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PART	I

The	Psychology	of	Job	Hunting	in	a	Down	Market



1.

Yes,	The	Job	Market	Is	Bad—Really	Bad!

As	of	this	writing,	the	United	States	is	experiencing	its	worst	economy	since	the
Great	Depression.	The	stock	market	just	had	the	largest	one-day	drop	in	history
and	 fluctuates	 wildly	 based	 on	 the	 daily	 economic	 news,	 which	 seems	 to	 get
increasingly	worse.	Investors	have	already	lost	more	than	7	trillion	dollars,	and
the	 shockwaves	 of	 the	 credit	 crunch	 are	 reverberating	 across	 the	 country	 and
around	the	globe.

Governments	are	being	forced	to	bail	out	entire	industries	and	invest	directly
into	 financial	 institutions	 to	keep	 them	afloat.	Our	very	notions	of	government
agencies	and	private	businesses	are	in	the	process	of	being	redefined.

Millions	of	U.S.	citizens	can’t	pay	their	mortgages	or	are	actually	losing	their
homes	with	an	unprecedented	number	of	foreclosures	and	bankruptcies.	Parents
can’t	 pay	 their	 children’s	 tuition	 bills.	 Entire	 retirement	 funds	 are	 being
decimated	on	Wall	Street.

The	job	market	is	weaker	than	it	has	been	in	80	years.	The	U.S.	recession	has
claimed	more	 than	4	million	 jobs	 to	date.	More	 than	4	million	 jobs	have	been
lost	 in	 a	 one-year	 period.	 One	 hundred	 forty-five	 thousand	 positions	 were
recently	 eliminated	 in	 just	one	week,	with	nearly	650,000	 jobs	 lost	within	 one
month.	Unemployment	continues	to	expand	with	more	layoffs	and	downsizings.
As	 the	 economy	 shrinks,	 debt	 soars,	 and	 the	 headlines	 proclaim	 one	 financial
meltdown	after	another.	Worst	of	all,	it	seems	that	no	one’s	hiring!

Perhaps	 most	 startling	 of	 all,	 the	 United	 Nation’s	 International	 Labor
Organization	 estimates	 that	 the	 current	 financial	 crisis	 will	 add	 at	 least	 20
million	people	 to	 the	world’s	unemployed,	bringing	 the	 total	 to	210	million	by
the	end	of	2009.

So	let	me	be	clear:	if	you’re	feeling	that	something	is	very,	very	wrong	with
your	quest	to	take	charge	of	your	career,	find	a	job	you	love,	and	earn	what	you
deserve,	you’re	right.	But	 it’s	not	your	fault.	We	are	 in	 the	middle	of	a	perfect
storm,	and	it’s	almost	surely	going	to	get	worse	before	it	gets	better.



2.

It’s	Okay	to	Feel	Frustrated,	Depressed,	Afraid,	Helpless,	or
Disoriented

No	 one	 knows	what’s	 going	 to	 happen	 next.	 For	working	 people	 everywhere,
these	are	very	challenging	times	indeed.	Everyone	is	concerned,	even	those	who
still	have	 jobs.	Some	folks	are	 terrified,	especially	 those	who	have	been	out	of
work	for	a	while.

If	you’re	feeling	frustrated,	depressed,	afraid,	helpless,	or	disoriented,
you’re	certainly	not	alone.

These	 reactions	 are	 understandable	 and	 to	 be	 expected.	 If	 you’re	 feeling
frustrated,	depressed,	afraid,	helpless,	or	disoriented,	you’re	certainly	not	alone.
You	 might	 even	 feel	 angry	 or	 victimized.	 Perhaps	 you’re	 saying	 things	 to
yourself	such	as,	“This	shouldn’t	be	happening	to	me!	I	got	a	good	education.	I
worked	 hard.	 I	 always	 did	 the	 right	 thing,	 and	 I	 don’t	 deserve	 this.	 I	 never
thought	I’d	be	in	this	situation.	Maybe	this	is	what	happens	to	other	people,	but
not	me!”

Sound	 familiar?	 This	 is	 what	 I’ve	 been	 hearing	 from	 many	 of	 my	 career
coaching	clients	in	recent	months.	It’s	like	a	nightmare	that	we’re	all	hoping	to
awaken	 from.	 Quite	 candidly,	 several	 clients	 have	 spent	 their	 recent	 career
coaching	sessions	crying,	and	my	office	has	been	going	through	a	box	of	tissues
every	few	days.	Believe	me,	I	get	it!

My	clients	need	comfort	and	reassurance.	My	guess	is	that	you	do,	too.	So,	let
me	tell	you	the	same	things	I’ve	been	telling	my	clients.	It’s	okay	to	have	all	of
the	 reactions	 listed	 earlier	 and	 any	other	 emotions	 you	might	 be	 experiencing.
There’s	nothing	wrong	with	you,	and	you	didn’t	do	anything	 to	bring	 this	 fate
upon	yourself.	You’re	still	a	good	person,	and	you	still	have	all	of	the	qualities,
experiences,	 and	 credentials	 you	 had	 before.	 Although	 it	 may	 be	 difficult	 to



believe	right	now,	this	awful	employment	situation	will	come	to	an	end,	and	your
career	will	get	back	on	track—eventually.

This	awful	employment	situation	will	come	to	an	end,	and	your	career
will	get	back	on	track.



3.

This	Has	Happened	Before,	and	It	Will	Happen	Again

How	do	I	know	you’ll	get	back	on	track?	Because	I’ve	been	working	as	a	career
coach	 for	 many	 years,	 and	 my	 practice	 has	 gone	 through	 several	 economic
downturns.	Through	it	all,	I’ve	helped	thousands	of	people	take	charge	of	their
careers,	find	jobs	they	love,	and	earn	what	they	deserve.	So	here’s	a	question	for
you:	Given	how	difficult	things	are	now,	how	do	you	want	to	react,	and	what	do
you	want	to	do	to	improve	your	career	situation?

I	 firmly	 believe	 that	 you	 have	 a	 choice	 and	 that	 the	 choice	 you	make	 will
determine	 the	outcomes	of	your	 job	search.	Some	people	will	panic	and	sit	on
the	sidelines,	waiting	for	the	situation	to	change.	Others	will	remain	in	a	state	of
denial,	acting	as	 though	world	events	can’t	affect	 them.	Still	others	will	assess
the	 employment	 situation	 for	what	 it	 is,	 and	 then	 do	whatever	 it	 takes	 to	 rise
above	their	circumstances	and	create	success.

What’s	needed	 is	action,	and	you	don’t	have	 to	 take	on	 the	challenge	alone.
All	of	the	help,	support,	tools,	and	resources	you	need	are	available	to	you.	It’s
up	to	you	to	find	and	take	advantage	of	them.	This	book	offers	you	a	lifeline.	If
you’re	willing	to	adopt	a	new	attitude,	shift	your	assumptions,	step	a	bit	outside
of	your	comfort	zone,	 try	a	 few	new	behaviors,	and	use	some	new	 tools—you
will	get	the	job	you	want,	even	when	no	one’s	hiring.



4.

Why	Your	Chances	Are	Better	Than	You	Think

It	may	have	been	more	accurate	to	entitle	this	book	“Get	the	Job	You	Want,	Even
When	You	Think	No	One’s	Hiring.”	That’s	because	it’s	a	false	assumption	to	say
that	“no	one’s	hiring,”	regardless	of	how	bad	the	economy	and	job	market	may
seem.	 The	 fact	 is	 that	 every	 company	 is	 hiring	 all	 the	 time,	 if	 you	 can	 offer
precisely	what	they	need	when	they	need	it.

The	fact	is	that	every	company	is	hiring	all	the	time,	if	you	can	offer
precisely	what	they	need	when	they	need	it.

I’m	not	talking	about	job	openings	that	are	posted	on	company	web	sites	or	on
Internet	job	boards.	I’m	not	even	talking	about	positions	that	are	represented	by
executive	 recruiters.	When	 it	 seems	 that	 no	one’s	hiring,	 it	 is	 important	not	 to
focus	just	on	job	openings.	There	will	be	few	publicly	posted	opportunities,	and
the	competition	for	those	few	openings	will	be	fierce.

Instead,	 you	 should	work	on	 identifying	 the	particular	 needs,	 problems,	 and
challenges	 that	 companies	 face	 during	 a	 serious	market	 downturn.	 If	 you	 can
demonstrate	to	the	employer	how	you	would	address	their	issues	successfully—
and	in	the	process	make	their	company	more	productive,	efficient,	or	profitable
—you’ll	be	able	 to	 land	a	good	 job	 in	any	 economy.	Of	 course,	 this	 approach
requires	that	you	take	full	responsibility	for	your	own	career,	and	that	you	learn
to	sell	your	value	in	a	compelling	way.	But	this	approach	can	also	liberate	you
from	the	fear	of	facing	unemployment	every	time	the	job	market	shrinks.

So,	 keep	 a	 close	 watch	 on	 your	 own	 assumptions.	 Study	 this	 book,	 and
implement	all	of	the	strategies	I’ve	outlined	for	you.	While	others	are	sitting	on
the	sidelines,	convinced	that	there	are	no	good	jobs	to	be	had,	you’ll	be	out	there
getting	the	job	you	want.	Rather	than	feeling	helpless,	you’ll	regain	your	sense
of	empowerment	and	control.	What	a	relief!



5.

The	Number-One	Secret	to	Job	Search	Success

What	you	are	about	to	read,	study,	and	work	on	should	be	taught	in	schools.	But
it’s	 not.	 We	 go	 through	 12	 years	 of	 education,	 possibly	 four	 more	 years	 of
college,	and	sometimes	even	two	to	four	more	years	of	graduate	school,	and	not
one	day	is	spent	on	how	to	manage	your	career,	find	work	you	truly	enjoy,	and
make	sure	you’re	well	compensated	for	it.	Not	one	day!

Employers	should	teach	this	material,	too.	It’s	to	every	employer’s	advantage
to	make	sure	that	their	people	are	proactively	managing	their	careers,	are	doing
work	they’re	well-suited	for,	and	are	equipped	to	perform	at	their	full	potential.
But,	of	course,	they	don’t	teach	these	secrets	and	strategies	either.	Not	even	one
day	is	spent	teaching	employees	these	vital	skills!

Once	 you	 understand	 and	 start	 to	 use	 these	 secrets,	 you’ll	 have	 a	 powerful
advantage	at	every	point	in	your	career.	This	is	not	 just	a	book	to	help	you	get
your	 next	 job	 (although	 it	 will	 certainly	 do	 that).	 It’s	 a	 resource	 to	 help	 you
always	get	the	right	job	and	manage	your	career	in	a	much	more	effective	way—
even	 in	 the	 toughest	 job	market,	 even	 during	 a	 financial	meltdown,	 and	 even
when	no	one’s	hiring.

This	 insider’s	 handbook	 shows	 you	 all	 of	 the	 things	 that	 are
absolutely	 necessary	 to	 know	 and	 that	 should	 have	 been	 taught	 in
school	or	by	your	employer—but	weren’t.

You	might	 be	 asking,	 “Where	 did	 all	 of	 this	material	 come	 from,	 and	why
should	 I	 buy	 into	 it?”	 After	 working	 at	 three	 of	 the	 nation’s	 largest	 career
consulting	companies	for	almost	15	years,	I	saw	the	need	for	a	new	approach—
an	 approach	 that	 would	 combine	 the	 methods	 and	 resources	 of	 large
outplacement	 firms	 with	 the	 personal	 attention	 and	 flexibility	 of	 small	 career
counseling	practices.	This	new	concept	became	my	proprietary,	five-phase	career



success	 process	 called	 Career	 PotentialSM—a	 process	 that	 consistently
produces	outstanding	job	search	results.

Would	you	like	to	know	the	number-one	secret	of	how	to	get	a	job	when	no
one’s	 hiring?	 Would	 you	 like	 to	 know	 the	 key—and	 sometimes	 the	 only—
difference	between	people	who	are	out	of	work	for	three	months	and	three	years?
It’s	simple:	Mindset	comes	before	skill	set.

Want	 proof?	 In	 addition	 to	 the	 hundreds	 of	 frontline	 folks	 and	 mid-level
managers	 I’ve	 worked	 with,	 I’ve	 also	 worked	 with	 dozens	 of	 very	 senior
executives	 who	 earn	 high	 six-figure	 salaries.	 Regardless	 of	 the	 economy,
regardless	 of	 the	 unemployment	 statistics	 from	 the	 federal	 government,	 and
regardless	 of	 how	 tough	 the	media	 keeps	 saying	 the	 job	market	 is,	 these	 high
flyers	are	rarely	out	of	work	for	more	than	a	few	months.

Mindset	comes	before	skill	set.

Is	 it	because	 they	are	more	qualified	 than	most?	No.	Have	better	 job	 skills?
No.	Savvier	networking	strategies?	No.	Is	it	because	they’re	smarter?	No.	Better
connected?	No.	More	employable?	No,	it’s	not	that	either.	The	reason	that	many
of	my	senior	executive	clients	land	jobs	when	no	one’s	hiring	is	that	they	expect
to	get	 a	 job	when	no	one’s	hiring.	Their	belief	 system	 is	100	percent	wired	 to
support	their	success:	mindset	comes	before	skill	set.

The	same	thing	applies	to	you!	No	matter	where	you	are	in	your	career	and	no
matter	what	 your	 salary	 level,	 if	 you	have	 the	 right	mindset,	 you’ll	accelerate
your	job	search	and	elevate	yourself	over	other	candidates	in	all	sorts	of	tangible
and	intangible	ways.	The	book	you’re	holding	in	your	hands	right	now	provides
you	with	both	the	mindset	and	skill	set	to	take	charge	of	your	career,	find	a	job
you	love,	and	earn	what	you	deserve.	It	was	created	to	be	the	only	book	you’ll
need	 to	 get	 you	 through	 this	 employment	 crisis,	 and	 to	 help	 you	 navigate
successfully	through	the	rest	of	your	career.

Starting	 right	 this	 moment,	 you	 have	 access	 to	 all	 of	 the	 same	 secrets,
strategies,	 tips,	 and	 tools	 that	 I	 share	 with	 my	 executive	 clients	 who	 pay
premium	 coaching	 fees	 for	 this	 privileged	 information.	 I’m	 confident	 that,	 by
leveraging	all	of	this	material	to	the	fullest	extent,	you’ll	produce	the	same	kind



of	breakthrough	career	results	that	my	clients	do.



6.

Tough	Times	Highlight	the	Difference	Between	Your	Job	and
Your	Career

For	 decades,	 people	 thought	 that	 doing	 their	 job—and	 doing	 it	 well—was
sufficient	to	ensure	long-term	career	success,	plenty	of	financial	reward,	and	job
security	well	into	the	future.	Here	is	what	that	picture	looked	like:

In	 this	model,	managing	 your	 career	was	 only	 a	 tiny	 piece	 of	 the	 picture—
something	 that	 rarely	 came	 into	 play.	 You	 would	 only	 think	 about	 career
management	when	it	came	time	to	stop	working	for	a	time	(in	the	case	of	parents
wishing	 to	 stay	 home	with	 children,	 for	 example)	 or	 under	 extremely	 unusual
circumstances	(such	as	when	someone	wanted	to	actually	change	careers!).

Today,	working	professionals	may	change	careers	 five	 to	seven	 times	before
retirement.	You	read	that	correctly—they	change	careers,	not	jobs,	an	average	of
five	 to	 seven	 times!	Many	 people	 are	 still	 only	 equipping	 themselves	 to	 deal
with	the	old	paradigm	and	are	unprepared	to	navigate	in	the	new	reality	of	career
management,	which	looks	more	like	this	diagram:





7.

Most	Job-Hunting	Advice	Doesn’t	Apply	in	a	World	Turned
Upside	Down

You	get	your	clothes	cleaned	when	they’re	dirty.	You	pay	your	bills	each	month.
You	see	your	doctor	once	or	twice	a	year.	You	send	cards	to	family	members	at
each	birthday.	So,	why	is	it	that	most	people	(maybe	even	you!)	don’t	integrate
“careering”	(savvy	career	management	activities)	into	their	regular	routines?

Most	individuals	have	a	reactive—not	a	proactive—approach	to	their	careers.
Thinking	 that	 you	 only	 need	 to	 fix	 your	 career	 when	 it’s	 broken	 (i.e.,	 when
you’re	 laid	 off,	 downsized,	 or	 just	 plain	 miserable)	 is	 a	 very	 unfortunate
misconception	that	will	seriously	limit	your	career	success—both	now	and	in	the
future,	when	economic	conditions	start	to	improve.

Thinking	that	you	only	need	to	fix	your	career	when	it’s	broken	is	a
very	unfortunate	misconception.

Maybe	 you’re	 in	 career	 transition	 (laid	 off,	 downsized,	 unemployed,
between	 jobs,	 or	 changing	 industries);	 perhaps	 you’re	 underemployed	 (not
enough	challenge,	growth,	or	compensation	in	your	current	job);	or	you	might	be
fully	employed,	but	dissatisfied	(wondering	if	 there’s	something	better	for	you
elsewhere,	or	concerned	that	you	made	some	wrong	career	choices).

Whichever	 situation	 you	 find	 yourself	 in,	 there	 are	 proven	 (and	 sometimes
contrarian)	steps	you	can	take	to	maximize	your	opportunities	and	get	the	most
from	your	chosen	career.	With	the	proper	knowledge	and	support,	you	can	make
your	career	anything	you	want	it	 to	be,	even	in	the	midst	of	economic	turmoil.
That’s	what	this	book	is	all	about.



8.

You	Can’t	Stop	the	Storm,	So	Learn	to	Work	in	the	Rain

This	book	will	help	you	change	your	thinking	about	your	job	search,	especially
when	you’re	searching	in	the	midst	of	market	meltdowns	and	record	joblessness.
We’ll	debunk	some	of	the	most	common—and	most	dangerous—misconceptions
about	 career	 management,	 drawing	 from	 my	 15	 years	 of	 experience	 helping
people	just	like	you,	in	both	good	times	and	times	of	great	economic	disruption.

Even	 though	 this	 may	 be	 the	 most	 emotionally	 draining	 and	 financially
challenging	time	of	your	life,	we’ll	work	together	to	get	you	back	into	a	winning
mindset	with	a	concrete,	positive	plan	to	generate	results	as	quickly	as	possible.
Then	 we’ll	 dig	 into	 step-by-step	 strategies	 to	 get	 you	 grounded,	 focused,	 and
ready	to	embark	on	the	systematic	process	of	getting	a	job	when	no	one’s	hiring.



9.

How	You	Can	Get	a	Better	Job	Faster	When	Times	Are	Tough

When	times	are	tough	and	things	look	bleak,	that’s	the	time	to	push	harder	than
ever.	 Let	me	 show	you	why	 this	 is	 so.	Are	 you	 depressed	 that	 you	 didn’t	 ace
your	last	job	interview?	Are	you	feeling	like	a	failure	because	the	job	that	looked
so	good	went	to	another	candidate?

When	 times	are	 tough	and	 things	 look	bleak,	 that’s	 the	 time	 to	push
harder	than	ever.

It’s	tempting	to	just	give	up	and	feel	sorry	for	yourself,	isn’t	it?	Well,	a	lot	of
people	 are	 doing	 exactly	 that—they’re	 not	 pushing	 as	 hard	 and	 coasting,	 or
wallowing	 in	 self-pity	 and	bad	TV	 reruns.	They’re	 exhausted,	 tapped	out,	 and
tired	of	the	rejection	they’ve	been	feeling	in	the	job	market.

When	the	job	market	is	down	and	your	competition	has	decided	to	sit	out	the
rest	of	the	game,	that’s	the	worst	time	for	you	to	quit,	because	now	you	can	have
everyone’s	attention.	There’s	actually	much	less	noise	out	there	for	your	message
to	 compete	 against.	 Push	 now,	 and	 you’ll	 be	 heard.	 Leverage	 smart	 career
strategies,	and	you’ll	get	noticed.



10.

When	No	One’s	Hiring,	Focus	and	Clarity	Are	More	Important
Than	Ever

When	the	economy	is	in	bad	shape,	when	unemployment	numbers	start	to	climb,
and	 when	 no	 one’s	 hiring,	 many	 well-qualified,	 highly	 educated,	 and
hardworking	people	start	to	lower	their	sights.	Any	job	becomes	preferable	to	no
job	 in	 the	 name	of	 paying	 the	 bills.	Getting	 another	 position	 (any	 position)	 as
quickly	 as	 possible	 appears	 to	make	 sense,	 because	of	 the	old	 advice	 that	 you
can	 always	 keep	 looking,	 and	 it’s	 easier	 to	 get	 a	 new	 job	when	 you	 currently
have	a	job.

This	is	flawed	thinking,	and	I’ve	seen	it	backfire	too	many	times	not	to	warn
you	against	it.	If	you	take	the	first	job	that	comes	along,	you’ll	get	complacent.
Inertia	and	fear	will	set	 in.	I	understand	that	 in	 the	short	 term,	 it	will	feel	a	 lot
easier	 to	go	to	a	 job	each	morning	than	to	work	hard	on	taking	charge	of	your
career,	finding	a	job	you	love,	and	earning	what	you	deserve.	But	as	weeks	turn
into	months	and	months	turn	into	years,	you	may	find	yourself	stuck	in	that	job
you	 took	 for	 the	 sake	of	paying	 the	bills.	Pretty	 soon,	you	will	 have	 lost	 your
career	bearings,	 and	with	 every	passing	day,	 the	notion	of	 changing	 lanes	will
become	more	unpleasant	and	scary.

As	weeks	turn	into	months	and	months	turn	into	years,	you	may	find
yourself	stuck	in	that	job	you	took	for	the	sake	of	paying	the	bills.



11.

Your	Attitude	and	Assumptions	Will	Dictate	Your	Career	Fate

When	 no	 one’s	 hiring,	 you	 need	 to	 be	more	 selective	 in	 your	 job	 search.	You
need	to	focus	like	a	laser	on	exactly	the	kind	of	work	you	would	love	to	do.	You
need	 to	 identify	 precisely	 the	 kind	 of	 company	 you	want	 to	 hire	 as	 your	 next
employer.	And	you	need	to	be	crystal	clear	on	the	ideal	work	situation	for	you.
Your	attitude,	assumptions,	and	beliefs	alone	will	determine	how	far	you	carry
this	material—and	how	quickly.	As	Henry	Ford	 said,	 “Whether	you	 think	you
can	or	you	think	you	can’t,	you’re	right.”

Your	 level	of	 focus	 and	clarity	will	 come	 through	 in	 every	phase	of	 the	 job
search	 that	 you’ll	 read	 about	 in	 the	 coming	 chapters.	Hiring	managers	will	 be
able	to	sense	your	focus,	clarity,	and	commitment.	Unlike	your	competition	in	a
job	 market	 where	 no	 one’s	 hiring,	 you	 will	 exude	 confidence,	 focus,	 and	 fit
because	you’ve	laser-targeted	the	precise	kind	of	job	where	you	can	do	your	very
best	work	and	deliver	maximum	value	to	your	employer	and	customers.	Mindset
before	skill	set.	Throughout	the	rest	of	this	book,	keep	one	thought	in	mind:	You
can	do	this!



12.

Seven	Truths	of	Career	Success,	for	Both	Good	Times	and	Bad

1.	The	Most	Qualified	Candidate	Does	Not	Necessarily	Get	the	Job
Offer

Many	times,	candidates	with	lesser	qualifications	get	job	offers	simply	because
they’ve	prepared	and	presented	themselves	in	a	more	compelling	way.	In	other
words,	 they’re	 better	 self-marketers	 than	 the	 other	 candidates.	 In	 a	 tight	 job
market,	being	qualified	is	never	enough.	You	must	demonstrate	to	the	employer
that	you’re	the	best	candidate	for	the	job.	Depending	on	your	age	and	how	your
parents	 raised	 you,	 you	 may	 be	 operating	 under	 a	 wishful	 thinking	 mindset
regarding	the	concept	of	meritocracy.	This	would	include	the	following	cultural
messages	 and	 ingrained	 assumptions	 that	 many	 of	 us	 were	 taught	 repeatedly
over	the	years	by	well-meaning	parents	and	teachers:

•	Getting	good	grades	guarantees	success	in	college	and	in	life.
•	Being	smart	means	that	you’ll	do	better	than	people	who	are	not	smart	(or
at	least	not	as	smart	as	you).

•	Hard	work	is	its	own	reward—and	is	also	the	best	path	to	other	rewards.
•	 Achievement	 and	 recognition	 go	 hand-in-hand.	 In	 other	 words,	 just	 do
well,	and	other	people	(e.g.,	teachers,	professors,	employers,	bosses,	the
CEO)	will	recognize	and	reward	you	for	it.

In	 a	 difficult	 employment	 landscape,	 strong	 qualifications	 and
accomplishments	 are	necessary,	 but	 not	 sufficient,	 to	 find	 a	 job	 you	 love	 and
earn	what	you	deserve.

In	 a	 difficult	 employment	 landscape,	 strong	 qualifications	 and
accomplishments	 are	 necessary,	 but	 not	 sufficient,	 to	 find	 a	 job	you
love	and	earn	what	you	deserve.



Let’s	 say	 that	 you’re	 competing	 against	 another	 candidate	 whose
qualifications	are	just	as	strong	as	yours.	What	is	the	hiring	manager	supposed	to
do?	Well,	the	answer	is	obvious:	he	or	she	will	be	influenced	by	how	good	a	job
you	do	in	marketing,	selling,	and	positioning	those	strong	qualifications.	At	the
end	of	 the	day,	 the	best	 self-marketer	gets	 the	 job.	We’ll	 talk	a	 lot	more	about
self-marketing	tools	and	strategies	as	we	progress	through	the	rest	of	this	book.

But	 for	 now,	 don’t	 be	 fooled	 into	 believing	 that	 the	 business	 world	 is	 a
meritocracy,	 because	 it’s	 not.	 That	 can	 be	 either	 good	 news	 or	 bad	 news,
depending	on	how	you’ve	positioned	yourself	up	to	this	point	in	your	career.	But
don’t	worry,	we’ll	 boost	your	 self-marketing	 skills	 to	 the	point	where	you	can
land	 a	 great	 job	 regardless	 of	 the	 economic	 climate,	 unemployment	 news,	 or
latest	Wall	Street	implosion.

2.	The	Best	Time	to	Work	on	Your	Career	Is	When	Your	Job	Is
Secure

Even	if	you’re	very	happily	employed	today,	you	never	know	what	may	happen
tomorrow.	 To	 avoid	 a	 career	 disaster,	 you	 should	 incorporate	 the	 concept	 of
Perpetual	 Career	 Management	 into	 your	 professional	 life.	 Vital	 tasks	 like
keeping	 your	 success	 stories	 up	 to	 date,	 or	 networking	 regularly	 with
professionals	in	your	industry,	should	be	incorporated	into	your	routine	whether
the	economy	is	good	or	bad—and	whether	you	feel	you	need	to	or	not.

Here’s	 a	 real-life	 example:	 A	 few	 years	 ago,	 I	 had	 a	 client	 who	 was	 in	 a
senior-level	sales	and	marketing	position	at	a	large	manufacturing	company.	He
had	everything	going	for	him	with	the	employer:	he	was	a	member	of	the	senior
management	 team,	 he	 had	 been	 with	 the	 firm	 for	 13	 years,	 and	 he	 was
consistently	praised	for	his	hard	work	and	professionalism.	Needless	 to	say,	he
felt	very	comfortable	and	secure	in	his	position.	He	never	saw	what	was	about	to
happen.

Due	to	an	economic	downturn	and	an	eventual	acquisition	of	the	company,	my
client	was	 suddenly	 laid	 off	 on	 a	 crisp	November	morning.	An	 hour	 later,	 he
found	himself	sitting	in	his	car	in	the	parking	lot,	asking	himself	over	and	over,
“How	could	this	have	happened?	I	did	such	a	good	job	for	them!”	And	worst	of



all,	my	client	was	totally	unprepared!	He	had	none	of	the	tools	necessary	to	find
another	appropriate	position	within	a	reasonable	period	of	time.	Naturally,	he	felt
concerned	and	scared.	He	later	told	me	that	the	toughest	part	of	his	situation	was
feeling	completely	helpless.

What	does	 this	mean	for	you?	 It	means	 that	you	should	consider	adopting	a
different	 approach,	 the	 Perpetual	 Career	 Management	 approach—not	 only	 to
avoid	feeling	helpless,	but	 to	 truly	 take	charge	of	your	career	once	and	for	all.
Note:	We’ll	be	talking	a	lot	more	about	Perpetual	Career	Management	in	Part	V
of	this	book.

