Accountemps is a registered trademark of 
Robert Half International Inc. 
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Everyone has his or her own way of keeping the demons of stress and anxiety 
at bay. What works for other people may not work for you. But here are some 
techniques that have worked not only for job hunters but for those trying to 
stay under control in pressure Situations. 

Be prepared 
The more diligently you prepare for each interview, the more confidence 
you'll have on the big day. If you can say to yourself before you go into an 
interview that you’ve done as much (within reason) as you can to do your 
best at the interview, you'll take some pressure off yourself. The key to prepa- 

ration is to do more than simply assemble a hodgepodge of facts about a 
company. Absorb the information so that you have a clear idea of what the 

company does and how you fit into the picture. (Chapter 11 talks all about 
research.) 

Organize yourself ahead of time 
Always take 15 minutes or so several days before an interview to decide what 
you re going to wear and make sure that everything is cleaned and pressed. 
Listen to the weather forecast. If there’s a chance of rain, make sure that you 

know where your umbrella is. If you’re driving to the interview site, check to 
make sure that you have enough gas in your tank. Double-check your brief- 
case to make sure that you have extra resumes, a pad of paper, a pen, and 
suitable reading material in case you have to cool your heels in the reception 
area. Finally, make sure that you have detailed instructions for signing in. Find 
out whom you should call if, for some reason, you run into a problem. 

Get a good night’s sleep 
Try, anyway. Watch what you eat and drink on the evening before the big day, 
and if you have any plans that evening, make sure that you get home at a rea- 
sonable hour. 

Stick to your routine 
On the day of your interview, try your best to follow your usual routine. It’s 
usually a good idea to wake up at your normal time (or a few minutes earlier). 
Avoid any foods or beverages that you don’t normally eat or drink. And if 
you're a coffee drinker, this is not the day to skip your morning caffeine fix. 
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The impression you make on the interviewer's 
administrative assistant has more influence on 
the hiring decision than you may think. 

Mind your Ps and Qs 
assistants’ opinions of candidates an “impor- 
tant” part of the selection process for positions 
at all levels. 

According to a recent OfficeTeam survey, 
91 percent of executives from the nation’s 
largest companies consider their administrative 

OfficeTeam is a trademark of Robert Half 
International Inc. 

Pay attention to your breathing 
From the moment you get up in the morning on interview day to the moment 
you arrive at the interview, pay attention to your breathing. When you’re ner- 
vous, your breathing becomes more shallow, which only adds to the anxiety 
you're feeling. As soon as you sense that your breathing is becoming more 
rapid than normal, make a conscious attempt to take deeper, slower breaths. 

Give yourself more than enough 
time to arrive punctually 
Find out exactly how to get to the interview site. If you’ve never been there 
before (and assuming that it’s not outrageously far from where you live), take a 
trial drive to the location a day or two beforehand to pace yourself — ideally at 

the same time you expect to be on the road as you head for your interview. 
Even then, give yourself additional time in case you run into extra traffic. And 
while you’re at it, make sure that the car is clean and that the interior doesn’t 

look like the back room of a junk shop. You never know who you're going to 
bump into in the parking lot — maybe the person interviewing you. 

Slow yourself down 
Make a conscious effort when you wake up on the day of your interview to slow 
the pace of everything you do. It won’t get you behind (you're probably behav- 
ing more hyper than normal, anyway) and the fact that you’re slowing yourself 
down physically often sends a message to your brain that helps you relax. And 

remember to smile. 
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What nofto say if you arrive late 
Here are some ideas about what noftto sayif,for ™ “The bartender wouldn't let me leave.” 

oe rats ter a on ital views, i “\was talking to the President of the United 
based on the answers given in an Accountemps a 

: . : States on the phone. 
survey in which executives were asked to name 
the most unusual excuse they'd ever received “Security stopped me because they thought 
from an employee who showed up late for a | was on a ‘wanted’ poster.” 
meeting: 

4 “| got stuck in the men’s room — someone 
ww “The ceiling fell in on me because of a took the handle off the door.” 

plumbing problem. w@ “Someone turned off my alarm clock.” 
i “| was so intent on making this meeting that 

| dropped my money into the sewer and it 
took a long time for me to get it back.” 

ww “My cat had a litter of kittens on top of the 
report | wanted to bring to the meeting.” 

Accountemps is a trademark of Robert Half 
International Inc. 

Arrival Advice: What to Do 
When Vou Get There 

Your interview officially starts as soon as you arrive at the interview destina- 

tion — well before you begin to talk to the interviewer. From that moment on, 
it’s show and tell, and you need to be on your toes. More than a few job can- 

didates have knocked themselves out of the running, not because they didn’t 
do well during the interview itself but because they acted inappropriately 
while they were waiting in the reception area. 

The larger and more organized the company, the more likely it is that you will 
have to sign in at a reception desk, be announced, and then be directed to or 

escorted to a waiting area. In some instances, you'll be sent to the human 
resources department, which is usually set up for interviews. In other 
instances, you'll be sent directly to the department offering the job. 

In smaller companies, everything is much more informal. The person greeting 
you may, in fact, be the person who will interview you and make the hiring 

decision. You may find yourself waiting a long time if a business crisis just 
occurred. 
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Whatever the circumstances may be, pay attention to the following basics of 
what you may want to think of as arrival etiquette — the way you conduct 
yourself before the interview even begins. 

Don’t do the following: 

_ » Bring someone with you. If someone has driven you, ask your chauffeur 
: to wait outside. 

Smoke, eat, or chew gum. 

| Wear sunglasses indoors. 

_ » Bring a shopping bag or gym bag to the interview. 

_ Apply makeup or look at yourself in a compact mirror. If you want to 
- check your appearance, do so in the restroom. 

_ Y Brush off a receptionist who tries to strike up a conversation with you. 

| » Pestera receptionist who hasn’t struck up a conversation with you. 

: Use a cell phone within earshot of the receptionist. 

‘ Ask to use the phone. 

_ / Hum, whistle, or rustle papers. 

| % Play a Walkman or portable stereo. 

_ » Read any book or magazine whose subject matter is likely to raise an 
eyebrow. 

Do: 

| » Read through company literature, such as an annual report. 

: Go over in your mind the three or four key points you want to get across 
in the interview. 

_ Look over your notes. 

Be patient if the interviewer is running late. 

Be pleasant to all receptionists and administrative personnel. If someone 
: tries to strike up a conversation, participate! 

iy Smile. 

Getting Off to a Good Start 
with Vour Interviewer 

Everything you’ve heard about the importance of first impressions in job 
interviews is true. Virtually every survey, study, or experiment on the topic 
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confirms the same general finding: The first impression you make on the 
interviewer has a lasting effect on the opinions and conclusions that the 
interviewer draws throughout the remainder of the interview. Psychologists 
call it the halo effect — a tendericy to reconcile judgments with initial impres- 
sions. If you make a highly favorable first impression, the interviewer will be 
inclined to view your subsequent behavior in a positive light. If you get off to 
a bad start, the opposite is likely to occur. You can often rebound from a bad 
first impression (just as you can quickly lose the advantage of a good first 
impression if you falter badly during the interview), but why put yourself 
under the pressure? 

A good part of the impression you create depends on how you’re dressed — 
a subject I cover in earlier sections of this chapter. Other factors that should 
concern you when you first meet your interviewer are how you carry your- 
self into the room and handle the greeting. 

If you’re lucky, the interviewer will make things easy for you. He or she either 
will come out to welcome you in the reception area and initiate the greeting 
or will make the initial overture when you walk into the office, shaking your 
hand and indicating where the interview is going to take place. 

< NBER You can’t always count on the fact that your interviewer will be adept at 
& social graces. If you’re kept waiting in the reception area while the inter- 

_ viewer is on the phone or huddled with a staff member, don’t let it faze you. 
What you’re encountering isn’t necessarily rudeness; it’s busy people. 

Handling the handshake 
Don’t tie yourself into knots worrying about how to handle the handshake. 
The general rule is to let the interviewer take the lead — that is, not to 
extend your hand unless the interviewer extends his or her hand first. The 
handshake should be firm, but not a hand-crusher — unless you’re applying 
for a spot on the Worldwide Wrestling tour. 

There’s one exception to the rule of letting the interviewer take the lead. If, 
for whatever reason, the interviewer is standing when you walk into the room 
but doesn’t initiate the greeting, take the lead yourself. Walk over, introduce 
yourself (“Hi, my name is May Phillips. It’s nice to meet you.”), and extend 
your hand. 

ar 

Breaking the ice 
The most awkward time for both you and the interviewer is the first couple of 
moments. Experienced interviewers are sensitive to this and in most cases 

will try to put you at ease with small talk. A typical question might be, “You 
didn’t have any trouble getting here, did you?” or “Was there much traffic?” 
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Go along with the game. Small talk isn’t a waste of time. It serves an impor- 
tant function, giving you and your interviewer an opportunity to break the 
ice. In the meantime, you have an opportunity to settle in and calm yourself. 
If it’s possible — and natural — you can bring up your own topics, but don’t 
overdo it and don’t prattle. If something genuine captures your interest, such 
as an unusual painting, piece of sculpture, or view — something really obvi- 
ous — respond to it. If the office is unusually attractive (and it looks as if the 
person has put his or her own mark on it), say so — but only if it’s an honest 
opinion. You’re doing your best to make a good impression, but be yourself. 

Executing Vour Interview Strategy 
You should always go into a job interview with a clear sense of what you 
hope to accomplish. This advice may sound obvious, but it’s not as obvious 
as it seems. 

The problem lies with the nature of the interviewing process. From the 

employer’s perspective, interviews fall into different categories based on 
what the employer hopes to accomplish. The three main categories are often 
referred to as follows: 

' ~ Screening interviews 

5 Selection interviews (employment decisions) 

5 Confirmation interviews 

The following sections offer a closer look at each type of interview and what 
you should focus on in each situation. 

The screening interview 
The purpose of a screening interview is to narrow down a relatively large 
number of likely candidates to a smaller list of top possibilities. In large com- 
panies, these preliminary interviews are generally handled by the human 
resources department. In some smaller companies, the screening interview 
may be conducted by an assistant of the final decision-maker. In most cases, 
however, the person responsible for the hiring decision will handle this initial 

meeting. 

This screening interview is likely to occur over the phone. According to a 
recent survey conducted by our company, 58 percent of executives polled 
said that screening prospective employees by telephone prior to meeting 
them is important relative to other stages in the hiring agenda. 
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It's no longer how you say it; 
it's whether you mean it 

When executives in an independent survey commissioned by Robert Half International were 
asked to name the one quality, apart from ability and willingness to do the job, that impressed 
them the most about a candidate during a job interview, here's how they responded: 

Honesty/integrity 32% Sense ofhumor 3% 

Enthusiasm 29% Appearance 3 

Verbal skills 28% 

Anticipate these calls. Be prepared with.an explanation of why you want the 
job as well as examples that illustrate the skills highlighted on your resumes. 
Use the opportunity to gather more information about the opening and the 
company. In addition to verifying relevant abilities and experience, hiring 
managers will use a phone interview to evaluate your interest and enthusi- 
asm for the position. Remember to keep careful track of the individuals to 
whom you've sent resumes — forgetting contact names can indicate disorga- 
nization or a lack of respect. And if you’ve conducted preliminary research 
on prospective employers, you'll be able to ask targeted questions when they 
call, and possibly give yourself a competitive edge for securing an invitation 

to interview in person. 

Regardless of who’s doing the interviewing, your strategy in a screening inter- 
view should be to concentrate on one objective above all: to stay in the 
running and move ahead to the next phase of the process. Don’t think about 
getting the offer yet — one step at a time! 

The main thing that people who conduct screening interviews care about is 
how closely your skills and qualifications match the criteria that have been 
developed for the job at hand. Other key hiring criteria — how well you fit 
into the company and your motivation — are obviously important but not 

paramount at this stage of the interview process. As long as you don’t come 
across as someone who clearly won’t fit, you don’t have to worry as much 
about these two aspects of your interview performance as you do in later 
interviews. 
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Focus on these important issures during a screening interview: 

| Being able to cite specific examples that verify the information in your 
resume 

: Being able to articulate a clear, concise, and convincing reason for why 

"you are interested in this particular job 

: that you’ve reached the screening interview to begin with probably 
"means that you don’t have any apparent weaknesses to defend) 

i ™ Responding to questions in an open, direct way that communicates to 

__ your interviewer that you have nothing to hide 

| the final hiring decision 

Even though the person interviewing you during a screening interview may 
be a mid-level employee with little influence on the hiring decision and no in- 
depth knowledge of the position, be on your best behavior. Don’t say or do 
anything that shows disrespect or impatience. Remember, before you can 
proceed to the next stage of the interviewing process, you have to get by the 
screener. 

The selection interview 
In a selection interview, you can safely assume that your basic qualifications 
are no longer a primary issue in the hiring decision. If you weren’t qualified 
for the position, you wouldn’t be talking to the decision-maker. Your strategy, 
therefore, should be to focus on what you can bring to the company in addi- 
tion to those basic skills and qualifications. What you want to sell more than 
anything else in a selection interview is value. 

The confirmation interview 
In most but not all cases, confirmation interviews are rubber-stamp affairs. 

The person responsible for the hiring decision has decided that you are the 
candidate of choice but, as a matter of courtesy, is introducing you to his or 
her boss before finally making the offer. 

Bear in mind that you don’t have to sell yourself too hard during a confirma- 
tion interview. You simply have to be on your best behavior and not do 

anything that would cause anyone to raise an eyebrow. Stay circumspect, and 
keep your opinions to yourself. 
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The Art of Effective Answering 
Chapter 18 looks at some of the most commonly asked job interview ques- 
tions and reviews what interviewers might be looking for in those questions. 
The following guidelines apply to the general demeanor you would be wise to 
adopt, regardless of the answers you give. Remember, savvy interviewers pay 
attention to more than your responses. They pay as much attention to the 
confidence, commitment, and sincerity that those answers embody. 

Remember why you're there 
Your goal during a job interview is to sell yourself, pure and simple. The fact 
that you’re talking about yourself and your accomplishments is nothing to 
apologize for or conceal. You have to show some restraint, of course, and you 
don’t want to come across as a boastful know-it-all. Most candidates, how- 
ever, err in the opposite direction; they undersell themselves. 

Remember to emphasize your accomplishments without, however, going 
overboard. According to an executive RHI survey, one of every three candi- 
dates is too reluctant to tout his or her accomplishments during an interview. 

Take your time 
Regardless of how prepared you are to answer a question that you’ve been 

asked, don’t be in too much of a hurry to rattle the answer off as though you 
were an auctioneer. Doing so may reinforce the suspicion that the response 
you're giving is the answer you think the interviewer wants to hear. 

Be wary of interview “games” 
Some books and articles that deal with job interviews offer you detailed 
advice for “reading” your interviewer and then offer some techniques osten- 
sibly designed to help you gain better rapport with the interviewer. They 
advise you to mirror your interviewer as much as possible — that is, to 
match your body position, gestures, and vocal pace to those of your inter- 
viewer. They also give you advice for tailoring your answers so that your 
wording strikes a responsive chord, based on the interviewer’s social or 
personality style. 
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These concepts may contain some validity, but many hiring managers are 
familiar with these techniques. If they suspect that you’re using these meth- 
ods to manipulate their responses, your credibility goes out the window. 

Don’t wing it 
If you're not really sure of an answer to a question, say so. You’re much 
better off admitting that you don’t know the answer to a question than you 
are giving an answer that proves you don’t know. Never say that you know 
someone you never met, and never say that you understand a term you 
don’t understand. 

Keep your answers concise and direct 
Limit the information you give in your answers to the question that was 
asked. You can elaborate, of course, but don’t ramble. Give the interviewer 

the opportunity to probe. 

Back up your assertions with 
real-world examples 
When you're asked a question designed to shed some light on how you might 
handle certain aspects of the job, try to frame your answers in terms of your 
actual experience rather than on your opinions. Instead of saying, “It’s impor- 
tant for a manager to find out about problems before they become serious,” 
describe a situation in which you acted in a manner that illustrates that 
principle. 

Watch your interviewer's responses 
Be alert to signs that what you’re saying to the interviewer isn’t conveying 
the impression you want to convey. Interviewers usually demonstrate that 
they’re losing interest in the interview by doing any of the following: 

) » Asking you a question before you finish answering the preceding 
question 

% Taking surreptitious looks at their watches 

. Letting their eyes wander 
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Body Language: How Not to Send 
the Wrong Message . 
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Body language is the term used to describe the messages you communicate 
(either consciously or unconsciously) through nonverbal cues: your posture, » 
gestures, facial expressions, and eye movements. 

Some interviewers place a great deal of stock in body language as an accu- 
rate reflection of the intent and motivation behind what you're saying. Others 
don’t. The problem is that you have no way of knowing whether the inter- 
viewer is going to pay attention to your body language. 

Unless you're very skilled at it, it’s a mistake for you to focus consciously on 
your body language, the pitfall being that your movements may seem con- 
trived. A better approach is to be aware of specific gestures and motions that 
can send a message that you don’t want to send. Consider the following 
examples: 

: Crossing your arms is a sign that you’re resisting or protecting yourself. 

_ Avoiding eye contact signals that you’re embarrassed or may not be 
telling the truth. 

L Persistent, hurried nodding is a sign that you're impatient. (Nodding as 
a a natural response, however, signals agreement.) 

: Tense facial expressions can be a sign that you’re nervous or simply 

____ tightly wound. Your mouth is the key. Try to sense when your facial mus- 
~  Cles are getting tense, and do your best to relax them. 

What to Do When It’s Vour 
Turn to Ask Questions 

In most interviews, you will be invited at some point to ask questions about 
the position, the company, or anything else that may be on your mind. These 
questions, apart from giving you additional clarification about the job or the 
company, are also a test of sorts. Asking questions that the interviewer con- 
siders inappropriate is as bad as giving inappropriate answers. 
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What not to ask 
The mistake that some candidates make when they’re given the opportunity 
to ask questions is that they focus too much on the trees and not enough on 
the forest. This is not the time to ask about how much vacation time you'll be 
entitled to if you’re hired or how many molars you're entitled to get repaired 
under the company’s dental plan. It’s not the time to talk about where and 
how large your office is going to be or whether the company will help finance 
your MBA. 

The problem with these questions is not that they’re unreasonable to ask. It’s 
a matter of timing. Questions of this nature are best dealt with after it’s clear 
that the company is seriously considering hiring you and you are in the offer 
or negotiation phase of the process, which I cover in Chapter 22. 