As	we	 said	 earlier,	 instead	 of	 focusing	 completely	 on	 your	 job,	 you	 should
focus	on	managing	your	career—at	all	 times,	regardless	of	where	the	economy
or	job	market	happens	to	be.	That’s	the	key	that	will	help	you	to	chop	months	off
your	 next	 job	 search,	 significantly	 boost	 your	 salary,	 get	 promoted	 faster,	 and
never	worry	again	about	job	security	or	layoffs.

Instead	 of	 focusing	 completely	 on	 your	 job,	 you	 should	 focus	 on
managing	your	career—at	all	times,	regardless	of	where	the	economy
or	job	market	happens	to	be.

3.	Graduating	from	School	Is	the	Beginning	of	Your	Education,
Not	the	End

In	 good	 economic	 times	 or	 bad,	 you	 should	 always	 look	 for	ways	 to	 advance
your	 industry	 knowledge	 and	 professional	 qualifications.	 Attending	 seminars,
reading	trade	journals,	pursuing	certifications,	and	so	on—these	activities	should
be	a	part	of	your	ongoing	professional	development	process.	It’s	imperative	that
every	professional	remain	current	in	his	or	her	field.	No	company	wants	to	hire	a
candidate	whose	base	of	knowledge	 is	out	of	date.	Moreover,	why	would	your
current	organization	and	current	boss	want	to	work	with	someone	like	that?	Not
upgrading	 your	 knowledge	 and	 skills	 continually	 is	 a	 risk	 you	 can’t	 afford	 to
take.

As	a	professional,	you	 should	continually	build	your	credentials,	which	will



make	 you	 more	 attractive	 and	 marketable	 as	 a	 candidate—both	 inside	 your
company	and	in	the	outside	world.

Not	 upgrading	 your	 knowledge	 and	 skills	 continually	 is	 a	 risk	 you
can’t	afford	to	take.

Plus,	in	a	down	economy,	the	greatest	asset	you	have	to	sell	is	your	knowledge
and	 intellectual	 resources.	 When	 business	 gets	 tough,	 the	 demand	 for	 people
who	can	think	strategically	and	deliver	results	goes	up,	not	down.

4.	An	Employer’s	First	Offer	Is	Never	Its	Best	Offer

Employers	expect	 that	you’ve	done	salary	research,	and	they	anticipate	having
dynamic	 negotiations	 with	 you.	 In	 fact,	 they’ll	 often	 be	 disappointed	 and
question	your	candidacy	if	you	don’t	negotiate—even	when	no	one’s	hiring.	You
might	be	tempted	to	think	that	any	job	offer	is	great	in	a	tough	economy	or	that
this	is	the	worst	time	to	negotiate,	but	you	would	be	dead	wrong.

Employers	usually	start	with	a	low	salary	offer	merely	as	a	trial	balloon,	to	see
how	 you’ll	 react,	 and	 there’s	 almost	 always	 room	 to	 improve	 on	 the	 initial
compensation	 offer,	 even	 in	 a	 tight	 job	 market.	 In	 a	 way,	 compensation
negotiation	is	a	game,	with	its	own	set	of	rules	and	guidelines.	We’ll	get	into	the
detailed	 negotiation	 tactics	 you	 need	 later	 in	 this	 book,	 but	 for	 now,	 be	 aware
that	 the	 first	 offer	 is	 merely	 a	 starting	 point.	 If	 you	 don’t	 negotiate	 further,	 I
guarantee	that	you’ll	be	leaving	money—and	possibly	a	whole	lot	more—on	the
table.

5.	Always	Research	and	Be	Plugged	In	to	the	Competition

Research	 and	 be	 aware	 of	 the	 competition—whether	 it	 be	 information	 about
other	companies	or	other	professionals	in	your	industry.	Always	know	who	they
are	and	what	they’re	doing.	Endeavor	to	know	the	competition	better	than	they



know	themselves.	This	will	greatly	enhance	your	competitiveness	when	jobs	are
hard	to	come	by,	and	it	will	allow	you	to	jump	on	opportunities	that	others	might
not	yet	be	aware	of.

If	you	don’t	negotiate,	I	guarantee	that	you’ll	be	leaving	money—and
possibly	a	whole	lot	more—on	the	table.

Here’s	an	example	of	how	important	it	is	to	be	plugged	into	your	competitors.
One	of	my	clients	is	the	president	of	a	small	advertising	agency.	Her	client	base
is	solid,	her	creative	work	is	excellent,	and	she	makes	a	very	good	living	in	this
role.	But	the	thing	that	my	client	is	most	proud	of	is	the	fact	that	her	firm	is	the
envy	 of	 every	 small-to	 medium-sized	 agency	 in	 town—not	 because	 of	 the
creative	 awards	 my	 client	 has	 won,	 and	 not	 because	 of	 how	 impressive	 her
offices	are,	although	 these	are	certainly	noteworthy	achievements.	My	client	 is
so	envied	because	she	always	seems	to	get	the	most	prestigious	accounts	and	the
most	interesting	assignments.	My	client	also	has	a	real	knack	for	getting	the	best
designers	 in	 the	region	to	work	for	her.	The	other	agency	owners	 in	 the	region
just	stand	around,	shaking	their	heads	in	disbelief	and	frustration.	“How	does	she
do	it?”	they	ask	themselves,	repeatedly.

Well,	just	between	you	and	me,	it’s	not	because	my	client’s	work	is	so	much
better	than	the	work	of	the	other	agencies.	No,	the	way	she	keeps	winning,	over
and	 over,	 is	 that	 her	 investigative	 research	 is	 superior	 to	 that	 of	 any	 of	 her
competitors.	She	makes	it	her	business	to	know	what’s	going	on	in	her	market—
what	company	 is	doing	what,	which	accounts	are	going	where,	who’s	working
for	whom,	what	challenges	or	 trends	are	affecting	 local	companies,	and	all	 the
rest.	The	bottom	line	is	simply	that	my	client	is	far	more	plugged	in,	and	she	has
used	this	knowledge	to	beat	out	the	competition	continually.

So	what	 does	 this	mean	 to	 you?	 It	means	 you	 should	 start	 to	 research	 your
way	to	success.	Read	industry	publications,	trade	magazines,	your	local	business
journal,	 your	 daily	 newspaper’s	 business	 section,	 Business	 Week,	 Fortune,
Forbes,	the	Wall	Street	Journal,	and	so	on.	Pay	attention	to	other	local,	regional,
and	 national	 sources	 of	 business	 intelligence,	 such	 as	 web	 sites,	 newsletters,
blogs,	 and	 radio	 or	TV	 shows.	Learn	 to	 frame	your	 expertise,	 your	 ideas,	 and
your	 value	 in	 terms	 that	 are	 relevant	 to	 the	 current	 business	 and	 economic



landscape.

Learn	 to	 frame	 your	 expertise,	 your	 ideas,	 and	 your	 value	 in	 terms
that	are	relevant	to	the	current	business	and	economic	landscape.

Connect	with	people,	companies,	and	groups	that	you	read	about.	If	you	can
move	and	shake	with	the	movers	and	shakers,	so	much	the	better.	If	you	can’t,
you	should	at	 least	know	what	 they’re	 thinking,	what	 they’re	concerned	about,
and	 what	 opportunities	 they	 see	 ahead.	 The	 more	 you	 know	 about	 the
competition,	the	easier	it	will	be	to	get	a	job	when	no	one’s	hiring.

6.	Networking	Is	Not	as	Important	as	You	Think	It	Is

It	 is	 more	 important!	 Put	 time	 aside	 every	 week	 for	 active	 networking	 to
maintain	 established	 relationships	 and	 develop	 new	 ones—both	 inside	 and
outside	 of	 the	 company	where	 you	work.	You	 should	 always	 be	 positioned	 to
leverage	your	professional	and	personal	contacts	when	the	need	arises.	So,	adopt
the	discipline	of	blocking	out	time	on	your	calendar	specifically	for	networking
activities—every	week,	 every	month,	 and	 every	 year,	 for	 the	 duration	 of	 your
career.

I’ll	 never	 forget	 a	 story	 I	 heard	 when	 I	 was	 facilitating	 a	 job	 search	 team
several	 years	 ago.	 We	 had	 about	 15	 people	 in	 the	 conference	 room.	 After	 I
conducted	 a	 brief	 presentation	 about	 professional	 networking,	 one	 of	 the
participants	asked	if	she	could	share	a	personal	story.

She	said	that	she	had	just	been	laid	off	from	her	employer	of	almost	25	years.
She	 had	 started	 at	 the	 company	 as	 an	 entry-level	 customer	 support
representative.	On	 that	 same	day,	 another	 individual	 started	 at	 the	 company	 in
the	same	job.	They	discovered	that	they	were	just	about	the	same	age,	and	that
their	 backgrounds	 were	 very	 similar,	 in	 terms	 of	 education,	 interests,	 family
history,	and	so	on.	My	client	and	 this	man	worked	well	 together	for	about	 two
years,	when	he	was	suddenly	transferred	to	another	department,	and	at	a	higher
level,	within	the	company.



She	didn’t	see	him	much	after	 that,	but	she	did	occasionally	hear	about	how
well	he	was	doing	with	the	firm.	Years	passed,	until	eventually	she	was	laid	off
and	came	to	my	office	in	need	of	career	help.	“By	the	way,”	she	said,	“that	man
who	started	at	 the	company	with	me	became,	and	 is	 still,	 the	president	of	 that
company!”	At	the	time	of	her	layoff,	on	the	other	hand,	my	client	had	held	the
same	position	for	which	she	was	hired	nearly	25	years	ago.	When	I	asked	her	to
tell	 the	 group	why	 she	 thought	 she	 had	 remained	 at	 the	 same	 level,	while	 her
colleague	 had	 moved	 up	 to	 claim	 the	 presidency	 of	 their	 company,	 she	 said,
without	hesitation,	“Oh,	that’s	an	easy	one.	He	was	always	a	master	networker.
Me?	I	was	just	doing	my	job.”

This	story	proves,	without	any	doubt,	how	important	it	is	to	keep	networking
in	both	good	economic	times	and	bad—and	to	continually	update	your	success
file	so	that	you	can	promote	yourself	to	greater	levels	of	responsibility.

Adopt	 the	 discipline	 of	 blocking	 out	 time	 on	 your	 calendar
specifically	for	networking	activities—every	week,	every	month,	and
every	year,	for	the	duration	of	your	career.

7.	If	You’re	Not	Managing	Your	Career,	Nobody	Is!

When	I	speak	 to	audiences	about	career	management	strategies,	 I	show	a	slide
that	has	the	following	quiz	on	it:

QUIZ:	Who	is	responsible	for	managing	your	career?

• Human	Resources • Executive	Search	Firm

• My	Manager • Career	Consultant

• Recruiter • None	of	the	above



At	different	times	and	under	different	circumstances,	perhaps	any	combination
of	these	would	have	been	the	correct	answer.	But	in	today’s	economy,	the	answer
is	clearly	“None	of	the	above.”

It	 doesn’t	 matter	 what	 your	 Human	 Resources	 department	 says	 about
“succession	 planning”	 or	 “leadership	 development”	 or	 “career	 pathing.”	 It
doesn’t	matter	 that	 you	 have	 great	 relationships	with	 recruiting	 firms,	 perhaps
even	the	one	that	connected	you	with	your	current	position	(remember:	recruiters
work	for	employers,	not	for	candidates).	It	doesn’t	matter	if	you’re	working	with
the	 world’s	 best	 career	 coach.	 It	 doesn’t	 even	 matter	 if	 your	 boss	 loves
everything	 you’re	 doing,	 has	 big	 plans	 for	 you,	 and	 has	 nothing	 but	 glowing
praise	for	you	at	every	performance	review.	The	bottom	line	is	that	you,	and	only
you,	 hold	 the	 keys	 to	 your	 career,	 your	 future,	 and	 your	 own	 brand	 of
employment	security,	even	if	there	is	no	longer	such	a	thing	as	job	security	(and
there	isn’t).



13.

How	Employers	React	When	There	Are	More	Workers	Than	Jobs

When	 there	 are	 many	 more	 workers	 than	 job	 openings,	 employers	 behave
differently	than	they	do	in	a	healthy	employment	market.	This	is	largely	because
the	 locus	 of	 control	 shifts	 from	 candidates	 to	 employers,	 and	 employers	 will
have	 the	 sense	 that	 they	 can	 call	 the	 shots.	 These	 dynamics	 can	 pose	 serious
challenges	for	job	seekers.

When	 there	 are	 many	 more	 workers	 than	 job	 openings,	 employers
behave	differently	than	they	do	in	a	healthy	employment	market.

Under	these	circumstances,	here	are	some	of	the	typical	challenges	job	seekers
will	face	at	many	companies:

•	 Employers	 will	 generally	 cut	 back	 on	 spending,	 contract	 in	 size,	 and
squeeze	efficiencies	out	of	existing	facilities	and	resources.

•	 Employers	will	 cut	 salaries	 and	 benefits	 of	whatever	 job	 openings	 they
still	 have,	 with	 the	 belief	 that	 they	 will	 be	 able	 to	 attract	 quality
candidates	for	a	lot	less	investment.

•	Employers	will	take	longer	to	make	hiring	decisions,	with	the	belief	that
they	can	afford	to	be	picky.

•	 Employers	 will	 expect	 candidates	 to	 provide	 greater	 value	 by	 offering
more	experience,	skills,	and	accomplishments.

•	Employers	will	want	candidates	to	produce	stronger	business	results	with
less	resources	and	staff,	but	to	work	at	the	same	or	even	lower-level	titles
than	they	did	before.

•	 Employers	 will	 tend	 to	 curtail	 promotions,	 raises,	 bonuses,	 and	 perks,
taking	the	position	that	“our	employees	are	lucky	just	to	have	jobs	here.”

•	Employers	will	 fill	 the	few	positions	 that	do	open	up	 internally,	because
this	is	much	less	expensive	than	recruiting	and	hiring	candidates	from	the



outside.
•	Employers	will	expect	their	staff	to	be	more	flexible	and	to	make	greater
sacrifices	 to	 keep	 their	 jobs,	 including	 more	 relocations,	 heavier
workloads,	and	greater	travel	demands.

•	 Employers	 will	 re-deploy	 talent	 by	 transferring	 employees	 from	 one
division	or	department	to	another,	where	they	can	have	the	most	impact.

•	 Employers	 will	 put	 greater	 emphasis	 on	 recruiting	 passive	 candidates
(those	 who	 already	 have	 jobs)	 as	 opposed	 to	 considering	 unemployed
candidates.

•	 Employers	 will	 reduce	 their	 investments	 in	 search	 firms	 and	 recruiting
technologies,	expecting	that	the	best	candidates	will	come	to	them.

•	 Employers	 will	 tend	 to	 focus	 exclusively	 on	 survival	 and	 share-holder
value,	 and	 will	 stop	 paying	 attention	 to	 employee	 morale	 and	 staff
retention.

•	Employers	will	fill	job	openings	only	with	candidates	whose	background
and	experience	precisely	match	those	required	by	the	position.



14.

Twenty	Habits	of	Highly	Effective	Job	Seekers	in	a	Down	Market

Even	in	a	down	market,	job	seekers	and	employees	are	not	powerless	or	without
recourse	 in	 dealing	 with	 the	 challenges	 listed	 so	 far.	 In	 fact,	 you	 have	 more
control	 over	 your	 career	 circumstances	 than	 you	 might	 think.	 Following	 are
some	specific	strategies	and	 tactics	 that	consistently	generate	strong	 results	 for
job	seekers	when	no	one’s	hiring.	Note:	There	are	38	additional	tips	in	the	Career
Resources	section	toward	the	end	of	this	book.

1.	 Network,	 network,	 network.	 Continually	 increase	 your	 level	 of
networking	 and	 keep	 expanding	 your	 contact	 database.	 Reach	 out	 to
reestablish	and	nourish	business	and	personal	relationships.	Offer	to	help
others,	even	if	 they’re	not	 in	a	position	to	help	you	(because	what	goes
around	comes	around).	There	is	no	substitute	for	connecting	with	people
one-on-one.	Stay	connected	and	don’t	isolate	yourself.	Being	out	of	work
does	 not	 mean	 you	 have	 to	 be	 out	 of	 touch,	 so	 be	 sure	 to	 build	 and
maintain	your	networking	momentum.

2.	Seek	 help.	 Get	 career	 support	 from	 a	 professional.	 A	 qualified	 career
coach	 can	 better	 prepare	 you	 to	 land	 your	 next	 position.	 If	 career
coaching	is	unaffordable	for	you,	take	advantage	of	the	support	provided
by	 government	 programs,	 nonprofit	 agencies,	 job	 search	 groups,
college/alumni	 career	 centers,	 or	 faith-based	 missions	 for	 the
unemployed	 and	 underemployed.	 If	 you’re	 thinking	 of	 changing
industries,	get	some	career	testing.	If	you	are	struggling	emotionally,	get
help	from	a	mental	health	service	provider.

3.	Read	 career	 books	 and	 attend	 career	 seminars.	 Take	 advantage	 of
learning	 opportunities	 to	 improve	 your	 job	 search	 and	 career
management	 skills.	Keeping	 informed	 of	 business	 trends	will	 help	 you
gain	greater	knowledge	of	 the	 industries	and	careers	 that	are	poised	 for
future	growth.	Stay	plugged	in	to	the	market	and	your	field	to	ensure	that
you’ll	 be	 current	 and	 to	maintain	 your	 intellectual	 capital.	Apply	what
you	learn	to	generate	stronger	search	results.

4.	Leverage	technology.	Utilize	web	 sites	 and	 online	 services	 to	 connect



with	your	industry	and	to	build	greater	visibility.	Create	a	career	web	site,
using	 tools	 like	 VisualCV	 (www.visualcv.com)	 and	 LinkedIn
(www.linkedin.com).	Reach	out	through	social	networking	sites,	such	as
Facebook	 (www.facebook.com),	 MySpace	 (www.myspace.com),	 and
Twitter	 (www.twitter.com).	 Keep	 in	 touch	 with	 colleagues	 consistently
via	e-mail.	In	addition	to	leveraging	career	portals	and	job	boards,	learn
how	to	use	online	tools	like	blogs,	wikis,	and	virtual	job	fairs.	Focus	on
optimizing	your	online	identity.

5.	Differentiate	yourself.	Position	yourself	as	an	expert	by	writing	articles,
giving	 presentations,	 or	 teaching	 a	 class.	 Get	 involved	 in	 professional
organizations,	 and	 assume	 leadership	 roles	 there.	 Do	 something
noteworthy	 in	 your	 community	 that	will	 garner	 special	 recognition	 and
build	 your	 positive	 reputation.	 Focus	 on	 what	 makes	 you	 special,	 and
build	your	brand	within	your	industry.

6.	 Use	 your	 time	 off	 wisely.	 Pursue	 professional	 development	 by
participating	 in	 classes,	 seminars,	 certifications,	 and	 industry
conferences.	Take	 advantage	of	 free	 and	 low-cost	 programs	 to	 enhance
your	credentials.	Explore	more	of	your	world	to	generate	new	ideas.	Do
the	 important	 things	 that	 you	 never	 had	 time	 to	 do	 when	 you	 were
working	full-time.	Enjoy	the	feeling	of	still	being	productive	and	making
a	contribution.

7.	 Pursue	 a	 temporary,	 part-time,	 or	 contract	 position.	 Volunteer,
provide	 pro	 bono	 work,	 take	 on	 a	 consulting	 contract,	 or	 complete	 an
internship	or	apprenticeship.	This	tactic	is	especially	useful	for	those	who
wish	to	pursue	a	career	in	a	different	industry.	Keep	yourself	in	the	game,
so	you	won’t	lose	traction	in	your	career	growth.

8.	Act	with	speed	and	urgency.	One	way	for	you	to	get	an	edge	over	other
candidates	 is	 to	 demonstrate	 that	 you’re	 more	 serious	 and	 more
determined	than	the	competition.	Show	up	earlier.	Arrive	more	prepared.
Move	 quickly	 and	 efficiently.	 Make	 an	 impression	 by	 being	 more
responsive	and	assertive	than	the	others.

9.	Take	care	of	yourself.	Eat	well,	exercise,	get	plenty	of	rest.	You’ll	need
to	 be	 healthy	 and	 vital	 to	 maintain	 the	 pace	 of	 an	 active	 job	 search
campaign.	Stay	in	close	touch	with	friends	and	family.	Keep	up	with	your
interests,	 hobbies,	 and	 activities.	 Follow	 your	 normal	 routines,	 even	 as
you	work	hard	on	getting	the	job	you	want.	Maintain	balance	in	your	life,
and	don’t	let	the	job	search	become	all-consuming.

http://www.visualcv.com
http://www.linkedin.com
http://www.facebook.com
http://www.myspace.com
http://www.twitter.com


10.	Be	 flexible	 and	 adaptable.	 Consider	 shifting	 industries	 and/or	 being
geographically	mobile	 to	open	up	more	career	possibilities,	even	 if	you
would	 not	 ordinarily	 choose	 these	 options.	 Rather	 than	waiting	 for	 the
perfect	 opportunity,	 offer	 your	 skills	 to	 other	 industries	 and	 lend	 your
experience	 to	 different	 positions.	 Do	 whatever	 you	 need	 to	 do	 (within
reason)	to	keep	your	career	intact	and	earn	a	living.

11.	Improve	and	enhance	all	of	the	documents	in	your	career	portfolio.
Now	 is	 the	 time	 to	 expand	 your	 career	 portfolio	 far	 beyond	 just	 the
resume.	You’ll	 need	 a	 one-page	 professional	 biography,	 a	 collection	 of
powerful	accomplishment	stories,	a	series	of	compelling	cover	letters,	a
page	of	professional	references,	a	list	of	targeted	employers,	a	30-second
commercial	 (elevator	 speech),	 and	other	 items.	Craft	 a	 unified	 package
that	consistently	conveys	a	highly	professional	image	of	yourself.

12.	 Identify	 industries	 that	 will	 emerge	 stronger	 when	 the	 market
improves.	 Research	 emerging	 opportunities	 and	 niches	 that	 will	 offer
career	 growth,	 and	 position	 yourself	 to	 take	 advantage	 of	 these	 trends.
(Healthcare,	education,	and	security	are	some	fields	that	are	expected	to
continue	expanding.)	If	your	field	has	collapsed,	be	sure	to	communicate
your	 transferable	 strengths	and	 the	 tangible	value	you	offer,	 rather	 than
focusing	on	the	trade	skills	from	your	old	industry.	Adapt	to	the	realities
of	 the	 changing	 work	 world,	 rather	 than	 holding	 onto	 your	 old	 career
identity	out	of	fear,	resentment,	or	even	nostalgia.

13.	Practice	 interviewing	and	negotiation	 skills.	 In	 an	 ideal	world,	 you
would	 have	 been	 practicing	 your	 interviewing	 and	 negotiation	 skills
while	you	were	fully	employed,	rather	than	waiting	for	a	career	crisis	to
arise.	 But	 now	 that	 the	 employment	market	 is	 in	 crisis,	 it’s	 that	 much
more	 important	 to	 polish	 and	 perfect	 these	 skills.	 Solicit	 the	 help	 of	 a
partner	 to	 role-play	 with	 you,	 and	 switch	 roles	 as	 needed	 with	 the
questions	 and	 answers.	 Practice	 with	 an	 audio-recording	 device,	 and
listen	to	yourself	as	you	continually	improve	your	performance.

14.	Be	patient,	but	persistent.	When	the	job	market	is	bad,	employers	will
prolong	the	hiring	process,	and	your	search	is	bound	to	take	longer	than
usual.	There	is	not	much	a	candidate	can	do	to	rush	things,	so	you’ll	need
to	be	patient.	However,	 this	does	not	mean	you	should	sit	by	the	phone
waiting	for	the	employer	to	contact	you.	You’ll	want	to	pursue	two	basic
strategies:	 (1)	 Be	 persistent,	 but	 don’t	 be	 a	 pest,	 as	 you	 follow	 up
consistently	on	every	opportunity;	and	(2)	Don’t	put	all	your	eggs	in	one



basket.	 Instead,	 keep	moving	 forward	 as	you	 explore	 every	 appropriate
opening	you	can	find.	One	benefit	of	pursuing	multiple	positions	is	that	if
you	 don’t	 get	 an	 offer,	 or	 if	 an	 employer	 never	 gets	 back	 to	 you,	 you
won’t	feel	crushed.

15.	Focus	 on	 tangible	 results	 and	 practical	 solutions.	 In	 a	 healthy	 job
market,	candidates	can	market	themselves	with	their	employment	history,
education,	and	related	assets.	But	when	no	one’s	hiring,	there	needs	to	be
a	 relentless	 focus	on	 tangible,	 positive	 results.	The	primary	question	 in
the	 employer’s	 mind	 will	 be,	 “What	 can	 you	 do	 for	 me—now?”	 This
means	that	you	should	zero	in	and	quickly	identify	the	employer’s	most
pressing	 needs	 and	 challenges—and	 then	 explain	 exactly	 how	 your
relevant	 accomplishments	will	 allow	 you	 to	 successfully	 address	 those
issues	in	the	short	term.

16.	Work	 from	a	budget.	 Instead	of	 going	 into	 a	 panic	 or	worrying	 that
you’ll	lose	everything	you’ve	worked	for,	conduct	a	detailed	analysis	of
your	financial	situation	and	develop	a	family	budget.	You	may	discover
that	 you’re	 in	 a	 better	 financial	 position	 than	 you	 had	 thought.	While
you’re	 in	 transition,	 cut	 back	 on	 expenses	 and	 live	 as	 frugally	 as	 you
reasonably	can.	Examine	and	update	this	budget	on	a	weekly	basis.	This
sort	 of	 discipline	will	 pay	 off	 by	 stretching	 your	 dollars	 and	 providing
some	peace	of	mind.

17.	Be	kind	to	yourself.	Your	experience	of	being	out	of	work	or	looking
for	 a	 new	 job	 will	 be	 determined	 by	 how	 you	 look	 at	 it.	 You	 have	 a
choice.	You	 can	beat	 yourself	 up,	 feel	 like	 a	 loser,	 and	be	 riddled	with
guilt	 and	 shame.	Or,	 you	 can	 look	 at	 your	 situation	 in	 a	more	 positive
way.	Realize	that	you	are	not	to	blame	for	the	economic	meltdown	or	the
high	unemployment	numbers.	You	didn’t	do	anything	wrong,	and	you’re
still	a	highly	qualified	professional.	There	 is	no	 longer	 the	same	stigma
there	 used	 to	 be	 about	 being	 unemployed,	 as	 almost	 every	 family	 in
America	will	be	 touched	by	 layoffs	 and	downsizings.	Forgive	yourself,
forgive	 your	 ex-employer,	 and	 forgive	 the	 world.	 Move	 on	 toward	 a
better	career	future.

18.	Pay	extra	attention	to	your	personal	image.	First	impressions	count.
Make	a	deliberate,	consistent	effort	 to	present	yourself	 in	 the	best	 light.
Ask	yourself,	“How	can	I	enhance	my	attributes	 in	 the	following	areas:
hair,	 eyeglasses,	 makeup,	 hands,	 clothes,	 shoes,	 accessories,	 posture,
smile?”	Now	is	the	ideal	time	to	take	stock	of	your	appearance,	and	make



whatever	changes	you	feel	could	improve	your	job	search	results.
19.	Watch	your	attitude.	 Job	 search	 is	 really	 an	 inside	 game,	 especially
when	no	one’s	hiring.	That	is,	the	outcome	of	your	search	will	have	much
more	 to	 do	 with	 how	 you	 think	 about	 it	 than	 with	 the	 external
circumstances	of	 the	 job	market.	Avoid	 the	gloom	and	doom	messages
disseminated	by	 the	media,	and	stay	away	 from	any	negative	people	 in
your	 life	who	 bring	 you	 down.	Maintain	 a	 positive	 attitude,	 and	 never
state	 anything	 negative	 or	 act	 desperate.	 Spend	 some	 time	 each	 day
focusing	in	and	recalibrating	your	internal	attitude.	Even	if	you’re	out	of
a	 job,	 you	 probably	 have	many	 other	wonderful	 things	 in	 your	 life,	 so
remember	to	be	grateful.