Focus on success 

When the opportunity arises, the best questions to ask relate to big-picture 
issues — where the company hopes to be in a few years and how the job you 
are applying for fits into that plan. It’s important, too, that you’re genuinely 
seeking answers and not simply asking for the sake of appearing interested 
and intelligent. The best time to formulate your questions is during your pre- 
interview research. The more you find out about the company and the job, 
the easier it will be for you to come up with questions that are substantive 
and relevant. 

Here are some examples of the topics you might want to address in the ques- 
tions you ask (keeping in mind that your interest in the answers must be 
genuine): 

) The interviewer’s own history with the company — how long he or she 
has been with the company and the various jobs (if applicable) the inter- 
viewer has held there 

‘ The type of person who is likely to be successful in the company 

What mix of skills and attributes are needed to be successful in the job 
under consideration 

The specific kinds of contributions you can make immediately that 
would have a measurable impact on the company or department 

Industry outlook — what the competitive challenges in the industry are 
likely to be over the next several years 

| 4 The company’s long-range plans — the kind of company it wants to be in 
: five years, plans for proprietary expansion, and so on 
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Interviewing don'ts 
Here are some ways to make sure that you dont 
get the offer, based on what some candidates 
have actually done on job interviews, according 
to an independent survey commissioned by 
Accountemps: 

i \fyou're asked to take your time answering, 
write down the answer to each question 
before you respond. 

Interrupt the interview to place or receive 
cellular phone calls. 

Ask the interviewer to switch chairs so that 
you can sit in the interviewer's chair and he 
or she can sit in yours. 

Accountemps is a trademark of Robert Half 
International Inc. 
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In This Chapter 

» Coping with difficult interviewers 

» Handling group interviews 

y» Responding to questions that are improper 

» Finding out what you need to know about pre-employment tests 
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R egardless of how many you've gone on or how diligently you prepare, 
no interview goes exactly according to plan. Interviews don’t always 

start when they’re supposed to start. The person who interviews you isn’t 
always prepared. (“Let’s see now. Your resume was here somewhere.”) And in 
rare situations, the interviewer makes you feel as though you’ve been 
accused of the crime of the century. 

It’s hard to know what to do in these situations. True, you could always 
excuse yourself and leave, but walking away from a job interview isn’t easy, 
regardless of how you're being treated. Not when you really need the job, and 
not when it took you weeks to set up the interview. Then, too, there’s always 
the possibility that some of the unexpected and unwelcome things that occa- 
sionally happen during an interview are simply a calculated part of the 
interviewer’s game plan — designed to test how well you deal with pressure. 

So what do you do? How do you handle those difficult situations that crop up 
every once in a while in job interviews? This chapter gives you insights into 
this tricky and often troubling issue. And although it may not cover every 
eventuality that can knock you off your stride in an interview, it does alert 
you to the most common situations and give you some ideas about how to 
respond in a way that strikes a balance between keeping you in the running 
for the job and protecting your dignity and self-respect. 
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Dealing with Difficult Interviewers 
The one thing that varies most from one job interview to the next is the inter- 
viewer — more specifically, the personality, skill, and interviewing style of 

the person (or persons) conducting the interview. 

Ideally, interviewers should be able to do their jobs — that is, make a reason- 
ably accurate assessment of your qualifications and your suitability for the 
position — without making you feel as though you’re on the witness stand. 
But most skillful interviewers — those who are adept at making accurate 
assessments — are not necessarily Mr. Sensitive or Ms. Congeniality. And the 
interviewers who are pleasant and comfortable to be with aren’t necessarily 
good at interviewing. They don’t ask the most intelligent questions or probe 
for relevant details, and, consequently, they don’t make it easy for you to dif- 
ferentiate yourself from other candidates. 

No matter what type of interviewer you encounter, it’s essential to bear in 
mind your fundamental objective: to tie your qualifications and background 
to the requirements of the job and, at the same time, to show interest, moti- 

vation, and poise. Still, you need to be prepared to make adjustments. So 
here’s a brief look at some of the less-than-ideal interviewer types, as well as 
advice for adjusting to each type. 

The bumbler 
Bumblers have virtually no idea of how to conduct an effective job interview. 
They know that they need to hire someone, but they haven’t gotten around to 
formulating any specific hiring criteria. So instead of asking probing ques- 
tions and tying your answers to the requirements of the job, they tend to 
base their impressions on factors that have almost nothing to do with what it 
takes to do the job. 

Bumblers work to the advantage of candidates who look the part and know 
how to assume control of the interview. They work to the disadvantage of 
candidates whose strengths lie beneath the surface and who are uncomfort- 
able about taking initiative. Bumblers, in other words, are often easy to 
impress, but you have to do the work; you can’t expect them to come to the 
conclusions you want on their own. 

= When you're dealing with a bumbler, stay in command of your own story and 
keep hammering away at your strengths. Bumblers need to be led — don’t 
drop the leash. 



Chapter 20: Staying in Control... 29 9g 

The chatterbox 
Chatterboxes like to talk. And talk. And talk. They talk about themselves, the 

company, their kids, their vitamin regimen, their pets, their hobbies, and, if 

you're fortunate, the specifics of the job. They talk so much, in fact, and so 
incessantly that if you’re not careful, you never get a chance to present your case. 

Not that it’s a bad thing when an interviewer likes to talk. Generally speaking, 
the more you can get an interviewer to talk, the easier it becomes for you to 
get a clear fix on what the interviewer is looking for. Chatterboxes, however, 

take a good thing to a bad extreme. 

The worst approach you can take with a chatterbox is to talk so much your- 
self that you prevent the chatterbox from doing what he or she likes to do 
best: talk. The best thing to do is to pick your spots: to dart in and out of the 
interviewer’s conversation, making short (but self-serving) comments that 
play off whatever topic the chatterbox is chattering about. Even more impor- 
tant, perhaps, is the quality of the questions you ask. If you ask the right 
questions of chatterbox interviewers (see Chapter 19 for more information), 
you'll get the chatterbox to talk about things that work in your favor. 

The poker face 
Poker-faced interviewers can make your skin crawl. They sit there, sphinx- 
like, as you talk about yourself and your qualifications. They don’t nod. They 
don’t smile. Nothing seems to faze or impress them. You could tell them that 
you're a candidate for the Nobel Peace Prize, and the best you would get 
would be a tepid “Very good.” 

The main pitfall to avoid when you’re being interviewed by a poker face is 
trying too hard to evoke a response. Turning up the heat on your own enthu- 
siasm or energy isn’t likely to make a difference with truly stoic interviewers. 
If anything, you’re better off toning down your approach somewhat (but not 
all the way). Above all, don’t read too much into the fact that you don’t seem 
to be making an impression on the interviewer. You’re probably making your 
case; it’s simply not registering on the interviewer’s face. 

The gamesperson 
Gamespeople view a job interview as a game of cat and mouse or chess. The 
principal challenge of this game, from their perspective, is finding ways to 
trip you up. Sometimes their methods are subtle and harmless. But occasion- 
ally, interviewers who are fond of playing games can be disquieting and 
mean-spirited. 
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Among the tactics sometimes used by this UD rare breed of inteviewer 
are the following: 

iad ee you when you walk in to see whether you initiate the greeting 

“test,” presumably, of how assertive you are 

- Inviting you to sit down in a seat that subjects you to the direct glare of 

sunlight to see whether you'll sit there and-be inconvenienced or take © 
command and ask if you can sit somewhere else 

Arranging rhage so that the seat you occupy is either extremely uncom- 
fortable or so deep and plush that you're literally buried in it 

Acting in the beginning of the interview like your close friend and confi- 
dant, but only because he or she wants you to lower your guard and 
reveal aspects about yourself that you wouldn’t normally disclose LLB DDE OI, 

Actively (and sometimes rudely) challenging your answers just to see 
how you react when your views are challenged Rees 

The biggest problem you face when you're forced to deal with these types of 
situations is figuring out the interviewer’s motivation. If you’re being tested, 
you need to determine which response would best serve your interests. If the 
interviewer is simply rude or abusive, you need to ask yourself if you want to 
work for this person (or for a company that would give a person like this a 
position of authority). 

It’s not an easy call. You certainly don’t want to overreact in a stressful situa- 
tion. Then again, you don’t want to subject yourself to unwarranted abuse. 
The best advice is to keep your cool and remain professional but set bound- 
aries. And when those boundaries are violated — when the tactics get out of 
hand or become abusive — let the interviewer know how you feel. Tell the 
person quietly and firmly that you’re not sure what’s going on but that the 
situation is making you uncomfortable and that you would prefer, if possible, 
to focus on the job and whether you're the best candidate. 

The late interviewer 
It’s unreasonable to expect every interview you go on to start exactly on 

time, but if the interviewer is running 20 or 30 minutes late and you haven't 
been given an apology or any explanation, try (if at all possible) to reschedule 
the interview. The fact that the interviewer is already running late suggests 
that he or she is under pressure and, for that reason, might not be able to 

give you a full measure of attention. 

Be careful to conceal whatever impatience you may be feeling. What you 
should convey when you make this suggestion is that you understand that 
unexpected events frequently happen in business and that you would be 
happy to return when things are less hectic. 
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Groupthink: When Vou'’re Interviewed 
by More Than One Person 

In certain companies, the decision to hire or not hire you will be made not by 
one person but by two or more. Usually, in these situations, more than one 

person at a time will interview you. 

The fact that you are being evaluated by more than one person is an impor- 
tant piece of information in and of itself. It tells you that the company places 
a fairly high value on teamwork. It tells you that you should do your best to 
come across during the interview as a team player. 

ar 

Group interviews can be intimidating. Instead of having to tailor your 
responses to one particular style of interviewer, you have to adjust to two or 
more styles — styles that may not necessarily be compatible with one 

another. One of your interviewers may prefer short, cut-to-the-chase answers. 
Another may prod you to elaborate. One interviewer may be as patient as 
your Uncle Ned. Another may be as edgy and cantankerous as your cousin 
Paul — the one who raises Dobermans. One may play good cop while the 
other plays bad cop. 

A bigger problem is that group interviews make it difficult for you to assume 
control. Keeping the conversation focused on your strengths isn’t as easy in 
group interviews as it is in one-on-one interviews. Occasionally, too, you'll get 
mixed messages. It may become clear to you, simply by the way the various 
individuals in the room are responding, that not everyone in the room shares 
the same feelings about what qualifications count the most in the job. 

That’s the downside. The upside to group interviews is that they give you an 
opportunity to demonstrate skills and attributes that you wouldn’t necessar- 
ily get a chance to demonstrate in a one-on-one situation. The fact that you 
can successfully handle group dynamics may turn out to be the very quality 
that gets you hired. 

Here are some guidelines to keep in mind: 

) Respond to each member of the group on an individual basis. Don’t 
_ make the common mistake of viewing the group of people interviewing 

you as a single audience with a single agenda. View each member of the 
group as an individual with his or her own agenda and values. Pay atten- 
‘tion to names when you're first introduced. Refer to each person by 

name whenever possible. 

Don’t ignore anyone. The people who do the most talking and ask the 
most questions in a group interview are not necessarily the people who 

will have the most say in the decision. So try to get a sense early on of 
which person in the group is the senior decision-maker, and make sure 
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that you don’t disregard this person, even if he or she doesn’t ask a 
single question. Pay attention to eye contact. Regardless of who asks the 
question, try to make direct eye contact with each member of the group 
as you're giving your answer. 

Stick to your game plan. It may not be easy to do, but try your best to 
‘ keep the group aspect of the interview from interfering with your own 

strategy. The number of people notwithstanding, your objective in an 
interview remains the same: to relate your background and qualifica- 
tions directly to the requirements of the job and, at the same time, to 

show interest, enthusiasm, and poise. 

Don’t allow yourself to be rushed into giving hasty answers. If you’re not 
sure of a question, ask for clarification. If you’re not sure of an answer, 
admit it. The ground rules, in other words, don’t change. They simply 
take on a slightly more complicated dimension. You need to adjust, but 
not by as much as you may be inclined to think. 

When an Interview Takes 
Place during a Meal 

Whenever a job interview is conducted during a meal — or even over coffee 
or drinks — your ability to handle social graces could become a factor in the 
impression you convey. Keep these tips in mind: 

_ / Pay scrupulous attention to your table manners. 

/ Don’t order alcohol, even if your host or hostess does. And if your host 
: or hostess orders.a bottle of wine for the table, indulge only moderately. 

: ™ Don’t order the most expensive item on the menu. 

| ¥ Don’t order items that are messy or difficult to eat (lobster, for 
' example). 

) Don't allow the informal atmosphere to affect the professionalism of 
your discussion or behavior. 

Recognizing Questions That Are Improper 
! 

ss Federal law sets limits on the kinds of questions that interviewers are permitted 
to ask. Questions asked of you that relate to the following areas are considered 
off-limits: 
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[ Religion 

: Ethnic origins 

a 

set 

Marital status 

If you are being interviewed at a large company by someone in human 
resources or personnel, the chances that you will be asked questions directly 
relating to any of these areas are remote. Seasoned interviewers understand 
discrimination laws and go to great lengths to avoid asking questions that 
relate to these prohibited areas. That’s why you shouldn’t be surprised — 
assuming that, say, you’re in the seventh month of a pregnancy — that the 
interviewer makes no mention of the impending event. 

So how do you respond if you are asked an improper question? Your best 
strategy is to tactfully ask if the information has some bearing on the job 
responsibilities. This response indirectly sends a message to the interviewer 
that you’re not comfortable answering the question, while reducing the likeli- 
hood of ruffling any feathers and possibly jeopardizing your chances of being 

offered the position. Most interviewers will simply move on to the next ques- 
tion, but if you are pressed for an answer, simply state that you’d rather not 
discuss personal information that’s unrelated to the job. 

Testing 1, 2, 3: What Vou Should Know 
about Pre-Employment Tests 

The likelihood that you'll be asked to take some sort of a test as part of the 
interview process is greater today than ever before. The reason: Companies 
of all sizes and in almost every industry are increasingly using different types 
of tests (aptitude, personality, handwriting analysis, integrity, and so forth) 
to offer feedback that isn’t confined to the impressions they gather during 
interviews. 

Whether the tests you may be expected to take during a job interview are a 
valid indicator of your ability to handle a particular job is a sensitive and con- 
troversial issue among human resources professionals. 

You don’t perform well on tests, you say? You tighten up and break into 
hives? Relax. In most situations, your test results are only one of the factors 
that will determine whether you'll be hired. You don’t have to ace the test to 
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stay in the running. Usually, you simply have to fall within some fairly broad 
norms. Experienced interviewers know that not everyone who gets good 
grades in school does well in the workplace, and they also know that your 
basic aptitude is only one of many factors that they need to consider. 

At the very least, find out which kinds of tests you may be asked to take, | 
what the tests are designed to measure, and what, if anything, you can do to 
ensure that how you perform on these tests won’t sink your chances. The fol- 
lowing sections summarize the different types of tests. 

Aptitude tests 
Aptitude tests are designed to measure an applicant’s ability to learn and per- 
form a particular job and ability to learn or the potential to acquire 
job-related skills or tasks. These tests fall into the following three basic 
categories: 

| Mental abilities: These are tests of intelligence, verbal reasoning, per- 
ceptual speed, and so on. A classic example is the SAT, taken each year 
by college hopefuls. If you’ve done well on these tests in the past, you 
don’t have to worry about them; you won’t run into many surprises. 

If, on the other hand, you’ve never done well on these types of tests, you 

may want to buy a book that gives you advice on improving your scores. 
Another suggestion: Get hold of an SAT or similar software package that 
gives you the opportunity to take practice runs of the kinds of tests you 
may be asked to take. 

¥ Mechanical abilities: These tests measure your ability to recognize and 
visualize a mechanical relationship. Tests of this type often ask appli- 
cants to distinguish between pulley and lever systems. 

Psychomotor abilities: These test your skill and/or ability to make cer- 
tain body movements or use certain senses. The U.S. Navy, for example, 
tests every recruit’s ability to hear differences between tanes. Those 
with high scores are urged to apply for sonar school. 

Unfortunately, you can’t do much to mask weaknesses that an aptitude test 
might uncover. Just bear in mind that you have plenty of margin for error. 
Remember, too, that if you clearly don’t have the aptitude to handle a particu- 
lar job, then it’s not a job that you’re going to do well, anyway. 

Proficiency tests 
Proficiency tests measure how skillful you are at a particular task (word pro- 
cessing, for example) or how knowledgeable you are in a particular field. 
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Proficiency tests measure skills that applicants need for successful job per- 
formance and are useful if a baseline of particular (usually trade-related) 
skills is essential. 

Integrity and psychological tests 
Integrity tests measure your personal honesty and sense of integrity, and are 

a relatively new tool in hiring. They have become increasingly common now 
that lie detector tests (with certain exceptions) have been declared illegal in 
most states. 

With a typical integrity test, you’re asked a series of questions that require an 
ethical choice. Or the test may include queries that can reveal personal stan- 
dards of behavior, such as whether you can follow simple procedures and 

keep company information confidential. The statements generally measure 
your attitudes toward situations and issues that directly or indirectly relate 
to honesty and integrity. 

Psychological tests (sometimes referred to as personality tests) are designed 
to measure traits such as assertiveness, resiliency, temperament, or stability. 

This group of tests also includes interest inventories, which purport to show 
how close an individual’s interests match those of a particular occupational 
group. Two of the most common personality tests are the Rorschach inkblot 
test and the Thematic Apperception Test (TAT). Results of each need to be 
interpreted by a psychologist. Again, there is much debate among human 
resources professionals as to whether these tests are valid indicators of a 
candidate’s ability to succeed at a job. 

Handwriting (graphology) tests 
Handwriting tests assess a person’s personality and psychological traits 
through analysis of handwriting. Graphology is in wide use in Europe but is 
less accepted in the United States. In fact, it is illegal in some states. The reli- 
ability of graphology tests has yet to be empirically proven and is only as 

good as the handwriting analyst. 

Physical tests 
Physical tests are used to measure your health and physical condition or 
your ability to perform a certain task. Companies use them to establish fit- 
ness to perform job-related tasks or to establish a baseline for workers’ 
compensation claims. (An example is testing for the ability to lift packages of 
a certain weight if lifting these weights is vital to job performance.) 
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Drug testing 
Depending on the kind of job you’re applying for and the company offering 
the job, you may be asked at some point in the interview process to take a 
drug test as a condition of employment. Certain classes of employees, such 
as school bus drivers, must submit to testing for drugs and alcohol under the 
law. Pre-employment drug testing has become so common in some industries 
that it causes hardly a ripple. 

<\ON! If you are asked — and agree — to take a drug test, make sure that you give 
; the test examiner a detailed account of all the medications (asthma medica- 

tions, in particular) that you’re currently taking to ensure that the results 
4 don't depict you as someone you're not. Be careful of your diet as well. 