20.	 Be	 philosophical.	 Think	 of	 the	 old	 saying,	 “Things	 happen	 for	 a
reason.”	 It	usually	 turns	out	 to	be	 true.	Look	at	 the	big-picture	view	of
your	recent	change	in	employment.	If	you’re	like	a	lot	of	my	clients,	after
a	 time	 you	 may	 come	 to	 see	 this	 transition	 as	 a	 blessing	 in	 disguise.
Many	candidates	go	on	to	find	jobs	that	are	better	than	the	ones	they	had
before.	 Others	 take	 the	 opportunity	 to	 explore	 new	 careers,	 rediscover
their	 professional	 passions,	 and	 make	 important	 decisions.	 While	 you
certainly	didn’t	ask	to	be	forced	into	a	job	search	by	the	economic	crisis,
try	 to	 find	 the	 life	 lessons	 and	 new	 perspectives	 in	 this	 transition.
Commit	 to	yourself	 that,	somehow,	you	will	make	this	a	rewarding	and
productive	experience.

Conducting	 a	 successful	 job	 search	 campaign	 takes	 energy,	 discipline,	 and
career	 support.	 Despite	 the	 pressures	 you	 may	 face	 in	 today’s	 employment
market,	you	must	stay	focused	on	your	goals	and	search	smart.

By	 continuing	 to	 think	 strategically,	 and	 by	 consistently	 taking	 the
initiative,	you’ll	inevitably	get	the	job	you	want.



15.

Hidden	Sources	of	Career	Support,	Information,	and	Advice

When	you’re	looking	for	a	new	job,	there	are	obvious	places	you’d	normally	go
to	 for	 help	 and	 support,	 including	 career	web	 sites,	 job	 fairs,	 the	 help	wanted
section	 of	 your	 newspaper,	 and	 possibly	 your	 friends	 and	 family.	 However,	 a
wider	 array	 of	 resources	 is	 available	 to	 you	 than	 you	may	 think.	 Some	 of	 the
hidden	sources	of	career	information,	support,	and	advice	include	the	following:

•	Government	agencies	(federal	and	municipal)
•	Career	coaches
•	Nonprofit	agencies
•	Job	search	clubs	and	groups
•	College/alumni	career	centers
•	Faith-based	missions	for	the	unemployed	and	underemployed
•	Library	business	departments
•	 Free	 and	 low-cost	 career	 seminars	 and	 professional	 development
programs

•	Online	employment	and	business	databases
•	Business	books,	magazines,	newsletters,	and	blogs
•	Industry-specific	networking	functions
•	Business	conferences	and	expos

When	no	one’s	hiring,	you	owe	it	to	yourself	to	leverage	all	of	these
resources	and	leave	no	stone	unturned.



PART	II

From	Desperation	to	Career	Strategies	for	Tough	Times



16.

What	Do	You	Really	Want	to	be	Doing	When	the	Economy	Turns
Around?

In	 this	 section,	 we’re	 going	 to	 deal	 with	 the	 reality	 of	 your	 situation	 on	 two
different	levels:	(1)	the	short-term	reality	that	you	probably	have	a	mortgage	to
pay,	a	family	to	feed,	and	bills	that	keep	arriving	in	the	mail;	and	(2)you	really
need	 to	figure	out	what	you	want	 to	be	doing	 long	 term,	and	where	you’d	 like
your	true	professional	path	to	take	you.	The	danger,	of	course,	is	that	if	you	don’t
know	where	you’re	going,	then	any	path	will	do.

Working	in	this	reactive	mode	is	not	a	recipe	for	career	success.	But	let’s	first
deal	with	your	short-term	need	to	pay	your	bills.	Until	 that’s	 taken	care	of,	 the
less	urgent,	yet	more	important	tasks	will	never	get	done.



17.

The	Pay	My	Bills	Strategy

When	 the	 job	market	 is	 tight	 and	 the	 economy	 is	 in	 a	 downturn,	 it	 generally
takes	a	longer	period	of	time	to	find	the	job	you	want.	This	may	be	fine	if	you
have	enough	money	in	the	bank	to	draw	upon	during	your	transition.	But	if	you
can’t	 live	 on	 savings	 until	 you	 land	 your	 real	 job,	 you’ll	 probably	want	 to	 do
some	 sort	 of	 part-time	 or	 temporary	 work	 to	 tide	 you	 over.	 This	 strategy—
sometimes	called	the	bridge	job—has	become	common	over	the	past	few	years,
and	it	can	be	very	effective	for	people	at	all	professional	 levels.	This	approach
often	 includes	 a	 two-step	 path,	 starting	 with	 an	 interim	 role,	 and	 eventually
leading	to	the	ideal	position.

I	 recently	 worked	 with	 a	 successful	 executive	 who	 had	 been	 Senior	 Vice
President	 of	 an	 industrial	 manufacturing	 company.	 He	 had	 an	 excellent
education,	including	a	background	as	an	engineer.	When	he	lost	his	job,	he	took
a	part-time	position	 at	 a	 local	 paint	 store.	The	money	wasn’t	 great,	 but	 it	was
enough	 to	 help	 pay	 his	 family’s	 bills.	Having	 this	 part-time	 job	 also	 gave	my
client	a	sense	of	pride,	because	he	was	doing	what	he	could	 to	provide	 for	his
family,	and	he	was	making	a	contribution	in	the	business	world.	He	also	enjoyed
meeting	new	people	and	even	doing	a	bit	of	networking	with	customers.	The	job
at	the	paint	store	gave	my	client	the	flexibility	he	needed	to	continue	searching
for	 the	 job	 he	 really	 wanted.	 The	 owner	 of	 the	 paint	 store	 tried	 on	 many
occasions	 to	 promote	 him	 to	 full-time	manager.	 The	 answer	was	 always	 “No,
thank	you.”

A	key	point	for	you	to	understand	is	that	my	client	never	confused	the	means
with	 the	 ends.	 He	 kept	 his	 focus	 on	 finding	 the	 real	 job,	 and	 he	 eventually
secured	 an	 excellent	 opportunity	 with	 more	 responsibility	 and	 higher
compensation	than	he’d	had	at	his	last	professional	job.	In	this	case,	my	client’s
positive	 attitude	 allowed	 him	 to	 reach	 his	 goal	 through	 a	 two-step	 plan.	 By
taking	a	part-time,	flexible	job,	he	did	what	he	needed	to	do	to	get	the	position
he	 really	wanted.	My	 client	 didn’t	 feel	 ashamed	 or	 embarrassed	working	 in	 a
position	that	could	have	been	perceived	as	beneath	him.	He	saw	this	strategy	as	a



practical	necessity,	and	it	worked	for	him.	In	fact,	when	he	reflects	back	on	his
temporary	 job	 at	 the	paint	 store,	 he	 smiles	 and	describes	 it	 as	 a	great	 learning
experience.

If	you’re	out	of	work	now,what	part-time	or	flexible	work	can	you	do
to	fill	the	gap	until	you	land	the	job	you	want?

What	about	you?	If	you’re	out	of	work	now,	what	part-time	or	flexible	work
can	 you	 do	 to	 fill	 the	 gap	 until	 you	 land	 the	 job	 you	 want?	 If	 you’re	 fully
employed	but	concerned	about	 losing	your	 job,	what	 sort	of	opportunity	could
you	 pursue	 to	 earn	 additional	 income,	 should	 the	 need	 arise?	 Here	 are	 some
interim	strategies	to	find	work	and	earn	money:

•	Part-time	or	temporary	job	(retail	stores,	restaurants,	business	services,
administrative,	etc.).	Try	to	find	a	position	in	a	field	you	genuinely	like.
If	you	enjoy	shopping	or	love	the	products	of	a	particular	store,	consider
working	in	retail.	If	you	have	a	passion	for	cooking	or	are	knowledgeable
about	food,	you	might	want	to	be	a	prep	chef	at	a	favorite	restaurant.	If
you	have	connections	at	business	service	organizations	and	can	add	value
to	 their	 operations,	 try	 working	 at	 a	 company	 where	 your	 managerial
contributions	would	be	valued.	Contact	several	temp	agencies,	or	go	visit
businesses	in	which	you	have	an	interest.

•	Teaching	or	substitute	teaching	(public	or	private	schools,	colleges	and
universities,	 technical	 or	 vocational	 programs,	 etc.).	The	 education	 that
helped	get	you	started	in	your	career	 is	still	valuable.	If	you’ve	been	in
the	workforce	for	a	while,	you’ve	no	doubt	gained	skills	to	enhance	your
credibility.	These	qualifications	are	often	valued	by	schools	and	colleges.
Experienced	 professionals	 are	 sought	 after	 to	 teach	 classes	 and	 bring	 a
real-world	perspective	to	their	students.	Contact	the	administration	office
of	your	local	school	system	or	the	employment	office	of	universities	and
vocational	programs	in	your	area.

•	 Consulting	 or	 contract	 assignments	 (business	 operations,	 computer
technology,	creativeadvertising,	etc.).	Even	before	 the	economy	and	 job
market	went	sour,	the	work	world	had	changed.	A	growing	percentage	of
the	 workforce	 had	 already	 moved	 into	 flexible	 assignments	 as



consultants	or	contractors.	If	you	have	a	background	in	one	of	the	fields
that	naturally	lend	themselves	to	this	work	style,	try	to	get	consulting	or
contract	work.	It	can	be	interesting,	challenging	work,	and	it	can	also	be
lucrative.	 In	 some	 cases,	 these	 consulting	 or	 contract	 assignments	 turn
into	 full-time	 job	 offers,	 after	 the	 company	 gets	 to	 know	 you.	 Contact
outsourcing	and	contract	employment	firms	in	the	fields	that	interest	you.

•	Work	for	family	or	friends	 (retail	stores,	services,	small	manufacturing
operations,	 and	every	other	 type	of	business).	Do	you	have	 relatives	or
friends	who	own	or	run	businesses?	Would	you	be	comfortable	working
with	them?	In	tough	times,	it	is	important	to	put	your	pride	aside	and	ask
for	 help.	 But	 in	 this	 case,	 the	 help	 would	 be	 mutual.	 Your	 friend	 or
relative	would	be	the	lucky	recipient	of	your	services,	and	you	would	be
gainfully	 employed,	 working	 for	 someone	 you	 already	 know	 and	 like.
Contact	 every	 friend,	 relative,	 or	 acquaintance	 who	 owns	 or	 runs	 a
business,	and	ask	about	their	needs	and	challenges.

•	 Home-based	 work	 (administrative,	 sales,	 computer	 work,	 creative
assignments,	 bookkeeping,	 personal	 services,	 etc.).	With	 the	 advent	 of
the	 Internet	 and	 computers,	 it	 is	 easier	 than	 ever	 to	 do	 real	work	 from
home.	 Some	 of	 this	 work	 can	 be	 enjoyable	 and	 lucrative.	 There	 is	 no
longer	a	stigma	about	working	from	home,	and	in	fact,	you	may	find	that
the	 flexible,	 independent	 lifestyle	suits	you.	From	copywriting	 to	doing
proposals	 to	 preparing	 tax	 returns,	 there’s	 no	 limit	 to	 the	 options.	 Ask
yourself	 what	 skills	 you	 have,	 and	 offer	 your	 services	 to	 appropriate
companies	and	families	in	your	area.	Contact	everyone	in	your	network
to	offer	your	services	and	ask	for	referrals.

•	Odd	jobs	 (handyman,	 construction,	 painting,	moving	 and	 hauling,	 yard
work,	 plowing,	 etc.).	 Are	 you	 handy	 around	 the	 house?	 Do	 you	 have
special	equipment	or	tools?	Do	you	have	trade	skills	that	you	could	offer
to	 other	 people	 in	 your	 town?	 There	 is	 always	 a	 need	 for	 reliable,
professional	 help	 in	 these	 areas.	 If	 you’re	 not	 afraid	 to	 get	 your	 hands
dirty,	you	can	earn	good	money	providing	these	much-needed	services	to
organizations	and	individuals.	Contact	everyone	in	your	network	to	offer
your	services,	and	be	sure	to	ask	for	referrals.



18.

Why	You	Can’t	Afford	Not	to	Have	a	Strategic	Plan

If	you’re	serious	about	getting	a	job	when	no	one’s	hiring,	you’ll	need	more	than
determination,	a	strong	mindset,	and	a	dash	of	luck;	you’ll	need	a	strategy	and	a
system	 to	 implement	 that	 strategy.	The	Career	PotentialSM	coaching	process	 I
use	with	my	 private	 clients	 involves	 five	 distinct	 phases.	But	 to	make	 it	 even
easier	 to	 understand	 this	 model,	 you	 can	 distill	 your	 strategic	 plan	 into	 two
fundamental	stages:

•	Preparation	and	Research.	You’ll	handle	these	phases	primarily	on	your
own	 or	 with	 a	 career	 coach.	 They	 involve	 introspective	 exercises,
research,	thinking,	writing,	planning,	and	the	creation	of	your	Job	Search
Survival	Toolkit.	This	stage	is	an	inside	job.

•	Implementation	and	Activity.	You’ll	be	out	in	the	real	world,	contacting
new	 people,	 networking,	 having	 meetings,	 talking	 with	 recruiters,
interviewing,	 negotiating,	 and	 ultimately	 landing	 a	 new	 position.	 This
stage	of	the	work	is	the	outside	job.

This	book	is	designed	to	help	you	get	clear	on	your	desired	career	path,	create
the	 best	 possible	 set	 of	 job	 search	 tools,	 and	 implement	 a	 productive	 and
successful	job	search	campaign.	That’s	what	we’re	about	to	embark	upon—with
you	as	the	client	and	me	as	your	Virtual	Career	Coach.

Haphazard	job	search	activity	without	a	strategic	plan	is	nothing	more	than	a
recipe	 for	 disappointment	 and	 a	 prolonged	 period	 of	 career	 pain.	 With	 the
economy	and	 job	market	 in	 a	 tailspin,	we	want	 to	get	 you	headed	 in	 the	 right
direction	and	fully	employed	as	soon	as	possible.	Ready?	Then	let’s	get	to	work!

You’ll	need	more	than	determination,	a	strong	mindset,	and	a	dash	of
luck;	you’ll	need	a	strategy	and	a	system	to	implement	that	strategy.



19.

In	a	Bad	Job	Market,	You	Must	Work	Backward	to	Reach	Your
Goals

You	want	to	take	charge	of	your	career,	find	a	job	you	love,	and	earn	what	you
deserve.	Sounds	good,	but	it	can	be	difficult	to	know	where	to	start,	especially	in
a	tough	job	market.	There	are	usually	conflicting	thoughts	and	feelings	involved,
and	too	often,	 the	result	 is	a	kind	of	paralysis.	 In	addition,	most	people	simply
lack	 the	necessary	resources,	knowledge,	and	skills	 to	conduct	an	effective	 job
search	campaign	on	their	own,	especially	when	no	one’s	hiring.

Although	finding	a	better	job	or	a	more	satisfying	career	might	feel	like	a	very
random	and	confusing	experience,	through	this	book,	you’ll	learn	the	strategies
you	need	to	consistently	produce	excellent	results.



20.

Career	Success	Is	an	Inside	Job

We	 need	 to	 go	 back	 and	 start	 at	 the	 beginning.	 That	means	 doing	 an	 internal
audit	 of	 yourself.	 As	 I	 often	 tell	 my	 clients,	 career	 development	 is	 an	 inside
game.	We	go	inside	before	we	look	outside.	If	you	want	to	achieve	your	career
potential,	 you	 must	 first	 get	 totally	 clear	 on	 such	 questions	 as	 who	 you	 are,
what’s	 important	 to	 you,	what	 you	 really	want	 and	need,	what	 your	 long-term
goals	are,	what	motivates	you,	what	your	professional	preferences	are,	and	more.

Only	after	you’ve	gained	clarity	on	these	issues	does	it	makes	sense	to	go	out
into	 the	world	and	manifest	your	own	unique	vision	of	career	success.	Getting
into	resumes,	interviewing,	negotiating,	networking,	and	all	the	other	typical	job
search	 topics	 before	 you’ve	 laid	 a	 strong	 foundation	will	 only	 create	 frenzied
activity	without	forward	movement.	Perhaps	you’ve	already	experienced	this.	It
can	 be	 very	 frustrating,	 depressing,	 and—worst	 of	 all—demotivating.	 As	 you
work	 through	 the	 strategies	 and	use	 the	 tools	 in	 this	 part	 of	 the	 book,	 keep	 in
mind	the	following	words	of	career	wisdom:

People	don’t	succeed	by	migrating	to	a	“hot”	industry	or	by	adopting
a	 particular	 career-guiding	mantra.	They	 thrive	 by	 focusing	 on	 the
question	of	who	they	really	are,	and	connecting	that	to	the	work	they
truly	 love.	 The	 choice	 isn’t	 about	 a	 career	 search	 so	 much	 as	 an
identity	quest.

—Po	Bronson,	What	Should	I	Do	With	My	Life?



21.

The	Start	at	the	Beginning	Strategy

To	get	 your	 job	 search	 started	on	 the	 right	 foot,	 it’s	 important	 to	build	 a	 solid
foundation	 of	 self-knowledge	 and	 clarity.	 The	 exercises	 and	 questions	 on	 the
following	 pages	 will	 help	 you	 clarify	 some	 of	 the	 issues	 and	 values	 that	 are
fundamental	 to	 your	 lasting	 career	 success.	 They’ll	 also	 provide	 you	 with	 a
uniquely	personalized	set	of	keys	to	unlock	the	door	to	a	great	job,	even	when	no
one’s	hiring.

It	may	seem	to	you	that	doing	these	exercises	during	a	job	market	crisis	will
just	delay	the	launch	of	your	search.	You	may	even	feel	that	such	introspection	is
a	waste	of	 time.	If	 this	 is	 true	for	you,	I	urge	you	to	reconsider.	After	working
with	thousands	of	clients	in	transition,	I	have	seen	consistent	evidence	that	these
exercises	 actually	 accelerate	my	 clients’	 progress	 and	 get	 them	 to	 their	 career
destinations	much	faster.	I	assure	you	that	the	time	and	effort	you	invest	in	these
exercises	will	pay	off	in	many	multiples.

Exercise:	Values	Clarification	(Downloadable)

Rank	the	following	values	on	a	scale	of	1	through	10,	with	1	representing
“Not	important	to	me	at	all”	and	10	representing	“Very	important	to	me.”
The	 context	 of	 these	 questions	 is	 “your	 whole	 life”	 (personal,	 family,
professional,	community),	and	not	just	your	work	or	career.



To	download	this	element	of	your	Job	Search	Survival	Toolkit,
visit:	www.CareerPotential.com/bookbonus.

Special	 Note:	 Above	 is	 the	 first	 reference	 to	 this	 web	 link:
www.CareerPotential.com/bookbonus.	You’ll	see	this	link	many	times
throughout	the	rest	of	the	book.	Visiting	this	web	page	gives	you	instant
access	 to	“Your	 Job	Search	Survival	Toolkit,	 ”	which	 includes	a	whole
array	of	downloadable	examples,	exercises,	and	forms.	These	interactive
resources	 will	 make	 it	 much	 easier	 for	 you	 to	 develop	 your	 own
“Toolkit,”	 and	 they’ll	 also	 save	 you	 an	 enormous	 amount	 of	 time	 and
effort.	 Be	 sure	 to	 take	 full	 advantage	 of	 these	 value-added,	 online
elements	of	 the	book,	all	of	which	are	designed	to	help	you	get	 the	 job
you	want,	even	when	no	one’s	hiring.

http://www.CareerPotential.com/bookbonus
http://www.CareerPotential.com/bookbonus


Exercise:	Birds	of	a	Feather	(Downloadable)

Complete	 the	 sentences	on	 this	page.	Work	 fairly	quickly,	writing	what
comes	most	readily	to	mind,	without	overthinking.

1.	In	my	free	time,	the	activities	or	hobbies	I	like	to	do	most	are...

2.	Whenever	I	go	to	a	bookstore,	the	section(s)	I	always	seem	to	be
drawn	to	are...

3.	My	closest	 friends	work	 in	 the	following	fields,	businesses,	and
professions...

4.	 The	 kind(s)	 of	 environments	 I	 usually	 feel	 most	 comfortable
working	in	are...

5.	My	friends	(or	colleagues,	acquaintances,	family	members)	have
often	told	me	that	I	should	be	a.	.	.

6.	The	things	that	have	always	motivated	me	most	are...



7.	I	have	often	been	praised	for	my	work	in...

8.	 If	 I	were	 to	get	 involved	 in	volunteer	work	 (unpaid),	 I’d	 like	 to
work	in...

When	 you’re	 finished	 and	 satisfied	with	 your	 answers,	 focus	 on	 the
two	vital	questions	below.	Write	down	your	thoughts	in	as	much	detail	as
possible.

a.	What	does	this	tell	me	about	my	core	values	and	interests,	and	my
motivational	patterns?

b.	 What	 implications	 do	 these	 answers	 have	 on	 my	 current	 and
future	career	choices?

To	download	this	element	of	your	Job	Search	Survival	Toolkit,
visit:	www.CareerPotential.com/bookbonus.

Exercise:	Your	Original	Joys	(Downloadable)

Think	back	as	 far	 as	possible,	 to	when	you	were	very	young.	Let	your
mind	 wander	 freely,	 without	 editing,	 especially	 to	 the	 private,	 special
times	when	you	were	allowed	 to	play	or	daydream	or	do	whatever	you
wanted.	Recall	the	kinds	of	interests	you	had	and	activities	you	pursued

http://www.CareerPotential.com/bookbonus


in	those	early	years.

What	 did	 you	 love?	What	 fascinated	 you?	What	 senses	 did	 you	 live
through	most,	or	did	you	enjoy	them	all	equally?	What	did	you	daydream
about,	no	matter	how	silly	or	unimportant	it	may	seem	now?	What	were
the	secrets	and	little	games	you	never	told	any	body	about?	What	could
you	lose	yourself	in	and	be	very	happy?	What	kinds	of	things	gave	you
greatest	pleasure?

List	five	to	ten	items	below	that	match	the	criteria	above:

Put	 a	 star	 next	 to	 three	 of	 the	 items	 you’ve	 written	 that	 were	 most
meaningful	or	special	to	you.	Write	down	your	thoughts	about	why	these
particular	ones	stand	out.

To	download	this	element	of	your	Job	Search	Survival	Toolkit,
visit:	www.CareerPotential.com/bookbonus.

Example:	Passions	and	Gifts

Passions	 and	 Gifts	 is	 a	 wonderful	 exercise	 to	 get	 you	 focused	 on	 the
larger	purpose	of	all	your	work.	 It	connects	you	 to	your	WHY	and	 is	a
great	tool	to	help	sharpen	your	delivery	during	networking	meetings	and
interviews.	You’ll	see	a	completed	example	of	this	exercise	below,	done
by	one	of	my	clients.

http://www.CareerPotential.com/bookbonus


	

I	am	passionate	about...

Doing	 the	 impossible,	 taking	 on	 big	 challenges	 Creating	 new
structures	 to	 achieve	 big	 results	 Solving	 problems,	 removing
obstacles	Getting	the	best	out	of	people

I	really	like...

Working	with	very	bright	people	who	have	good	values

Working	with	companies	that	are	respected	or	where	respect	can
be	created

Building	a	culture	that	will	succeed	and	be	a	place	where	people
can	grow	and	enjoy	work

My	greatest	contribution	is.	.	.

Being	 able	 to	 do	many	 different	 things	well	Accomplishing	 the
mission,	exceeding	expectations

Building	an	organization	from	scratch

Saving	 the	day—taking	dire	 situations,	 fixing	 them,	 and	 turning
them	into	winners

I	am	particularly	good	at...

Taking	 things	 that	 look	 like	 failures	 and	 making	 them	 into
exceptional	successes

Developing	people—getting	them	to	be	creative,	committed,	and
accountable

Getting	the	job	done	quickly	with	practical,	interesting	solutions

I	am	known	for.	.	.

Creative	leadership

Overcoming	challenging	obstacles

Rising	to	the	occasion

Seeing	the	core	issues,	problems,	solutions

Getting	 to	 the	 heart	 of	 the	 matter	 quickly,	 and	 intuitively



analyzing	the	situation

I	have	exceptional	ability	to...

Devise	 straightforward	 solutions	 that	 are	 efficient	 and	 practical
Take	 complex	 problems	 and	 quickly	 develop	 elegant	 solutions
Create	solutions	that	get	the	job	done

Exercise:	Passions	and	Gifts	(Downloadable)

Now	 it’s	 your	 turn.	 Complete	 the	 following	 sentences.	 You	 may	 list
multiple	 answers	 for	 each	 of	 the	 items	 below.	 Keep	 your	 responses
focused	on	the	career	and	work	aspects	of	your	life.

I	feel	passionate	about.	.	.

What	I	really	like	is.	.	.

My	greatest	contribution	is...

I	am	particularly	good	at.	.	.

I	am	known	for...

I	have	an	exceptional	ability	to.	.	.

Colleagues	often	ask	for	my	help	with.	.	.

What	motivates	me	most	is.	.	.

I	would	feel	disappointed,	frustrated,	or	sad	if	I	couldn’t	do.	.	.

	

Now	 that	 you	 have	 completed	 this	 Passions	 and	 Gifts	 exercise,	 ask
yourself	these	important	questions.	Write	down	your	answers	in	detail.

1.	 Do	 your	 passions	 and	 gifts	 correspond/align	 with	 your	 current
career	direction?

2.	What	 implications	 do	 these	 answers	 have	 on	 your	 current	 and
future	career	choices?



3.	What	 is	 one	 thing	 you	 can	 do	 right	 now	 to	 enhance	 or	 change
your	current	career	situation	for	the	better?

Remember:	Regardless	of	external	circumstances,	you	always	have	the
opportunity	to	take	charge	of	your	career	and	find	the	work	you	love—as
long	as	you	have	the	right	resources	and	support.

To	download	this	element	of	your	Job	Search	Survival	Toolkit,
visit:	www.CareerPotential.com/bookbonus.

Regardless	 of	 external	 circumstances,	 you	 always	 have	 the
opportunity	to	take	charge	of	your	career	and	find	the	work	you	love
—as	long	as	you	have	the	right	resources	and	support.

http://www.CareerPotential.com/bookbonus


22.

The	Dream	Job	Strategy

When	you	were	very	young,	what	kind	of	work	seemed	like	the	most	fun?	What
did	you	dream	of	being	when	you	grew	up?	What	were	your	ideal	careers?

Exercise:	Dream	Job	(Downloadable)

List	four	to	six	items	below	that	match	the	criteria	above.

To	 download	 this	 element	 of	 your	 Job	 Search	 Survival	 Toolkit,	 visit:
www.CareerPotential.com/bookbonus.

Put	a	star	next	to	three	of	these	items	that	were	most	meaningful,	enjoyable,	or
special	to	you.	Write	down	your	thoughts	about	why	these	particular	ones	stand
out.

http://www.CareerPotential.com/bookbonus


23.

The	Ideal	Workday	Strategy

This	is	a	very	powerful	and	personal	exercise,	which	will	help	you	explore	and
then	 clearly	 define	what	 an	 ideal	 workday	 looks	 and	 feels	 like,	 and	 how	 you
might	 experience	 it	 on	 a	 moment-by-moment	 basis.	 Once	 you’ve	 vividly
imagined	 the	 details	 of	 this	 day	 on	 paper,	 you’ll	 be	 much	 better	 prepared	 to
create	it	for	yourself	in	real	life.

Read	over	the	following	example	and	then	take	at	least	one	hour	of	quiet	time
to	write	down	your	ideal	workday.	Your	aim	should	be	to	create	as	much	detail
as	you	need	 to	generate	 a	 clear	 and	 specific	picture	 in	your	mind	of	 the	day’s
events,	 activities,	 people,	 environments,	 schedules,	 structures—and	 your
experiences	of	each	of	these	factors.

So	block	out	 some	 time	and	put	 some	 real	 energy	 into	 this	 exercise.	Take	a
relaxing	hot	bath,	go	for	a	walk	in	the	park,	sit	under	a	tree,	enjoy	a	glass	of	wine
by	 the	 fireplace.	Do	whatever	 it	 takes	 to	 visit	 that	 inner	 place	where	 you	 can
reflect	 and	 really	 imagine	 both	 the	 broad	 outline	 and	 specific	 details	 of	 a
workday	that	would	be	truly	ideal	for	you!

The	purpose	of	 this	exercise	 is	 to	elicit	 the	qualitative	aspects	of	a	work	life
that	 would	 create	 the	 best	 fit	 and	 the	 most	 day-to-day	 satisfaction	 for	 you—
acknowledging	 the	 fact	 that	 not	 every	 day	 can	 be	 ideal,	 but	 that	 in	 an	 overall
sense,	this	would	be	the	best	possible	outcome	of	your	career	transition.

The	 main	 point	 of	 this	 exercise	 is	 that	 you	 must	 first	 get	 crystal	 clear	 on
exactly	what	your	ideal	workday	would	look	like,	if	you	hope	to	later	manifest
this	experience	in	the	real	world.	Generally	speaking,	the	job	you	really	want	is
not	out	there	in	some	newspaper	ad	or	Internet	posting,	waiting	for	you	to	find	it.
Your	 ideal	 opportunity	 is	 best	 defined	 inside	of	you,	 but	 you	won’t	 be	 able	 to
create	 it—or	even	recognize	 it—until	you	can	develop	 this	 laser	focus	on	your
next	job	or	future	career.

I	realize	that	this	might	be	a	whole	new	way	of	looking	at	things	for	you,	but	I



guarantee	 that	 if	 you	 jump	 in	 and	 give	 your	 all	 to	 this	 exercise,	 you’ll	 see
amazing	things	start	to	happen	to	your	job	search	or	career	transition.

You	must	 first	 get	 crystal	 clear	on	exactly	what	 your	 ideal	workday
would	 look	 like,	 if	you	hope	 to	 later	manifest	 this	experience	 in	 the
real	world.

Here’s	 an	 example	 of	 an	 Ideal	 Workday	 exercise,	 which	 was	 recently
completed	by	a	client	of	mine:

Example:	Ideal	Workday

From	6:15	A.M.	to	8:30	A.M.:	In	my	ideal	workday,	I	wake	up	at	6:15
a.m.,	 cuddle	 for	 a	while	with	 Sandy,	 get	 out	 of	 bed,	 dress	 in	 sneakers,
shorts,	and	a	T-shirt,	do	some	push-ups	and	sit-ups,	stretch.	and	go	for	a
30-minute	jog.	I	run	along	the	streets	of	my	town,	stopping	to	say	hello	to
my	neighbors	and	pet	their	dog.	I	return	to	my	house	and	make	and	drink
a	banana	milkshake	while	I	brew	a	cup	of	coffee	for	Sandy	and	a	cup	for
myself,	and	listen	to	the	morning	news	on	NPR.	I	take	coffee	to	Sandy	in
bed,	shave,	take	a	shower,	get	dressed,	eat	some	cereal	and	yogurt,	read
the	paper,	and	get	out	the	door	by	8:00	A.M.

I	dress	 in	 stylish,	well-made,	 professional-looking	 clothes.	 I	walk	20
minutes	 to	work	 in	 the	 sunshine	 and	 a	 cool	 breeze,	 stopping	 off	 at	 the
coffee	shop	on	the	ground	floor	of	the	building	my	office	is	in	to	fill	my
Thermos	 with	 coffee	 for	 the	 first	 half	 of	 the	 day,	 and	 maybe	 grab	 a
toasted	bagel.

I	 have	 my	 own	 office	 just	 off	 the	 main	 work	 area	 on	 our	 floor,
surrounded	 by	 the	 cubicles	 of	 the	 six	 people—two	 designers,	 two
copywriters,	and	a	creative	director—who	report	to	me.	My	office	has	a
frosted-glass-and-copper	 desk,	 a	 window,	 good	 lighting,	 a	 chair	 that’s
good	 for	 my	 posture,	 a	 couple	 of	 chairs	 for	 guests,	 a	 few	 plants,	 an
original	modern	art	painting	by	my	friend	on	the	wall,	a	metal	bookshelf,
a	few	photos,	and	a	laptop	connected	to	a	large	flat-panel	monitor.

From	 8:30	A.M.	 to	 8:55	A.M.:	 I	 review	my	 plans	 for	 the	 day	 and



week,	 read	 and	 respond	 to	 e-mail	 from	my	 team,	 customers,	 and	 other
senior	 management,	 and	 make	 any	 phone	 calls	 I	 need	 to.	 I	 check	 on
ongoing	 projects;	 provide	 feedback,	 guidance,	 and	 motivation	 to	 my
team;	and	help	out	colleagues	or	customers	who	are	 turning	 to	me	as	a
subject-matter	expert.	Once	an	hour	during	the	day,	I	walk	from	my	desk
to	the	water	cooler	near	the	front	desk	for	a	stretch,	a	glass	of	water,	and
to	look	out	in	the	distance	over	the	city.

From	 9:00	 A.M.	 to	 9:50	 A.M.:	 I	 have	 a	 conference	 call	 with	 the
United	 Kingdom	 office	 to	 help	 plan	 their	 weekly	 presentations	 and
schedule	 a	 few	meetings	with	 strategic	 account	 prospects.	 I	 squeeze	 in
some	conversation	about	traveling	in	the	United	Kingdom,	as	Sandy	will
be	 flying	 over	 at	 the	 start	 of	 her	 break	 in	 classes,	 and	we’ll	 be	 seeing
friends	of	mine	in	England	for	three	days	before	traveling	for	two	weeks
in	Ireland.

From	 10:00	 A.M.	 to	 10:50	 A.M.:	 I	 work	 on	 my	 presentation.	 I’m
preparing	 notes	 from	 conversations	 I’ve	 had	 with	 customers	 about	 the
headaches	 and	 challenges	 of	 creating	 solutions	 like	 this,	 and
demonstrating	how	we	can	make	the	headaches	and	challenges	go	away.
I’m	incorporating	a	new	type	of	software,	so	I’m	practicing	working	with
it,	using	it	to	add	some	flash	and	drama	to	the	presentation.	I	e-mail	the
presentation	to	our	account	executives,	asking	them	to	let	me	know	their
reactions	and	any	questions	that	come	up.

From	 11:00	A.M.	 to	 11:30	A.M.:	 I	 participate	 in	 a	 conference	 call
with	one	of	our	national	account	managers.	He	is	working	with	a	client
who	has	extensive	marketing	needs,	and	wants	 to	be	 reassured	 that	our
company	 has	 sufficient	 expertise	 to	 help	 them.	 Our	 account	 executive
and	I	have	prepared	in	advance	for	this	meeting,	and	I	have	supplied	him
with	 a	 likely	 set	 of	 questions	 the	 client	 will	 ask	 based	 on	 my	 prior
experience.	 In	 addition,	 I’ve	 got	 our	 designer	 in	 the	 office	 with	 me,
because	he	can	help	and	he	wants	to	learn	more	about	the	sales	process.

As	 our	 national	 account	 manager	 leads	 the	 meeting,	 I	 have	 the
speakerphone	muted	and	am	running	a	commentary	on	what	he’s	saying,
the	 techniques	 he’s	 using,	 and	 the	 way	 he	 guides	 the	 meeting	 to	 the
conclusion	he’s	looking	for.	He	successfully	answers	four	out	of	five	of
the	potential	client’s	questions,	and	when	he	asks	me	about	the	last	one,	I



make	a	 joke	out	of	 thanking	him	for	 letting	me	feel	useful,	and	answer
the	question	to	everyone’s	satisfaction.	The	call	ends,	and	I	debrief	with
our	designer	to	answer	any	remaining	questions	and	wrap	up	the	session.

From	12:00	noon	to	12:30	P.M.:	 I	walk	from	the	office	to	the	park,
enjoying	the	sunshine	and	the	sights	and	sounds	of	the	city	(while	eating
the	sandwich	Sandy	made	and	packed	for	me	while	I	was	out	jogging).

From	12:30	P.M.	 to	12:45	P.M.:	 I	 stop	 in	 at	 the	 restaurant	where	 a
number	 of	 our	 clients	 are,	 and	 drink	 a	 cup	 of	 coffee	while	 I	 welcome
them	 into	our	organization,	 connect	with	 them,	and	explain	 that	 if	 they
have	any	ideas	about	the	campaign	they	would	like	to	see	us	incorporate,
they	 should	 feel	 free	 to	 contact	 me,	 as	 I	 champion	 new	 ideas	 at	 our
company.

From	12:45	P.M.	to	1:15	P.M.:	I	run	a	brown-bag	luncheon	training
class	 for	 the	 staff	 on	 creative	 selling	 techniques	 and	 doing	 powerful
presentations.

From	1:15	P.M.	 to	1:30	P.M.:	 I	 respond	 to	e-mails	and	 recheck	my
progress	 on	 the	 day.	 I’m	 doing	 well,	 accomplishing	 what	 I	 want	 to
accomplish.

From	 1:30	 P.M.	 to	 2:15	 P.M.:	 I	 talk	 with	 our	 national	 account
director	 about	 the	 tools	 and	 skills	 that	 will	 enable	 our	 sales	 force	 to
achieve	maximum	productivity	 and	present	 the	most	 polished	 image	 to
our	current	and	prospective	clients.	We	also	review	a	demonstration	reel	I
developed	 for	 one	 of	 our	 new	 accounts,	 and	 I	 make	 some	 notes	 on
feedback	 that	 salespeople	 have	 provided	 about	 the	 demo,	 as	 well	 as
feedback	 clients	 and	 prospects	 have	 provided.	 I	 make	 a	 note	 in	 my
calendar	to	work	with	one	of	our	designers	to	update	the	reel	tomorrow.

From	2:00	P.M.	to	2:45	P.M.:	I	meet	with	my	designers,	copywriters,
and	 creative	 director.	 We	 talk	 about	 creative	 concepts	 and	 brainstorm
ideas	about	how	we	can	use	any	new	techniques	to	our	advantage,	either
to	maintain	 a	 cutting-edge	 image	 for	 our	 agency,	 or	 to	 incorporate	 into
our	presentations.

From	2:45	P.M.	to	3:30	P.M.:	 I	work	on	a	small	design	assignment
that	is	pro	bono.	Although	we	won’t	make	a	dime	on	it,	it	just	may	help
us	win	a	significant	deal	with	another	organization.	I	complete	it	and	then



forward	 it	 on	 to	my	 creative	 director	 for	 his	 input.	 Tomorrow,	 I’ll	 put
together	a	10-slide	presentation	that	will	be	shown	to	the	nonprofit	client
some	time	next	week	via	WebEx	and	teleconference.

From	3:30	P.M.	to	4:45	P.M.:	I	write	and	respond	to	e-mails,	make	a
few	phone	calls,	and	do	a	final	check	on	my	progress	for	 the	day.	I	did
well.	 I	 accomplished	nearly	 everything	 I	wanted	 to,	 and	 the	 things	 that
remain	are	things	I’m	looking	forward	to	doing	tomorrow.

4:45	P.M.:	 I	 leave	the	office	and	walk	home.	I’ve	got	a	real	sense	of
accomplishment	and	a	 story	or	 two	 I	can	 tell	Sandy	about	my	day	 in	a
way	that	will	interest	her.	I’m	looking	forward	to	giving	her	a	solid	idea
of	what	I	did	today	and	how	I	enjoyed	it.

Now	that	you’ve	seen	a	good	example	of	the	Ideal	Workday	exercise,
it’s	 time	 for	you	 to	 try	 it!	Remember	 to	provide	 as	much	detail	 as	you
possibly	can	in	designing	your	ideal	workday.	Use	your	imagination,	and
have	fun	with	this	one.



24.

The	Stepping	Stone	Strategy

The	following	questions	form	the	stepping	stones	that	will	lead	you	in	the	right
direction	 when	 deciding	 your	 next	 career	 move.	 Sometimes,	 answering	 life’s
large	 questions	 can	 be	 a	 daunting	 task,	 whereas	 answering	 smaller	 questions
along	the	way,	with	purpose	and	clarity,	can	reveal	your	path	in	a	clearer,	more
manageable,	and	less	overwhelming	manner.

Answering	smaller	questions	along	the	way,	with	purpose	and	clarity,
can	 reveal	 your	 path	 in	 a	 clearer,	 more	 manageable,	 and	 less
overwhelming	manner.

Try	 it	now.	Write	down	your	answers	 to	 the	 following	questions	 in	as	much
detail	as	possible.	Try	not	to	skip	ahead,	and	give	each	question	enough	thought
to	generate	a	complete	answer	without	feeling	that	your	answers	need	to	be	final.
The	process	 is	more	 important	 than	 the	 final	document,	which	you	can	always
revisit	and	revise.	Be	as	thorough	and	candid	as	possible,	and	take	as	much	time
as	you	need.

Exercise:	Stepping	Stone	Strategy	(Downloadable)

•	Describe	your	current	career	situation	as	succinctly	as	possible;
include	both	the	good	and	the	bad.

•	Describe	the	way	you	would	ideally	like	it	to	be.	Be	as	specific	as



possible	in	identifying	your	primary	career	desires.

•	What	are	you	doing	in	your	work	that	you	want	to	continue	doing?
With	whom?

•	Does	anyone	else	you	know	now	have	the	kind	of	work	situation
you	envision?	If	so,	describe	it	in	detail.	What	steps	did	this
person	take	to	get	there?

•	What	is	necessary	for	your	future	(goals)	regarding	money,	time,
and	quality	of	life—in	one	year?	Five	years?	Ten	years?

•	What	are	you	not	doing	professionally	that	you	would	like	to	be
doing?



•	What	unique	qualities	or	characteristics	do	you	bring	to	your
career?

•	In	your	work,	what	skills	and	abilities	are	not	being	properly
utilized	or	fully	expressed?

•	What	predictable	blocks	(organizational,	personal,	emotional,
financial,	etc.)	might	prevent	you	from	reaching	your	goals?

•	What	might	you	lose	or	leave	behind	if	you	were	to	make	a
significant	career	change,	for	a	better	situation?	(personal,
practical,	emotional,	financial,	status,	etc.)

•	Do	you	know	what	your	career	goal	or	objective	is	(short-term	and
long-term)?	If	so,	have	you	written	it	down?



•	What	is	the	primary	motivator/driver	in	your	career?	Has	this	been
consistent,	or	has	it	changed?

•	How	will	you	know	when	you’re	on	the	right	track?	When	you’ve
arrived?

To	download	this	element	of	your	Job	Search	Survival	Toolkit,
visit:	www.CareerPotential.com/bookbonus.

http://www.CareerPotential.com/bookbonus


25.

From	Exploration	to	Execution

Having	gone	 through	 the	preliminary	 internal	exercises,	 it’s	 time	 to	brainstorm
some	 logical	 options,	 and	 then	 narrow	 down	 the	 possibilities	 to	 a	 carefully-
thought-out	list	of	initial	career	options	and	job	choices.	From	your	exploration
and	reflection	on	the	previous	pages,	start	to	eliminate	the	pipe	dreams	and	focus
on	 the	 opportunities	 that	 fit	 best	 with	 your	 strengths,	 experience,	 and
preferences.	For	example,	if	you	always	wanted	to	be	a	fighter	pilot,	but	you’ve
spent	the	last	20	years	as	an	accountant,	then	maybe	going	to	work	as	a	financial
executive	for	a	major	airline	headquartered	in	your	city	would	make	more	sense
than	climbing	into	a	cockpit.

Make	your	initial	cut	by	sitting	down	and	writing	out	a	list	of	possible	careers
or	 jobs	 that	 are	 a	 realistic	 fit	 with	 what	 you’ve	 learned	 about	 yourself.	 Then
develop	some	related	options,	perhaps	with	the	help	of	a	relative	or	close	friend.
Solicit	 market	 feedback	 from	 former	 colleagues,	 associates,	 and	 other
professionals	 who	 are	 in	 a	 position	 to	 know	 both	 your	 skills	 and	 the
requirements	of	your	target	positions.

Solicit	market	feedback	from	former	colleagues,	associates,	and	other
professionals	who	are	 in	a	position	 to	know	both	your	skills	and	the
requirements	of	your	target	positions.

Then	do	some	research	on	what	is	required	to	enter	that	field.	If	all	signs	point
to	 a	good	 fit,	 then	mobilize	your	 resources,	 get	 into	 action,	 and	go	 after	 those
opportunities.



26.

Excellent	Tools	to	Help	You	Get	a	Job	When	No	One’s	Hiring

There	 are	 some	 great	 tools	 and	 resources	 you	 can	 use	 to	 help	 you	 identify
appropriate	 career	 paths	 and	 job	 roles.	 Many	 people	 are	 unaware	 of	 them	 or
simply	do	not	make	the	effort	to	track	them	down.	When	no	one’s	hiring,	these
tools	 can	make	 all	 the	difference	between	you	becoming	a	 career	victor—or	 a
career	victim.	The	following	resources	are	often	as	close	as	your	nearest	public
library,	university,	newsstand,	or	convention	center:

•	 Library	 research	 (visit	 the	 business	 department	 of	 the	 largest	 library	 in
your	area)

•	Dictionary	of	Holland	Occupational	Codes
•	Occupational	Outlook	Handbook,	U.S.	Department	of	Labor
•	Professional	associations	and	organizations
•	 Free	 and	 low-cost	 career	 seminars	 and	 professional	 development
programs

•	Online	employment	and	business	databases
•	Trade	magazines,	books,	newsletters,	and	blogs
•	Industry-specific	networking	functions
•	Business	conferences	and	expos
•	Job	fairs



27.

Narrowing	Your	Choices	Is	Easier	Than	You	Think

Although	narrowing	your	choices	is	a	very	personal	process—and	leads	to	very
important	career	decisions—it	can	be	boiled	down	to	three	basic	steps:

1.	Identify	the	consistent	themes	from	all	the	preliminary	exercises.
2.	Create	an	employer	wish	list	that	includes	all	of	the	characteristics	of	an
ideal	company	to	work	for.

3.	Create	the	dream	job	description	that	matches	the	criteria	you	discovered
in	the	preliminary	exercises.



28.

The	Employer	Wish	List	Strategy

The	 time	 has	 come	 to	 create	 a	wish	 list	 of	 adjectives	 that	 describe	 your	 ideal
employer,	such	as	size,	 location,	 industry,	culture,	values,	environment,	people,
revenue,	etc.	When	no	one’s	hiring,	you	may	be	tempted	to	shorten	this	process
down	 to	 “my	wish	 list	 is	 for	 an	 employer	who	 gives	 out	 paychecks,”	 but	 you
would	be	shortchanging	yourself	in	a	big	way.	Let	me	state	again	that	in	tough
economic	times,	it	pays	to	be	laser-focused	on	exactly	what	you’re	after.	Don’t
hold	back!	This	 is	your	 fantasy,	 so	 list	what	you	would	 really	 love	 in	 the	next
company	you	work	for.

In	tough	economic	times,	it	pays	to	be	laser-focused	on	exactly	what
you’re	after.

If	you	don’t	know	what	you	want	most	 in	an	employer,	how	will	you	know
when	you’ve	found	the	right	one?	Or,	as	the	TV	personality	Dr.	Phil	McGraw	is
fond	of	saying:	“You’ve	got	to	name	it	before	you	can	claim	it!”

Here	is	one	example	of	an	Employer	Wish	List,	which	was	completed	by	one
of	my	clients:

Example:	Employer	Wish	List

Physical

•	Downtown	location,	or	less	than	30	minutes	commute	via	train
•	50	to	100	employees
•	Upscale	physical	environment
•	U.S.	company	with	international	operations,	customers,	or	sales
•	Headquarters	office	of	corporation



Intellectual

•	Good	three-year	plan	with	strategic	growth	as	primary	driver
•	Solid	financial	skills	common	at	top	management	level
•	Solid	strategic	skills	common	at	top	management	level

Performance

•	Revenues	of	$2.5M	to	$5M
•	Growing	in	revenues
•	Ranked	top	five	in	industry	by	revenue
•	Diverse	customer	base
•	High	revenue	per	customer	(at	least	$10,000	annually)

Culture

•	High	professional	standards
•	Informal	but	polished	and	mature	atmosphere
•	Business	to	business,	high	casual	dress	code
•	Diverse	workforce

•	Fast-paced	but	sane	environment
•	 Focused	 on	 working	 hard	 on	 a	 standard	 schedule	 (not
working	all	the	time)

Social

•	Nonharmful	industry	(no	tobacco,	firearms,	etc.)
•	Progressive	benefits	policy
•	Active	community	involvement
•	 People	 who	 enjoy	 their	 work	 and	 work	 hard,	 but	 have	 other
priorities

Exercise:	Employer	Wish	List	(Downloadable)

Prepare	a	bullet	list	of	criteria	in	these	six	categories:

	

Physical



Intellectual

Performance

Cultural

Social

Other
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29.

You	Must	Be	Crystal	Clear	on	Your	Perfect	Job	Before	It	Can
Become	a	Reality

When	no	one’s	hiring,	you	might	be	thinking,	“I	can’t	wait	around	for	my	perfect
job.	I	just	need	to	get	any	job.”	But	remember,	that	approach	will	almost	always
prove	to	be	shortsighted	and	self-defeating.	If	you	get	focused	on	the	job	you’d
really	 love,	 you’ll	 be	much	 closer	 to	 landing	 a	 good	 job	 that	 will	 move	 your
career	in	the	right	direction.

If	you	get	focused	on	the	job	you’d	really	love,	you’ll	be	much	closer
to	landing	a	good	job	that	will	move	your	career	in	the	right	direction.

Now	 it’s	 time	 to	 draft	 your	 own	 perfect	 job	 description.	 Here’s	 your	 big
chance	 to	 finally	 design	 the	 job	 you’ve	 always	 wanted.	 Be	 bold!	 Use	 your
imagination!	Do	some	research,	surf	the	Web,	go	through	your	old	employment
files,	 read	 the	help-wanted	ads.	Do	whatever	you	need	 to	do	 in	order	 to	create
what	you	would	truly	call	a	perfect	job	for	you	at	this	point	in	your	career.

Example:	Perfect	Job	Description

Title:	Director	of	Real	Estate	Operations

	

Position	Overview:	This	is	an	outstanding	opportunity	to	join	a	rapidly
growing	retailer	with	a	plan	for	national	expansion.	We	are	looking	for	a
real	estate	professional	who	can	manage	the	entire	real	estate	project	life
cycle,	 including	 site	 selection,	 lease	 negotiations,	 design/development,
construction,	and	maintenance.

	



Reporting	Relationships	&	Responsibilities:

•	This	position	reports	directly	to	the	VP	of	Operations.
•	 This	 position	 has	 the	 following	 direct	 reports:	 real	 estate
coordinator,	two	real	estate	managers,	construction	manager,	and
an	administrative	assistant.

Requirements	&	Qualifications:

•	Exceptional	communication	skills	and	ability	to	lead	project	teams
to	meet	critical	deadlines.

•	Expert	in	negotiating	leases	and	construction	contracts.
•	Innovative	individual	who	can	create	new	ideas	for	cost	reduction.
•	Manage	complex	budgets	for	new	store	construction,	existing	store
renovation,	and	facility	management.

Roles	&	Responsibilities:

•	 Prepare	 site	 selection	 packages	 including	 demographics,	 market
data,	maps,	aerials,	photographs,	competitive	information,	 traffic
counts,	and	sales	information.

•	Facilitate	and	coordinate	with	local	developers	to	gain	approvals,
including	 attending	 entitlement	 and	other	meetings,	 and	manage
the	 outcome	 of	 those	meetings	 to	 all	 extents	 possible	 to	 ensure
that	 our	 best	 interests	 are	 protected	 while	 still	 moving	 projects
forward.

•	Complete	contracts	for	architectural	work,	construction,	and	major
maintenance.

•	 Complete	 project	 budgets,	 change	 orders,	 and	 turnkey	 cost
additions	as	required.

•	Manage	architects,	engineers,	and	general	contractors	to	ensure	the
project	is	of	good	quality,	is	completed	on	time,	and	is	completed
within	the	budget.

•	 Support	 all	 operating	 stores	 with	 regard	 to	 technical	 issues	 and
problems	or	project	requests.

Compensation:

•	$110,000	annual	base	salary,	bonuses	tied	to	achieving	number	of
new	store	openings	and	target	open	dates.

•	Potential	for	ownership/equity.



•	Cell	phone	and	auto	allowance,	four	weeks	of	vacation,	401K	with
100	percent	match,	telecommuting	option.

•	Premium	insurance	plan	 for	health/dental/vision	with	 low	co-pay
(under	$100	per	month).

Exercise:	Perfect	Job	Description	(Downloadable)

Draft	 your	 own	 perfect	 job	 description,	 outlining	 your	 criteria	 in	 the
following	seven	sections:
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PART	III

Leveraging	Your	Core	Job	Seeker	Materials



30.

The	Best	Tools	Get	the	Best	Jobs,	Especially	in	a	Down	Market

A	photographer	would	never	show	up	for	a	fashion	shoot	with	just	one	camera
lens.	A	carpenter	would	never	arrive	at	a	construction	site	with	only	a	hammer.
An	artist	would	never	apply	 for	a	design	position	without	 showing	a	complete
portfolio	of	samples.	So	why	do	most	 job	seekers	use	only	 their	 resume	as	 the
cornerstone	of	 their	search?	This	 is	not	effective	under	ordinary	circumstances,
and	it’s	absolutely	deadly	if	you’re	trying	to	get	a	job	when	no	one’s	hiring.

In	 this	section	of	 the	book,	we’ll	do	 the	bulk	of	 the	work	on	preparing	your
complete	 arsenal	 of	 career	 success	 documents,	 otherwise	 known	 as	 your	 Job
Search	Survival	Toolkit.



31.

Surprise:	Your	Resume	Is	Your	Least	Important	Tool

Here’s	 something	you	may	 find	hard	 to	believe,	 but	 it’s	 critically	 important	 to
your	job	search	success:	your	resume	should	be	your	least-used	job	search	tool.
If	you’re	interested	in	finding	a	new	job	in	a	tough	employment	market,	you’ve
probably	been	thinking	a	lot	about	your	resume.	You’ve	undoubtedly	looked	at
sample	 resumes,	 struggled	 with	 wording,	 and	 talked	 with	 friends	 who	 have
recently	 been	 through	 career	 transitions.	 But	 your	 anxiety	 may	 be	 based	 on
incorrect	assumptions.

Most	job	seekers	use	their	resume	as	the	centerpiece	of	their	entire	search.	But
the	resume	should	actually	be	one	of	your	least-used	job-seeking	tools.	The	fact
is	that	resumes	should	spend	most	of	their	time	in	your	computer,	in	briefcases,
or	in	desk	drawers—not	spread	around	like	so	much	confetti.

Resumes	 should	 spend	 most	 of	 their	 time	 in	 your	 computer,	 in
briefcases,	 or	 in	 desk	 drawers—not	 spread	 around	 like	 so	 much
confetti.

So,	why	write	a	resume	in	the	first	place?	The	main	reason	is	to	improve	your
thinking,	 so	 you’ll	 be	 better	 prepared	 to	 market	 yourself	 as	 the	 standout
candidate	 when	 no	 one’s	 hiring.	Writing	 a	 resume	 mentally	 prepares	 you	 for
career	success.	It	forces	you	to	take	stock	of	where	you’ve	been,	where	you	are,
where	you	want	to	go,	and	how	to	reach	your	goals.	Once	you’ve	gone	through
this	thinking	process,	the	resume	itself	almost	becomes	an	afterthought.

In	fact,	only	four	circumstances	call	for	the	use	of	a	resume:	(1)	answering	a
help-wanted	ad	or	 Internet	 job	posting,	 (2)	supplying	a	copy	upon	request	 to	a
prospective	employer	or	recruiter	who	has	an	appropriate	opening,	(3)	posting	it
on	 career	 opportunity	web	 sites,	 and	 (4)	 giving	 it	 to	 selected	 recruiters	 at	 job
fairs.



If	 you’re	 distributing	 copies	 of	 your	 resume	 at	 other	 times,	 STOP!	 You’re
probably	overemphasizing	the	resume	because	your	other	job-seeking	tools—the
ones	 that	 make	 a	 real	 difference	 when	 the	 economy	 is	 down—are	 weak	 or
nonexistent.



32.

Survival	of	the	Fittest	Is	the	Law	of	the	Job	Search	Jungle

Darwin’s	law	of	natural	selection	is	based	on	the	phrase	“survival	of	the	fittest.”
Most	 people	 associate	 this	 concept	 with	 lions	 and	 tigers,	 because	 they	 are
commonly	 thought	 to	 be	 the	 strongest	 animals	 in	 the	 jungle	 and	 the	 fiercest
predators.	However,	fittest	does	not	mean	strongest;	it	means	most	adaptable	to
change.

So	if	the	markets	are	melting	down,	if	financial	turmoil	is	everywhere,	and	if
jobless	claims	are	hitting	record	highs,	 it	doesn’t	matter	how	strong	you	are;	 it
only	matters	how	adaptable,	 flexible,	and	savvy	you	are	 in	navigating	 the	new
employment	landscape.	Part	of	being	adaptable	is	having	a	complete	portfolio	of
career	 tools.	 The	 goal	 is	 to	 use	 the	 right	 tool	 at	 the	 right	 time	 for	 the	 right
purpose	with	the	right	person.	Mastering	this	approach	will	help	you	to	not	only
survive,	but	thrive,	in	your	job	search.