Certain foods (poppy seeds, for example) and medications can sometimes 
produce false positives. Consult your doctor for more information. 

%, 

= 



Chapter 21 

End Game: Closing the Interview 
ona Winning Note 

In This Chapter 
» Judging how well you did (well, almost) 

» Avoiding pitfalls at the end of the interview 

» Preparing the follow-up letter 

» Reviewing your references 

» Waiting for the phone to ring 

» Improving with experience 

@esee eee SC eesoe eee se eee @ a 

[ a good movie, the closing moments of an interview can be just as 
important as the opening moments — and sometimes just as tricky to 

handle. If you’ve made a good showing up to this point, you want to be sure 
that you end the interview on a graceful, positive note, reinforcing the solid 
first impression that you made earlier in the interview. This chapter shows 
you how to do it. 

Reading Between the Lines 
How you handle yourself at the end of an interview depends mainly on two 
factors: one, how convinced you are that this is the job you want, and two, 

how you feel the interview has gone. 

The second factor is obviously the more troublesome one. Even if the inter- 

viewer seems interested and attentive, how can you really tell whether your 

efforts to sell yourself have met with success? 

Look for these clues: 

* The interview goes much longer than it was originally scheduled (not, 
however, because in the middle of the interview the interviewer has to 

take her Yorkshire terrier to the vet). Rees 
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" ~ Questions toward the end of the interview begin to focus on practical 

issues: when you would be able to start, how much money you're look- 
ing for, and what sort of limousine you would like to have drive you to 
work each day (just kidding about that last one). 

_ You're asked to submit a list of references or to provide additional infor- 
S mation, such as a sample of your work. . 

If, based on these observations, you’re reasonably convinced that you are 
indeed a serious candidate for the job, you can probably get away with being a 
little more assertive than you otherwise might be. There’s nothing wrong with 
coming out and telling the interviewer that you're very interested in the job. 

\ON! 

> Do not (repeat, do not!) fall victim to the myth that by showing enthusiasm 
for the job or the company, you weaken your chances of being hired. Playing 
it cool may work in poker, but it doesn’t work in job hunting. 

If you feel that the interview went well but the interviewer seems undecided, 

an assertive approach may be called for. Here are two techniques worth 
considering: 

' » Make an offer to start on a trial basis. Offering to come to work ona 

_ trial basis before you have been officially offered the job may sound 
risky, but if you’re currently unemployed and have done a good job at 
the interview, the gambit can pay off. What you should do, basically, is 
come right out and say that, from the way the interview has gone, there 
seems to be a good fit between what the company is looking for and 
what you can offer. You then suggest that the best plan may be for you 
to start out on a trial basis — to come in for a week or so to show what 
you can do. 

The interviewer may not take you up on your offer or may ask for some 
time to think about it. Either way, don’t press. Keep in mind, too, that if 
your offer is rejected, it doesn’t mean that you're out of the running or 
that you failed miserably at the interview. It simply means that the inter- 
viewer doesn’t want to commit just yet. Meanwhile, you haven’ t lost 
anything by being assertive. 

Suggest a deadline. This strategy can be a little risky as well, but the 
risk is sometimes worth it. You ask the interviewer when he or she 
expects to make a final decision. If you phrase the request diplomati- 
cally (“I'd love to get the final word from you by July 8. Is that 
possible?”), it won’t sound like an ultimatum. You don’t have to give a 
reason for wanting to hear by a certain date, and you can always retreat 
from that deadline. What you're trying to do here is to plant the seed 
that the interviewer may not be able to take you for granted. 

TRL ee ROS eo ae 
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Knowing What Not to Do 
Approaches you should never take (or at least think long and hard about 
before taking) at the close of an interview include the following: 

) ~ Bluff: Telling an interviewer that you need to hear about this job soon 
because you have another offer is a tired, obvious ploy that most inter- 
viewers will not believe even if it’s true. If you don’t have other offers, 
don't use this tactic — it often backfires. 

_ Ask for an interview critique: Asking the interviewer to comment on 
how well you performed during the interview accomplishes very little 

other than to put the interviewer in an awkward position. Interviewers are 
not career counselors. You should be critiquing your own interviews. 

Pressure the interviewer into making a decision: If an interviewer hasn’t 
described the next steps or shows reluctance to accede to one of your 
requests, don’t press the issue. Doing so won’t get you any-where and can 
undermine everything you worked to achieve during the interview. 

Ask the interviewer for names of other people you might contact: The 
reason you shouldn’t ask a person who has just interviewed you to 
supply you with other contact names should be obvious. There is one 
exception, however. If, at some point in the interview, it becomes clear 

to both you and the interviewer that you are clearly not the right person 
for the job, it’s sometimes a good idea to change gears — to acknowl- 
edge to the interviewer that you’re clearly not a good match for the 
position. At that point, ask nicely if the interviewer has some ideas or 
names for you. Many interviewers will be so relieved that you’ve spared 
them the tedium of asking questions of a candidate who clearly isn’t 
qualified that they’ll go out of their way to help you. 

Writing a Follow-Up Letter 
BER Regardless of how well or how poorly you think that you handled yourself 

during the interview, and regardless of how you and the interviewer left 
things standing (who was supposed to get in touch with whom and so forth), 
always send a short thank-you note as soon as possible. Consider sending a 
quick e-mail message — that expresses your thanks and that you enjoyed 
meeting him or her — upon your return home until you have a chance to 
compose a more formal, complete letter. Make sure that the letter and the 
e-mail accomplish three things: 

go 

Express your gratitude 

Reinforce your interest in the job 

Recap the two or three strongest points working in your favor 
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The importance of a thank-you letter 
Writing a thank-you letter is more critical than said that it is helpful for a promising job candi- 
you might think. In a survey commissioned by date to send a thank-you note new an 
Robert Half International Inc. of hiring managers _ interview. 
at the nation’s largest companies, 76 percent 

™~ 

The e-mail message should be no more that a paragraph, and the letter 
needn’t be long, either — three or four paragraphs at the most. The example 
on the following page illustrates what a good follow-up letter should do. Note 
the following qualities: 

i- Paragraph 1 shows gratitude and makes a specific reference to the job. 

i le Paragraph 2 reiterates interest in the position and stresses key points 

4 working in the candidate’s favor. 

Paragraph 3 stresses the “fit.” 

_ Paragraph 4 restates gratitude and closes on a positive note. 

Managing Vour References 
Whatever you do, don’t get tripped up by mismanaging the references aspect 
of your job search. Reference checks, by all rights, should be a formality — 
the icing on the cake. To lose out on a job because your references don’t 

check out is like running the first 25 miles of a marathon in record time and 
spraining your ankle on the last turn. 

Here are four simple guidelines about references that are well.worth paying 
attention to if you’re not already following them. The advice may seem obvi- 
ous, but it’s important enough to mention. 

| ~ Ask first. Never use anyone’s name as a reference unless you have asked 
: the person for permission. <\0N! 

oy _ Stack the deck. Never use anyone’s name as a reference unless you're 
certain that what that person is going to say about you will be positive. 

aaa ™ Keep them in the loop. As soon as you give the names of your refer- 
ences to anyone who is thinking of hiring you, get in touch with your 
references and let them know that they can expect a call. 

siemens 
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June 19, 1999 

Mr. Peter T. Carson 
Director of Marketing 
Animal World 
1232 Lake Drive 
Orlando, FL 84034 

Dear Mr. Carson: 

I am writing, first of all, to thank you for taking time with me yesterday to talk 
about the opening you now have for a chief landscape designer at Animal 
World. 

As I mentioned to you at the end of the interview, I’m very much interested in 
the position, and I know that the five years I have spent in the gardening and 
landscape design business, coupled with my specialization in creating animal 
shapes, would enable me to make an immediate contribution to your team. 

I also believe, based on what I was able to observe during my visit to Animal 
World, that I could readily adapt to the working style of the company. I eagerly 
look forward to the challenge. 

Once again, thank you for your time and interest. I look forward to hearing 
from you shortly. 

Sincerely, 

Arthur Clipper 
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) » Have them go to bat for you. If you’re fortunate enough to have a refer- 
ence who has a personal connection to a company that is thinking about 
hiring you, ask the person to make a call. Make sure, though, that the 
call comes to the interviewer and not the interviewer’s superior. Going 
over the interviewer’s head to gain a favorable hiring decision is an 
almost certain recipe for losing out on a job. 

ED 

LESTE 

sro! If the list of references you supply to your interviewer doesn’t include the 
Ry names of recent employers, you're likely to raise a few red flags, and the inter- 

viewer may attempt to get in touch with them, anyway. If you’re worried that 
a former employer might not go to bat for you, you have two options. One is 
to explain to the company to which you’ve applied why your former 
employer might not have great things to say about you. The second is to call 
the employer and let him or her know that a reference check might be in the 
works and that you would appreciate letting bygones be bygones. Keep in 
mind that in today’s litigious society, many companies do little more than 
give the proverbial “rank, file, and serial number” when receiving these calls, 

and they may just confirm start and end dates, position, and salary. 

Knowing What to Do When 
the Phone Doesn’t Ring 

First of all, don’t jump to unhappy conclusions. The company may still be 
interviewing other candidates, and you may still be in the running. A few 
weeks may seem like an eternity to you, but it isn’t an excessive amount of 
time for a company to take when it has a key position to fill. 

If, on the other hand, you were told that you would hear from the company 
within a week or so and at least two weeks have passed, there’s nothing 
wrong with making a follow-up phone call as long as you’re psychologically 
prepared to hear bad news. Try to get directly in touch with the person who 
interviewed you, and go out of your way to be pleasant, professional, and 
concise. Reintroduce yourself, remind the person when you interviewed, and 
ask, very simply, whether the company has made a hiring decision yet. If the 
best you can do is to talk to the person’s assistant or to voice mail, leave the 
same message. 

Play it straight. Don’t talk about the “fabulous” offer you’ve just received 
from the company’s chief competitor. Don’t talk about the pressure you're 
feeling. And make it clear that all you’re looking for is some indication of 
whether the job has been filled and whether you're still in the running — 
nothing more, nothing less. 
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If, on the other hand, something has happened in the interim that would 
strengthen your appeal as a candidate — you've just received an award, pub- 

lished a paper, and so forth — it doesn’t hurt to mention it. And don’t forget 

that it never hurts to keep saying, “I’m really interested in this job, and I 
know that I could do it well.” 

ar 

Learning from the Experience 
Even if you don’t end up with an offer, the interview process can still be valu- 
able — as long as you're willing to objectively analyze how you handled 

yourself and learn from your mistakes. Here are some questions that you 
should ask yourself after an interview: 

) Did I look my best? 

Did! do a good enough job of preparing, learning as much as I could 
about the company, the position, and anything else relating to the job? 

Did | arrange things ahead of time so that I arrived at the interviewer’s 
office in plenty of time and in a relaxed state of mind? 

Bee 

Did I observe proper business etiquette from the moment I arrived until 

the moment I left? 

Did | carry myself with poise and confidence when I first walked into the 
interviewer’s office? 

When | was given the opportunity, did I present an overview of myself in 

a focused, concise manner? 

i“ Was | an active, focused listener throughout the interview? 

“ Was | able to answer questions in a calm, confident manner? 

Did I show enthusiasm for and interest in the job? 

# Did I tie my skills and accomplishments to the requirements of the job? 

Did I handle distractions or interruptions without any fuss? 

: # Did I close the interview on a positive note? 

Take a balanced approach to these questions. Be objective, but don’t be too 
hard on yourself. And instead of dwelling on the things that you did “wrong,” 
determine what you need to do the next time around to avoid the same pit- 
fall. Always look ahead — and keep your head up. 



3 ] 4 Part V: Answering the Call: Keys to Successful Interviewing 



Chapter 22 

Nailing Down the Offer 
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In This Chapter 

» Responding to the offer when it first comes in 

» Deciding how much you want (or need) the job 

» Bridging the gap when the offer falls short of what you want 

» Developing effective negotiating skills 
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ic first thing to do when a job offer comes through is to give yourself a 
well-deserved pat on the back. Don’t worry for now about specifics — 

whether the offer needs to be sweetened before you'll accept it. The fact that 
you ve been offered the job means that someone has chosen you over all the 
other candidates. You've achieved a victory, and victory doesn’t come your 
way every day in a job search. Savor it! 

Rye But hold off on the champagne — for a while, at least. Just because you have 
F achieved the ultimate prize of a job search — a job offer — doesn’t mean that 

! you can hang up your job search spikes or pack your resume away in moth- 
e balls. It simply means that your search has entered a new and critical phase. 

First Response: What to Do 
When the Offer Comes In 

In some situations, such as a high-employment market, you may be offered a 
job at the end of the interview and inay even be asked to show up for work the 
next day. This occurrence is more common for entry-level positions, but you 
should be prepared just the same. Generally, most people don’t get hired on 

the spot. 
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You may not have much time in these situations to make up your mind. Even 
in times of high employment, when the job market is “candidate-friendly,” 
remember to continue to show the utmost respect for the hiring authority. 
Never display overconfidence or a cavalier attitude. If you’d like more time to 
think about it or you’re considering other offers, say so, but keep him or her 
in the loop on your decision-making. 

Typically, though, you'll have more than a moment or two to decide whether 
you want the job you’re being offered. What generally happens, assuming 
that everything goes according to script, is that you receive a call — correc- 
tion, the call — a few days to several weeks after your interview, during which 

you're informed that you are the person the company wants to hire. At this 
point, the three most likely scenarios are as follows: 

» » You're invited to come back to the company so that you can ask some 
final questions and nail down the details of the offer. 

You're invited to take a little bit of time — two or three days — to think 
about the offer, talk it over with your spouse or others, and then let the 

company know whether you want the job and when you can begin. 

You're pressured to give an answer by the end of the day, or by the next 
morning at the latest. 

<NBER The third scenario is much more common when the offer comes from a small, 
S entrepreneurial-style company, where people pride themselves on making 

important decisions quickly. The fact that you require a lot of time to make 
up your mind could work against you, depending on the state of the job 
market. 

At this point in the job search, you begin to be rewarded or penalized for how 
systematically and intelligently you conduct your job search to this point. If 
you do a good job of formulating realistic job targets (as I describe in 
Chapter 4) at the beginning of your job search and if you focus your efforts 
on companies and situations that are consistent with those targets, you can 
be reasonably sure that just about any offer you receive will be well worth 
accepting. ' 

It’s a safe bet, in other words, that you'll like the job you’re being offered and 
that it represents an intelligent career move. That’s the fundamental purpose 
of setting targets: to make sure that any job you’re eventually offered is one 
that you'll probably be eager to accept — assuming, of course, that you can 
work out the financial arrangements and other details. 

If, on the other hand, you aren’t particularly diligent about formulating job 
targets and if you haven’t been disciplined in uncovering and pursuing job 
leads, the job offers you get may require a good deal of thought and soul 
searching. You have to focus on issues that go beyond the financial aspects 
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of the job. You have to look at the job itself, determine if it represents a good 

career move for you, and take a good, hard look at the company. 

Regardless of how prepared you are to make a decision and how excited you 
are at the prospect of taking a particular job, the tone of your response to the 
job offer should always be one of great interest and enthusiasm. Why? One 
reason is simple courtesy: The person offering you a job has presumably 
thought long and hard about the hiring decision and may have gone out ona 

limb for you. A little gratitude is definitely in order here. 

The second reason is more practical. If your response to a job offer is one of 
those “Gee, it sounds interesting, but...” responses, you could create some 

doubt in the mind of the person who made the hiring decision. He or she may 
start to wonder if you were the right person for the job after all — particu- 
larly because you now appear to be on the fence. If you’re not careful, the 
person doing the hiring could experience “buyer’s remorse” when you do 
decide that you want the job. He or she may begin to second-guess the 
original decision. 

So the guideline here is simple: You can always ask for a little time to come 
back with a final decision about an offer, but make sure that you communi- 
cate to the person who makes the offer that you’re grateful, flattered, and 
very interested in the position. Expressing these views doesn’t cost you any- 
thing, but failing to express them could come back to haunt you. Don’t risk it. 

Knowing When to Say No 
Knowing when to say no is easy. You turn down any job offer that (a) doesn’t 
appeal to you and (b) you are under no real pressure to accept, thanks to the 
fact that you already have a job, have a better job offer, or are in good 
enough financial shape that you don’t have to take whatever is being offered. 

It’s rarely that simple, of course. It’s not unusual for certain aspects of an 
offer — the money, for example — to appeal to you while other aspects — 
say, the 90-minute commute — may not appeal to you. 

And pressure is a relative term. Everyone has different stress thresholds. It all 
comes down to you and how you're holding up in your own situation. 

All of which is another way of emphasizing the fact that no one can tell you 
not to accept an offer: It’s too big a decision for anyone else to make. The 
main consideration, however, is not to sell yourself short. By accepting an 

offer that clearly isn’t right for you, you may be settling for far less than you 
deserve and may have otherwise gotten if you hadn’t accepted this particular 
offer. It’s your call. Make it carefully. 
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Assessing a Job Offer 
Most books about job hunting devote at least one chapter — sometimes 
more — to the process generally referred to as “assessing the offer.” Much of 
the how-to-assess-a-job-offer advice, however, is based on assumptions that 

may not apply to your particular situation. ~~ : 

One assumption is that you have the luxury of being able to walk away from 
the offer if it doesn’t meet most or all of your requirements. 

You may indeed have such an option. It’s possible, for example, that you 
already have a job that is not making your life thoroughly miserable. It’s also 
possible that you have a large cash reserve, you’ve been able to find tempo- 
rary or part-time work, unemployment is low and lots of opportunities are 
available, or you’ve just won the lottery — you are not under severe financial 
and psychological pressure to accept an offer that isn’t appealing to you. If 
this is the case, bravo! You’re in the “catbird seat.” You can afford to be objec- 

tive and analytical. You have the ultimate leverage: You can always walk away 
from the offer. 

Then again, you may not have this luxury, in which case you need to view 
much of the advice you find in job hunting books — as solid as that advice 
may be — in the proper perspective. Yes, it would be nice if you could say to 
the person who has made you the offer, “I might very well be interested in 
this job if you could do a little better on the stock options and maybe throw 
in a country club membership. By the way, how big is the limousine that will 
pick me up at my home each morning?” 

And although companies still want the offers that they make to strong candi- 
dates to be as attractive as possible, the perks now take different forms. In 
lieu of company cars, for example, companies are offering advantages such 
as signing bonuses and flexible hours. 

This little bit of reality isn’t meant to discourage you from assessing each 
offer carefully and doing your best to negotiate better terms. Just make sure 
that you handle this phase of your search with a clear sense of how things 
are in the job market and not how things used to be. Mind you, you still have 
options (and more than you might think), but it’s no longer business as usual. 

Sizing up the company 
An important factor in whether or not you accept an offer is your perception 
of the firm for which you'll potentially be working. This is another time when 
your pre-interview research will pay off for you. 



ar 

Chapter 22: Nailing Down the Offer 3 ] g 

To make an informed evaluation, you should have answers to these questions: 

oa _ & Is the company in solid financial shape? 

To answer this question, you may have to do some research, using 
sources such as the company’s annual report (likely available on its 
Web site), Value-Line, and Moody’s Investors to gain insight into the com- 
pany’s recent financial performance. With smaller, private companies, 
you may have to do some snooping or base your assessment on what 
you learned when you were being interviewed. 

™ Are the company’s values (as far as you can tell) consistent with your 
own values? 

LOLOL LIL 

Is the company going through any turmoil (legal or ethical problems, for 
example) that could jeopardize its future (and yours)? POE 

Determining how “good” the offer is g g 
Assuming for the moment that you have the luxury of deciding on a job offer 
on the merits of the offer itself (as opposed to how badly you need a job), the 
best thing to do is to break the offer into three different components: 

) & The job itself 

| Career implications 

& The salary, benefits, and perks 

Here’s a closer look at each of these elements and the questions you should 
ask yourself as you assess the offer. 

The job itself 
) — Do the actual tasks to be performed daily appeal to you? 

- Are you likely to find this job (and industry, if applicable) challenging 
after you’ve been in it for a few months or a year? 

: i Is the level of responsibility consistent with what you want and need in 
order to do the job effectively? (In other words, is the job doable as it’s 
now structured?) 

eS 

Are the working conditions reasonably pleasant and conducive to 

quality work? 

Do you think that you'll enjoy working with your boss and coworkers? 

_ Will taking this job oblige you to make any major changes in your 
lifestyle (more travel, longer hours, a longer commute, and so forth) that 
could have an impact on the quality of your life? 
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Career implications 
How does this job fit into your overall career nian Are you moving for- 
ward, backward, or standing in place with respect to your career goals? 

How interested are you in the company’s business or industry? 

What are the career prospects in this industry or business likely to be in 
five years? 

er 

The salary, benefits, and perks 
_ Is the compensation package (including what you’re likely to earn in 

_ bonuses or commissions) high enough to cover your basic monthly 
expenses? 

Is the compensation package competitive with what other companies in 
this field are paying for similar work? 

How does the package compare to the income you’re currently earning 
or were earning in your last job? 

Does the benefits package give you adequate health coverage, based on 
your current needs? What percentage of the benefits package (if any) 
will you be expected to pay for in the event that you’re hired? 

How generous and attractive are the perks (assuming that the company 
is offering perks such as company car, tuition reimbursement, vacation, 
and so on)? 

Comparing perks 
If you’re fortunate enough to be in a position to compare the merits of two or 
more offers and want to look at how the various benefits packages stack up 
against one another, here’s a list of some of the more common components of 

the typical corporate benefits/perk package: 

’ Hiring or signing bonuses 

i Medical benefits (including dental and vision care) 
eps 

_/ Pension plans 

Performance bonuses 

 401(k) plans 

Stock options 

Life insurance 
EE 

as Disability insurance ws 2S 

 Company-paid car or gas allowance 

 Company-paid subscriptions or association memberships 
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| — Tuition reimbursement (how much and under what conditions) 

| In-house training programs 

_ Child care assistance on-site or at nearby centers 

_ ~ Employee assistance programs (for example, smoking cessation, weight 
and exercise programs, and counseling) 

/ Expense accounts 

Considering miscellaneous benefits 
Operating on the theory that it never hurts to ask, you may be able to get 
your new company to pay for (at least partially) other items, depending on 
the state of the employment market and how difficult it is to find qualified 
candidates, the company’s policies, and how badly the company wants you: 

Financial assistance for child care or elder care, such as for a day-care 

center or a home assistant for a disabled family member 

™ Extra vacation time or personal days (in lieu of a higher starting salary) 

Flexible hours 

The opportunity to do some of your work at home (or to telecommute) 

Getting More Out of the Offer 
After you think about the issues in the last section, you should be in a reason- 

ably good position to decide whether accepting this offer is in your best 
interests. In all likelihood, you may find that some aspects of the offer appeal 
to you whereas other aspects don’t. 

So now you have a new problem to solve: Can you — and should you — go 
back to the company and try to negotiate a better offer? 

The short answer to this question is yes. Trying to get as much as you possi- 
bly can out of a job offer is nothing to be embarrassed about; you would be 
foolish not to try to get the best offer possible. And it is undeniably true that 
the best time to negotiate a better offer, in most instances, is before you actu- 

ally begin the job. Presumably, you have some leverage. The company, after 
all, has chosen you; seeing to it that you’re a happy camper when you start is 
to its advantage. 

This section gives you a summary of the various components of an offer that 
can sometimes be negotiable, along with an idea of how to get the offer 
sweetened. 
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Starting salary 
Your starting salary, interestingly enough, is among the most negotiable com- 
ponents of the offer. Companies usually have a general range in mind when 
hiring for a specific position and are usually prepared to go to the top end of 
the range for a truly outstanding candidate. The challenge is to demonstrate 
that your accomplishments and background entitle you to the high end of the 
range. Some factors you can use to buttress your case for a higher starting 
salary include the following: 

* » The market value of your position is considerably higher than what the 
company is offering. 

The starting salary is significantly less than what you were earning in 
your previous job (not as strong a point as market value, but still worth 
mentioning). 

_& The company expects you to pay a major portion of the costs of the ben- 
. efits package. 

A good way to break a deadlock over salary is to agree to a salary below what 
you would like but with the following contingency: that if your performance 
achieves a certain level in a specified amount of time — say, three to six 
months — you'll be rewarded with a raise or bonus that takes you to the 
salary level you seek. 

air 

Hiring or signing bonuses 
Hiring or signing bonuses have become increasingly common, but usually 
only for highly sought-after professionals in the middle to upper range. A typ- 
ical bonus may be anywhere from a few hundred dollars to a certain 
percentage of your yearly salary. It’s usually paid to you in a lump sum with 
your first paycheck and serves as an additional enticement to join a com- 
pany. In a tight labor market, employers may offer signing bonuses to secure 
the employees they want. These bonuses, however, may be contingent upon 
staying with the firm for a specified period of time. 

Health benefits 
Although you don’t have as much room to negotiate a different benefits pack- 
age, you may have choices within the package. With small companies, you 
often have some flexibility — especially when it comes to how long you have 
to work for the company before the benefits take effect and the percentage of 
the monthly fee you are required to pay. 
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Negotiating don'ts 
When executives in an independent national + “Ineed more money to support both my wife 
study commissioned by Accountemps were | and my girlfriend.” 
asked to recall the most unusual reasons they'd 
ever heard from employees seeking raises or 
promotions, they gave the following responses. © “I just bought a horse.” 
Each of these is a good example of an answer 
not to give when you're trying to persuade an 
employer who has just made you an offer to give 
you more money. ww “My mom says | should get more money.” 

M “| need a maid.” 

“I've just enrolled all my kids in private polo 
lessons.” 

“| just bought a new boat and it's waiting to Accountemps is a trademark of Robert Half 
be picked up.” International Inc. 

ww “Hey, I’m broke.” 

sion! If you or someone in your family suffers from a serious disease or condition 
3 that is covered by your present program, make sure that the program your 

new employer offers doesn’t exclude you or your family from the same 
coverage. 

Relocation expenses 
If accepting an offer obliges you to uproot yourself and your family, you’re 
obviously going to incur substantial relocation expenses. The question of 
who pays which expenses is negotiable. Here, again, the larger the company, 
the more standardized the policy is likely to be. 

Consider the following specifics: 

) & Travel and lodging costs for house-hunting trips 

Moving costs 

_ » Temporary housing costs 

" Assuming the mortgage for the home you currently own 

An allowance for getting settled 

_ & A higher cost-of-living subsidy 
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M A higher mortgage cost allowance 

A bridge loan if you’re unable to sell your house 

Outplacement and other assistance for a spouse who has to quit his or 

her job 

Obviously, you want the company to pay as many of these expenses as possi- 
ble. So when you begin to negotiate this issue, make sure that you have 
estimates in hand, and try to document each estimate with paperwork (an 

estimate from a moving company, for example). 

Severance provisions 
Talking about severance payments before you’re even hired may seem no dif- 

ferent from discussing alimony payments on your wedding night. But 
severance arrangements can be important if, by accepting a new offer, you’re 
leaving a fairly secure position. Don’t be afraid to discuss this issue, all the 
more if you’re relocating in order to take the job. Take some time to figure out 
how much money you would need to live at your present level for six months 
and use that number as the starting point of your negotiations. 

ar 

Negotiating More Effectively 
The principles that underlie effective job offer negotiations are no different 
from the principles that underlie all other negotiations, with two important 
exceptions: 

' » Leverage: In typical job offer negotiations, the employer usually holds 
the upper hand. Just how much of an upper hand the employer holds 
will vary from one situation to the next, with the key factor boiling down 
to who stands to lose the most if you decide to turn down the offer. 
Remember, though, that you’re dealing with perceptions. You may well 
think that the company will be all the poorer if it lets you slip out of its 
hands, but the person you’re negotiating with may not necessarily feel 
the same way. 

_ © Relationship: Unlike a negotiation you might have with a store owner or 
- aperson whose car you're trying to buy, the person you’re bargaining 

with is probably someone (your future boss, most likely) whom you’re 
going to be dealing with long after the negotiation is over. Playing hard- 
ball may help in the short-term but could put strains on an important 
relationship. 

Keep these exceptions in mind as you review the following guidelines to suc- 
cessful negotiating. 
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Know what you want 
Before you begin discussing your offer, make sure that you’re certain about 
two factors: 

Sige ' Your ideal objective — what you want to come away with after the 
negotiations 

eon «| What you are willing to accept 

Don’t be afraid to aim high, and remember that you’re unlikely to get what 
you don’t ask for. At the same time, though, make sure that your expectations 
are reasonable, based on the situation and on whether the person with whom 
you are negotiating has the authority to give you what you want. 

Have a realistic sense of your leverage 
Your leverage in any negotiation is measured by how important it is to the 

person or company that you come to work there. How important you are to 
the company, however, isn’t necessarily a function of how good you are at 

your job. If there are candidates in the wings whose skill and track records 
are comparable to yours, your importance diminishes, and so does your 

leverage. If the skills you offer are in short supply, though, your perceived 
value grows, and your leverage climbs with it. 

Do your homework 
The greatest weapon in any negotiation is information, which enables you to 
justify the compensation, benefits, and perks you want. At the very least, you 
should be conversant with industry norms in any aspect of a job offer that 
you intend to negotiate. If possible (it’s sometimes tough to do), find out as 
much as you can about the norms that prevail in the company itself — what 
people in positions comparable to the position for which you're applying 
earn and what special perks or arrangements other employees have negoti- 
ated, for example. 

You’re more likely to get this sort of information from a former employee 
than from a current employee. 

It also doesn’t hurt to find out how long and hard the company has worked to 
find a candidate to fill the job. The more eager the company is to fill the job, 

the stronger your negotiating position. 
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Think win/win 
Negotiations in which one (or both) of the parties is intent upon “winning” at 
the other person’s expense invariably create an adversarial atmosphere that 
rarely works to anyone’s advantage. Try to go into the negotiation envision- 
ing you and the other person not as adversaries but as two people on nthe 
same side working toward the same general goal. 

Think needs and wants, not positions 
The surest way to create an impasse.in any negotiation is to lock yourself 
into a position (“I won’t accept the job unless the initials VP are in my title”) 
that has symbolic rather than real significance. Focus on your actual needs 
and wants — your salary, responsibilities, role in the chain of command, and 
so on — and think twice before issuing ultimatums. No matter how far apart 
you and the other party may be, keep the door open. 

Be flexible 
If you try to come away with everything you want in a negotiation, you could 
very well come away with nothing. Figure out before you begin to negotiate 
which issues or items are most important to you, and be prepared to give in 
on those items or issues that aren’t paramount. 

End the negotiation 
on a graceful note 
Regardless of how the negotiation turns out, be gracious. You don’t want to 
walk away from a job offer negotiation with a bad taste in your mouth, and 
you certainly don’t want the person with whom you've negotiated the offer 
(who, in all likelihood, will be your boss) walking away with a negative 
impression of you. 

Get the offer in writing 
While it’s not always possible (it often depends on the company’s policy), try 
to get a letter of employment that details the specifics of the offer — in par- 
ticular, the job’s fundamental responsibilities and tasks, the basic salary 

offered, and whatever special arrangements (allowance for moving costs, flex 
hours, and so forth) you may have worked out during your negotiation. 



Chapter 22: Nailing Down the Offer 32 7 

Investigate employment contracts 
Employment contracts are becoming more prevalent in the United States as 
protection for both employers and new employees. An employment contract 
typically spells out terms of employment such as compensation, title, and 
conditions under which the relationship may be terminated. It may be a one- 
page document or multiple pages depending on the level of the position. It 
typically details severance arrangements as well. In highly competitive indus- 
tries and in those that handle issues of intellectual property, employment 

contracts can help employers by contractually prohibiting employees from 
working for a competitor and revealing trade secrets. Before signing an 
employment contract, be sure to read and understand its terms, and also 
have it reviewed by legal counsel. 

Svecial situations: How to handle multiple 
offers, counteroffers, and reneging 
on an accepted offer 
In times of high employment, you may find yourself facing one or more of 
these scenarios. The earlier advice applies when dealing with multiple offers — 
honesty is the best policy. If you’re considering more than one offer, let 
employers know this fact, and tell them that you need a little more time to 
make a decision. Then carefully evaluate each offer based on the aspects I 
describe throughout this chapter. 

Thorough evaluation — and even soul-searching — becomes especially 
important if you’ve already accepted an offer, and then another offer comes 
in that you think you might prefer. Remember that reneging on an acceptance 
carries with it some risk. The hiring manager you renege on will most likely 
remember that you backed out on a commitment, which could tarnish your 
reputation and jeopardize any future opportunities with that company. 
Although it’s hard not to be swayed by, say, a few thousand dollars more in 
salary, before you do it, be sure that the offer you’re switching to is really 
better for you in the long run. 

The same goes for counteroffers, whether from your current employer or 
another potential employer. Be sure to consider factors such as work envi- 
ronment and corporate culture, as well as learning and career advancement 
opportunities at both companies. 
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Remember, a counteroffer from a current employer may be the company’s 
way Of biding its time while it finds your replacement. After all, you decided 
to leave because you were unhappy about some aspect of working there, and 
a few more dollars (or whatever the company happens to offer to convince 
you to stay) won’t necessarily satisfy you completely. You must have candid 
conversations with your boss — and yourself — to ensure that you both still 
have your best interests in mind. . 

~ 
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In this part... 
P part includes information about a variety of topics 

in a list of tens format: how to start your new job ona 

good note, how to keep your spirits up during your 
search, and more. 
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Ten Ways to Get Started on the 
Right Foot in Your New Job 
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In This Chapter 

» Understanding what your new responsibilities are 

» Fitting in at your new company 

» Keeping your job search network going 
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i his chapter offers some important tips to keep in mind to help you get off 
to a good start in your new job. 

Recharge your batteries 
If it’s at all possible (and if it won’t put you in jeopardy of losing your job 
before you even start), try to take a break of at least one week between the 

day you accept a job offer and the day you actually begin your new job. Use 
that week to relax, decompress, and clear your head. If you’re presently 
working, this may not be possible, particularly if you need to give two weeks’ 
notice to your present employer. Still, try to begin your new job with your 

mental and physical batteries fully charged. 

Accept the new order 
Don’t expect the things in your new job to be the way they were in your old 
job, particularly if your new job is with a company that’s much smaller than 
the companies you’re accustomed to working for. And even if your new job is 
with a larger company, keep in mind that the corporate world is more com- 
petitive these days. If your job is typical of most new jobs today, you’re going 
to be expected to accomplish more with less support than you may be used 
to. Embrace the challenge. 
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Identify the superstars 
Make it a priority to figure out who the company’s winners are. These are the 
people with outstanding track records — the top salespeople, the creative 
geniuses, the dynamic managers. They’re easy to spot because their accom- 
plishments are well known. Observe these company superstars and emulate 
their approaches to the job. 

~“ 

Clarify expectations 
As soon as possible after you officially begin your new job, plan to get 
together with your new boss and make sure that the two of you are on the 
same wavelength with respect to your basic mission and objectives. Before 
the meeting, take time to write down your understanding of your key respon- 
sibilities, and have that sheet with you when you go to the meeting. The 
questions you should have answered early on include the following: 

_ What is the overall mission of the company, and how do my department 
_ and job fit into that mission? 

_ 4 What immediate priorities and challenges need to be addressed? 

i“ On what basis will my job performance be evaluated? 

Study the culture 
You should spend a good portion of your first week or two on the job observ- 
ing the unwritten rules that govern behavior in your new company. Plan to 
arrive on your first day of work at least half an hour before you’re officially 
scheduled to start and take note of how many people are already at their 
desks. Stay half an hour later that night and do the same thing. 

Pay attention, too, to how people in the company prefer to communicate: 

through written memos, face to face, by voice mail or e-mail, and so forth. 

Observe the dress code. See when people go to lunch (and how long they 
take) and follow suit. Regardless of how you’re accustomed to working, adapt 
your style to the company’s. 

Don’t upset any apple carts 
Not at first, anyway. It’s okay to hit the ground running in your new job, but 
wait until you establish yourself and earn some credibility before you begin 

pushing hard for changes. You have time. Nobody expects you to accomplish 
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miracles overnight. And if you try too hard in the beginning, you run the risk 
not only of falling on your face but also of alienating people whose support 
may be critical to your success. 

Ge discreet about your salary 
Never tell anyone how much you’re being paid. And never ask anyone else 
the same question. It’s unprofessional and invariably will come back to haunt 
you. Generally, only your supervisor and human resources professionals 
need to know this information. 

Get yoursel{ up to speed technically 
If your job obliges you to work with technology — computers or software 
packages, for example — with which you're not yet proficient, be prepared to 
spend extra time on your own (unless it’s appropriate to do so on the job) to 
master the required skills. 

Thank the people who helped 
you get the job 
After you’ve been on the job for a few weeks, set aside 15 minutes a day and 
write or type short notes to everyone you approached for help during your 
job search, regardless of whether they went to bat for you or not. Let them 
know about your new job and thank them for their support. This simple act 
will be appreciated and remembered. 