We’ll	get	into	a	lot	more	detail	on	each	of	these	tools,	but	for	now,	let’s	review
your	core	job	seeker	materials.

1.	Written	Accomplishments.	Write	five	or	six	stories	about	work-related
tasks	 that	 made	 you	 proud.	 Describe	 the	 challenge	 or	 problem,	 your
specific	actions,	and	the	positive	results	you	produced.	These	stories	can
be	 from	 any	 time	 in	 your	 career	 and	 any	 job	 you’ve	 had.	 These	 are
usually	 examples	 of	 times	when	 you	 exceeded	 the	 scope	 of	 your	 job’s
responsibilities.	Don’t	worry,	I’ll	show	you	exactly	how	to	create	these,
and	there	are	lots	of	examples	coming	up.

2.	Verbal	Presentations.	Prepare	and	practice	a	Positioning	Statement	(also
known	as	a	30-second	commercial)	about	who	you	are	professionally,	the
industries	you’ve	served,	and	the	particular	strengths	you	can	contribute
to	 a	 new	 employer.	 When	 you	 write	 it	 out,	 keep	 it	 brief,	 and	 then
memorize	 it	 so	 it	will	 always	be	on	 the	 tip	of	your	 tongue.	You’ll	 also
need	 a	 Departure	 Statement,	 a	 prepared	 explanation	 of	 why	 you’re	 no
longer	 with	 your	 previous	 employer,	 or	 why	 you’re	 seeking	 a	 new
position	 (even	 if	 you’re	 still	 working).	 Details	 on	 how	 to	 craft	 your



specific	Positioning	and	Departure	statements	are	coming	up	later.
3.	Professional	Biography.	Write	a	one-page	narrative	of	your	career	in	the
third	person—as	though	someone	else	wrote	it	about	you.	This	is	no	time
to	be	modest,	so	make	it	sound	impressive.	This	will	be	the	primary	tool
you’ll	 use	 in	 all	 of	 your	 networking.	 Somewhere	 in	 the	middle	 of	 the
document,	 create	 a	 bullet	 list	 of	 the	 tangible	 results	 you	have	 achieved
(which	are	drawn	directly	 from	your	 accomplishment	 stories.)	Step-by-
step	details	and	plenty	of	examples	follow	later.

4.	 Target	 Company	 List.	 Make	 a	 wish	 list	 of	 adjectives	 that	 would
describe	 your	 ideal	 employer,	 such	 as	 size,	 location,	 industry,	 culture,
values,	 environment,	 people,	 and	 so	 on.	 Then	 research	 specific
organizations	that	meet	those	criteria.	Create	separate	folders	for	each	of
these	companies,	and	gather	as	much	information	as	you	can.	Prepare	a
list	 of	 these	 organizations,	 categorized	 by	 industry.	 You’ll	 eventually
network	 your	 way	 in	 to	 meet	 with	 the	 hiring	 managers	 (not	 Human
Resources)	at	these	companies.	Complete	details	on	how	to	assemble	this
list	can	be	found	later.

5.	Contact	List.	Compile	a	list	of	all	the	people	you	know	personally	and
professionally.	Yes,	all	of	them!	Include	their	names,	phone	numbers,	and
e-mail	addresses.	Don’t	edit	the	list	or	make	any	assumptions	about	who
can	or	can’t	help	you.	The	fact	is	that	approximately	80	percent	of	new
opportunities	are	secured	through	networking,	and	a	very	high	percentage
of	 those	 positions	 were	 discovered	 through	 people	 who	 were	 least
expected	to	be	of	help.	Your	list	should	number	in	the	hundreds.

6.	Professional	References.	List	colleagues	who	would	sing	your	praises	if
asked	 about	 you.	 Contact	 each	 of	 them,	 and	 get	 approval	 to	 use	 their
names	 on	 your	 list	 of	 references.	 Be	 sure	 to	 provide	 these	 individuals
with	guidance	about	what	to	say	when	prospective	employers	call.	Also,
ask	 these	 references	 to	 contact	 you	 immediately	 when	 prospective
employers	call	them.	I’ll	give	you	several	reference	strategies	later.

7.	Letters	of	Recommendation.	Request	letters	from	four	or	five	respected
business	associates,	printed	on	their	company	letterhead	(if	they	can’t	or
won’t	 use	 corporate	 letterhead,	 personal	 letterhead	 will	 suffice).	 These
individuals	 could	 be	 superiors,	 subordinates,	 peers,	 suppliers,	 clients,
vendors,	 and	 so	 forth.	 Try	 to	 mix	 it	 up	 with	 individuals	 from	 various
companies	 and	 in	 several	 different	 roles.	 I’ll	 show	 you	 exactly	 how	 to
request	these	letters	and	also	what	sorts	of	things	they	should	contain.



8.	Networking	Script.	People	often	find	it	difficult	to	get	started	with	their
networking	because	they	feel	nervous	or	afraid	of	making	a	mistake.	The
best	way	to	avoid	this	problem	is	to	learn	the	specific	steps	(the	agenda)
of	a	networking	discussion—how	it	flows,	what	to	expect,	how	to	react
to	the	other	person’s	comments,	and	so	on.	In	addition,	it	is	smart	to	write
out	a	full	script	so	you’ll	know	exactly	what	to	say	and	how	to	say	it.	By
preparing	 this	 networking	 script	 in	 advance,	 you’ll	 feel	 much	 more
confident	 and	 productive	 in	 networking.	 We’ll	 walk	 through	 this
together,	 and	 you’ll	 become	 comfortable	 to	 the	 point	 that	 your
presentation	will	sound	natural,	compelling,	and	real—not	“canned.”

9.	Tracking	System.	Keep	a	detailed	record	in	hard	copy	of	your	job	search
activities,	 including	 phone	 calls,	 meeting	 notes,	 correspondence,	 and
follow-up	 steps.	 This	 is	 vital	 for	 planning	 and	 assessing	 your
performance	from	week	to	week.	Use	preprinted	forms,	folders,	software
programs,	 and	other	means	of	 staying	organized.	 I	 have	 included	 some
suggested	templates,	which	you	can	adapt	for	your	own	use.

10.	Resume.	Make	 no	mistake.	 You	 do	 need	 a	 resume,	 and	 it	 has	 to	 be
great.	But	it	really	should	be	the	least-used	tool	in	your	portfolio.

By	integrating	all	10	of	these	documents	and	tools	into	your	job	search—and
not	 relying	 solely	 on	 your	 resume—you’ll	 add	 power,	 professionalism,	 and
flexibility	to	your	efforts.	It	may	take	some	time	to	produce	these	documents	and
to	learn	how	to	use	them	effectively,	but	it	will	be	worth	it.	Getting	a	great	job
when	no	one’s	hiring	is	much	easier	when	you	have	the	right	tools.

Now	is	 the	 time	 to	create	a	complete	portfolio	of	 job	search	 tools	 to	market
yourself	as	the	standout	candidate	who	companies	can’t	afford	not	to	hire.

Getting	 a	 great	 job	when	 no	 one’s	 hiring	 is	much	 easier	 when	 you
have	the	right	tools.

For	the	rest	of	this	section,	you’ll	be	collecting	all	of	the	ingredients	for—and
assembling	 step-by-step—the	 core	 components	 of	 your	 Job	 Search	 Survival
Toolkit.



33.

Accomplishment	Stories	Are	Your	Most	Powerful	Selling	Tools

What	is	an	accomplishment	story?	It’s	one	or	more	of	the	following:

•	A	work-related	task	or	event	about	which	you	feel	proud
•	A	situation	where	you	exceeded	the	job’s	responsibilities
•	A	specific	instance	of	your	taking	personal	initiative
•	A	time	when	you	may	have	received	special	recognition	or	praise

Select	 five	 or	 six	 work-related	 events	 from	 any	 time	 in	 your	 career,	 and
answer	 the	 following	 five	 questions	 to	 complete	 your	 accomplishment	stories.
Each	of	your	answers	should	constitute	its	own	paragraph	on	the	page	(so	each
story	 consists	 of	 five	 paragraphs).	 The	 stories	 should	 be	 written	 on	 separate
pages	(one	story	per	sheet),	following	the	five-step	structure	shown	as	follows.
Give	a	short	title	to	each	story,	and	type	it	at	the	top	of	each	respective	page.

1.	What	was	the	problem,	need,	or	challenge?
2.	What	did	you	do	about	it?	(Not	the	team	or	department—you)
3.	How	did	you	do	it,	specifically?
4.	What	positive,	tangible	results	did	you	produce?	(Quantify	if	possible)
5.	What	skills	did	you	demonstrate?*	(List	three	to	four	skill	words	for	each
story.)

*Skill	words	 include	 the	 following.	Use	only	 these	words,	 selecting	 three	 to
four	 maximum	 per	 story,	 to	 answer	 question	 5:	 management,	 observation,
communication,	 leadership,	 presentation,	 persuasion,	 analysis,	 innovation,
team-building,	problem-solving,	follow-through,	organization.

	
Here’s	 a	 list	 to	 help	 jog	 your	 memory	 about	 your	 own	 career

accomplishments:

Have	you	ever...

•	Managed	teams,	departments,	or	projects?
•	Saved	money	for	your	department	or	company?



•	Achieved	greater	results	with	limited/fewer	resources?
•	Received	special	recognition,	awards,	or	letters	of	commendation?
•	Implemented	new	systems,	processes,	or	procedures?
•	Opened	new	client	accounts	or	expanded	an	existing	one?
•	Increased	your	company’s	productivity	or	profitability?
•	Solved	an	unusually	challenging	business	problem?
•	Increased	sales	revenue?
•	Been	promoted	or	given	more	responsibility?
•	 Achieved	 something	 that	 had	 never	 been	 done	 before	 at	 your
company?

•	Designed	or	developed	something	unique?
•	Written	papers	or	reports,	or	conducted	presentations?
•	Trained	or	mentored	employees?
•	Increased	efficiency	or	speed?
•	Recognized	challenges	before	they	became	real	problems?
•	Improved	safety	standards?
•	Brought	in	projects	under	budget	and	before	deadline?
•	Exceeded	expectations	of	the	boss?
•	Organized	and	carried	out	new	initiatives?

Tips:
1.	 Use	 strong	 action	 verbs	 at	 the	 beginning	 of	 every	 sentence.	 Avoid
passive-sounding	phrases,	such	as	“responsible	for.”

2.	 Quantify	 your	 results	 whenever	 possible,	 demonstrating	 tangible,
measurable	outcomes.

Example:	Accomplishment	Story	(Downloadable)

Managing	Marketing	Communications	and	Saving	$250K	What	was
the	problem	or	need?

In	 the	 mid-1990s,	 Boyd	 Contract	 Services	 needed	 a	 strong,	 updated
marketing	communications	and	public	relations	program.	Many	collateral
pieces	were	terribly	out-of-date,	and	there	was	no	real,	organized	public
relations	(PR)	effort.	The	quarterly	customer	newsletter	was	perpetually
late	and	had	no	consistent	editorial	slant	or	storyboard.	The	division	truly
needed	an	agency	that	would	be	attentive	to	its	needs	and	would	partner
with	it,	at	a	reasonable	cost.



	
	

What	did	you	do	about	it?

I	 was	 asked	 to	manage	 the	marketing	 communications/PR	 function,	 in
addition	 to	 my	 other	 responsibilities	 (forecasting,	 strategic	 planning,
market	research).	I	agreed	to	do	this,	with	the	understanding	that	I	would
have	the	authority	to	make	decisions	and	recommendations.

	
	

How	did	you	do	it,	specifically?

I	 contacted	 several	 local	 Boston-area	 agencies,	 especially	 looking	 at
those	who	had	experience	with	industrial	companies	such	as	ours.	I	also
contacted	 the	 company’s	 in-house	 Creative	 Services	 department	 and
asked	 them	 to	 put	 together	 a	 proposal.	 I	 canvassed	 our	 regional	 sales
managers	 and	marketing	managers	 to	 understand	 what	 their	 marketing
communications	 needs	 and	 priorities	 were.	 I	 found	 that	 in	 several
instances,	 frustration	with	 the	 poor	 service	 from	 the	New	York	 agency
had	led	some	regional	offices	and	managers	 to	use	regional	agencies	or
local	 artists	 and	 freelancers—another	 example	of	how	 the	division	as	a
whole	was	not	spending	its	PR	money	efficiently.	Finally,	following	my
interviews	with	the	agencies,	I	presented	to	the	VP	of	Sales	&	Marketing
my	recommendation:	go	with	the	in-house	company	agency.

	
	

What	positive,	tangible	results	did	you	produce?	(Quantify	if	possible)

The	quality	of	the	newsletter	improved	tremendously,	and	we	also	began
to	get	 regular	press	coverage,	due	 to	 the	communications	plan	Creative
Services	put	together	for	us.	However,	the	strongest	outcome	of	moving
these	 communications	 activities	 in-house	was	 the	 savings	 of	 a	 quarter-
million	dollars	($250,000)	in	the	first	year	alone.

	
	

What	 skills	 did	 you	 demonstrate?	 (include	 three	 or	 four	 maximum)



Leadership,	analysis,	persuasion,	follow-through

To	download	this	element	of	your	Job	Search	Survival	Toolkit,
visit:	www.CareerPotential.com/bookbonus.
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Verbal	Presentations:	What	to	Say	and	How	to	Say	It

The	next	two	tools	in	the	Job	Search	Survival	Toolkit	are	very	important:	your
Positioning	Statement	and	Departure	Statement.	Preparing	these	in	advance,	and
memorizing	them,	will	keep	you	from	getting	into	trouble	at	the	interview.	Just
as	an	actor	would	not	dream	of	going	out	on	stage	before	learning	her	lines,	you
should	 not	 begin	 your	 job	 search	 until	 you’re	 prepared	 and	 memorized	 your
verbal	statements.	Once	you’ve	written	and	incorporated	these	statements,	your
confidence	will	improve	dramatically—and	so	will	your	results.

Here’s	What	You’ll	Need:

1.	Prepare	and	practice	a	Positioning	Statement	(also	known	as	a	30-second
commercial)	about	who	you	are	professionally,	the	industries	you’ve
served,	and	the	particular	strengths	you	can	contribute	to	a	new
employer.

2.	You’ll	also	need	a	prepared	statement	that	explains	why	and	how	you
departed	from	your	previous	employer,	or	why	you’re	seeking	a	new
position	(even	if	you’re	still	working).	This	verbal	presentation	is	called
your	Departure	Statement.

Tips:
1.	 When	 you	 write	 out	 these	 verbal	 tools,	 keep	 them	 brief	 and	 then
memorize	them	so	they	will	always	be	on	the	tip	of	your	tongue.

2.	Both	of	these	statements	can	and	should	be	used	in	any	and	all	situations
—with	 friends,	 colleagues,	 networking	 partners,	 on	 job	 interviews,	 and
later	in	the	search	process.	Here	are	a	few	examples:

Example:	Positioning	Statement	#1

My	background	is	in	Project	Management.	I	have	10	years	of	experience



in	 the	 human	 resources	 field,	 and	 my	 work	 has	 focused	 mostly	 on
executive	 search.	 In	 this	 role,	 I	 have	 contributed	 my	 skills	 in
organization,	 problem	 solving,	 management,	 and	 communication.	 I	 am
most	 proud	 of	 my	 track	 record	 of	 improving	 efficiency,	 enhancing
productivity,	and	developing	profitable	business	processes.	I	am	seeking
an	 opportunity	where	 I	 can	make	 a	 positive	 impact	 on	 the	 bottom	 line
and	empower	people	to	achieve	operational	excellence.

Example:	Departure	Statement	#1

Digital	Ventures	has	been	a	wonderful	place	to	work	and	build	my	skills,
and	 I	 have	 made	 a	 positive	 impact	 on	 the	 company.	 However,	 at	 this
point,	I	believe	that	 the	time	is	right	 to	explore	new	opportunities.	I	am
looking	forward	to	using	my	proven	organizational,	problem-solving,	and
management	 skills	 to	 make	 a	 significant	 contribution	 to	 another
organization.

Example:	Positioning	Statement	#2

I	am	a	senior	accomplished	sales	and	marketing	professional	with	more
than	 20	 years	 of	 increasing	 responsibility	 in	 the	 document	 and
information-handling	 marketplace.	 My	 strengths	 include	 leadership,
problem	 solving,	 analysis,	 and	 persuasion.	 In	 my	 sales	 career,	 I	 have
exceeded	 goals	 15	 out	 of	 20	 eligible	 years.	 I	 have	 worked	 effectively
with	third-party	partners	and	brokers,	and	have	conducted	direct	sales	to
many	Fortune	500	companies.

Example:	Departure	Statement	#2

As	a	result	of	declining	market	conditions,	Konix	has	undergone	a	major
reorganization.	 This	 has	 resulted	 in	 the	 elimination	 of	 more	 than	 200
positions	 from	 the	 national	 sales	 force,	 including	 mine.	 I	 am	 now
exploring	leadership	opportunities	that	will	take	full	advantage	of	my	20
years	of	outstanding	technology	sales	experience.

Guidelines	for	Your	Positioning	Statement



Your	Positioning	Statement	must:

•	State	succinctly	what	your	professional	identity	is	(e.g.,	Quality	Assurance
Manager)	and	level	(e.g.,	entry	level	or	senior)

•	Convey	approximately	how	many	years	of	experience	you	have
•	Highlight	industries	or	functions	in	which	you	have	expertise
•	 List	 specific	 strengths	 (e.g,	 problem	 solving,	 team	 building,	 leadership,
etc.)

•	Indicate	what	you’re	looking	for	in	a	new	position

Exercise:	Positioning	Statement	(Downloadable)

Use	the	following	template	to	jump-start	your	writing,	and	then	feel	free
to	rewrite	and	fine-tune	until	you	have	something	that	works	well.



To	download	this	element	of	your	Job	Search	Survival	Toolkit,
visit:	www.CareerPotential.com/bookbonus.

Guidelines	for	Your	Departure	Statement

Your	Departure	Statement	must:

•	Be	positive	in	tone
•	Take	the	focus	off	you,	and	put	your	departure	into	a	larger	context	(e.g.,
“they	had	a	layoff	of	500	people”	or	“company	was	acquired,”	etc.)

•	Demonstrate	that	you	carry	no	emotional	baggage	about	what	happened
•	Show	that	you	have	a	clear	idea	of	where	you’re	headed	professionally

Exercise:	Departure	Statement	(Downloadable)

Use	the	following	template	to	jump-start	your	writing,	and	then	feel	free
to	rewrite	and	fine-tune	until	you	have	something	that	works	well.

	

Provide	a	time	frame	(i.e.,	in	2009;	for	the	past	5	years;	2	months	ago	...)

(Company	 Name)	 experienced	 (layoff,	 consolidation,	 change	 of
management,	new	strategy,	different	priorities)

http://www.CareerPotential.com/bookbonus


I’m	now	exploring	opportunities	(that	will	take	advantage	of	my/that	will
leverage	my/where	I	will	be	able	to	contribute	...)

To	download	this	element	of	your	Job	Search	Survival	Toolkit,
visit:	www.CareerPotential.com/bookbonus.

http://www.CareerPotential.com/bookbonus


35.

Your	Professional	Biography	Will	Be	Your	Most	Frequently	Used
Tool

A	lot	of	 job	seekers	make	 the	mistake	of	giving	everyone	 they	meet	a	copy	of
their	resume.	That	is	not	the	proper	use	of	your	resume.	As	we	said	earlier,	your
resume	 should	 be	 one	 of	 the	 least	 frequently	 used	 tools	 in	 your	 Job	 Search
Survival	Toolkit.	Your	Professional	Biography	 (bio)	 should	 act	 as	your	 calling
card.

Because	more	 than	 80	 percent	 of	 your	 job	 search	 efforts	will	 be	 in
networking,	the	Professional	Biography	will	be	your	most	frequently
used	tool.

Because	more	than	80	percent	of	your	job	search	efforts	will	be	in	networking,
the	 bio	will	 be	 your	most	 frequently	 used	 tool.	 The	 bio	 is	 simply	 a	 one-page
narrative	 of	 your	 career,	 written	 in	 paragraph	 form,	 in	 the	 third	 person—as
though	someone	else	wrote	it	about	you.	This	is	certainly	no	time	to	be	shy,	so
make	it	sound	impressive.	The	bio	really	speaks	to	your	reputation	and	character,
much	 more	 than	 a	 resume	 does.	 The	 interesting	 thing	 about	 Professional
Biographies	is	how	few	working	professionals	know	about	them—much	less	use
them	to	full	advantage.

Think	about	it:	even	if	you’re	not	in	a	job	search,	your	bio	should	always	be
up-to-date	and	current.	Why?	Because	you’ll	need	it...

•	If	you’re	applying	for	a	project	internally
•	If	you’re	presenting	your	firm’s	credentials	to	a	potential	client
•	 If	 you’re	 asked	 to	 speak	 at	 an	 industry	 conference	 or	 trade	 association
meeting

•	If	you’re	responding	to	a	journalist	to	be	quoted	in	the	media
•	If	you	write	an	article	for	publication



•	 If	 you	 want	 to	 present	 a	 professional	 image	 to	 the	 world	 without	 ever
hinting	at	the	fact	that	you	may	be	looking	for	other	opportunities

Read	over	the	examples	on	the	following	pages	to	get	the	feel	of	what	a	good
bio	 looks	 like.	 Later,	 we’ll	 put	 yours	 together,	 paragraph	 by	 paragraph,	 and
you’ll	have	a	chance	to	polish	it	into	its	final	format.



36.

Developing	a	Target	Company	List	Builds	Your	Momentum	and
Focus

Now	 that	 you’ve	 detailed	 the	 kinds	 of	 companies	 you’re	 after,	 it’s	 time	 to
identify	the	names	of	those	companies.	Refer	back	to	your	Employer	Wish	List.
Then,	 select	 broad	 industry	 categories	 where	 your	 skills,	 experiences,	 and
interests	 would	 be	 a	 good	 fit.	 Examples	 would	 be	 Healthcare	 or	 Professional
Services	or	Consumer	Products.

Begin	 to	 research	 specific	 organizations	 that	 meet	 your	 criteria	 in	 each	 of
those	 industries.	 You’ll	 gather	 as	 much	 information	 on	 them	 as	 you	 can	 and
network	your	way	in	to	meet	with	the	hiring	managers	(not	Human	Resources)	at
these	companies.	The	sooner	you	target	specific	employers,	the	sooner	you’ll	get
to	meet	with	them	(yes,	even	if	they	claim	they’re	not	hiring.)

The	 sooner	 you	 target	 specific	 employers,	 the	 sooner	 you’ll	 get	 to
meet	with	them	(yes,	even	if	they	claim	they’re	not	hiring.)

Sample:	Professional	Biography	#1



Sample:	Professional	Biography	#2



Exercise:	Professional	Biography	(Downloadable)



Some	areas	of	significant	accomplishment	include:

To	download	this	element	of	your	Job	Search	Survival	Toolkit,
visit:	www.CareerPotential.com/bookbonus.

Your	 main	 goal	 is	 to	 systematically	 go	 after	 each	 company	 on	 your	 list
(through	networking)	 and	meet	with	 the	hiring	managers	 at	 those	 firms.	Don’t
get	distracted	or	 sidetracked	by	other	 companies	or	 easy-ins	 at	 companies	 that

http://www.CareerPotential.com/bookbonus


are	not	on	your	list.	When	the	job	market	is	tight	and	the	headlines	are	screaming
about	 dire	 economic	 conditions,	 it	 may	 be	 emotionally	 challenging	 to	 focus
exclusively	on	your	target	list,	but	that’s	exactly	how	successful	people	get	a	job
when	 no	 one’s	 hiring.	 You’ll	 then	 interview	 the	 representatives	 of	 these
companies,	 and	 determine	 which	 organization	 you	 would	 like	 to	 hire	 as	 your
new	employer.

Here	are	Some	Sources	to	Begin	Researching	Your	Target
Companies:

•	Friends,	family,	colleagues,	neighbors	who	might	know	the	inside	scoop	at
some	of	your	target	companies

•	Networking	to	find	current	or	past	employees	at	your	target	companies,
and	hearing	what	the	organization	is	like	firsthand

•	Fortune	Magazine’s	list	of	100	Great	Places	to	Work	in	America,	or
www.greatplacetowork.com

•	Business	articles	in	your	local	daily	newspaper’s	business	section
•	Your	local	edition	of	American	City	Business	Journals’	“Book	of	Lists”
(www.bizjournals.com)

•	Social	networking	media	web	sites	that	connect	professionals,	such	as
LinkedIn	(www.linkedin.com)

•	Your	local	Chambers	of	Commerce	and	trade	associations,	or	industry
organizations	that	your	target	companies	may	be	a	member	of

•	Target	companies’	web	sites	and	downloadable	annual	reports
•	Use	Google	(www.google.com)	to	do	a	search	on	the	company	or	its	top
executives,	and	see	what	kinds	of	articles	and	stories	come	up

•	Fee-based	databases	that	you	may	access	for	free	at	your	local	public
library,	including	Hoover’s	and	Dun	&	Bradstreet’s	Million	Dollar
Database

•	Other	web	resources,	such	as	www.vault.com

By	the	time	you’re	finished,	you	should	be	able	to	generate	a	very	specific	list
of	 35	 to	 50	 target	 organizations,	 like	 the	 sample	 outline	 seen	 on	 page	 71.
Remember,	these	are	the	companies	that	seem	to	match	the	criteria	you	already
developed	in	your	Company	Wish	List.

Sample:	Target	Company	List	(Downloadable)

http://www.greatplacetowork.com
http://www.bizjournals.com
http://www.linkedin.com
http://www.google.com
http://www.vault.com




37.

Deploy	an	Army	of	People	Who	Can	Help	You:	Build	Your
Contact	List

Your	Contact	List	is	a	comprehensive	list	of	people	who	meet	one	and	only	one
criteria:	 if	 they	were	asked	the	question,	“Do	you	know	who	(your	name)	 is?”
they	would	answer	“Yes.”	The	only	reason	anyone	should	not	be	on	your	Contact
List	is	if	you	know	for	a	fact	that	they	do	not	like	you.

Compile	 a	 list	 of	 all	 (yes,	 all)	 of	 the	 people	 you	 know	 personally	 and
professionally.	Most	 clients	 create	 a	 database	 file	 of	 these	 people	 in	 a	 popular
software	program	such	as	Microsoft	Outlook	or	Excel.	Is	this	going	to	be	a	large
list?	You	bet	 it	 is.	Probably	more	 than	200	people	 strong.	Some	of	my	clients
come	in	with	lists	as	 large	as	400	or	500	names!	Should	you	really	have	all	of
these	 names	 on	 your	 list?	 Yes,	 you	 should,	 especially	 if	 you’re	 serious	 about
landing	the	best	possible	job	in	the	worst	possible	job	market.

Create	 three	 columns	 on	 your	 document,	 for	 your	 contacts’	 names,	 phone
numbers,	 and	 e-mail	 addresses.	 Don’t	 edit	 the	 list	 or	 make	 any	 assumptions
about	 who	 can	 or	 can’t	 help	 you.	 You	 might	 be	 surprised!	 List	 everyone—
including	your	tailor,	your	mail	carrier,	your	dentist,	your	neighbors—as	well	as
everyone	 with	 whom	 you	 have	 worked	 (colleagues,	 customers,	 vendors,
suppliers,	 and	 industry	 contacts).	 These	 people	 can	 and	 should	 be	 from	 every
level—secretaries,	 cafeteria	 workers,	 presidents,	 CEOs,	 salespeople,	 middle
managers,	 janitors,	 and	 finance	 specialists.	 Remember	 that	 approximately	 80
percent	 of	 new	opportunities	 are	 secured	 through	networking,	 and	 a	 very	 high
percentage	 of	 those	 positions	 are	 discovered	 through	 people	 who	 were	 least
expected	to	be	of	help.

Approximately	 80	 percent	 of	 new	opportunities	 are	 secured	 through
networking,	 and	 a	 very	 high	 percentage	 of	 those	 positions	 are
discovered	through	people	who	were	least	expected	to	be	of	help.



38.

Professional	References	Help	You	Prove	You’re	the	Real	Deal

The	 recommended	number	of	phone	 reference	people	 is	between	 four	and	 six,
and	 you	 should	 secure	 at	 least	 three	 to	 four	 solid	 letters	 of	 recommendation.
Most	people	already	know	 that	 they	need	a	 list	of	professional	 references.	But
you	might	be	asking,	“Why	do	I	need	letters	of	recommendation	at	this	point	in
my	 career?”	 The	 answer	 is	 simple:	When	 you	 find	 yourself	 in	 a	 competitive
interviewing	 situation	 (and	 what	 interviewing	 situation	 is	 not	 competitive?),
letters	of	recommendation	can	really	help	push	you	over	the	top.	In	other	words,
when	two	or	more	candidates	are	equally	qualified,	the	one	who	provides	strong
letters	of	recommendation	at	the	later	stages	of	the	interview	process	will	get	the
offer.	So	why	not	have	this	extra	ammunition	in	your	arsenal?