Keep your guard up 
Without getting too paranoid, keep yourself mentally prepared for the possi- 
bility that the job may not work out. Stay in touch with recruiters. Maintain 
your networking activities. Keep current. Be visible. And be alert to signs that 
your company is in trouble or that your job may be in jeopardy. 
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Ten Ways to Keep Up Your Morale 
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In This Chapter 

» Enriching yourself 

» Keeping your outlook positive 
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f ooking for a job can sometimes be frustrating. This chapter provides 
some helpful hints for keeping your spirits up. 

Get into better physical condition 
Getting into a regular exercise routine — whether it’s walking, jogging, swim- 
ming, or whatever — may not have a direct effect on your job search fortunes, 
but it will help you indirectly, and in a variety of ways. You’ll look better. 
You'll sleep better. You'll radiate more energy. You’ll project a more positive 
image during interviews. There’s increasing evidence, too, that being in good 
physical shape helps to minimize the psychological impact of stress. 

Become an expert 
As long as you do it as a sideline and not in a way that interferes with your 
job search, start to study something in depth — something that interests you 
and that you can get passionate about. It could be anything: the Civil War, 
Renaissance art, or opera, for example. The point is to gain knowledge and 
insights that go beyond the superficial. 

Becoming an expert not only bolsters your confidence but also keeps your 
mind. active. It makes you a more interesting person in general and gives you 
a broader perspective beyond your job search. Who knows? The time may 
come when the person interviewing you happens to be interested in the very 
subject in which you’ve become an expert. 
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Do volunteer work 
There’s no more effective way to take your mind off your own problems than 
to do something constructive for people whose problems are far worse than 
yours. Opportunities to make a difference in the lives of people in need are 
almost infinite. Work them into your schedule.. . 

As an added bonus, rite people you meet throughout the course of your vol- 
unteer work could become key parts of your personal network. 

Join a support group 
Job and career support groups have become not only far more numerous in 
recent years but also far more varied and sophisticated. And what will sur- 
prise you about these groups is not how depressed everyone is but how eager 
people are to help one another. Even if you feel that you don’t need help, you 
might be able to help others, which is good for them and good for you. 

Listen to self-help tapes 
You may not believe everything you hear on audio tapes that are designed to 
bolster your self-esteem and confidence, but a steady diet of these tapes can 
be an effective antidote to the negative messages you may be sending your- 
self. Most bookstores carry a large line of audio tapes (most of them audio 
versions of popular books), and the tapes are roughly the same price as the 
books. You can also check out audio tapes from most libraries. 

Don’t get into a rut 
A routine is a good thing to get into when you’re looking for a job, but only if 
the routine is producing results. If the routine isn’t getting you anywhere, 
change it. The changes don’t have to be dramatic. Change libraries. Get up an 
hour earlier every day. Listen to different radio stations. 

Give yourself time off 
Doing so is not always easy, but give yourself permission to designate at least 
one day on which you give yourself a mental vacation. On that day, don’t talk 
or even think about anything related to your job search. 
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Hang out with people who 
make you feel good 
And don’t burden these people with your problems. Otherwise, they may not 
be too eager to hang out with you. 

Read biographies of successful people 
What you'll notice over and over about successful individuals is how often 
they “failed” and how much rejection they experienced before they achieved 
success. For example, read David McCullough’s biography of Harry Truman 
or any biography of Abraham Lincoln. 

Keep a journal 
Buy a notebook or use your computer, and get into the habit of putting your 
thoughts down on paper for 10 to 15 minutes a day. A journal is not a diary; 
it’s not an hour-by-hour accounting of what you did, where you went, and 
whom you talked to. It’s simply a mirror for your ideas and feelings, and it 
can be a catalyst for new ideas or approaches. 

You don’t have to worry about how interesting or compelling your ideas are. 

Write from the heart. Whatever you’re feeling, write it down. You'll be sur- 
prised at how useful or at least calming this exercise can be. 
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Chapter 25 

Ten Bold Interviewing Tactics 
to Make You Stand Out 

from the Crowd 

In This Chapter 

» Wowing the interviewer with your poise and preparation 

» Ending the interview with you in control 

PeeCeee eS eeeeeoeeeeees seve ea 

[: safest strategy to follow when you're being interviewed for a job is to 
play it conservatively and be careful not to do anything that might create 

concern in the mind of the person making the hiring decision. But if that 
strategy, sound as it is, isn’t getting the results you want, here are ten steps 

to take that your competition won’t be taking. Just bear in mind that none of 

these tactics will work if you try to implement them in a forced, unnatural way. 

Take your time when you enter 
Make a conscious effort when you first walk into the interviewer’s office not 
to rush things. Pause at the door to make sure that the interviewer is ready 
for you before you walk in. Take a few seconds to look around and acclimate 
yourself when you enter the office. After you and the interviewer greet 
one another and shake hands, take your time when settling yourself into 
the chair. By taking things a little slower, you appear more poised and 
professional. 

Ask the first question 
It’s usually the interviewer’s place to ask the first question during a job inter- 
view, but there’s no law forbidding you to take the initiative. A simple 
question such as, “What’s been the reaction to your new ad campaign?” 
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establishes right from the start that you know something about the company, 
and it can get the interviewer to reveal needs and concerns that you can capi- 
talize on later in the interview. . 

Don't be afraid to be yourself 
Assuming for the moment that you have no blatant personality flaws that 
would knock you out of contention for most jobs, don’t be afraid to let the 
“real you” shine through in interviews. If there’s an offbeat side to your per- 
sonality (and if that side of you doesn’t suggest that you’re an out-and-out 
“kook”), don’t suppress it entirely. Most interviewers like to come away from 
an interview with at least a general sense of who you really are. Ironically, 
you often do yourself more harm than good when you go out of your way to 
play the part of the “ideal candidate.” 

Go easy on the “charm” 
As important as it is to establish rapport with the person interviewing you, 
don’t overdo a good thing. Your main task in a job interview is to draw a con- 
nection between what you have to offer in the way of skills and attributes and 
what the job requires. If you focus on that issue in an honest, enthusiastic 
way, the rapport will usually develop on its own. If you focus too much on 
winning the interviewer over, however, you begin to arouse suspicion. Your 

credibility suffers. 

Show candor 
While it is not generally a good idea to volunteer any information that could 
call into question your ability to perform the job for which you are being 
interviewed, try not to respond too defensively to questions whose answers 
might bring to light certain “weaknesses” (with respect to the job at hand) in 
your background. The challenge here is to be aware, ahead of time, of those 
weaknesses so that you can admit to them but at the same time point to 
strengths that offset those weaknesses. 

Don’t over-answer 
Keep your answers to interview questions as focused and brief as possible, 
and don’t feel obliged to fill any silence that follows your answer with addi- 
tional information. Let the silence work in your favor, giving the interviewer 

time to absorb what you’ve said. Pay attention to visual cues — nodding, for 
example. 
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Make your case in writing 
Even though you can assume that your interviewer has seen your resume, 
there’s nothing stopping you — after you’ve done some research on the job 
and the company — from preparing a short list that spells out the specific 
skills and attributes that you bring to this particular opportunity. The big 
advantage of handing the interviewer that list at the beginning of the inter- 
view: If, by some chance, the interviewer hasn’t prepared a list of questions, 
that list will most likely serve as the focal point of the interview. 

Make an offer 
If things go well in an interview and you're sure that you want the job, make 
the interviewer an offer. Offer to do something — solve a problem, write a 
research report, spend two or three days on the job for no pay — that will 
demonstrate to the interviewer that you have what it takes to do the job. You 
may get turned down, but the fact that you make the offer should favorably 
impress most interviewers. 

Invite yourself back 
The typical interview ends with the interviewer thanking you and telling you 
that they'll be getting in touch with you later, after the company has a chance 
to interview other applicants. Before the interviewer can give you that message, 
let him or her know that you would like to come back and talk more about 
the job. Here, again, the worst thing that can happen is that the interviewer 
will politely turn you down. 

Leave behind a relevant keepsake 
Prepare ahead of time something you can leave behind (apart from your 
resume) that can enhance your chances of being hired. It could be a report 
that you did for your previous company (make sure, though, that you’re not 
violating any confidentiality agreements) or even a research paper that you 
did at school that is relevant to the position for which you’re interviewing. 
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Chapter 26 

The Ten Most Valuable Resources 
in Your Job Search 
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In This Chapter 
» People who can help you 

» Technology that can help you 

» Organizations that can help you 
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He: a brief look at ten valuable resources that are there for you as a 
job hunter — provided that you know how to take advantage of them 

and are willing to do so. 

Vou 
Don’t underestimate the judgment, insight, and power that you bring to your 
job search. Take time in the beginning to do a thorough inventory of those 
skills and attributes that make you a strong candidate for the jobs you’re 
seeking. Think back to every job you’ve had and every project you’ve under- 
taken, and zero in on the contributions you made and the strengths and 
attributes that enabled you to make those contributions. 

< NBER And trust yourself. As open as you are to advice from other people, remem- 
SS ber that you’re in command. Don’t relinquish that responsibility. Keep your 

strengths in mind at all times, and make sure that you lead with those 
strengths when talking to people who might be able to help you find the job 
that’s right for you. Remember, too, that you’re a work in progress: You can 
always do and learn more to become a more competitive candidate. 

Vour family and friends 
Your family is there for you. Let them be a source of support. Keep them in 
the loop, but do your best to keep the pressures you may be feeling from 
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becoming the dominant theme in your home atmosphere — which is not 
always easy to do. A key suggestion: Set aside at least one weekend day on 
which you and your family take a mental vacation from your job search. 

Devote that day exclusively to recreation and relaxation. 

Rely on your family and friends not only for moral support but also for con- 
crete help in your search. Enlist them as part of your job search “team,” 
making sure that they know what you’re looking for. Call upon them for infor- 
mation and names of people who could be potential sources of job leads. 
They have friends and contacts, too, who could supply you with leads or help 

you convert a lead into an interview. Bear in mind that the majority of people 
who get hired first hear about the job through word of mouth. 

Vour business contacts 
Virtually everyone you have ever worked with or worked for, and everyone 
who has worked with or for you, is a potential source of information that 
could be valuable in your job search. Don’t hesitate to get in touch with 
them, let them know what you’re looking for, and ask them to keep their eyes 

and ears open. The very worst that can happen when you seek this kind of 
help — and it doesn’t happen that often — is that the people you approach 
won't do anything. In short, you have absolutely nothing to lose. 

The Internet 
I hope I’ve convinced you that the Internet is an integral component of a job 
search. With the capability to provide you access to specific information 

about companies, industries and trends, networking opportunities, job list- 
ings, and many more career-related topics, the Internet is one of the best 
resources available. 

Vour local library 
If, for some reason, you can’t find what you need on the Internet, you can go 
to the library for much of the background information that you need to carry 
out each phase of your job search productively and systematically. And if you 
don’t own a home computer, the library may be the place you go to get 
Internet access. To get the most from these resources, introduce yourself to 
the people who work in the reference section and spell out what you're looking 
for. If the library has an audio section, look for self-help and other business- 
related tapes that you can play in your car as you do routine errands. 
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Vour local college or community 
career center 
Career centers are an excellent resource and usually can offer help in all 
aspects of your job search. From job listings to seminars, Internet access, 
and career counseling, it’s definitely to your advantage to become familiar 
with the career centers in your area. And even if you didn’t attend your local 
college or university, you can still (in most cases) tap many of the career- and 
job-related resources that most universities offer their students. Use the 
course catalogues to determine which skills are being emphasized in pro- 
grams being taken by the students pursuing jobs in your field, and be on the 
lookout for ways to remain competitive. Take advantage of lectures, semi- 
nars, and other programs that might give you some new ideas about the 
kinds of jobs you want to pursue. 

Vour alma mater 
If you haven’t already done so, become a member of your college’s alumni 
association (assuming that it has one). Attend meetings to expand your net- 
work. Use the association’s newsletter or magazine to learn more about your 
former classmates and identify those who may be in a position to help you. 
Look into the possibility of adding your resume to the university’s resume 
database service (if it has one). If you think that it might help, make use of 
the school’s access to the Internet. 

Vour local job support group 
Nearly every community today has at least one (and in most cases many 
more than one) organization, usually a community or church group, that 
offers job support groups. Keep in mind that the basic function of these 
groups goes beyond giving you simple moral support. 

Vour radio or television 
The number of radio and television programs that are broadcast in your area 
and might be useful to you in your job search is probably greater than you 
think. Check your local cable service to find out which channels offer home- 
study courses. Call your local radio station to find out when it broadcasts 
programs that focus on local businesses and business leaders. (You’re most 
likely to hear these programs on Sunday mornings.) Check the program list- 
ings for Public Radio International (www. pri .org), whose nightly show, 
Marketplace, can be a great source of ideas and possible leads on job openings. 
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Vour computer 
The ability to use a computer for day-to-day administrative and research 
tasks may be the single most important skill you can bring to a job search. If 
you do not yet own a computer, give serious thought to buying one. Look for 
inexpensive courses that teach you the basics, or buy computer books (IDG 
Books Worldwide, lac. publishes books on a wide range of computer-related 
subjects) and be your own instructor. 

You don’t have to be a techie to get the most from computers. Think of the 
money and time you spend as an investment in your future. Not knowing how 

to use a computer could put you at a competitive disadvantage for many of 
the jobs you will be pursuing. 



Chapter 27 

Ten Questions Frequently 
Asked by Job Hunters 
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In This Chapter 

» Determining whether you're really on track 

» Getting your foot in the door 

» Winning the interview game 
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| this chapter, I address some common topics of concern for job seekers. 

How can you tell whether your 
job targets are realistic? 
The only way you can tell for certain is to go through the basic steps of your 
job search and see how far you get. If you find yourself running into a brick 
wall early on — that is, you have absolutely no luck uncovering job leads 
through the Internet, networking, the classifieds, or recruiters — it’s a safe 
bet that your personal goals are out of sync with the realities of the market- 
place, in which case you may have to scale down or rethink your targets. 

What’s the best Way to approach a com- 
pany that you would like to work for but 
that hasn’t advertised any job openings? 
The best way is almost always to try to network your way into the company — 
that is, to find someone you know who knows someone else in the company 
and can arrange an introduction. The person you’re introduced to, inciden- 
tally, doesn’t necessarily have to be in the department you ultimately want to 
work in. All you’re looking for is a name that you can use to make the connec- 

tion to the right person. 
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After you get a name, the best thing to do is to write a concise note that 
spells out what you think you ean offer and to follow up that note with a 
phone call. To increase your chances of gaining-a meeting with the person 
you're trying to reach, don’t ask about a job. Instead, ask if you can come in 
and get some information about the best way to get launched in the field. 

oe 

Is there anything you can do to make your 
resume stand out from the rest? 
Apart from making sure that your resume looks neat and professional, there 
isn’t much you can do cosmetically to differentiate it from everyone else’s. 
Using unusual typefaces or a color other than white makes your resume look 
different, but it can also knock you out of the running if the company uses 
any sort of resume-scanning device. Other techniques — including a scanned- 
in photograph of yourself — may get someone to pay attention who wouldn't 
otherwise do so, but they may also turn people off. 

Sometimes the method of delivery can draw more attention, such as via 

overnight mail or fax. These approaches are worth considering only if you 
know that you have the credentials, but the competition is stiff. 

If you want to display your Internet savvy, you can refer the resume reader to 
your personal Web site as an extension of your resume, which may contain 
additional information and work examples. 

geMBER 
“ The most important thing is to spell out as early as possible in your resume 

the specific accomplishments or skills that qualify you for the position 
you're pursuing. 

What’s the most common mistake that job 
hunters make when writing their resumes? 
The most common mistake, by far, is filling up the resume with a laundry list 
of functions and responsibilities that you’ve held in your past jobs as 
opposed to the specific accomplishments that made a difference in the com- 
panies you’ve worked for. You can never assume, simply because you had a 
particular responsibility or performed a particular task, that the person read- 
ing your resume will automatically think that you can make a contribution to 
his or her company. 

A second common mistake is not being specific enough when it comes to the 
skills you possess. Mentioning your “computer skills” is no longer enough, for 
example. Companies — and the resume-scanning software now being used — 
are interested in the specific programs with which you’re familiar. 
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What’s the best way to build 
your network of contacts? 
There is no “best” way. What’s important is to get the most out of every 
source: family, friends, business associates, former classmates, association 

affiliations, and so on. You have to be visible and put yourself in situations — 
volunteer work or temporary assignments, for example — in which you have 
an opportunity to meet new people. 

Most important, when you get that opportunity, you have to make the most 

of it. Introduce yourself, let the person know what you’re looking for, and ask 
if you may call him or her at a later date for help. You’ll be amazed at how 
easy it is to get help from people when you’re sincere and considerate of 
their time. 

What are the pros and cons of taking on 
temporary jobs while looking 
for full-time work? 
Mostly pros — especially these days, when more and more of the temporary 
jobs and assignments available are being offered to middle- and upper-level 
professionals. Temporary assignments not only give you a way to ease the 
financial pressure of being out of a job, but they also give you a chance to 
network, develop new skills, and convert the temporary assignment into a 

full-time position. The only downside is that you have to be prepared to 

handle most of your job search activities after working hours. 

What is the single most important piece of 
advice you can offer someone who's 
about to go into a job interview? 
Always put yourself in the shoes of the person conducting the interview. 
Keep in mind that person’s agenda: to determine whether you have the skills, 
personal attributes, and motivation to be successful in the job at hand. What 
you are ultimately “selling” during a job interview are those elements of your 
background, skills, and personality that can make a significant contribution 
to the company interviewing you. 
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How truthful should you be when 
ansWering interview questions? 
As truthful as possible — without going out of your way to volunteer informa- 
tion that could work against you. A lot depends, too, on what type of 
question you’re being asked. It’s one thing to make an overstatement when 
offering an opinion on your ability to handle a particular kind of assignment, 
as in, “I think I could handle that problem very well.” But misrepresenting 
specific facts about your background that can be verified is another thing 
altogether. Even small misrepresentations can cost you dearly, casting doubt 

on everything else you’ve said during the interview and on your resume. 

What’s the best way to respond if you feel 
that an interviewer is treating you 
unfairly or disrespectfully? 
First, try to determine whether the interviewer’s behavior is deliberately 
designed to put you under pressure — a test of sorts to see how you'll 
respond to pressure if you’re hired. This doesn’t happen too often, but it 
could well happen when the ability to keep your cool under pressure is a key 
qualification for the job. But if you’re dealing with a person who is being gen- 
uinely nasty, it doesn’t pay to make a scene — unless the abuse becomes 
blatant, which rarely happens. Keep your cool. Stay poised and professional. 
And thank your lucky stars that you won't have to deal with that person ever 
again after the interview is over. 