Here’s	How	to	Create	Your	List	of	Professional	References	and
Generate	Your	Letters	of	Recommendation:

1.	Make	a	list	of	all	the	people	you	know	who	would	vouch	for	you	and
lend	support	in	your	job	search.	(These	must	be	people	who	know	you
professionally,	not	friends	and	relatives.)

2.	Separate	them	into	two	categories—one	group	to	write	letters	of
recommendation	and	the	other	to	appear	on	your	list	of	professional
references.

3.	Call	and	ask	them	all	for	their	help,	stating	exactly	what	you	want	them
to	do,	and	soliciting	their	participation.

4.	Send	them	each	a	packet,	including	these	four	items:	Cover	Letter,
Professional	Biography,	Resume,	and	Target	Company	List	(your	cover
letter	includes	a	bullet	list	of	the	specific	attributes	or	experiences	you
want	them	to	focus	on	in	their	letter	or	phone	call).	It’s	a	good	idea	to
send	an	e-mail	with	attachments,	and	also	hardcopies	via	U.S.	mail.	Note:
the	cover	letter	you	send	to	the	letter	writers	will	be	slightly	different



from	the	letter	you	send	to	the	phone	reference	people.
5.	Follow	up	to	be	sure	they	received	everything	and	that	they	fully
understand	your	documents.

6.	Tell	the	phone	reference	people	to	inform	you	immediately	when	they
receive	any	calls	from	target	companies.	(Knowing	this	will	be	very
valuable	to	you.)

7.	Tell	the	letter	writers	that	you	want	to	review	their	rough	drafts	and	check
them	for	accuracy.	You’ll	have	the	chance	to	make	minor	edits	and
corrections.	Give	them	a	specific	date	by	which	they	must	send	you	their
first	drafts.

8.	Offer	to	help	each	of	these	participants	in	a	similar	capacity,	should	the
need	ever	arise.

When	 you	 find	 yourself	 in	 a	 competitive	 interviewing	 situation,	 letters	 of
recommendation	can	really	help	to	push	you	over	the	top.



39.

Letters	of	Recommendation	Demonstrate	Your	Bottom-Line
Value

Provide	These	General	Tips	to	Your	Letter	Writers:

•	Print	 the	 final	 letter	on	your	company	 letterhead.	 If	your	employer	does
not	permit	you	 to	write	such	 letters	on	company	 letterhead,	 then	please
use	your	personal	letterhead	or	create	a	simple	letterhead	(name,	address,
phone,	e-mail	at	top	of	the	sheet).

•	Do	not	date	 the	 letter,	do	not	 include	any	salutation	 (there	should	be	no
“Dear	 _______”),	 and	 do	 not	 write	 “To	 Whom	 it	 May	 Concern”	 nor
“Dear	Sir/Madam.”

•	Keep	the	letter	fairly	brief,	and	never	more	than	one	page.

Letter	Outline	with	Examples

Here	is	some	additional	direction	you	can	give	to	the	people	who	will	be	writing
your	letters	of	recommendation	(adapt	to	your	own	situation	and	background):

The	first	paragraph	should	say	something	like:

“I	am	writing	to	you	on	behalf	of	my	former	colleague,	Sally	M.	Smith.	I	had
the	privilege	of	working	with	her	 from	 (use	dates)	when	 she	was	 the	 (title)	of
(company	XYZ).”	Use	your	own	words.

In	the	second	paragraph,	mention	some	specifics	that	you	recall	about	me:

“As	the	(title/company),	Sally	directed	the	strategic	planning	process	for	our
division	 and	 led	 the	 economic	 and	 market	 forecasting.	 Her	 forecasts	 were
instrumental	in	several	projects,	including	A,	B,	and	C.	She	actively	contributed
to	 the	 composites	 industry	 by	 doing	 (D,	 E,	 and	 F).	 Sally	 consistently
demonstrated	 (words	 such	 as	 leadership,	 problem	 solving,	 communication,
follow-through,	 analysis,	 and	 organization	 are	 good	 to	 use).	 Throughout	 her



tenure	with	company	XYZ,	she	proved	herself	 to	be	_______	and	a	_______.”
(Or	something	along	those	lines.	Focus	your	attention	on	my	contributions	to	the
company	as	much	as	possible.)	Again,	use	your	own	words.

For	 paragraph	 3,	 you	may	 wish	 to	 mention	 some	 personal	 traits/	 values	 of
mine:

What	was	it	 like	to	work	with	me,	how	did	I	measure	up	as	a	 team	member
compared	 with	 others?	 What	 contributions	 was	 I	 known	 for?	 What	 was	 I
particularly	 good	 at?	What	 positive	 recollections	 of	 working	 with	 me	 do	 you
have?	Use	whatever	adjectives	come	to	mind.

The	last	paragraph	should	reiterate	how	you	feel	about	me	as	a	professional:

“I	feel	strongly	that	Sally	would	bring	_______,	_______,	and	_______	to	any
organization	 and	 prove	 to	 be	 a	 valuable,	 contributing	member”	 (or	 something
similar).	End	with	a	sentence	that	says	something	like,	“I	would	be	happy	to	talk
with	you	if	you	have	any	questions	about	Sally,”	or	“Please	feel	free	to	contact
me	 directly	 if	 you	would	 like	 to	 know	more	 about	 her	work.”	Use	 your	 own
words.

Telephone	References:	Whom	to	Ask	and	How	to	Ask

You’ll	also	need	a	list	of	professional	references.	Make	a	list	of	colleagues	who
sincerely	 respect	 and	 admire	 your	 work.	 Again,	 these	 should	 be	 people	 who
know	 you	 professionally	 (from	 any	 time	 in	 your	 career),	 not	 friends	 and
relatives.

Contact	 each	 of	 them,	 and	 get	 approval	 to	 use	 their	 names	 on	 your	 list	 of
professional	 references.	 Be	 sure	 to	 provide	 these	 individuals	 with	 specific
guidance	 about	what	 to	 say	when	 prospective	 employers	 call.	 Also,	 ask	 these
references	 to	 contact	you	 immediately	 if	 any	prospective	 employers	 call	 them.
On	page	79,	you’ll	 find	an	example	of	a	 list	of	professional	 references.	Create
your	own	list.	Be	sure	to	include	a	statement	after	each	reference	indicating	what
their	 relationship	 to	 you	 is.	Also,	 always	 use	 the	 prefixes	Mr.,	Ms.,	 or	Dr.,	 as
appropriate,	before	each	name.

Sample:	Request	for	a	Letter	of	Recommendation



Sample:	Letter	of	Recommendation



Sample:	Request	for	a	Telephone	Reference



Sample:	Professional	References	(Downloadable)





PART	IV

Job	Search	Tactics	to	Use	When	No	One’s	Hiring



40.

Networking	Is	Not	Part	of	Your	Job	Search—Networking	Is	Your
Job	Search

You’re	now	ready	to	begin	networking	with	people	who	can	help	you	reach	the
hiring	managers	inside	your	target	companies.	Networking	can	be	done	over	the
phone,	 in	person,	via	 e-mail,	 or	 even	over	 a	 cup	of	 coffee	or	 lunch.	The	main
thing	to	remember	is	that,	in	general,	people	want	to	help	others.

Networking	makes	most	 people	 feel	 good	 about	 themselves.	 It	 boosts	 their
self-esteem	 to	 connect	 people	 with	 opportunities—especially	 when	 those
opportunities	 are	 hard	 to	 come	 by—and	 it	 makes	 them	 feel	 important.	 The
bottom	line	is	that	these	people	really	are	quite	important	to	your	career	success.
(Just	as	you	may	have	been	very	important	to	the	career	success	of	others	in	the
past—and	certainly	will	be	again	in	the	future.)

The	main	 thing	 to	 remember	 is	 that,	 in	general,	people	want	 to	help
others.

No	matter	what	 the	 unemployment	 headlines	 say,	 don’t	 ever	 let	 up	 on	 your
networking	efforts.	More	than	80	percent	of	my	clients	land	great	 jobs	through
their	 networks.	 So,	 it’s	 not	 worth	 risking	 those	 odds	 to	 not	 be	 continually
networking	during	good	economic	times	and	bad,	whether	you	love	your	job	or
you’re	out	of	work.	Networking	should	be	the	primary	focus	of	everything	you
do.	The	quantity	 and	quality	of	your	networking	 time	 is	directly	 related	 to	 the
personal,	professional,	and	financial	satisfaction	you’ll	have	in	your	current	job
or	your	next	job,	and	for	the	rest	of	your	professional	life.

Just	 in	 case	 you’re	 a	 little	 intimidated	 about	 the	 notion	 of	 networking	 (and
again,	 you	 shouldn’t	 be),	 let’s	 review	 for	 a	moment	 some	 of	 the	 reasons	why
someone	would	actually	want	to	have	a	networking	conversation	with	you:

1.	They	might	(secretly)	be	looking	for	a	job	soon	themselves,	and	they	can



learn	from	your	approach.
2.	 They	 might	 gain	 new	 information	 about	 their	 industry	 or	 their
competition—plus	other	knowledge	or	perspective	that	you	bring.

3.	 They	 like	 to	 feel	 important,	 have	 their	 ego	 stroked,	 and	 feel	 that	 their
advice	is	valued	and	respected.

4.	Many	people	genuinely	want	to	help,	and	they	find	it	gratifying	to	be	of
service.

5.	 They	might	 be	 bored,	 and	 you	 can	 provide	 welcome	 relief	 from	 their
normal	routine.

6.	They’re	happy	to	do	a	favor	for	the	person	who	referred	you,	by	agreeing
to	network	with	you.

7.	 They’ve	 been	 through	 a	 job	 search	 or	 career	 transition	 themselves,	 so
they	empathize	with	you.

When	 it’s	 done	 properly,	 networking	 is	 not	 about	 taking,	 but	 rather	 about
giving.	 You	 must	 always	 come	 from	 an	 attitude	 of	 generosity	 during	 the
networking	 process.	 After	 every	 networking	 conversation,	 the	 other	 person
should	 feel	 genuinely	 glad	 that	 you	 contacted	 them	 and	 feel	 enriched	 by	 the
experience.	 Now	 that	 you’re	 convinced	 that	 networking	 is	 truly	 a	 win-win
proposition	(and	it	is!),	here	are	some	tools	and	strategies	to	get	you	going.



41.

Great	Networkers	Are	Not	Great	Talkers;	They’re	Great
Listeners

Networking	is	a	lot	simpler	(and	less	scary)	than	many	people	think.	You	do	not
need	 to	 be	 a	 great	 schmoozer	 to	 network	 effectively.	 The	 best	 networkers	 are
often	great	listeners,	more	than	great	talkers.

Here	are	the	basic	steps	of	the	networking	process:
1.	Use	your	Contact	List	 to	 focus	on	 specific	people	 to	 reach	out	 to	 each
week.

2.	 Use	 the	 Networking	 Meeting	 Agenda	 below	 and	 develop	 your	 own
version	of	a	Networking	Script	(also	described	below.)

3.	 Meet	 people	 in	 neutral	 locations	 if	 possible—over	 coffee,	 lunch,	 or
breakfast.

4.	Leverage	the	notion	of	six	degrees	of	separation—ask	for	contacts	from
your	contacts,	and	you	can	connect	with	almost	anyone.

5.	Reach	out	by	e-mail,	phone,	or	letter.
6.	The	formula	goes:	Meet,	Ask,	Listen,	Learn,	Act,	Thank.
7.	 Follow	 up	 after	 your	meeting	 and	 keep	 the	 conversation	 going	with	 a
two-way	value	exchange.	Don’t	love	’em	and	leave	’em.	Grow	your	stay-
in-touch	network.	Use	 the	mini-newsletter	 format	 I’ll	 share	with	you	 to
make	this	easy	and	consistent.

Remember:	If	you’re	in	career	transition,	networking	is	your	job.

You	should	be	spending	at	least	80	percent	of	your	job	search	time	networking
—and	about	20	percent	of	your	time	and	effort	on	everything	else.

If	 someone	won’t	network	with	you,	you	must	not	 take	 it	personally.	Adopt
this	mindset	 from	the	world	of	direct	sales—“some	will,	 some	won’t,	 so	what,
next!”	Keep	working	your	network,	and	don’t	let	 the	occasional	rejection	deter



you.	It’s	a	smart	career	move	to	always	be	networking,	no	matter	what’s	going
on	 for	 you	 professionally.	 If	 you	 don’t	 need	 help	 at	 this	 time,	 build	 up	 your
networking	power	by	helping	others.	It	will	always	pay	big	dividends	in	the	long
run.



42.

Never	“Wing	it”	When	You’re	Networking—Use	an	Agenda

Here	 is	 a	 basic	 agenda	 to	 follow	 in	 an	 initial	 phone	 outreach	 (see	 Network
Agenda	#1).	My	main	piece	of	advice	to	you	for	networking	success	is:	just	be
yourself.	Don’t	try	too	hard	during	these	networking	meetings.	Relax,	and	follow
the	agenda	very	closely.

Sample:	Networking	Agenda	#1	(Downloadable)



Begin	by	asking,	“Is	 this	a	good	time	for	you	to	talk?”	(If	 it	 isn’t,	 identify	a
different	 time	to	call	 the	person	back.)	Then	move	the	conversation	forward	 in
this	manner:

1.	Build	rapport
2.	Update	on	where	you	have	been	(use	Positioning	Statement)
3.	Explain	what	happened	(use	Departure	Statement)
4.	Ask	for	help	(would	you	be	willing	to	help	me?)
5.	Decompress	by	taking	the	pressure	off	(reassure	them	you	are	not	asking



for	a	job)
6.	 Ask	 again	 for	 help	 (expanding	 contact	 network/guidance/advice/
feedback)

7.	Thank	them—set	a	time	to	get	back	to	them

If	 you	 look	 at	 Network	 Agenda	 #1	 and	 #2,	 you’ll	 see	 some	 very	 practical
forms	that	my	clients	have	used	with	great	success.	Copy	and	use	them,	or	adapt
them	to	your	own	style.

Network	 Agenda	 #2	 on	 the	 following	 page	 is	 an	 example	 of	 an	 agenda
document	 that	 you	 can	 adapt,	 fill	 in,	 and	 actually	 hand	 to	 your	 networking
partner	as	you	sit	down	to	start	a	meeting.



43.

Meeting	with	Hiring	Managers	Is	Your	Number-One	Speed
Advantage

There	is	a	direct	correlation	between	how	many	hiring	managers	you	meet	with
and	how	quickly	you’ll	land	a	great	job.	This	is	true	in	any	job	market,	and	it’s
even	more	critical	to	your	job	search	success	when	no	one’s	hiring.

There	is	a	direct	correlation	between	how	many	hiring	managers	you
meet	with	and	how	quickly	you’ll	land	a	great	job.

Sample:	Networking	Agenda	#2	(Downloadable)



The	number	 of	 hiring	managers	 you	meet	with	 is	 a	 good	barometer	 of	 how
effective	 all	 of	 your	 networking	 efforts	 are.	 No	 matter	 what,	 don’t	 get
discouraged	and	don’t	take	it	personally.	Keep	going	after	meetings	with	hiring
managers	and	people	who	can	get	you	in	front	of	hiring	managers.

As	 you	 proceed	 through	 your	 career	 transition,	 it	will	 be	 important	 to	 track
your	performance	day-to-day	and	week-to-week.	This	is	how	you’ll	gauge	your
productivity	 and	 effectiveness.	 The	 goal	 is	 obviously	 to	 continually	 improve



your	performance	and	produce	better	results.	If	you	can’t	measure	it,	you	can’t
manage	it.

Networking	Tips	for	a	Tight	Job	Market

•	Schedule	face	to	face	meetings	with	Centers	of	Influence	(CoIs).
•	Schedule	phone	meetings	with	other	people	who	might	lead	you	to	CoIs.
•	Get	at	least	three	to	five	names	from	each	person	with	whom	you	speak.
•	Keep	the	first	phone	conversation	very	brief	(no	more	than	five	to	seven
minutes).

•	Be	confident	and	purposeful.
•	Send	your	Target	Company	List	and	Professional	Biography	immediately
after	the	first	conversation.

•	Bring	a	prepared	list	of	questions	and	ask	if	it’s	okay	to	jot	down	notes	as
you	talk.

•	Establish	good	rapport	by	getting	the	other	person	to	talk	about	himself	or
herself.

•	If	you	ask	for	20	minutes,	keep	the	meeting	to	20	minutes.	Follow	up
shortly	thereafter	for	feedback,	contact	names,	information,	and
guidance.

•	Ask	if	you	may	use	your	contact’s	name	when	calling	people	to	whom
they	refer	you.

•	Don’t	use	the	words	“job”	or	“fired”.
•	Don’t	make	excuses	or	sound	apologetic.
•	Come	from	generosity	(look	for	opportunities	to	offer	something	of
value).

•	Always	send	a	thank-you	note	immediately	after	your	meeting.



44.

Masters	of	Networking	Use	a	Networking	Script

Please	understand	that	career	networking	is	different	than	what	you	may	think	it
is.	This	is	true	for	those	of	you	with	an	outgoing	personality	who	have	done	lots
of	networking	in	the	past,	and	perhaps	even	more	true	for	those	who	don’t	have
an	outgoing	personality	and	have	less	networking	experience.

Networking	 is	 not	 about	 being	 charming,	 or	 selling	 someone	on	 the	 idea	of
hiring	you.	It’s	about	purposefully	and	gracefully	asking	peers	for	help,	advice,
input,	and	contacts—and	offering	genuine	value	 in	 return.	And	as	 I	mentioned
earlier,	most	people	really	do	want	to	be	helpful.

On	the	following	page,	you’ll	see	an	example	of	a	Networking	Script,	which
you	 should	 adapt	 to	 your	 own	 style	 and	 personality.	 When	 you’re	 in	 a
networking	phone	conversation	or	meeting,	don’t	read	 the	script,	but	do	 follow
its	structure	and	format	very	closely.

During	 this	 first	meeting,	 you’ll	 be	 presenting	 your	 Professional	 Biography
and	Target	Company	List—the	two	primary	tools	used	for	networking.	Once	the
other	person	has	reviewed	these	two	documents,	and	has	had	time	to	think	about
the	people	you	should	meet,	you’ll	have	a	follow-up	appointment	in	order	to	get
the	specific	help	you	need.	Be	sure	to	set	the	follow-up	date	and	time	before	you
end	the	first	conversation,	and	make	sure	to	enter	it	into	your	calendar	so	it	will
really	happen.

Your	 Professional	 Biography	 and	 Target	 Company	 List	 are	 the	 two
primary	tools	used	for	networking.



45.

When	No	One’s	Hiring,	the	Best	Way	to	Get	a	Job	Is	Not	to	Look
for	a	Job

In	the	course	of	your	networking,	the	clearer	you	make	it	that	you’re	not	looking
for	a	job	at	the	present	time,	the	more	attractive	you’ll	be	to	the	hiring	manager.
This	may	seem	counterintuitive,	but	it’s	true.	The	fact	is	that	almost	no	one	likes
a	job	seeker,	but	nearly	everyone	likes	a	solutions	provider.

The	fact	is	that	almost	no	one	likes	a	job	seeker,	but	nearly	everyone
likes	a	solutions	provider.

Sample:	Networking	Script	(Downloadable)



The	best	outcome	is	when	you	add	so	much	value	to	the	conversation	that	it
occurs	 to	 the	 other	 person	 to	 bring	up	 the	 idea	of	working	 at	 their	 firm	 (or	 at
another	company	they	know	of).	That’s	called	the	no-selling	sale,	and	it	happens
more	often	than	you	might	expect.



46.

Tracking	Your	Networking	Is	as	Important	as	the	Networking
Itself

Just	doing	networking	is	a	good	start,	but	it’s	not	enough.	You	need	to	organize,
track,	and	follow	up	on	every	networking	contact.	Networking	without	follow-up
is	barely	more	 effective	 than	not	 networking.	Someone	who	networks	with	10
people	 and	has	 an	 excellent	 follow-up	 and	 tracking	 system	will	 do	better	 than
someone	else	who	networks	with	30	people	and	does	no	tracking	or	follow-up	at
all.

How	 can	 you	 make	 sure	 you’ll	 do	 the	 follow-up	 and	 administrative	 work
that’s	 necessary	 to	make	 a	 lasting	 impression?	Schedule	 it!	Yes,	 you	 read	 that
right—put	 time	aside	 in	your	calendar,	day	planner,	or	PDA	for	administrative
and	 follow-up	 activities.	 When	 you	 have	 a	 one-on-one	 meeting	 or	 attend	 a
networking	event,	make	an	appointment	with	yourself	later	that	day	or	the	next
morning	 to	write	e-mails,	make	phone	calls,	and	write	 thank-you	notes.	 If	you
don’t	schedule	it,	it	probably	won’t	get	done.	You	need	to	be	organized,	and	you
need	to	have	a	system	to	support	you.	Otherwise,	all	you’ll	be	doing	is	meeting	a
lot	of	people	and	running	around	town	for	nothing.

You	need	to	be	organized,	and	you	need	to	have	a	system	 to	support
you.	 Otherwise,	 all	 you’ll	 be	 doing	 is	 meeting	 a	 lot	 of	 people	 and
running	around	town	for	nothing.

Some	 people	 use	 a	 strategy	 of	 blocking	 out	 three	 specific	 times	 during	 the
week	for	nothing	but	administrative	work	and	follow-up	calls.	If	you	stay	on	top
of	 it	 by	making	 appointments	with	 yourself,	 these	 vitally	 important	 follow-up
tasks	become	easy,	effortless,	and	even	enjoyable.	You’ll	feel	good	about	being
highly	 productive.	 Be	 sure	 to	 keep	 a	 detailed	 record	 of	 every	 call,	 letter,	 and
meeting.	 Compare	 your	 results	 week	 to	 week,	 and	 keep	 improving	 your



performance.

Please	review	the	forms	on	the	following	pages,	and	use	the	one	that’s	most
appropriate	for	you.	You	can	adapt	your	own	versions	based	on	these	examples,
and	use	 them	 to	 track	your	own	progress	 and	keep	 an	ongoing	 record	of	your
meetings,	 conversations,	 and	 follow-ups.	 Make	 as	 many	 photocopies	 as	 you
need,	 and	 keep	 these	 forms	 by	 your	 side	 to	 fill	 in	 as	 you	 conduct	 your
networking	calls	and	meetings.

Sample:	Networking	Tracking	Form	#1	(Downloadable)



Sample:	Networking	Tracking	Form	#2	(Downloadable)



47.

The	Networking	Mini-Newsletter	Helps	You	Stand	Out	When	No
One’s	Hiring

When	you	first	start	the	networking	process,	you’ll	probably	find	it	fairly	easy	to
keep	 track	 of	 your	meetings	 and	 stay	 in	 touch	with	 your	 networking	 partners.
But	within	a	 few	weeks,	 and	as	your	 list	 grows,	you’ll	 learn	 that	 it	 gets	much
more	challenging	to	keep	in	close	touch	with	all	of	these	people.	A	great	way	to
follow	up	and	keep	in	touch	consistently	with	all	of	the	people	you	meet—and	to
continue	the	value	exchange	that	you	started	when	you	initially	contacted	them
—is	the	mini-newsletter.

Sample:	Mini-Newsletter



When	 you	 think	 about	 business	 owners,	 salespeople,	 consultants,	 and
freelancers,	 the	 concept	 of	 a	 newsletter	 or	 “e-zine”	 as	 a	 self-marketing	 tool
seems	obvious.	Do	you	need	to	create	an	expensive,	glossy	newsletter	like	a	big
company	might	produce?	Of	course	not!	The	easiest	and	most	convenient	way	to
deliver	this	information	value	exchange	is	via	a	simple	e-mail	format.

Instead	of	needing	to	repeatedly	call	everyone	with	whom	you’ve	networked,



or	write	to	them	all	individually,	the	mini-newsletter	allows	you	to	keep	in	touch
and	stay	top-of-mind	simply	by	hitting	your	computer’s	send	button.	Your	mini-
newsletter	 should	 be	 sent	 out	 to	 your	 contact	 list	 every	 two	 to	 four	 weeks,
depending	 on	 your	 particular	 situation.	Obviously,	 you	 should	 adapt	 the	 form,
content,	 and	 tone	 to	 suit	 your	 own	 personality,	 as	 well	 as	 your	 industry,
geography,	and	interests.



48.

The	Number-One	Way	to	Get	Hired	When	No	One’s	Hiring

Once	in	a	while,	when	your	networking	efforts	have	led	to	a	meeting	where	you
and	 the	 hiring	manager	 truly	 click,	 the	 idea	will	 occur	 to	 him	or	 her	 to	 ask	 if
you’d	 be	 interested	 in	 coming	 to	work	 for	 their	 company.	At	 that	 point,	 there
may	not	even	be	a	specific	job	opening	at	that	company,	but	you’ve	piqued	the
interviewer’s	interest	enough	to	start	the	hiring	conversation.

In	 this	 case,	 you	 should	 think	 about	 preparing	 a	Work	 Proposal.	 This	 is	 a
document	in	which	you	itemize	your	qualifications,	skills,	and	accomplishments,
and	show	how	they	align	directly	to	the	challenges,	problems,	and	needs	that	the
hiring	manager	has	discussed	with	you.	The	Work	Proposal	 is	usually	a	one-or
two-page	document	that	outlines	all	of	the	different	things	you	could	do	for	the
company	 and	 how	you	would	 generate	 results	 for	 them,	 based	 on	 the	 specific
needs	you	uncovered	during	the	networking	meeting.

Because	 the	Work	Proposal	 usually	grows	out	 of	 a	 networking	meeting,	 the
letter	takes	a	soft-sell	approach.	Rather	than	pushing	for	another	meeting	(as	you
would	with	other	sorts	of	follow-up	letters),	you’ll	leave	it	in	their	hands.	If	the
individual	 calls	 or	 writes	 you	 back,	 you’ll	 know	 you’ve	 got	 something.	 The
company	may	even	create	a	position	for	you.	If	you	don’t	get	a	response	to	the
Work	Proposal,	this	indicates	that	the	company	wasn’t	interested	enough	in	you
to	engage	in	an	ongoing	dialogue.	A	sample	Work	Proposal	appears	next.

Sample:	Work	Proposal





49.

Create	Your	Online	Career	Identity—Blogs,	Personal	Web	Site,
and	Social	Media

In	 addition	 to	 the	mini-newsletter	 we	 discussed	 earlier,	 another	 tool	 you	may
want	 to	 consider	 creating	 is	 a	professional	 career	web	 site—whether	you’re	 in
transition	or	 not.	A	 career	web	 site	 can	 take	 several	 forms,	 depending	on	how
technically	inclined	you	are	and	how	often	you’ll	want	to	update	it.

A	career	web	site	can	take	several	forms,	depending	on	how
technically	inclined	you	are	and	how	often	you’ll	want	to

update	it.

One	 option	 is	 a	 static	 web	 site,	 which	 can	 act	 as	 an	 online	 repository	 for
several	 of	 your	 Job	 Search	 Survival	 Toolkit	 documents,	 such	 as	 your
professional	 biography,	 accomplishment	 stories,	 and	 resume.	This	 type	of	web
site	 is	 built	 once	 and	 remains	 fairly	 static,	 requiring	 the	 least	 amount	 of
maintenance	or	updating.	You	may	want	a	professional	web	designer	or	 friend
who	knows	 the	Web	 to	 set	up	a	web	 site	 for	you.	Other	options	 include	using
template-based,	 type-and-go	web	 sites	 available	 from	online	 providers	 such	 as
GoDaddy	 (www.godaddy.com)	 and	 Network	 Solutions
(www.networksolutions.com	 ).	 Another	 excellent	 resource	 is	 VisualCV
(www.visualcv.com),	which	lets	you	build	a	professional-looking	web	presence
around	 your	 resume	 and	 credentials.	 The	 best	 part	 about	VisualCV	 is	 that	 the
service	is	free.

At	the	other	end	of	the	spectrum,	if	you	want	to	keep	things	extremely	simple
and	easy	to	update	whenever	you	like,	consider	setting	up	a	blog	for	your	career
transition.	 The	word	 “blog”	 is	 short	 for	 “web	 log,”	 and	 it	 can	 act	 as	 both	 an
online	 journal	 and	 a	 venue	 in	 which	 to	 share	 your	 professional	 expertise,

http://www.godaddy.com
http://www.networksolutions.com
http://www.visualcv.com


opinions,	 and	 resources.	 The	 leading	 blog	 software,	 Blogger
(www.blogger.com),	 is	 free,	 very	 simple	 to	 set	 up,	 and	 is	 owned	 by	 Google.
Another	popular	blogging	tool	is	TypePad	(www.typepad.com).

On	 the	 following	page	are	 examples	of	both	a	 career	web	 site	 and	a	 simple
career	blog.

Sample:	Career	Transition	Web	Site

Sample:	Career	Transition	Blog

http://www.blogger.com
http://www.typepad.com




50.

Beyond	Monster.com:	Making	the	Most	of	the	Web	When	No
One’s	Hiring

In	addition	 to	creating	a	simple	career	web	site	or	 job	search	blog,	you	should
also	give	some	thought	to	what	my	colleague	Eric	Kramer	calls	Online	Identity
Optimization	 (OIO).	Due	 to	 the	 flood	 of	 electronic	 resumes	 and	 the	 ability	 to
easily	 search	 the	 entire	 Internet,	 companies	 and	 recruiters	 are	 becoming	more
proactive	 in	 searching	 out	 top	 candidates,	 rather	 than	 waiting	 for	 good
candidates	 to	 contact	 them.	 The	 question	 is:	 when	 companies	 and	 recruiters
search	to	find	good	candidates	with	your	experience	and	expertise,	how	likely	is
it	that	they	will	find	you?

When	 no	 one’s	 hiring,	 having	 a	 strong	 web	 presence	 is	 a	 great	 way	 to
differentiate	 yourself.	 You’ll	 stand	 out	 as	 a	 technology-savvy,	 smart	 self-
marketer.	 Surveys	 by	 job	 placement	 firms	 show	 that	 recruiters	 like	 candidates
whose	 online	 identity	 reflects	 a	 professional	 image,	well-rounded	 skills,	 and	 a
personality	that	fits	their	clients’	corporate	cultures.

When	no	one’s	hiring,	having	a	strong	web	presence	is	agreat	way	to
differentiate	 yourself.	You’ll	 stand	 out	 as	 a	 technology-savvy,	 smart
self-marketer.

There	 are	numerous	ways	 to	become	more	visible	on	 the	 Internet—some	as
simple	 as	 developing	 a	 free	 page	 on	 a	 networking	 web	 site	 like	 Facebook
(www.facebook.com)	 or	 LinkedIn	 (www.linkedin.com).	 More	 complex	 tactics
include	 building	 your	 own	 web	 site	 optimized	 for	 drawing	 keyword-targeted
traffic.	Once	you	decide	on	your	level	of	interest,	effort,	and	investment,	you	can
establish	an	OIO	strategy	that	will	significantly	enhance	your	online	presence.

Here	are	some	effective	strategies	for	increasing	and	improving	your	OIO,	as
recommended	by	career	expert	Eric	Kramer:

http://www.facebook.com
http://www.linkedin.com


1.	Own	your	name.	The	first	strategy	is	to	own	your	name.	Go	to	a	domain
registrar	 such	 as	 GoDaddy	 (www.godaddy.com)	 or	 Register
(www.register.com),	and	for	 less	 than	$10.00,	register	a	domain	in	your
name—www.yourname.com.	Note:	your	name	may	already	be	registered,
particularly	if	you	have	a	common	name.	If	this	is	true	in	your	case,	try
registering	a	domain	with	your	middle	name	or	middle	initial.	Once	you
have	a	“your	name”	domain,	you	can	build	a	web	site,	establish	an	online
career	portfolio,	or	create	a	blog,	all	of	which	will	be	easily	searchable	by
your	name.

2.	Refine	and	expand	your	online	networking.	Having	an	extensive	list	of
professional	 contacts	 is	 a	 well-established	 job	 search	 and	 career
management	 strategy.	 Moving	 your	 contact	 list	 online,	 establishing	 a
visible	(searchable)	professional	profile,	and	expanding	your	network	are
important	 OIO	 strategies.	 The	 larger	 and	 more	 established	 networking
sites	 makes	 this	 quick	 and	 inexpensive.	 In	 fact,	 most	 are	 free.	 Today,
some	 of	 the	 best	 web	 sites	 for	 professionals	 are	 LinkedIn
(www.linkedin.com)	 and	 Zoominfo	 (www.zoominfo.com).	 Facebook
(www.facebook.com)	 and	 MySpace	 (www.myspace.com)	 are	 also
moving	 toward	providing	a	more	professional	presence.	Once	you	have
registered	on	 these	web	sites,	develop	a	robust	and	professional	profile.
Your	 online	 profile	 is	 every	 bit	 as	 important	 as	 your	 paper	 resume	 in
today’s	world—perhaps	more	 so.	 Also,	 look	 for	 helpful	 tools	 that	 will
identify	how	you	are	connected	to	jobs	in	which	you	are	interested,	and
how	to	quickly	upload	and	link	to	contacts	in	your	contact	management
software.

3.	Upgrade	 your	 resume	 to	 the	 online	world.	 Posting	 your	 text	 resume
online	at	major	job	sites	is	still	important,	but	it	is	no	longer	sufficient	for
a	 good	 OIO	 strategy.	 Internet	 technology	 enables	 your	 career
management	 strategy	 to	 include	 a	 visual	 and	 engaging	 portfolio	 about
your	 career.	 This	 portfolio	 includes	 and	 supplements	 your	 printed
resume.	A	 comprehensive	web	 portfolio	 can	 include	 your	work	 history
(including	links	to	the	companies	for	which	you’ve	worked),	significant
career	 achievements,	 links	 to	 articles,	 presentations,	 case	 studies,
recommendations,	 references,	 awards,	 and	 so	 on.	 Also,	 by	 using
graphics,	video,	and	audio,	your	portfolio	will	become	a	more	engaging
representation	 of	 your	 skills,	 experience,	 and	 work	 history.	 Check	 out
VisualCV	(www.visualcv.com)	for	an	excellent	online	portfolio	web	site.

http://www.godaddy.com
http://www.register.com
http://www.yourname.com
http://www.linkedin.com
http://www.zoominfo.com
http://www.facebook.com
http://www.myspace.com
http://www.visualcv.com


4.	Write	 your	way	 to	 the	 top.	 In	 the	 online	world,	 an	 individual	 has	 to
establish	a	virtual	self	and	a	home	base	from	which	to	connect	to	others.
Either	 a	 blog	 or	 a	 web	 site	 is	 the	most	 powerful	 vehicle	 to	 develop	 a
recognizable	 personality,	 and	 it	 provides	 a	 home	 base	 from	which	 you
can	initiate	your	connections.	Profiles	on	social	networking	web	sites	can
also	achieve	this	goal.	However,	social	networking	web	sites	are	getting
very	crowded,	so	it	is	difficult	to	stand	out.	Once	you	establish	a	web	site
or	 a	 blog,	 it	 must	 be	 constantly	 updated	 (Google	 likes	 fresh,	 new
information).	Blogs	and	web	sites	with	stale,	outdated	information	won’t
do	much	for	your	online	identity.

5.	Keep	your	online	identity	clean.	A	2008	ExecuNet	survey	found	that	35
percent	 of	 recruiters	 had	 ruled	 out	 job	 candidates	 based	 on	 what	 they
found	on	a	Google	search.	Be	constantly	vigilant	about	what	you	do	that
may	end	up	online,	and	about	what	you	actually	do	online.	Recently,	an
executive	was	visiting	his	son	at	college.	He	was	walking	by	a	frat	house
and	impulsively	drank	a	beer	from	a	beer	bong	(a	long	tube	with	a	funnel
at	 one	 end	 and	 the	 drinker	 at	 the	 other	 end).	 One	week	 later,	 his	 beer
bong	picture	appeared	online,	and	it	eventually	came	back	to	haunt	him.
Once	 a	 picture	 gets	 loose	 on	 the	 Internet,	 it	 is	 virtually	 impossible	 to
remove	it.	In	today’s	camera-on-every-phone	society,	one	constantly	has
to	be	 cautious.	Similarly,	 think	of	 the	possible	 repercussions	of	 articles
you	 write,	 e-mails	 you	 send,	 blogs	 to	 which	 you	 contribute,	 and
newsgroups	 in	 which	 you	 participate.	 Anything	 you	 write	 online
becomes	 permanent,	 and	 when	 someone	 searches	 your	 name,	 this
information	will	be	found.

6.	Track	 your	OIO	 strategy.	 A	 simple,	 quick,	 and	 free	way	 to	 evaluate
your	OIO	strategy	is	to	set	up	a	Google	alert	to	notify	you	each	time	your
name	is	found	on	the	Internet	(www.google.com/alerts	).	Simply	list	your
name	 in	an	alert,	 and	Google	will	 send	you	an	e-mail	message	when	 it
finds	your	name	online.	How	often	are	you	found	today?	Over	time,	are
you	being	found	more	often?	When	you	Google	yourself,	how	high	up	in
the	listings	are	you	found?	Does	your	OIO	move	you	up	in	those	listings?
These	are	effective	methods	to	monitor	and	measure	your	own	OIO.

Your	online	 identity	 is	a	 form	of	capital,	much	 like	your	 intellectual	capital,
financial	 capital,	 or	 social	 capital	 (your	 network).	 It	 can	 be	 acquired,	 earned,
diminished,	 damaged,	 or	 lost.	As	 is	 true	with	 the	 other	 forms	 of	 capital,	 your
online	 identity	 is	 a	 critical	 part	 of	 your	 ongoing	 career	 management	 strategy.

http://www.google.com/alerts


And,	 similar	 to	 your	 other	 types	 of	 capital,	 your	 online	 identity	 can	 be	 grown
slowly	and	steadily	over	time,	which	will	produce	the	positive	results	you	want.
The	time	to	start	accumulating	and	managing	your	OIO	capital	is	now.

Your	online	 identity	 is	a	 form	of	capital,	much	 like	your	 intellectual
capital,	financial	capital,	or	social	capital.



51.

An	Outstanding	Resume	Is	Not	Difficult	to	Create—If	You	Know
the	Code

I	 have	 good	 news:	 resumes	 are	 not	 that	 difficult	 to	 put	 together.	 There	 are
hundreds	 of	 resume	 books	 out	 there,	 with	 at	 least	 50	 different	 ways	 to	 write
resumes	“the	right	way.”	But	after	15	years	of	experience	as	a	senior-level	career
coach,	 I	 can	 tell	 you	 that	 there	 is	 a	 secret	 code	 for	 resumes—and	 either	 you
know	it,	or	you	don’t.

If	you	don’t	know	the	code,	you	will:

•	 Read	 a	 lot	 of	 resume	 books	 and	 try	 several	 different	 formats	 for	 your
resume.

•	Listen	 to	 every	person	who	offers	 their	 expert	 opinion	on	 resumes	 (and
make	every	editorial	change	they	suggest).

•	Make	the	even	more	serious	mistake	of	trying	to	create	your	own	format
from	scratch.

•	Never	be	sure	if	your	resume	was	the	disqualifying	factor	when	you	don’t
get	the	offer.

If	you	do	know	the	code,	you	will:

•	Immediately	be	recognized	as	someone	who	is	business-savvy	and	knows
the	game	of	professional	career	search.

•	 Present	 your	 credentials	 in	 the	 best	 possible	 light,	 with	 a	 resume	 that
highlights	the	real	value	you	offer.

•	Make	it	much	easier	for	the	recipient	to	put	you	in	the	yes	pile	rather	than
the	no	pile.

I’m	going	 to	 suggest	 a	 fairly	 radical	 approach	 to	 helping	you	 create	 a	 great
resume—no	 theory,	 no	 gimmicks,	 no	 heavy	 lifting.	 Just	 look	 carefully	 at	 the
examples	 starting	 on	 page	 107.	 The	 easiest	way	 for	 you	 to	 create	 a	 top-notch
resume	is	to	take	exactly	what	you	see	in	these	examples,	and	do	some	editing,
adapting,	and	reformatting.	Make	your	own	resume	match	the	overall	style,	tone,
and	appearance	of	these	samples.	Why?	Because	these	formats	have	been	proven



to	work	very,	very	well—generating	an	unusually	high	number	of	interviews	and
job	 offers.	 It’s	 actually	 easier	 than	 a	 lot	 of	 career	 professionals	 (and	 resume
writing	 services)	would	have	you	believe.	But,	 let’s	 be	 clear.	Even	 though	 the
resume	itself	can’t	get	you	the	job,	your	resume	still	has	to	be	exceptional.	Not
good,	not	fine—exceptional.

The	main	reason	that	creating	a	top-notch	resume	is	importantis	is	that
it	improves	your	thinking.

Why	is	the	resume	so	important?	Simple.	The	main	reason	that	creating	a	top-
notch	resume	is	 important	 is	 that	 it	 improves	your	 thinking,	so	you’ll	be	better
prepared	 to	market	 yourself	 effectively.	You	 only	 have	 one	 chance	 to	make	 a
first	 impression.	Remember	 that	 the	 resume’s	primary	purpose	 is	 to	get	you	 in
the	door	for	an	interview.	Approach	your	resume	as	you	would	any	basic	sales
and	 marketing	 document.	 You	 want	 to	 sell	 your	 way	 into	 the	 interview—by
promoting	your	accomplishments,	your	credentials,	your	potential	contributions,
and	your	professionalism.



52.

You	Can	Package	a	Strong	Resume	in	Many	Formats

The	 first	 decision	 you	 need	 to	 make	 is	 which	 type	 of	 resume	 best	 suits	 your
needs.	 There	 are	 three	 basic	 options	 to	 choose	 from.	 None	 of	 these	 is
intrinsically	 right	 or	 wrong;	 they	 are	 simply	 different	 ways	 to	 package	 your
experience	 and	 qualifications.	 Obviously,	 some	 resume	 styles	 will	 fit	 your
circumstances	 better	 than	 others,	 so	 you’ll	 need	 to	 choose	 your	 own	 format
carefully.

Here	are	your	three	options,	along	with	their	respective	pros	and	cons:

•	Chronological.	 The	 chronological	 resume	 is	 the	most	 common	 type	 of
resume.	 Because	 it’s	 arranged	 by	 time,	 a	 chronological	 resume	 is	 the
easiest	 to	 organize	 and	 write.	 It’s	 also	 the	 easiest	 to	 read	 (which	 is
another	 plus	 in	 the	 sales	 and	 marketing	 process).	 The	 chronological
resume	is	the	standard,	tried-and-true	resume	format,	which	I	recommend
to	95	percent	of	my	clients.	A	chronological	 resume	 is	 the	 right	choice
when	(1)	you’re	continuing	 in	 the	same	occupation	and/or	 industry;	 (2)
your	 career	 shows	a	 clear	pattern	of	 increasing	 levels	of	 responsibility;
and	 (3)	 your	 employment	 history	 has	 no	 significant	 gaps.	Cons:	 Any
gaps	in	your	work	history	will	be	obvious.	Limited	work	experience	can
also	be	very	apparent.	And	if	past	jobs	don’t	tie	in	directly	to	the	type	of
positions	you’re	seeking	now,	or	if	you’re	changing	careers	completely,	it
may	 be	 tougher	 to	 sell	 your	 capabilities	 to	 a	 new	 employer	 using	 the
chronological	resume.

•	Functional.	The	functional	resume	organizes	your	accomplishments	into
distinct	functional	areas	(hence,	the	name	functional).	Use	the	functional
resume	 only	 if:	 (1)	 you’ve	 been	 a	 frequent	 job	 changer;	 (2)	 you’re
reentering	 the	workforce	 after	 an	 absence	of	many	years;	 (3)	 you’re	 in
the	midst	 of	 a	 significant	 job	 or	 career	 shift;	 or	 (4)	 you’ve	 been	 at	 the
same	 job	 for	most	 of	 your	 career.	 Instead	 of	 having	 job	 titles	 as	main
headings,	this	style	of	resume	is	organized	by	functions	or	general	areas
of	expertise.	In	a	typical	functional	resume,	dates	are	downplayed.	Cons:



Employers	tend	to	be	wary	of	applicants	who	present	this	type	of	resume.
They	may	suspect	that	the	candidate	is	trying	to	cover	up	gaps	in	his	or
her	 work	 background,	 or	 attempting	 to	 hide	 the	 fact	 that	 his	 or	 her
experience	is	not	directly	relevant	to	the	new	position’s	responsibilities.

•	 Chronological/Functional	 Combination.	 A	 combination	 resume	 uses
elements	 of	 both	 the	 chronological	 and	 functional	 formats.	 You	 can
highlight	 your	 best	 accomplishments	 up-front,	 and	 later	 show	 a
chronological	 transition	 from	one	 career	 step	 to	 the	next,	 including	 job
responsibilities.	Cons:	 In	many	ways,	 this	 format	 is	 the	 trickiest	 of	 the
three.	 Building	 a	 sequential	 timeline	 of	what	 you	 did	 and	when	might
prove	 confusing	 to	 the	 reader,	 even	 though	 you’re	 providing	 dates	 for
everything.	Pay	special	attention	to	readability	and	layout	issues	with	this
resume	format.

To	 get	 started,	 don’t	 develop	 a	 resume—develop	 your	 resume’s	 building
blocks.	Regardless	of	format,	every	resume	will	be	composed	of	some	standard
sections.	 Following	 is	 a	 list	 of	 the	 main	 elements	 that	 should	 be	 included	 in
every	resume:

Togetstarted,don’t	develop	a	resume—develop	your	resume’s	building
blocks.

•	Contact	Information.	Always	include	your	full	name,	street	address,
phone	number,	and	e-mail	address,	as	well	as	a	fax	number	and	cell
phone	number	if	you	have	them.

•	Summary.	A	brief	statement	of	who	you	are,	where	you’re	coming	from
professionally,	and	what	skills	and	expertise	you	have	to	contribute	to	an
organization.	Write	five	or	six	lines,	maximum.	This	will	target	and	focus
the	reader	on	where	you	might	fit	into	the	big	picture	of	their
organization.	Targeted	and	specific	is	better	than	general	and	vague.	The
content	of	your	summary	must	be	oriented	toward	the	benefits	and
contributions	you	offer	as	a	candidate.	(You	can	think	of	the	summary	as
the	headline	in	a	newspaper	article.	If	the	readers	are	captivated	by	the
headline,	they’ll	go	on	to	read	the	body	of	the	article.)

•	Professional	Experience.	Your	past	jobs,	roles,	responsibilities,	and



accomplishments.	This	is	the	body	of	the	article	and	where	most
employers	and	recruiters	will	focus	90	percent	of	their	attention.	The
information	you	present	here,	and	how	you	present	it,	can	decide	the	fate
of	your	candidacy	within	about	10	seconds	of	scanning	time.	Use	good
journalism	habits,	and	put	the	most	important	or	impressive	facts	first
within	each	job.	Make	your	professional	experience	section	visually
scannable	by	using	bold	headings	and	bullet	points.	Be	specific	and
results	focused.	Quantify	your	results	whenever	possible,	by	using
percentages,	dollar	figures,	and	other	hard	numbers.	Highlight	increases
in	good	things	(e.g.,	retention,	sales,	profit,	performance,	effectiveness)
and	decreases	in	bad	things	(e.g.,	turnover,	losses,	costs,	inefficiencies,
wasted	time).	This	is	no	place	to	be	shy.	Don’t	lie	or	exaggerate,	but
don’t	undervalue	or	overlook	your	past	successes,	either.

•	Education.	List	the	schools	you	attended,	academic	degrees	attained,	and
years	in	which	you	earned	them.	(Note:	you	might	choose	not	to	include
the	dates	if	you	graduated	a	long	time	ago.)	Include	the	type	of	degree,
major,	and	any	honors	or	special	achievements.	Generally	speaking,	the
longer	you’ve	been	out	of	school	and	the	more	work	experience	you
have,	the	less	important	this	information	is	to	an	employer.

For	the	last	section	of	your	resume,	there	are	several	options.	Here	are	some
possibilities:

•	Professional	Development
•	Affiliations	and	Memberships
•	Related	Experience
•	Honors	and	Awards
•	Certification	and	Licensure
•	Publications	and	Presentations
•	Community	Service
•	Military

In	 this	 final	 section,	 you’ll	 include	 only	 work-related	 professional
development	 activities,	 memberships	 in	 associations,	 trade	 groups	 and
professional	societies,	leadership	positions	in	industry-recognized	organizations,
as	 well	 as	 any	 additional	 certifications,	 accreditations	 or	 designations	 you’ve
earned	since	leaving	school.	If	you	don’t	have	a	college	degree,	the	professional
development	 seminars	 and	workshops	 you’ve	 participated	 in—along	with	 any
certifications	you’ve	earned—will	take	on	special	importance	here.



Many	 clients	 have	 asked	 about	 including	 an	 Objective	 at	 the	 top	 of	 the
resume.	 I	advise	 them	not	 to	do	 this,	 for	 two	 reasons.	First,	unless	you	clearly
state	 otherwise,	 the	 reader	 will	 automatically	 assume	 that	 you’re	 seeking	 an
opportunity	at	the	next	level	of	the	field	you’re	already	in.	Second,	the	objective
is	much	better	addressed	in	your	cover	letter,	wherein	you	can	easily	tailor	your
comments	to	a	specific	company	or	position.

Here	are	some	quick	guidelines	to	keep	in	mind	as	you	develop	your	resume:
1.	Be	brief	(less	is	more).
2.	Be	specific	(quantify	your	results	whenever	possible).
3.	Be	active	(at	the	beginning	of	every	sentence,	use	strong	action	verbs—
see	list	below).

4.	Be	 selective	 (focus	 on	 information	 that	 is	 truly	 relevant	 to	 your	 career
goal,	and	edit	out	the	rest).

5.	Be	honest	(never,	ever	lie	on	a	resume).	If	you	lie,	you’ll	always	lose	in
the	long	run.

Using	these	guidelines	and	the	sample	resumes	on	the	following	pages,	create
your	own	effective	selling	resume,	 in	order	 to	get	people	 interested	 in	meeting
with	you.	If	you	find	that	your	resume	isn’t	getting	the	results	you	want,	change
it.	Your	resume	is	a	living	document	that	will	be	edited	and	updated	throughout
your	 job	 search,	 and	 it	 will	 continue	 to	 evolve	 over	 the	 course	 of	 your	 entire
career.

Strong	action	verbs	make	for	a	powerful	resume.

One	of	the	biggest	secrets	to	an	effective	resume	is	also	one	of	the	simplest:
strong	 action	 verbs	 make	 for	 a	 powerful	 resume.	 Use	 the	 following	 table	 to
select	 the	 most	 appropriate	 action	 verbs	 to	 describe	 your	 skills,	 experiences,
accomplishments,	and	results:

	
Accelerated	
Accomplished	
Achieved	
Assembled	



Budgeted	
Built	
Compiled	
Completed	
Consolidated	
Converted	
Coordinated	
Created	
Cut	
Delivered	
Designed	
Developed	
Directed	
Doubled	
Earned	
Edited	
Eliminated	
Generated	
Implemented	
Improved	
Increased	
Initiated	
Installed	
Introduced	
Launched	
Led	
Managed	
Negotiated	
Operated	
Organized	
Originated	
Performed	
Planned	
Prepared	
Produced	
Promoted	
Provided	



Purchased	
Reconciled	
Recorded	
Redesigned	
Reduced	
Reorganized	
Researched	
Revised	
Scheduled	
Simplified	
Solved	
Staffed	
Started	
Streamlined	
Strengthened	
Succeeded	
Supervised	
Systematized	
Traced	
Tracked	
Trained	
Trimmed	
Tripled	
Uncovered	
Unified	
Won	
Wrote

Sample:	Chronological	Resume	#1





Sample:	Chronological	Resume	#2





Sample:	Functional	Resume	#1





Sample:	Chronological/Functional	Resume







53.

How	to	Use	a	Resume	Addendum

Sometimes,	you	want	to	include	additional	information	that	either	doesn’t	fit	or
doesn’t	make	sense	to	include	it	in	the	body	of	your	resume.	In	those	rare	cases,
the	 best	 strategy	 is	 to	 use	 a	 resume	 addendum.	 This	 document	 conveys
additional	information,	related	experience,	or	extra	credentials	that	you	want	to
communicate	to	a	prospective	employer.

The	 resume	 addendum	 conveys	 additional	 information,	 related
experience,	 or	 extra	 credentials	 that	 you	want	 to	 communicate	 to	 a
prospective	employer.

Usually,	 this	 type	of	material	would	be	 shared	 late	 in	 the	 interview	process,
when	 you	 feel	 that	 you	 need	 to	 pull	 out	 all	 the	 stops.	 Obviously,	 there	 is	 an
upside	and	a	downside	to	using	this	tool,	since	it’s	not	standard,	but	the	very	fact
that	you’re	sending	a	little	something	extra	can	be	enough	to	give	the	impression
that	you	are	extra-qualified,	extra-interested,	or	extra-prepared.	This	is	often	all
it	takes	to	separate	you	from	a	crowded	field	of	candidates	who	are	going	after
the	 same	 opportunities.	On	 the	 following	 page	 you’ll	 find	 a	 good	 example	 of
what	a	resume	addendum	looks	like.



54.

The	Most	Obvious	Ways	to	Find	a	Job	Are	Usually	the	Biggest
Wastes	of	Time

You’ve	 just	 spent	 a	 lot	 of	 time	 preparing,	 strategizing,	 and	 developing	 tools.
Now,	you’re	finally	ready	to	get	into	action.	What’s	the	first	thing	you’re	likely
to	do?	Go	online	(or	open	a	newspaper	or	trade	publication)	to	start	scanning	the
job	postings	and	help-wanted	ads.	You	need	to	send	out	as	many	resumes	as	you
can,	as	quickly	as	possible,	right?	Wrong!

Most	job	seekers	focus	far	too	much	time	and	energy	on	Internet	job
postings	and	help-wanted	ads.

Most	job	seekers	focus	far	too	much	time	and	energy	on	Internet	job	postings
and	help-wanted	ads.	When	the	job	market	is	tight	and	no	one’s	hiring,	these	are
the	worst	places	 to	 look	for	a	 job;	your	probability	of	success	 is	close	 to	zero.
The	sad	fact	is	that	only	one	job	in	ten	is	ever	advertised,	and	only	one	in	ten	of
those	 is	 any	 good!	 That	 leaves	 about	 1	 percent	 of	 help-wanted	 ads	 and	 job
postings	 that	 are	worthwhile.	Newspaper	 ads	 represent	 the	 bottom	 of	 the	 job-
seeking	 barrel:	 entry-level	 opportunities,	 high-turnover	 jobs,	 and	 straight-
commission	sales	positions.	This	means	that	only	1	percent	of	good	jobs	are	ever
advertised—jobs	for	which	100	percent	of	your	competition	is	also	applying.

Sample:	Resume	Addendum



With	the	advent	of	the	Internet,	the	whole	help-wanted	world	changed	forever.
Job	board	web	sites	now	number	in	the	thousands,	with	more	popping	up	every
day.	While	these	web	services	have	improved	the	convenience	and	efficiency	of
finding	 job	 postings,	 unfortunately	 the	 quality	 of	 the	 listings—and	 the	 results
you	 can	 expect	 from	 them—are	 usually	 very	 poor.	 And	 yet,	 every	 job	 seeker
seems	to	spend	many	hours	sending	resumes	into	this	online	black	hole,	hoping
that	maybe	one,	 just	one,	of	 their	 resumes	will	 land	on	 the	 right	person’s	desk
and	generate	the	interview	they’ve	been	dreaming	of.

If	 responding	 to	 advertised	 job	 postings	 is	 clearly	 the	 least	 effective	 job-



seeking	method,	what’s	 a	 job	 seeker	 to	 do?	When	 you	 learn	 of	 a	 specific	 job
opportunity	at	one	of	your	target	companies	(in	this	case,	through	a	help-wanted
ad	or	 job	 posting),	 spend	 the	 bulk	 of	 your	 time	on	 the	 other,	more	 productive
methods	of	learning	about	that	position.

See	the	following	list	of	strategies	for	some	good	suggestions.	Don’t	answer
all	of	the	help-wanted	ads	and	job	postings	that	are	related	to	your	background
and	qualifications.	Instead,	answer	only	a	select	few.	When	you	do	respond	to	an
opening,	follow	these	guidelines:

•	Give	yourself	a	limit	of	two	hours	per	week	(about	5	percent	of	your	time)
to	read	and	respond	to	help-wanted	ads	and	job	postings,	and	select	only
the	top	five	or	ten.

•	Find	someone	through	your	network	who	works	at	(or	used	to	work	at)	the
company,	or	at	least	knows	a	lot	about	it.