How do you overcome the “We think 
you're overqualified” objection? 
When someone says to you, “We think you’re overqualified,” he or she most 
likely is concerned about whether you're truly interested in this job, whether 
you will be motivated to do your best, and whether you will be satisfied with 
a salary that is probably lower than that to which you’re accustomed. Rather 
than argue whether or not you are overqualified, address the concerns. Give 
the person a reason to believe that you are enthusiastic about the job, that 
you are motivated, and that the salary drop is not going to be an issue. Stress 
the fact that the firm is getting added value by hiring you. 
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ob seekers have access to an enormous wealth of information resources 
in virtually every medium you can name: the Internet, books, tapes, 

videos, CD-ROMs, and so on. This appendix describes a variety of job search 
and career planning information that warrants attention. For more informa- 
tion about doing research, see Chapter 11. 

Career Planning and Job Targeting 
Discovering Careers and Jobs 
Gale Research, Inc. 

835 Penobscot Building 
Detroit, MI 48226 

800-877-4253 

Price: $1,795 for comprehensive version CD-ROM; $575 for basic edition 

Provides access to requirements and outlook for 250 careers and 1,200 job 
titles. Includes information about salary and licensing issues. Also gives con- 
tact information for more than 30,000 companies. 

Dun & Bradstreet’s Employment Opportunity Directory 
The Career Guide 
Dun & Bradstreet 
3 Sylvan Way 
Parsippany, NJ 07054 
800-526-0651 
www.dnb.com 

Price: $535 for a one-year subscription 

A comprehensive job search tool providing accurate, up-to-date-coverage on 
prospective employers and career opportunities in an easily understood 
format. Provides information on approximately 5,000 companies located 

throughout the U.S. 
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Occupational Outlook Handbook 
Bureau of Labor Statistics 

Publications Sales Center 

P.O. Box 2145 
Chicago, IL 60690 

312-353-1880 
~~ 

Price: $42 soft cover: also available on CD-ROM for $28 

Offers detailed descriptions of 250 occupations that account for 6 out of 7 
jobs in the economy. Each listing is divided into sections covering every 
aspect of the job, including the nature of the work itself, working conditions, 
employment opportunities, and basic qualities that employers generally look 
for in candidates. The information is, by necessity, somewhat general and not 
always 100 percent up-to-date, but no publication covers the American work- 
place more comprehensively or authoritatively. An online database version — 
Career Profiles Database — is available on America Online. 

Staffing Sources and Temporary 
Employment 

National Association of Personnel Services 

3133 Mt. Vernon Ave. 
Alexandria, VA 22305 

703-684-0180 
www.napsweb.org 

Publishes an online annual directory of 1,200 member companies by spe- 
cialty and geographic region. 

National Association of Temporary and Staffing Services (NATSS) 
119 South Saint Asaph Street 
Alexandria, VA 22314 

703-549-6287 
Www.natss.org 

Publishes a yearly directory, both in print and online, of temporary help and 
staffing member firms organized according to specialty and region. Also 
offers information about temporary employment and group health care plans. 
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Job Leads 
In addition to the sources listed in Chapter 11, you may want to check out the 
following: 

Directory of Executive Recruiters 
Kennedy Information 
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Kennedy Place : 

Route 12 South : . 
Fitzwilliam, NH 03447 

800-531-1026 or 603-585-6544 

Price: $44.95 ‘ 
~ 

Lists more than 3,800 search firms, giving names, addresses, areas of spe- 

cialty, and salary ranges normally covered. Available in bookstores. 

Executive Employment Guide 
American Management Association 

1601 Broadway 
New York, NY 10019 

212-586-8100 
Wwww.amanent.org 

Price: $25 for nonmembers of the American Management Association, and 

free for members 

Extensive listing of search firms, career counselors, and employment agen- 
cies. Listing information includes job specialties. 

Gale Directory of Publications & Broadcast Media 
Gale Research, Inc. 

835 Penobscot Building 
Detroit, MI 48226 

800-877-4253 

Price: $599 

A good source for local newspapers and trade publications. For details, see 
Chapter 11. 

Hoover’s Handbook of American Business 

Hoover’s, Inc. 

1033 La Posada Drive, #250 

Austin, TX 78752 
512-374-4500 

Www. hoovers.com 

Price: $129 
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This two-volume set includes profiles of 750 companies containing opera- 
tions overviews, company strategies, histories, key financial data, lists of 

products, executives’ names, headquarters addresses, phone numbers, and 

fax numbers. It also has more than 60 pages of business lists, including the 
Fortune 500 list of the largest U.S. corporations and the Forbes 500 list of the 
largest U.S. private companies. 

For details, see Chapter 11. 

National Business Employment Weekly 
P.O. Box 300 

Princeton, NJ 08543 

800-JOB-HUNT 
www.nbew.com 

The only national publication geared expressly to job seekers. Not only is it a 

good source of classified ads (it combines all the classified ads published in 
regional editions of The Wall Street Journal, mainly for professional and man- 
agerial positions), but it’s also filled with timely and useful information about 
job searching in general. Available at most newsstands. For more information, 
see Chapter 11. 

Non Profits and Education Job Finder 
By Daniel Lauber 
Publisher: Planning/Communications 
7215 Oak Avenue 
River Forest, IL 60305 

888-366-5200 

Price: $16.95 

More than 2,222 listings of job lead sources for nonprofit positions. Listings 
are organized according to fields (education, environment, health care, and 
so on) and also by state. 

Professional’s Job Finder 

By Daniel Lauber 
Publisher: Planning/Communications 
7215 Oak Avenue 
River Forest, IL 60305 

888-366-5200 

Price: $18.95 
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More than 3,000 listings of job lead sources, including directories, classified 
sources, salary surveys, and trade publications. The information is organized 

according to fields and industries and by state as well. 

Electronic Job Hunting =~ 
CareerXRoads: The 1999 Directory of the 500 Best Job, Resume and Career 

Management Sites on the World Wide Web. Gerry Crispin and Mark Mehler. 
MMC Group: New Jersey, 1999. 

Electronic Resume Revolution. Joyce Lain Kennedy and Thomas J. Morrow. 
John Wiley & Sons, Inc.: New York, 1995. 

Electronic Job Search Revolution. Joyce Lain Kennedy and Thomas J. Morrow. 
John Wiley & Sons, Inc.: New York, 1995. 

Job Searching Online For Dummies. Pam Dixon. IDG Books Worldwide, Inc.: 
Foster City, 1998. 

The On-Line Job Search Companion. James C. Gonyea. McGraw Hill: New York, 
1995. 

Resume-Writing and Other Software 
These software products are designed to guide you through the process of 
preparing your resume and seeking a job. Typical features in most include 
automatic formatting, questions to answer as you work through each section, 
a word bank, templates for various types of resumes and cover letters, a spell 
checker, and mail merge. Special features in some programs include a contact 
management system and general job hunting advice. 

Easy Working Instant Resume 
Softkey International, Inc. 
One Athenaeum 
Cambridge, MA 02142 

617-494-1200 

Compatibility: DOS, Windows 

Price: $19.95 

Special feature: Online job hunting guide. 
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Quick & Easy Federal Jobs Kit 
DataTech Software 

4800 Linglestown Rd. 
Harrisburg, PA 17112 

800-556-7526 

Compatibility: Windows 

Price: $49.95 

Guides you through the often confusing process of applying for a job with the 
federal government, helping you manage some of the specific forms and dec- 
larations that are part and parcel of the federal job application process. The 
newest version is consistent with the changes in application procedures insti- 
tuted in January 1995. 

The Perfect Resume 

Davidson & Associates, Inc. 

P.O. Box 2961 

Torrance, CA 90509 

800-545-7677 
www.davd.com 

Compatibility: Windows and Macintosh; available on 3%inch disk or CD-ROM 

Price: $49.75 ($38.95 average price in most retail stores) 

Special feature: Online advice from author Tom Jackson, author of The Perfect 

Resume. 

PFS Resume and Job Search Pro 

Softkey International, Inc. 

One Athenaeum 
Cambridge, MA 02142 
617-494-1200 

Compatibility: DOS and Windows 

Price: DOS $49.95; Windows $59.95 

Special features: Database function for managing contacts and a special data- 
base that lists information about 6,000 companies. 

ResumeMaker with Career Planning 
Individual Software Inc. 
4255 Hopyard Rd. #2 
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Pleasanton, CA 94588 

925-734-6767 

Compatibility: DOS, Windows, and Macintosh 

Price: $49.95 for Macintosh version; $26.66 for Windows and DOS versions 

Special feature: A “target company manager” program — combination 
address book, activity tracker, and scheduler. 

ResumeMaker Deluxe (CD-ROM ) 
Individual Software Inc. 

4255 Hopyard Rd. #2 
Pleasanton, CA 94588 

925-734-6767 

Compatibility: DOS and Windows 

Price: $39.95 

Special feature: Videotaped interviews that give you advice on what to do and 
what not to do when confronted with different types of questions. 

WinWay Resume 
WinWay Corporation 
5431 Auburn Boulevard, Suite 398 

Sacramento, CA 95841-2801 

800-494-6929 

Compatibility: DOS and Windows, (also available on CD-ROM ) 

Price: $69.95 

Special feature: Interviews with industry experts on such topics as effective 
interviewing and salary negotiation techniques. 

You’re Hired 
DataTech Software 
4800 Linglestown Rd. 
Harrisburg, PA 17112 
800-556-7526 

Compatibility: Windows 

Price: $49.95 
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© Numbers 
10-K/10-Q reports, 170 

eAe 
abbreviations used in directories, 181 

accomplishment verbs, in resumes, 85, 89 
accomplishments, in resumes, 84-85 
age, interview questions about, 303 
alma maters, as research resource, 345 
Almanac of American Employers, The, 176 

AltaVista, 156 
America Online Career Center, 161 

America Online For Dummies, 142 
American Counseling Association, 39 
America’s Corporate Families and 

International Affiliates, 177 
America’s Job Bank, 161 
annual reports, 170 
answering machines, 17-18, 200-201 

answering strategies, interviews, 292-293 
AOL NetFind, 156 
applicant tracking systems, 87 
aptitude tests 
mechanical abilities, 304 
mental abilities, 304 
psychomotor abilities, 304 

aptitudes, identifying. See aptitude tests; 
focusing your search 

Arial typeface, 96 
arrival etiquette, interviews, 287 
assessing job offers, 318-321 
association meetings, networking, 206 
automatic leading, 97-98 

eBe 
Baroudi, Carol, 142, 148 
Barron’s, 172 
base of operations, 16 
behavioral questions (interviews), 270 

benefits. See health benefits 
blind ads, 234 
blitz mailings, versus targeted mailings, 222 
body, cover letter, 128-129 
body language, interviews, 294 
boldface text, 93-94, 99 
bookmarking Web sites, 173 
briefcases, 22 
broadcast mailings, versus targeted 

mailings, 222 
bulleted statements, in resumes 

alternative to paragraphs, 78 
bullet symbols, 100 
formatting, 99-100 
parallel construction, 78 
punctuating, 100 

bumbling interviewers, 298 
business cards, 22 

business contacts, as research 

resource, 344 
Business Week, 172 

busywork, avoiding, 25 

ece 
calling cards (telephone), 19 
capitalization, in resumes, 100-101 

career advancement, 51, 276 
Career Builder Network, The, 161-162 

career centers, as research resource, 345 
career counselors, 38—40 
choosing, 39-40 
online, 140 

Career Database, 166 
career planning, research resources, 

351-352 
Career Resource Center, 163 
career search Web sites, 160-166 

CareerMagazine, 162 
CareerMosaic, 162 
CareerPath.com, 162 
Careers.WSJ.com, 163 
CareerWeb, 163 
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CareerXRoads: The 1999 Directory of the 
500 Best Job ..., 355 

cellular phones, 18 

chat groups, 170-171 
chatterbox interviewers, 299 
checklists 
determining your marketability, 54 
focusing your search, 36-37 ssi 

chrono-functional style resumes 
description, 70-74 
examples, 106-109 

chronological style resumes 
description, 66-68 
examples, 103-104, 110-117 

classifieds 
art of reading, 211-213 
blind ads, 234 

job history, 217-218 
red flags, 218-219 
responding to, 213, 215-218 
salary requirements, 217-218 
sources of, 210-211 

temporary employment services, 248 
tracking responses to, 213-214 

closed questions (interviews), 268 
closing, cover letter, 125 

closing an interview, 307-309 
college graduates, resume excerpts, 192 
colleges, as research resource, 345 

combination style resumes, 70-74 
company affiliations, in resumes, 83 

company research. See also online job 
search; research resources 

10-K and 10-Q reports, 170 

annual reports, 170 
for interviews, 266-267 
for job offers, 318-319 
marketing brochures, 170 

online resources, 167-170, 177-180 

recorded job hotlines, 170 
recruitment brochures, 170 
for targeted mailings, 224-225 

competition for job openings, 52 
computerized resume screening, 87-88 

computers 

desktop, 19-21 
handheld, 21-22 
as research resource, 345 

confidentiality - 
e-mail, 148 
online job searches, 160-161 

confirmation interviews, 291 
connections. See networking (personal 

connections) 
contact lists *~ 

preparing, 188-189 
prioritizing, 189-190 

contacts 

establishing, 198-200 
making, 349 

meeting with, 201-204 
contingency search firms, 235 
Cool Works, 163 
cordless phones, 17 

corporate culture 
fitting in, 260 
and new jobs, 331 

counteroffers, 327-328 
courses, as research resource, 50 
cover letters. See also resumes 

body, 128-129 
closing, 125 
date, 123 

electronic, 128, 141 
examples, 129-133 

importance of, 121-122 
opening paragraph, 126-127 
professional appearance, 122-125 
recipient address, 123-124 
recipient name, 125 

return address, 123 

salary requirements, 129 
salutation, 124 
strategy for, 122 

titles (of persons), 124 
cuteness, in resumes, 60 

ele 
dates 
in cover letters, 123 
in resumes, 83 

D&B Employment Opportunities 
Directory — The Career Guide, 176 

D&B Million Dollar Directory — Top 50,000 
Companies, 177 



Debriefing, 160 
DejaNews, 156 
DialogWeb, 167 
DICE, 164 
directories 
abbreviations used in, 181 
company-related information, 177-179 
for job hunters, 176-177 
overview, 175 

special interests, 180 
Directories in Print, 180 
Directory of American Firms Operating in 

Foreign Countries, 177-178 
Directory of Executive Recruiters, 353 
Discovering Careers and Jobs, 351 
discussion groups, 170-171 
dishonesty. See misrepresentation 
Dixon, Pam, 94 
Dow Jones Interactive, 168 
downloading files, 145-146 
dressing for interviews, 280-283 

drug tests, 306 

Dun & Bradstreet 
D&B Employment Opportunities 

Directory — The Career Guide, 176 
D&B Million Dollar Directory — Top 

50,000 Companies, 177 
Dun & Bradstreet Million Dollar Directory 

Series, 178 
Dun & Bradstreet Principal International 

Businesses, 178 
Dun & Bradstreet’s Companies Online, 

168 
Dun & Bradstreet’s Employment 

Opportunity Directory, 351 

efe 
Easy Working Instant Resume, 356 
Economist, The, 172 

EDGAR, 168 
editorializing, in resumes, 62 
education, resume section, 85-86 
electronic cover letters, 141 
electronic job search. See also e-mail; 

Internet; research resources 

- Almanac of American Employers, The, 176 
AltaVista, 156 

Index 36 ] 

America Online Career Center, 161 

America Online For Dummies, 142 
America’s Corporate Families and 

International Affiliates, 177 
America’s Job Bank, 161 
AOL NetFind, 156 
Barron’s, 172 

benefits of, 139-141 
bookmarking sites, 173 
Business Week, 172 

Career Builder Network, The, 161-162 
Career Database, 166 
Career Resource Center, 163 
career search sites, 160-166 
CareerMagazine, 162 

- CareerMosaic, 162 
CareerPath.com, 162 
Careers.WSJ.com, 163 

CareerWeb, 163 
CareerXRoads: The 1999 Directory of the 

500 Best Job ..., 355 
chat groups, 170-171 
company research, 167-170 
Cool Works, 163 
D&B Employment Opportunities 

Directory — The Career Guide, 176 
D&B Million Dollar Directory — Top 

50,000 Companies, 177 
Debriefing, 160 

DejaNews, 156 
DialogWeb, 167 
DICE, 164 
directories, company-related informa- 

tion, 177-179 

directories, for job hunters, 176-177 
directories, overview, 175 

directories, special interests, 180 

Directory of American Firms Operating in 
Foreign Countries, 177-178 

discussion groups, 170-171 
Dow Jones Interactive, 168 
downloading files, 145-146 
Dun & Bradstreet Million Dollar Directory 

Series, 178 
Dun & Bradstreet Principal International 

Businesses, 178 
Dun & Bradstreet’s Companies 

Online, 168 
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electronic job search (continued) 
Economist, The, 172 
EDGAR, 168 
Electronic Job Search Revolution, 355 
Electronic Resume Revolution, 355 
Excite, 156-157 
Forbes, 172 
Fortune, 172 
GO Network, 157 

Google!, 157 
GoTo.com, 157-158 
HeadHunter.NET, 164 

Hoover’s Handbook of American 
Business, 178 

Hoover’s Handbook of World Business, 

178 
Hoover’s Online, 169 

HotBot, 158 
HotJobs, 164 
nesAt2 
Infoseek, 157 
International Directory of Company 

Histories, 179 

Internet For Dummies, The, 142 
Job Bank USA, 164 

Job Searching Online For Dummies, 355 
Job Seeker’s Guide to Private and Public 

Companies, 177 
JOBTRAK, 165 
Journal of Commerce, The, 172 

Lexis/Nexis, 169 
LookSmart, 158 
Lycos, 158-159 
marking favorite spots, 173 
message boards, 170-171 
MetaCrawler, 160 
Monster.com, 165 
National Business Employment Weekly, 172 
NationJob Network, 165 
New York Times, The, 172 
News.com, 169 
newsgroups, 171 
Northern Light, 159 
note taking, 153 
Online Job Search Companion, The, 355 
overview, 47, 138-139 

periodicals, 171-173 
planning your time, 145-146, 152 

portals, 155-160 
productivity, 145-146, 152 
Reference Book of Corporate 

Management, 179 
research resources, 355 
resume database services, 166 
SavvySearch; 160 
search engines, 155-160 
Search.com, 159 
SEC (U.S. Securities and Exchange 

Commission), 168 

SkillSearch, 166 

Snap, 159 
Standard and Poor’s Register of Corpora- 

tions, Directors and Executives, 179 

Telecommuting Jobs, 165 
temporary employment services, 248 
Thomas’ Register of American 

Manufacturers, 179 

Usenet, 171 
Wall Street Journal, The, 172 
Yahoo!, 160 
Yahoo!: Employment, 166 

Electronic Job Search Revolution, 355 
Electronic Resume Revolution, 87, 355 
electronic resumes, examples, 102-103 
e-mail 
accuracy, 148 
addresses, 147 

confidentiality, 148 

dealing with recruiters, 238-239 
E-mail For Dummies, 148 

emoticons (smileys), 149 
etiquette, 149 

exchanging files, 148 
follow-up letters, interviews, 310 
overview, 146-147 

privacy, 148 
subject lines, 149 
targeted mailings, 222-223 
urgency, 148 

E-mail For Dummies, 148 
emoticons (smileys), 149 
employment agencies, 235. See also career 

counselors; recruiters; temporary 
employment services 

employment contracts, 327 



employment firms. See recruitment firms 
employment gaps in resumes, 90 
Encyclopedia of Associations, 180 
entry-level candidates, interviews and, 261 
equipment requirements 
answering machines, 17-18 
briefcases, 22 
business cards, 22 
cellular phones, 18 
computers, desktop, 19-21 
computers, handheld, 21-22 

cordless phones, 17 
fax machines or modems, 21 
office supplies, 22 
speakerphones, 19 

stationery, 22 
tape recorder, pocket-size, 22 
telephone calling cards, 19 
telephone equipment, 17-19 
telephone memory, 19 
telephone speed dialing, 19 
voice mail, 17-18 

ethnic origins, interview questions 
about, 303 

etiquette, e-mail, 149 

examples 
cover letters, 129-133 

electronic resumes, 102-103 
follow-up letters, interviews, 311 

examples, bad 
interviews, 266, 281, 283, 286, 296 
resumes, 63, 71, 74, 91, 95, 126 

examples, resume 
chronological style, 67, 103-104, 110-117 

combination style, 72-73 
electronic resume, 102-103 
functional style, 69, 106-109 

poor writing, 63, 71, 74, 91, 95, 126 

Excite, 156-157 
Executive Employment Guide, 353 
executive jobs 
Directory of Executive Recruiters, 353 
Executive Employment Guide, 353 
executive search firms, 234-235 
Standard and Poor’s Register of Corpora- 

tions, Directors and Executives, 179 

eye contact, interviews, 265 

Index 363 

efe 
family, as research resource, 343-344 
FAQs (frequently asked questions), job 

search, 347-350 
fax machines, 21 
faxing 
resumes, 100 
targeted mailings, 223 

federal jobs, 356 
files 
downloading, 145-146 
exchanging via e-mail, 148 

financial rewards, 51 
first impressions, interviews, 285, 288 
first person pronoun, in resumes, 76 
five-year goals, in interviews, 272 
fluff, in resumes, 60 
focusing your search 
American Counseling Association, 39 
aptitude, determining, 35 

career counselors, 38—40 
likes and dislikes, identifying, 32-33, 

34, 38 
Myers-Briggs test, 38 
narrowing your focus, checklist, 36-37 

National Board for Certified 
Counselors, 40 

Strong Interest Inventory test, 38 

work history, listing, 33-34 
follow-up letters, interviews, 309-311 

follow-up phone calls, targeted mailings, 
228-231 

fonts 
Arial, 96 
automatic leading, 97-98 
boldface, 93-94, 99 
Franklin Gothic, 96 
Garamond, 96 
Helvetica, 96 
italics, 93-94, 99 
ITC Avante Garde Gothic, 96 
leading, 96-98 
New Century Schoolbook, 96 
and optical scanners, 94 

and optically scanning resumes, 94 
Palatino, 96 
point size, 96 
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fonts (continued) 
professional appearance, 59 
sans serif, 95-96 
serif, 95-96 
sizes, 96 

spacing between lines, 96-98 
Times, 96 
Times New Roman, 96 
Times Roman, 96 
underlining, 93-94, 99 

uppercase, 99 
Forbes, 172 
formatting resumes. See resumes, 

formatting 
Fortune, 172 
Franklin Gothic typeface, 96 
frequently asked questions (FAQs), job 

search, 347-350 
friends, as research resource, 343-344 
functional style resumes 
description, 68-70 
examples, 106-109 

eGe 
Gale Directory of Publications and Broad- 

cast Media, 174, 180, 353 
game-playing interviewers, 299-300 
games interviewers play, 292-293 
Garamond typeface, 96 
general-to-specific organization, in re- 

sumes, 78-79 
GO Network, 157 
goals, setting, 25 
Google!, 157 
Gothic typeface. See sans serif typeface 
GoTo.com, 157-158 
grammatical errors, in resumes, 59-60, 118 
graphology tests, 305 

eHe 
Half, Robert, 63, 71, 74, 91, 95, 126 
halo effect, 288 

handshakes, interviews, 288 
handwriting tests, 305 
head hunters. See recruiters 

HeadHunter.NET; 164 
headings, resume 
description, 80 
placing and formatting, 98-99 

health benefits 
assessing, 320-321 

negotiating for, 322-323 
temporary work, 246 

Helvetica typeface, 96 
hiring bonuses, 322 

holiday pay, temporary work, 246 
honesty. See misrepresentation 
Hoover’s Handbook of American Business, 

178, 354 
Hoover’s Handbook of World Business, 178 

Hoover’s Online, 169 

HotBot, 158 
HotJobs, 164 

efe 
ice breakers, interviews, 288-289 
Inc., 172 
Infoseek, 157 
ink, in resumes, 59 
integrity tests, 305 
interests, resume section, 85 

International Directory of Company 
Histories, 179 

Internet. See also online job search 
access fees, 142, 143 
recruiters, 238 
as research resource, 344 

Internet For Dummies, The, 142 
Internet job search. See also e-mail; 

research resources 
Almanac of American Employers, The, 176 
AltaVista, 156 
America Online Career Center, 161 
America Online For Dummies, 142 
America’s Corporate Families and Interna- 

tional Affiliates, 177 
America’s Job Bank, 161 

AOL NetFind, 156 — 
Barron’s, 172 
benefits of, 139-141 
bookmarking sites, 173 
Business Week, 172 



Career Builder Network, The, 161-162 
Career Database, 166 

Career Resource Center, 163 

career search sites, 160-166 
CareerMagazine, 162 
CareerMosaic, 162 
CareerPath.com, 162 

Careers.WSJ.com, 163 
CareerWeb, 163 

CareerXRoads: The 1999 Directory of the 
500 Best Job ..., 355 

chat groups, 170-171 

company research, 167-170 
Cool Works, 163 
D&B Employment Opportunities 

Directory — The Career Guide, 176 
D&B Million Dollar Directory — Top 

50,000 Companies, 177 
Debriefing, 160 
DejaNews, 156 
DialogWeb, 167 
DICE, 164 
directories, company-related 

information, 177-179 

directories, for job hunters, 176-177 
directories, overview, 175 

directories, special interests, 180 

Directory of American Firms Operating in 
Foreign Countries, 177-178 

discussion groups, 170-171 
Dow Jones Interactive, 168 
downloading files, 145-146 
Dun & Bradstreet Million Dollar Directory 

Series, 178 
Dun & Bradstreet Principal International 

Businesses, 178 
Dun & Bradstreet’s Companies 

Online, 168 
Economist, The, 172 

EDGAR, 168 
Electronic Job Search Revolution, 355 
Electronic Resume Revolution, 355 
Excite, 156-157 
Forbes, 172 
Fortune, 172 
GO Network, 157 
Google!, 157 
GoTo.com, 157-158 
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HeadHunter.NET, 164 

Hoover’s Handbook of American 
Business, 178 

Hoover’s Handbook of World 
Business, 178 

Hoover’s Online, 169 
HotBot, 158 
HotJobs, 164 
nei Z 

Infoseek, 157 
International Directory of Company 

Histories, 179 
Internet For Dummies, The, 142 
Job Bank USA, 164 

Job Searching Online For Dummies, 355 
Job Seeker’s Guide to Private and Public 

Companies, 177 
JOBTRAK, 165 
Journal of Commerce, The, 172 
Lexis/Nexis, 169 

LookSmart, 158 
Lycos, 158-159 
marking favorite spots, 173 
message boards, 170-171 
MetaCrawler, 160 

Monster.com, 165 
National Business Employment Weekly, 172 
NationJob Network, 165 
New York Times, The, 172 

News.com, 169 
newsgroups, 171 
Northern Light, 159 
note taking, 153 
Online Job Search Companion, The, 355 
overview, 47, 138-139 
periodicals, 171-173 
planning your time, 145-146, 152 
portals, 155-160 
productivity, 145-146, 152 
Reference Book of Corporate 

Management, 179 
research resources, 355 
resume database services, 166 

SavvySearch, 160 
search engines, 155-160 
Search.com, 159 
SEC (U.S. Securities and Exchange 

Commission), 168 
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Internet job-search (continued) 
SkillSearch, 166 

Snap, 159 
Standard and Poor’s Register of Corpora- 

tions, Directors and Executives, 179 

Telecommuting Jobs, 165 
Thomas’ Register of American 

Manufacturers, 179 * 
Usenet, 171 E 
Wall Street Journal, The, 172 
Yahoo!, 160 
Yahoo!: Employment, 166 

Internet service providers (ISPs), 142-144 
interviewers, difficult 
bumblers, 298 

chatterboxes, 299 
game players, 292-293, 299-300 
poker faces, 299 

tardy, 300 
unfair or disrespectful, 350 

interviewers, main concerns of 

about entry-level candidates, 261 
candidate’s abilities, 259-260 
candidate’s fit in the corporate 

culture, 260 
candidate’s motivation, 261 

ranking of, 290 
interviews. See also job offers 
age, questions about, 303 
answering strategies, 292-293 
appropriate dress, 280-283 
arrival etiquette, 287 
asking questions, 294-295, 339 
bad examples, 266, 281, 283, 286, 296 
behavioral questions, 270 
body language, 294 
candor, 340 
charming the interviewer, 340 

closed questions, 268 

closing, 307-309 
confirmation type, 291 
controlling the jitters, 283-284 
desirable candidate qualities, 290 

ethnic origins, questions about, 303 
evaluating success of, 307-308 
first impressions, 285, 288 
follow-up letters, 309-311 
by groups, 301-302 

halo effect, 288 - 
handshakes, 288 
ice breakers, 288-289 
improper questions, 302-303 
inviting yourself back, 341 
leading questions, 269 
leaving a keepsake, 341 
making an entrance, 339 
making an offer, 341 
marital status, questions about, 303 

during meals, 302 
misrepresentation, 258, 293, 350 

myths about, 13 
open questions, 269 
post mortem review, 313 
punctuality, 285, 286 
question types, 268-270 
race, questions about, 303 

reading your interviewer, 293 
references, 309-310 
religion, questions about, 303 
screening type, 289-291 
selection type, 289-291 
self confidence, 340 
selling yourself, 258 
standing out from the crowd, 339-341 
tactics to avoid, 283, 296, 309 

temporary employment services, 249-250 
trick questions, 269 

waiting for results, 312-313 
writing your case, 341 

interviews, preparing for 
clarifying your objectives, 262 
distracting mannerisms, 265 
eye contact, 265 
pacing the discussion, 265 _ 
posture, 265 
practicing listening skills, 263-264 
practicing responses, 264-265 
researching the prospective employer, 

266-267 
taping practice sessions, 265-266 
voice tone, 265 

interviews, typical topics 
career advancement, 276 

changes you might make, 273 
five-year goals, 272 
hypothetical situations, 275 



knowledge of prospective employer, 271 
overqualification, 277, 350 
personal background, 270 
personal strengths and weaknesses, 272, 

275-276 
previous bosses, 274, 276 
previous job, 271-272, 274, 276 
reasons for hiring you, 273, 274 

salary requirements, 278 
spare time activities, 277 
start date, 278 

team play, 275 
why you want the job, 273 

irrelevance, in resumes, 60 
ISPs (Internet service providers), 142-144 
italic text, 93-94, 99 

ITC Avante Garde Gothic typeface, 96 

@ J S 
jargon, in resumes, 60, 62 
Job Bank USA, 164 
job computers, 87 
job fairs, as research resource, 49 
job hotlines, 170 
job hunt headquarters, setting up, 16 
job interviews. See interviews 
job leads, research resources, 353-355 
job offers. See also interviews 
assessing, 318-321 
benefits, 320-321 
career implications, 320 

company research, 318-319 
first response, 315-317 
perks, 320-321 
rejecting, 317 
salary, 320-321 

job offers, negotiating 
counteroffers, 327-328 
employment contracts, 327 
flexibility, 326 
get it in writing, 326 
graciousness, 326 
health benefits, 322-323 
hiring bonuses, 322 

knowing what you want, 325 
leverage, 324, 325 
multiple offers, 327-328 

______—siIndex 367 

principles of, 324-328 
relationship, 324 
relocation expenses, 323-324 
reneging on accepted offers, 327-328 
research, 325 
severance positions, 324 
signing bonuses, 322 
starting salary, 322 
win/win thinking, 326 

job search. See also online job search; 

research resources 
base of operations, 16 
difficulty of, 12 
focusing your search. See focusing your 

search 
- frequently asked questions (FAQs), 

347-350 
on the Internet. See online job search 
interviewing skills, 13 
myths about, 11-13 
office space for, 16 
positive attitude and, 13-14 
realistic expectations, 347 

as a team activity, 13 
temporary work during, 252-253 
unemployment and, 11, 12 

job search gear 
answering machines, 17-18 
briefcases, 22 

business cards, 22 

cellular phones, 18 

computers, desktop, 19-21 

computers, handheld, 21-22 

cordless phones, 17 
fax machines or modems, 21 
office supplies, 22 
speakerphones, 19 
stationery, 22 
tape recorder, pocket-size, 22 
telephone calling cards, 19 
telephone equipment, 17-19 
telephone memory, 19 
telephone speed dialing, 19 
voice mail, 17-18 

Job Searching Online For Dummies, 94, 355 
Job Seeker’s Guide to Private and Public 

Companies, 177 
job support groups, as research 

resource, 345 
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job targeting, research resources, 351-352 
job titles 
examples of, 40 
in resumes, 83 

jobs. See also temporary work 
versus Careers, 45-46 
finding what’s available. See market 

analysis 
traditional, disappearance oft 9-10 

jobs, starting new 
apple carts, upsetting, 332-333 
identifying the superstars, 332 
importance of thank-you letters, 310 
learning the corporate culture, 331, 332 
maintaining your network, 333 
salary, discretion about, 333 

taking a break, 331 
technical skills, acquiring, 333 
thanking your supporters, 333 

Jobs 99, 180 

JOBTRAK, 165 
Journal of Commerce, The, 172 

eKe 
Kaufeld, John, 142 

Kennedy, Joyce Lain, 87 
keyword, screening resumes by, 87 

efe 
leading (line spacing), 96-98 
leading questions (interviews), 269 
lectures, as research resources, 50 

letters 
of inquiry, 196-197, 204-205 
interview follow-up, 309-311 
targeted mailings, 227 

letters, cover. See also resumes 

body, 128-129 
closing, 125 
date, 123 
electronic, 128, 141 

examples, 129-133 
importance of, 121-122 
opening paragraph, 126-127 
professional appearance, 122-125 
recipient address, 123-124 

recipient namé, 125 
return address, 123 
salary requirements, 129 

salutation, 124 
strategy for, 122 
titles (of persons), 124 

leverage in negotiations, 324, 325, 
Levine, John R., 142, 148 
Lexis/Nexis, 169 
libraries, as research resource, 47, 

153-155, 344 
lifestyles, 51 

likes and dislikes, identifying, 32-33, 34, 
38. See also focusing your search; 
tests 

listening skills, 263-264 

logging your time, 26 
LookSmart, 158 
Lycos, 158-159 
lying. See misrepresentation 

ele 
mailings, targeted 

benefits of, 223 
versus blitz mailings, 222 
versus broadcast mailings, 222 
contacts, approaching, 226 
contacts, identifying, 225-226 

dealing with assistants, 229 
definition, 222 

follow-up phone calls, 228-231 
identifying target companies, 224-225 
letter, writing, 227 

as networking tool, 195-196 
phone tactics to avoid, 230 
size of, 225 

via e-mail, 222-223 
via fax, 223 
voice mail, 228-229 

mannerisms, interview distractions, 265 
marital status, interview questions 

about, 303 

market analysis. See also research 
resources 

career advancement, 51 
competition, 52 
financial rewards, 51 



jobs versus careers, 45-46 
lifestyles, 51 
limited job opportunities, 52 
salary ranges, 52 

sequence of steps, 44 
specific job targets, 50-52 
strategic targeting, 42-44 
your marketability, 53-54 

marketing brochures, 170 
marking favorite spots, 173 
mechanical abilities tests, 304 
medical coverage. See health benefits 
mental abilities tests, 304 
message boards, 170-171 
MetaCrawler, 160 

miscellaneous, resume section, 85 

misrepresentation 
in interviews, 258, 293, 350 
to recruiters, 239-240 
in resumes, 61 

modems, 21 

Monster.com, 165 
morale, techniques for maintaining, 

335-337 
motivation, demonstrating, 261 
multiple offers, 327-328 
Myers-Briggs test, 38 
myths about 
interviews, 13 
job hunting, 11-13 
networking, 186-187 

eNe 
National Association of Personal 

Services, 352 
National Association of Temporary and 

Staffing Services (NATSS), 352 
National Board for Certified Counselors, 40 
National Business Employment Weekly, 63, 

71, 74, 91, 172, 354 
NationJob Network, 165 
NATSS (National Association of Tempo- 

rary and Staffing Services), 352 
negotiating skills 
counteroffers, 327-328 
-employment contracts, 327 
flexibility, 326 

ps es Index 369 

get it in writing, 326 

graciousness, 326 

health benefits, 322-323 
hiring bonuses, 322 
knowing what you want, 325 
leverage, 324, 325 

multiple offers, 327-328 
principles of, 324-328 
relationship, 324 
relocation expenses, 323-324 
reneging on accepted offers, 327-328 
research, 325 

severance positions, 324 
signing bonuses, 322 
starting salary, 322 
tactics to avoid, 323 
win/win thinking, 326 

networking databases, 190-191 

networking (personal connections) 
answering machines and, 200-201 
approaching strangers, 204-206 
association meetings, 206 
contact lists, preparing, 188-189 
contact lists, prioritizing, 189-190 
contacts, making, 198-200, 349 
contacts, meeting with, 201-204 

definition, 184 
getting started, 187-188 
importance to job hunt, 12-13 
letters of inquiry, 196-197, 204-205 
mistakes to avoid, 207 
myths about, 186-187 

networking databases, 190-191 
online, 184 

people in your target field, 48 
pyramiding factor, 185 
sales pitches, 194-195 
selecting people for, 186-187 
targeted mailings, 195-196 
voice mail and, 200-201 
volunteer groups, 206 

New Century Schoolbook typeface, 96 
New York Times, The, 172 
News.com, 169 
newsgroups, 171 
nominalization, in resumes, 77-78 

Non Profits and Education Job Finder, 354 
Northern Light, 159 
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ede 
objectives, resume section, 80-81 
Occupational Outlook Handbook, 352 
office space for job hunt, 16 
office supplies, 22 
online job search. See also e-mail; Internet; 

research resources ‘ 
Almanac of American Employers, The, 176 
AltaVista, 156 
America Online Career Center, 161 
America Online For Dummies, 142 
America’s Corporate Families and Interna- 

tional Affiliates, 177 
America’s Job Bank, 161 
AOL NetFind, 156 
Barron’s, 172 

benefits of, 139-141 
bookmarking sites, 173 
Business Week, 172 
Career Builder Network, The, 161-162 
Career Database, 166 

Career Resource Center, 163 
career search sites, 160-166 
CareerMagazine, 162 
CareerMosaic, 162 
CareerPath.com, 162 
Careers.WSJ.com, 163 
CareerWeb, 163 
CareerXRoads: The 1999 Directory of the 

500 Best Job ..., 355 
chat groups, 170-171 
company research, 167-170 
Cool Works, 163 

D&B Employment Opportunities 
Directory — The Career Guide, 176 

D&B Million Dollar Directory — Top 
50,000 Companies, 177 

Debriefing, 160 

DejaNews, 156 
DialogWeb, 167 
DICE, 164 
directories, company-related 

information, 177-179 

directories, for job hunters, 176-177 
directories, overview, 175 

directories, special interests, 180 
Directory of American Firms Operating in 

Foreign Countries, 177-178 

discussion groups, 170-171 
Dow Jones Interactive, 168 
downloading files, 145-146 
Dun & Bradstreet Million Dollar Directory 

Series, 178 
Dun & Bradstreet Principal International 

Businesses, 178 

Dun & Bradstreet’s Companies 
Online, 168 

Economist, The, 172 

EDGAR, 168 
Electronic Job Search Revolution, 355 
Electronic Resume Revolution, 355 
Excite, 156-157 
Forbes, 172 
Fortune, 172 
GO Network, 157 
Google!, 157 
GoTo.com, 157-158 
HeadHunter.NET, 164 
Hoover’s Handbook of American 

Business, 178 

Hoover’s Handbook of World 
Business, 178 

Hoover’s Online, 169 
HotBot, 158 
HotJobs, 164 
incanie 
Infoseek, 157 

International Directory of Company 
Histories, 179 

Internet For Dummies, The, 142 
Job Bank USA, 164 
Job Searching Online For Dummies, 355 

Job Seeker’s Guide to Private and Public 
Companies, 177 

JOBTRAK, 165 - 
Journal of Commerce, The, 172 
Lexis/Nexis, 169 

LookSmart, 158 
Lycos, 158-159 
marking favorite spots, 173 
message boards, 170-171 
MetaCrawler, 160 
Monster.com, 165 
National Business Employment Weekly, 172 
NationJob Network, 165 
New York Times, The, 172 

News.com, 169 



newsgroups, 171 
Northern Light, 159 
note taking, 153 
Online Job Search Companion, The, 355 
overview, 47, 138-139 
periodicals, 171-173 
planning your time, 145-146, 152 
portals, 155-160 
productivity, 145-146, 152 
Reference Book of Corporate 

Management, 179 

research resources, 355 
resume database services, 166 
SavvySearch, 160 
search engines, 155-160 
Search.com, 159 

SEC (U.S. Securities and Exchange 
Commission), 168 

SkillSearch, 166 
Snap, 159 

Standard and Poor’s Register of Corpora- 
tions, Directors and Executives, 179 

Telecommuting Jobs, 165 

temporary employment services, 248 
Thomas’ Register of American 

Manufacturers, 179 

Usenet, 171 
Wall Street Journal, The, 172 
Yahoo!, 160 
Yahoo!: Employment, 166 

Online Job Search Companion, The, 355 
open questions (interviews), 269 
optical character recognition, resume 

screening, 87 
optical scanning, resume screening 
overview, 87 
print quality and, 119 
typefaces and, 94 

outsourcing, 10 
overpersonalizing, in resumes, 62 

overqualification, 277, 350 

ePpe 
Palatino typeface, 96 
paper, for resumes, 59 
paragraphs, in resumes, 99-100 
Perfect Resume, The, 356 
periodicals, online, 171-173 
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perks, assessing, 320-321 
personal organizers, 23 

Petras, George, 180 
Petras, Kathryn, 180 

Petras, Ross, 180 
PFS Resume and Job Search Pro, 356-357 
physical tests, 305 
placement consultants. See recruiters 
planning your work, 23-24 
point size (typeface), 96 
poker-face interviewers, 299 
portals, 155-160 
posture, interviews, 265 
pre-employment tests 
drug, 305 
graphology, 305 
handwriting, 305 
integrity, 305 
physical, 305 
proficiency, 304-305 

psychology, 305 
print quality and optically scanning 

resumes, 119 
printing resumes. See resumes, printing 
prioritizing your work, 24 
privacy, e-mail, 148 
procrastination, 26-27 

productivity 
avoiding busywork, 25 
establishing a routine, 24-25 
logging your time, 26 
online activities, 145-146 
online research, 152 
personal organizers, 23 

planning your work, 23-24 
prioritizing your work, 24 
procrastination, 26-27 
setting goals, 25 
use of recruiters, 241 

Professional’s Job Finder, 355 
proficiency tests, 304-305 
proofreading resumes, 118 
psychology tests, 305 
psychomotor abilities tests, 304 
punctuality 
interviewees, 285, 286 

interviewers, 300 
punctuation, in resumes, 100-101 
pyramiding factor, 185 
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ede 
=_ 

question types (interviews), 268-270 
Quick & Easy Federal Jobs Kit, 356 

eRe 
race, interview questions about, 303 

radio, as research resource, 345 
recipient address, cover letter, 123-124 
recipient name, cover letter, 125 

recorded job hotlines, 170 
recruiters 

contacting by e-mail, 238-239 
contingency search firms, 235 
employment agencies, 235 
executive search firms, 234-235 
initiating contact with, 235 
on the Internet, 238 

meeting with, 240-241 
misrepresentations to, 239-240 
productive use of, 241 
recruitment firms, 235-236 
services for a fee, 236 
services provided by, 237 
unemployment and, 237 

recruitment brochures, 170 
recruitment firms, 235-236 
Reference Book of Corporate 

Management, 179 

references, in interviews, 309-310 
regional business publications, 174 
Reinhold, Arnold, 148 
religion, interview questions about, 303 

relocation expenses, negotiating, 323-324 
reneging on accepted offers, 327-328 
research resources. See also company 

research; online job search; tempo- 

rary work 
alma maters, 345 
business contacts, 344 
career centers, 345 
career planning, 351-352 
colleges, 345 

computers, 345 
courses, 50 
Directories in Print, 180 

Directory of Executive Recruiters, 353 
Discovering Careers and Jobs, 351 
Dun & Bradstreet’s Employment Opportu- 

nity Directory, 351 
Encyclopedia of Associations, 180 
Executive Employment Guide, 353 
family and friends, 343-344 7 
Gale Directory of Publications and Broad- 

cast Media, 174, 180, 353 

Hoover’s Handbook of American 
Business, 354 

Internet, 344 

job fairs, 49 
job leads, 353-355 
job support groups, 345 
job targeting, 351-352 
lectures, 50 
libraries, 47, 153-155, 344 
National Association of Personal 

Services, 352 
National Association of Temporary and 

Staffing Services (NATSS), 352 
National Business Employment 

Weekly, 354 
Non Profits and Education Job Finder, 354 
Occupational Outlook Handbook, 352 
online job hunting, 355 
people in your target field, 48 
Professional’s Job Finder, 355 
radio, 345 

regional business publications, 174 
seminars, 50 

staffing sources, 352 
television, 345 
temporary work, 352 
ten most valuable, 343-346 

trade magazines, 47 
trade publications, 173-174 

trade shows, 49 

volunteer work, 49 

responsibilities and duties, in resumes, 84 
resume database services, 166 

resume sections 

education, 85-86 
heading, content, 80 

heading, placing and formatting, 98-99 
interests, 85 
miscellaneous, 85 



objectives, 80-81 
special skills, 85 
summary, 81-82 
work history, 83-85 

resume styles 
chronological, 66-68 
combination, 70-74 
functional, 68-70 

ResumeMaker Deluxe, 357 
ResumeMaker with Career Planning, 357 
resumes. See also resumes, examples; 

cover letters 
accomplishment verbs, 85, 89 
accomplishments, 84-85 
common mistakes, 59-62, 348 
company affiliations, 83 
cuteness, 60 

dates, 83 
editorializing, 62 

electronic, 102-103, 141 

Electronic Resume Revolution, 355 
employment gaps, 90 
excessive use of superlatives, 61 
faxing, 100 

first person pronoun, 76 
fluff, 60 
general-to-specific organization, 78-79 
grammatical errors, 59-60, 118 
history of single long-term job, 91 
history of unrelated jobs, 90 

ink, 59 
irrelevance, 60 
jargon, 60, 62 
job titles, 83 
length, 62 

limitations, 57-58 
misrepresentation, 61 
multiple versions, 88-90 
nominalization, 77-78 
overpersonalizing, 62 
paper, 59 
proofreading, 118 
by recent college graduates, 192 
responsibilities and duties, 84 
sentence structure, 77 
software for, 355-358 

- spelling errors, 59-60 
standing out from the crowd, 348 
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typographic errors, 59-60 
underemphasizing your accomplish- 

ments, 61 
vagueness, 60 
word choice, 77-78 

resumes, examples 
chronological style, 67, 103-104, 110-117 
combination style, 72-73 
electronic resume, 102-103 

functional style, 69, 106-109 
poor writing, 63, 71, 74, 91, 95, 126 

resumes, formatting. See also resumes, 
typefaces 

bulleted statements, 78, 99-100 
capitalization, 100-101 
paragraphs, 99-100 
professional appearance, 59 
punctuation, 100-101 

two-column format, 94 
resumes, printing 
Arial typeface, 96 
automatic leading, 97-98 
boldface text, 93-94, 99 
bulleted statements, 78, 99-100 
capitalization, 100-101 

Franklin Gothic typeface, 96 
Garamond typeface, 96 
Helvetica typeface, 96 

italics, 93-94, 99 
ITC Avante Garde Gothic typeface, 96 
leading, 96-98 
New Century Schoolbook typeface, 96 
and optical scanners, 94 

Palatino typeface, 96 
paragraphs, 99-100 
point size, 96 

professional appearance, 59 
punctuation, 100-101 
sans serif text, 95-96 
serif text, 95-96 
sizes, 96 

spacing between lines, 96-98 
Times New Roman typeface, 96 
Times Roman typeface, 96 
Times typeface, 96 
two-column format, 94 

underlining text, 93-94, 99 

uppercase text, 99 
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resumes, screening 
computerized, 87-88 
by keyword, 87 
manually, 58-59 
optical character recognition, 87 
optical scanning, 87 
print quality and, 119 
typefaces and, 94 

resumes, typefaces 
Arial, 96 
automatic leading, 97-98 
boldface, 93-94, 99 
Franklin Gothic, 96 
Garamond, 96 

Helvetica, 96 
italics, 93-94, 99 

ITC Avante Garde Gothic, 96 
leading, 96-98 

New Century Schoolbook, 96 
and optical scanners, 94 
Palatino, 96 
point size, 96 
professional appearance, 59 
sans serif, 95-96 
serif, 95-96 
sizes, 96 
spacing between lines, 96-98 
Times, 96 
Times New Roman, 96 

Times Roman, 96 
underlining, 93-94, 99 

uppercase, 99 
return address, cover letter, 123 
routines, establishing, 24-25 

eSe 
salary requirements 
cover letters, 129 

discretion about, 333 

employees requests for raises, 323 
in interviews, 278 
job offers, 320-321 
negotiating, 322 
want ad responses, 217-218 

sales pitches, 194-195 
salutations, cover letters, 124 

sans serif typeface, 95-96 
SavvySearch, 160 
screening interviews, 289-291 

screening resumes. See resumes, screening 
search consultants. See recruiters 
search engines, 155-160 
Search.com, f59 
SEC (U.S. Securities and Exchange 

Commission), 168 
selection interviews, 289-291 
selling yourself, interviews, 258 
seminars, as research resources, 50 

séntence structure, in resumes, 77 
serif typeface, 95-96 
severance positions, negotiating, 324 
signing bonuses, negotiating, 322 
sizes of typeface, 96 
SkillSearch, 166 

smileys (emoticons), 149 
Snap, 159 
software for resumes and job searches, 

355-358 
spacing between lines, 96-98 
speakerphones, 19 
special skills, resume section, 85 
speed dialing, 19 
spelling errors, in resumes, 59-60 

staffing sources, research resources, 352 
Standard and Poor’s Register of Corpora- 

tions, Directors and Executives, 179 
start date, in interviews, 278 
stationery, 22 
strategic targeting, 42-44 
strengths (personal) 
in interviews, 272, 275-276 

Strong Campbell test, 38 

Strong Interest Inventory test, 38 
subject lines, e-mail, 149 
summary, resume section, 81-82 

efe 
talents, identifying. See focusing your 

search 
tape recorder, pocket-size, 22 
taping practice interviews, 265-266 
tardy interviewers, 300 



targeted mailings 
benefits of, 223 
versus blitz mailings, 222 

versus broadcast mailings, 222 
contacts, approaching, 226 
contacts, identifying, 225-226 
dealing with assistants, 229 
definition, 222 

follow-up phone calls, 228-231 
identifying target companies, 224-225 
letter, writing, 227 
as networking tool, 195-196 
phone tactics to avoid, 230 
size of, 225 

via e-mail, 222-223 
via fax, 223 
voice mail, 228-229 

targeting a job field. See strategic targeting 
team play, in interviews, 274-275 
technical support, ISPs, 143 
Telecommuting Jobs, 165 
telephone calling cards, 19 

telephone calls 
follow-up to direct mailings, 228-231 
tactics to avoid, 230 

telephone equipment, 17-19 
telephone memory, 19 
telephone speed dialing, 19 
television, as research resource, 345 

temporary employment services 
choosing, 247-249 
interviewing with, 249-250 
multiple affiliations, 250 
National Association of Temporary and 

Staffing Services (NATSS), 352 
signing up with, 249-250 
want ads, 248 
Web sites, 248 
Yellow Pages, 248 

temporary work 
adaptability demands, 251 
benefits of, 244-245 
clarifying expectations, 251 
comparable to full-time, 14, 244 

diplomacy and, 252 
holiday pay, 246 
medical coverage, 246 
mind-set for, 251 
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pre-job briefings, 251 
pros and cons, 349 

research resources, 352 
vacation pay, 246 
while continuing a job search, 252-253 

10-K/10-Q reports, 170 
tests 
drug, 305 

graphology, 305 
handwriting, 305 
integrity, 305 
mechanical abilities, 304 
mental abilities, 304 
Myers-Briggs test, 38 
physical, 305 
proficiency, 304-305 
psychology, 305 
psychomotor abilities, 304 
Strong Campbell test, 38 
Strong Interest Inventory test, 38 

Thomas’ Register of American 
Manufacturers, 179 

time management 

avoiding busywork, 25 
establishing a routine, 24-25 
logging your time, 26 
online activities, 145-146 
online research, 152 

personal organizers, 23 
planning your work, 23-24 
prioritizing your work, 24 
procrastination, 26-27 

setting goals, 25 
use of recruiters, 241 

Times New Roman typeface, 96 
Times Roman typeface, 96 
Times typeface, 96 
titles (of persons), in cover letters, 124 
trade publications, as research resources, 

47, 173-174 
trade shows, as research resources, 49 
trick questions (interviews), 269 
truthfulness. See misrepresentation 
two-column format resumes, 94 

typefaces 
Arial, 96 

automatic leading, 97-98 
boldface, 93-94, 99 
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typefaces (continued) 
Franklin Gothic, 96 

Garamond, 96 

Helvetica, 96 
italics, 93-94, 99 
ITC Avante Garde Gothic, 96 
leading, 96-98 
New Century Schoolbook, 96 * 
and optical scanners, 94 > 
and optically scanning resumes, 94 
Palatino, 96 
point size, 96 
professional appearance, 59 
in resumes. See resumes, typefaces 
sans serif, 95-96 
serif, 95-96 
sizes, 96 
spacing between lines, 96-98 
Times, 96 
Times New Roman, 96 
Times Roman, 96 
underlining, 93-94, 99 

uppercase, 99 
typographic errors, in resumes, 59-60 

elfe 
underlining text, 93-94, 99 
unemployment 
job hunting and, 11, 12 

recruiters and, 237 
uppercase text, 99 
U.S. Securities and Exchange Commission 

(SEC), 168 
Usenet, 171 

ele 
vacation pay, temporary work, 246 
vagueness, in resumes, 60 
videotaping practice interviews, 265-266 
voice mail 
networking and, 200-201 
targeted mailings and, 228-229 
uses for, 17-18 

voice tone, interviews, 265 
volunteer work, networking, 49, 206 

ele 
Wall Street Journal, The, 172 
want ads 
art of reading, 211-213 

blind ads, 234 
job history, 217-218 
red flags, 218-219 
responding to, 213, 215-218 
salary requirements, 217-218 
sources of, 210-211 
temporary employment services, 248 
tracking responses to, 213-214 

weaknesses (personal), in interviews, 272, 
275-276 

Web sites for job searchers. See online job 
search 

WinWay Resume, 357 
win/win thinking, 326 
word choice, in resumes, 77-78 
work history 
preparing, 33-34 
in resumes, 83-85 
in want ad responses, 217-218 

worksheets 
determining your marketability, 53-54 
focusing your search, 36-37 

@ V @ 
Yahoo!, 160 
Yahoo!: Employment, 166 
Yellow Pages, and temporary work, 248 
Young, Margaret Levine, 142, 148 
You’re Hired, 358 
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