•	Ask	probing	questions	about	the	company,	and	determine	if	it	would	be	a
good	fit	for	your	background	and	preferences.

•	If	it	is	a	good	fit,	network	yourself	to	the	appropriate	hiring	manager	(not
Human	Resources!),	and	try	to	schedule	an	appointment.

•	In	the	meeting,	focus	on	the	company’s	needs	and	challenges,	and	explain
how	your	related	accomplishments	could	be	of	direct	help.

Of	 course,	 this	 approach	 requires	 that	 you	 have	 the	 right	 career	 tools,	 that
you’ve	practiced	your	interviewing	skills,	and	that	you	can	bring	some	finesse	to
the	 process.	 Although	 these	 strategies	 don’t	 work	 every	 time,	 when	 they	 do
work,	 you	 can	 really	 win	 big.	 And	 it	 sure	 beats	 sending	 a	 resume	 to	 Human
Resources,	where	it	will	probably	wind	up	buried	in	a	pile	of	other	resumes.

While	it	is	tempting	to	sit	at	your	computer	all	day	hitting	the	send	button,	this
is	 really	 the	 laziest	way	 to	search	for	a	new	opportunity.	Try	 to	view	the	help-
wanted	 ads	 and	online	 job	postings	merely	 as	 indicators	 or	 hints	 of	where	 the
opportunities	 are,	 and	 then	 concentrate	on	 actively	 leveraging	your	network	 to
get	you	inside	for	a	meeting	with	the	hiring	managers.

While	 it	 is	 tempting	 to	 sit	 at	 your	 computer	 all	 day	hitting	 the	 send
button,	this	is	really	the	laziest	way	to	search	for	a	new	opportunity.



55.

Write	Your	Own	Book	on	Career	Success

Well,	 maybe	 not	 a	 book.	 But	 you	 should	 certainly	 create	 your	 very	 own	 job
search	binder.	I’ve	found	that	there	are	two	types	of	clients:	the	ones	who	create
a	binder	 to	keep	 track	of	 all	 their	networking,	 interviewing,	 career	documents,
lists,	 and	 contacts	 in	 one	 place—and	 the	 ones	who	 don’t.	 Guess	which	 group
tends	to	make	more	progress,	get	more	interviews,	land	great	jobs	more	quickly,
negotiate	better	deals,	and	are	much	happier	once	they’ve	landed.	Guess	which
group	has	much	more	success	in	the	job	market,	even	when	no	one’s	hiring.	You
guessed	it—the	binder	people.

Think	of	it	as	command	central	for	your	entire	job	search	campaign.	After	all,
you	need	to	take	your	career	transition	as	seriously	as	any	real	 job	you’re	ever
going	to	have.	Treat	it	like	an	actual	work	project.

Your	job	search	binder	will	keep	you	organized	and	make	you	much
more	productive.

People	who	 create	 and	 use	 their	 job	 search	 binder	 find	 themselves	 taking	 it
everywhere	they	go.	They	take	it	to	the	library,	they	take	it	to	coffee	shops,	they
take	it	to	networking	meetings.	Sometimes,	they	even	take	it	on	interviews.	It’s
wise	to	set	up	this	system	early—before	you	need	it.	Before	you’re	drowning	in
handwritten	scraps	of	paper,	notes	 to	yourself	on	the	backs	of	envelopes,	 loose
business	cards	of	people	you’ve	met,	and	stray	Post-it®	notes.

Go	to	your	favorite	office	supply	store	and	get	a	two-inch,	heavy-duty,	D-ring
binder.	 Buy	 a	 three-hole	 punch	 and	 several	 sets	 of	 colored	 divider	 tabs.	 The
following	is	a	suggested	list	of	labels	for	your	tab	dividers,	as	well	as	a	structure
with	which	to	organize	your	job	search	binder.	Adapt	it	as	you	see	fit:

•	Accomplishment	Stories



•	Positioning/Departure	Statements
•	Professional	Biography
•	Target	Companies
•	Contact	List
•	Network	Contacts
•	Professional	Reference	List
•	Letters	of	Reference
•	Resume
•	Self-Assessments
•	Networking	Agenda/Script
•	Networking	Records	and	Notes
•	Follow-up	Tracking	System
•	Copies	of	Written	and	E-mail	Correspondence
•	Master	List	of	All	Jobs	You’re	Actively	Pursuing
•	Interview	Notes
•	Articles	and	Research
•	Job	Postings
•	Recruiters
•	Ideas/Miscellaneous	Notes
•	Inactive	Section	(don’t	throw	anything	away)

Once	you’ve	built	your	 job	 search	binder,	keep	 reorganizing	 it	 as	you	make
progress	 and	 as	 new	 opportunities	 arise.	 This	 will	 serve	 as	 your	 three-
dimensional	database	and	job	search	pipeline,	so	you’ll	always	know	where	you
stand	and	what	should	come	next	with	any	prospective	opportunity.



56.

Every	Company	Is	Hiring	All	the	Time,	Even	in	a	Down	Economy

It’s	time	for	the	rubber	to	meet	the	road,	and	for	you	to	knock	some	doors	down.
But	first,	I	want	to	let	you	in	on	a	big	secret	that,	as	a	professional	career	coach
for	more	 than	15	years,	 I	can	 reveal	 to	you	now.	Here	 it	 is:	Every	company	 is
hiring	all	the	time—as	long	as	you	have	what	they	need.

Every	company	is	hiring	all	the	time—as	long	as	you	have	what	they
need.

You	read	that	right.	Every	company.	All	the	time	(unless	they’re	about	to	go
bankrupt).	What	does	this	mean	to	you?	It	means	you	should	stop	looking	for	job
openings	and	look	instead	for	needs,	problems,	and	challenges!

I	can’t	tell	you	how	many	times	I’ve	had	clients	shy	away	from	a	company	on
their	Target	List	 simply	because	 they	heard	 that	 the	organization	 is	 not	 hiring.
Guess	what?	Almost	 every	 time,	 I’ve	 had	 a	 slightly	 bolder	 client	 get	multiple
interviews	 at	 that	 very	 same	 organization,	 negotiate	 a	 great	 compensation
package,	and	 land	a	great	 job—all	at	 the	same	 time	 that	other	candidates	were
under	the	impression	that	“they’re	not	hiring.”

The	 rules	 of	 supply	 and	 demand	 are	 always	 in	 play—regardless	 of	 the
economy,	the	unemployment	headlines,	or	what	your	friends	say.	If	you	present
yourself	 as	 a	 solution	 to	 a	 problem	 that’s	 been	 costing	 the	 organization	 time,
money,	 stress,	 headaches,	 and	 heart-aches—and	 if	 you	 deliver	 your	 message
with	 clarity,	 conviction,	 and	 reasonable	 proof	 (using	 all	 the	 tools	 in	 your	 Job
Search	Survival	Toolkit)—the	company	will	often	create	a	spot	for	you	on	their
team.	 They	 can’t	 afford	 not	 to	 hire	 you	 if	 that’s	 the	 case.	 So	 always	 think
positive,	and	don’t	be	turned	away	as	easily	as	some	people	might	like	you	to	be.



57.

A	Strong	Cover	Letter	Is	Designed	to	Get	You	an	Interview

You	may	have	noticed	that	we	didn’t	mention	the	topic	of	cover	letters	until	now.
There’s	a	reason	for	that;	they	are	not	so	much	a	part	of	your	Job	Search	Survival
Toolkit	 as	 they	 are	 part	 of	 the	 implementation	 of	 your	 overall	 self-marketing
strategy.	That’s	right.	A	cover	letter	is	a	sales	presentation	in	disguise.

A	cover	letter	is	a	sales	presentation	in	disguise.

At	this	point	in	your	job	hunt,	you’re	reaching	out	for	a	very	tangible	goal—a
job	 interview.	Cover	 letters	 are	 the	most	 commonly	 used	method	 to	 introduce
your	 credentials	 to	 an	 employer,	 and	 they	 can	 serve	 as	 one	 of	 your	 strongest
selling	tools.

Avoid	the	standard,	boring	types	of	cover	letters	that	employers	receive	every
day:	 “I’m	 very	 interested	 in	 a	 position	 with	 Motley	 Corporation	 as	 a
Programming	Analyst.	 Enclosed	 please	 find	my	 resume.”	Blah,	 blah,	 blah.	 A
letter	like	this	basically	says,	“Hey,	here’s	my	resume	and	I	need	a	job!”	That’s
not	a	very	impressive	sales	presentation,	is	it?	More	importantly,	it	does	nothing
to	distinguish	you	from	the	crowd	of	other	applicants	sending	the	very	same	kind
of	drab,	dull	attachments	with	their	drab,	dull	resumes.



58.

Cover	Letters	That	Open	Doors	for	Any	Situation

There	are	many	 times	during	 the	 implementation	of	your	 full	 search	campaign
where	 you’ll	 rely	 on	 a	 cover	 letter	 to	 speak	 for	 you.	 The	 way	 you	 present
yourself	on	paper	can	make	or	break	your	success	during	any	phase	of	 the	 job
search	process.	Think	about	all	of	the	different	situations	in	which	cover	letters
might	be	useful	in	opening	doors,	making	a	strong	first	impression,	and	keeping
your	candidacy	on	the	front	burner	in	the	eyes	of	employers:

•	Letter	responding	to	an	advertised	opening
•	Letter	following	up	on	a	personal	referral
•	Letter	introducing	yourself	to	a	decision	maker
•	Thank-you	letter
•	Follow-up	letter
•	Response	to	a	job-offer	letter
•	And	others...

Cover	 letters	 (including	 e-mails)	 are	 the	 delivery	 method	 for	 most	 of	 your
career	 communications,	 and	 they	 will	 almost	 always	 accompany	 the	 career
documents	in	your	Job	Search	Survival	Toolkit.

Writing	 cold	 approach	 letters	 (when	 you	 don’t	 know	 anyone	 at	 the
Target	Company)	is	very	ineffective.

There	may	be	some	instances	when	it	will	be	necessary	to	send	a	cold	letter,
but	you	 should	 try	 to	 avoid	 these	cases.	Experience	has	 shown	 repeatedly	 that
the	results	of	cold	letter	campaigns	are	extremely	disappointing.	Frankly,	I	think
these	 types	of	 letters	 are	a	waste	of	 time,	 energy,	 and	money.	Even	worse,	 the
low	response	rate	makes	job	seekers	feel	terribly	disappointed	and	frustrated.

So,	of	course	you	should	learn	how	to	write	a	great	cold	approach	letter,	but	I



urge	you	to	use	this	type	of	document	as	infrequently	as	you	can.	Instead,	focus
on	 warm	 job	 search	 letters,	 written	 to	 the	 people	 to	 whom	 you	 have	 been
referred	through	your	network.	And	be	sure	to	mention	the	name	of	the	referring
party	 in	 the	 first	 paragraph	 of	 your	 letter.	You’ll	 find	 that	 these	warm	 referral
letters	garner	 a	much	higher	 response	 rate,	 and	can	actually	move	your	 search
forward.

Rules	of	Thumb	for	a	Well-Written	Cover	Letter

No	matter	what	the	purpose	of	your	written	communication,	a	good	cover	letter
should:

•	 Direct	 the	 reader’s	 attention	 toward	 the	 strongest	 aspects	 of	 your
background	and	qualifications	(and	away	from	any	weaknesses).

•	Customize	 and	 personalize	 your	message	 to	 each	 specific	 company	 and
recipient.

•	Highlight	and	expand	upon	the	most	relevant	facts	on	your	resume.
•	Give	new,	relevant,	customized	information	that	is	not	included	anywhere
on	your	resume.

•	Show	that	you	know	the	company	well,	that	you’ve	done	your	homework,
and	 that	 you’re	 familiar	 with	 the	 challenges	 and	 opportunities	 in	 their
industry—or	better	yet,	at	their	organization	in	particular.

Master	the	Three	Basic	Parts	of	a	Cover	Letter

A	cover	letter	can	be	broken	down	into	three	basic	parts:

Part	1:	Introduction.	Explain	why	you’re	writing	to	the	employer.	Did
you	 see	 an	 advertisement?	 Were	 you	 referred	 by	 a	 friend	 or	 current
employee?	Have	you	seen	one	of	their	executives	present	at	a	conference
or	 meeting?	 Did	 you	 read	 something	 in	 the	 business	 press	 about	 the
company?	Be	specific	and	use	your	research.	Give	the	recipient	of	your
correspondence	 a	 sense	 of	 your	 knowledge	 by	 referring	 to	 industry
trends,	 specific	 events,	 or	 media	 coverage.	 This	 is	 the	 best	 way	 to
demonstrate	your	interest	in	the	organization	and	your	preparedness.



Part	 2:	 The	 Sales	 Presentation.	 To	 sell	 yourself	 effectively,	 tell	 the
employer	 your	 qualifications	 and	 give	 examples	 of	 your	 related
experience.	 The	 same	 elements	 that	 make	 your	 resume	 effective	 will
work	in	your	cover	letter—use	action	words;	be	brief;	be	specific.	Write
about	your	relevant	accomplishments,	and	use	facts	and	numbers	to	back
up	your	claims.

Part	3:	Wrap	Up	and	Close.	Be	sure	to	conclude	in	one	sentence	what
you	can	do	for	 the	organization.	Wrap	up	your	 letter	as	strongly	as	you
opened	 it.	Restate	your	 interest	 in	working	with	 the	company	and	why.
Genuine	interest	and	enthusiasm,	combined	with	your	knowledge	of	the
company,	 are	 hard	 to	 resist.	 Close	 the	 letter	 by	 directly	 requesting	 a
meeting	or	interview.	Take	charge	of	the	process	by	stating	a	time	frame
in	 which	 you’ll	 call.	 Then	 follow	 up	 precisely	 as	 promised,	 to
demonstrate	how	responsible	and	professional	you	are.

Here’s	a	typical	cover	letter	for	your	reference:

Sample:	Cover	Letter



NOTE:	 Attach	 or	 enclose	 your	 Professional	 Biography,	 not	 your	 resume,
unless	 there	 is	 a	 specific	 job	 opening	 at	 the	 company	 that	 matches	 your
qualifications.

The	Perfect	Match	Cover	Letter	Gets	the	Best	Results

When	 responding	 to	 an	 advertised	 opening,	 following	 up	 after	 a	 meeting	 or



interview,	or	expressing	an	interest	in	pursuing	a	specific	opportunity	arising	out
of	your	networking	activities,	 the	 ideal	 format	 for	your	 cover	 letter	 is	 called	 a
perfect	match	 letter.	All	 three	of	 these	 situations	are	great	opportunities	 to	 sell
yourself	 by	 matching	 your	 experience,	 strengths,	 and	 contributions	 to	 their
problems,	needs,	and	challenges.

The	 perfect	 match	 letter	 gets	 its	 name	 from	 the	 fact	 that	 your	 letter	 is
formatted	 into	 two	columns	with	 two	headings	across	 the	 top,	giving	 the	body
text	an	overall	appearance	of	a	side-by-side	matching	exercise.	The	reason	this
format	is	so	effective	is	that	you’re	making	it	very	easy	for	the	recipient	to	see
that	 you’re	 a	match	 for	 every	 criteria	 the	 employer	 is	 looking	 for.	This	means
that	your	resume	will	be	placed	into	the	“yes”	pile.

Another	compelling	reason	to	master	this	type	of	letter	is	the	fact	that,	in	my
experience,	perfect	match	letters	have	a	75	percent	response	rate—even	when	no
one’s	 hiring.	That’s	 right—75	 percent	 of	 the	 time	 you	 send	 this	 type	 of	 letter,
you’ll	receive	a	positive	response,	whether	that’s	a	phone	call,	a	meeting	with	a
recruiter,	 or	 a	 screening	 interview	with	 the	 hiring	manager.	The	 perfect	match
letter	is	even	more	powerful	when	no	one’s	hiring,	because	it	focuses	so	strongly
on	tangible	results.	When	the	job	market	is	extremely	tight,	you	can’t	afford	not
to	use	this	type	of	cover	letter.

Perfect	match	letters	have	a	75	percent	response	rate—even	when	no
one’s	hiring.

On	 the	 following	 pages,	 you’ll	 find	 some	 good	 examples	 of	 perfect	 match
letters.	The	way	to	create	these	is	to	use	either	tabs,	tables,	or	columns	in	your
favorite	 word	 processing	 program,	 and	 format	 the	 letter	 according	 to	 the
examples	you	see	on	the	following	pages.	For	the	slightly	computer-challenged,
an	 alternative	 format,	 called	 the	 vertical	 match	 letter,	 accomplishes	 the	 same
goals	in	an	easier-to-create	format.	The	final	example	in	this	collection	of	letters
demonstrates	the	vertical	match	layout.

Sample:	Perfect	Match	Letter	#1





Sample:	Perfect	Match	Letter	#2





Sample:	Vertical	Match	Letter







59.

Recruiters	Are	Not	in	Business	to	Help	You

When	 the	 job	market	gets	 tight,	many	people	 start	 operating	under	 some	 false
and	 counterproductive	 assumptions.	 Let’s	 make	 one	 thing	 clear	 right	 now:
Executive	search	firms,	recruiters,	and	employment	agencies	are	not	in	business
to	help	you	land	a	 job.	They	are	not	your	advocates,	 they	are	not	your	friends,
and	they	are	not	your	agents.

Executive	search	 firms,	 recruiters,	and	employment	agencies	are	not
in	business	to	help	you	land	a	job.	They	are	not	your	advocates,	they
are	not	your	friends,	and	they	are	not	your	agents.

Think	 about	 it:	Your	 local	 newspaper	 is	 not	 your	 advocate	 or	 friend,	 either.
And	 just	 like	 a	 newspaper,	 recruiters,	 employment	 agencies,	 and	 executive
search	firms	are	merely	channels	through	which	you	may	(or	may	not)	secure	an
opportunity	for	an	interview.	Recruiters	and	search	firms	can	be	quite	helpful	in
your	 job	 search,	 as	 long	 as	 you	 know	 how	 to	manage	 the	 process.	 But	 never
forget	that	they	work	not	for	you,	but	for	the	organizations	that	pay	them	to	find
qualified	candidates.

When	 you’re	 looking	 for	 work	 in	 a	 period	 of	 increasing	 unemployment
numbers	 and	 decreasing	 job	 opportunities,	 you	 certainly	 can’t	 afford	 to	waste
any	 time	or	money	playing	games	with	 recruiters	and	search	 firms.	So,	 let	me
offer	you	a	clear	picture	of	how	these	services	operate.

Employment	Agencies	That	Charge	You	a	Fee

Agencies	 that	 charge	 you	 a	 fee	 should	 be	 avoided	 at	 all	 costs.	 These



organizations,	which	generally	handle	 lower-level	 jobs,	collect	a	 fee	 from	you,
the	 job	seeker,	presumably	 in	exchange	 for	arranging	 interviews	with	potential
employers.	 They	 often	 employ	 bait-and-switch	 tactics,	 in	which	 they	 post	 job
openings	 that	 don’t	 exist,	 lure	 you	 into	 their	 office,	 and	 then	 send	 you	 on
interviews	 for	 positions	 that	 are	 not	 appropriate	 for	 you.	 Worst	 of	 all,	 these
agencies	may	ask	you	to	sign	a	contract	stipulating	that	 if	you	leave	a	position
they	placed	you	in	within	a	year	or	less,	you	will	be	responsible	for	paying	them
the	placement	fee	they	lost	(which	could	be	tens	of	thousands	of	dollars).

When	 the	employment	 landscape	 is	bleak,	many	people	get	burned	by	 these
types	of	agencies	that	charge	job	seekers	hundreds	or	even	thousands	of	dollars
in	bogus	fees.	These	companies	prey	on	desperate	job	seekers	who	are	scared	by
bad	 economic	 or	 employment	 news,	 yet	 they	 provide	 almost	 no	 real	 value,
services,	leads,	or	resources.

Contingency-Fee	Recruiters

Contingency-fee	recruiters	are	paid	a	fee	(a	percentage	of	the	salary)	only	if	their
client	 company	 actually	 hires	 a	 candidate	 identified	 by	 the	 recruiter.	 They	 are
generally	 not	 paid	 anything	 unless	 a	 position	 is	 filled,	 and	 thus	 their	 primary
business	 strategy	 is	 volume—to	 handle	 many	 assignments,	 refer	 as	 many
candidates	as	possible	to	potential	employers,	and	place	as	many	people	as	they
can	in	jobs.	They	will	not	typically	work	closely	with	you	to	ensure	that	a	job	is
the	best	possible	fit	for	you.

Think	 of	 contingency	 recruiters	 as	 working	 strictly	 on	 commission	 and
competing	 directly	with	 other	 contingency	 recruiters	who	 are	 trying	 to	 fill	 the
same	spots.	You	must	 take	 full	 responsibility	 for	 judging,	 filtering,	and	sorting
the	opportunities	suggested	by	contingency-fee	recruiters.

You	must	take	full	responsibility	for	judging,	filtering,	and	sorting	the
opportunities	suggested	by	recruiters.



Retained	Executive	Search	Firms

These	are	the	classic	headhunters,	who	are	given	an	exclusive	right	to	conduct	a
search	on	behalf	of	their	client	company.	They	are	usually	paid	their	consulting
fee	 (or	 at	 least	 a	 portion	 of	 it),	 even	 if	 the	 search	 is	 unsuccessful.	 Executive
search	consultants	usually	receive	between	25	and	33	percent	of	the	candidate’s
first	year’s	salary.	These	types	of	search	consultants	generally	play	a	more	active
and	selective	role	in	helping	to	frame	job	requirements,	prescreening	candidates,
conducting	background	and	reference	checks,	and	facilitating	negotiations.

Even	executive	search	firms	are	focused	on	helping	their	client	company;	they
are	not	working	for	you.	It	is	in	the	retained	search	firm’s	best	interest	to	make
sure	 a	 candidate	 is	 an	 excellent	 fit	 for	 the	position,	 the	 industry,	 the	 company,
and	the	culture,	because	this	ensures	that	they’ll	get	additional	search	contracts
from	that	employer.

Besides	 being	 an	 important	 source	 of	 jobs	 for	 more	 senior	 candidates,
executive	search	consultants	can	also	be	important	as	networking	contacts.	They
can	provide	you	with	information	about	industry	conditions	and	possible	targets,
as	 well	 as	 insightful	 feedback	 about	 your	 campaign	 strategy.	 However,	 never
confuse	 executive	 search	 consultants	 with	 career	 coaches;	 they	 play	 very
different	roles.

When	working	with	 any	 type	 of	 recruiter	 or	 executive	 search	 firm,
maintain	control	of	them	and	their	activities.

As	 with	 all	 facets	 of	 the	 job	 search	 process,	 it	 is	 up	 to	 you	 to	 take	 full
responsibility	 and	 direct	 the	 search.	No	 one	will	 be	 as	 invested	 as	 you	 are	 in
conducting	a	successful	search	and	getting	a	great	job	offer.	When	working	with
any	type	of	recruiter	or	executive	search	firm,	maintain	control	of	them	and	their
activities.	 I	 tell	 my	 clients	 to	 supervise	 the	 work	 of	 recruiters	 as	 though	 they
were	 managing	 a	 group	 of	 employees.	 This	 means	 following	 some	 important
guidelines:

•	Be	careful	 and	 selective	 in	 choosing	which	 recruiters	you	want	 to	work
with.	Politely	decline	to	work	with	those	who	don’t	appeal	to	you	or	who



are	 inappropriate	 for	 your	 situation.	Note:	 the	best	 resource	 for	 finding
and	selecting	search	 firms	 is	 the	Directory	of	Executive	&	Professional
Recruiters,	published	by	Kennedy	Information	(www.kennedyinfo.com).

•	When	dealing	with	search	firms	and	recruiters,	be	open	and	direct	about
your	 job	 objectives,	 past	 compensation,	 desired	 salary,	 geographic
preferences,	 and	 other	 details.	 Give	 them	 what	 they	 need	 to	 know	 to
ensure	a	good	fit	for	you—and	a	successful	assignment	for	them.

•	The	 first	 question	 to	 ask	when	you	are	 contacted	by	a	 recruiter	 is,	 “For
whom	do	you	work?”	You	want	to	determine	immediately	if	the	caller	is
an	external	recruiter	(working	for	a	bona	fide	search	firm)	or	an	internal
recruiter	 (such	 as	 a	 human	 resources	 specialist).	 If	 you	 learn	 that	 the
caller	 works	 directly	 for	 the	 employer,	 you	 must	 treat	 them	 as	 such,
which	means	not	providing	any	information	about	your	current	or	desired
compensation.	 We’ll	 talk	 about	 this	 more	 in	 the	 section	 on	 salary
negotiation.

•	Never	pay	any	sort	of	registration	fee,	representation	fee,	or	other	money
—for	anything.	All	of	the	recruiter’s	fees	should	be	paid	by	the	employer.

•	When	 interviewing,	make	 sure	 that	 the	 job	 is	 exactly	what	 the	 recruiter
described.	 Confirm	 (and	 reconfirm,	 if	 necessary)	 the	 important	 job
details,	responsibilities,	and	expectations.	Don’t	take	the	recruiter’s	word
for	it;	ask	your	own	questions	about	the	job,	and	use	your	own	judgment.

•	Remember	 that	you	are	 the	source	of	 the	recruiter’s	 income	(indirectly).
This	gives	you	leverage.	You	are	entitled	to	courtesy	and	respect,	as	well
as	honest	and	prompt	answers	to	your	questions.

•	Do	not	 sign	 any	 contracts	 or	make	 any	 agreements	 that	 obligate	 you	 to
work	 exclusively	with	 one	 search	 firm.	This	 arrangement	 only	 benefits
the	agency	and	 limits	your	exposure	 in	 the	marketplace.	 If	you	need	 to
review	or	accept	agreements	of	any	kind,	be	sure	to	read	them	carefully
and	have	them	reviewed	by	an	employment	attorney.

•	 Ask	 that	 your	 resume	 and	 other	 information	 not	 be	 forwarded	 to	 any
prospective	employer	without	your	prior	approval.	This	is	because	there
may	be	some	companies	that	you	don’t	want	to	receive	your	resume.

•	Be	sure	 that	 the	 recruiter	does	not	edit	or	alter	your	 resume	 in	any	way
without	your	prior	permission.

•	Work	closely	only	with	a	handful	of	carefully	selected	search	firms.
•	At	the	point	of	negotiating	your	compensation	for	a	new	position,	do	not
rely	on	the	recruiter	to	handle	this	for	you.	You	must	either	conduct	the

http://www.kennedyinfo.com


negotiations	 yourself	 or	 at	 least	 be	 actively	 involved	 in	 the	 negotiation
process.

•	Focus	only	5	to	10	percent	of	your	j	ob	search	energies	on	recruiters.	Most
of	your	time	should	be	spent	on	more	productive	activities	that	give	you
more	control	(such	as	professional	networking).

Large,	national	search	firms	may	have	offices	in	many	cities,	and	these	offices
are	 generally	 online	with	 each	 other	 and	 share	 resources.	 If	 you	 get	 into	 their
database	in	one	office,	your	profile	will	come	up	in	another	city	if	an	appropriate
opportunity	arises	that	matches	your	credentials.	This	may	be	helpful	if	you	are
willing	 to	 relocate.	 Smaller	 search	 firms	 that	 are	 locally	 based	may	 also	 have
excellent	reputations	in	 their	own	geographic	areas	and	certainly	should	not	be
overlooked.

You	make	contact	with	external	search	firms	and	recruiters	by	sending	 them
your	 resume	with	 a	 cover	 letter.	This	 letter	 should	 be	 very	 similar	 to	 the	 cold
cover	letter	you	would	send	to	a	prospective	employer.	It	could	be	very	helpful
to	introduce	yourself	to	a	search	firm	through	a	personal	referral.	Or,	better	still,
offer	 them	 a	 quid	 pro	 quo	 by	 including	 phrases	 in	 your	 cover	 letter	 along	 the
lines	 of:	 “During	my	 years	 in	 this	 industry,	 I	 have	met	many	 highly	 qualified
professionals.	If	I	can	be	of	any	help	to	you	in	one	of	your	searches,	please	don’t
hesitate	to	contact	me.”



60.

Interviewing:	Psychology,	Strategies,	Tactics,	and	Practice

Once	you’ve	done	your	strategic	networking,	gotten	some	names	and	numbers,
made	 some	 introductions,	 leveraged	 recruiters,	 and	 gotten	 referred	 to	 the	 right
people	 in	 the	 right	 places,	 it’s	 time	 to	 sit	 down	 and	 master	 the	 art	 of	 the
interview.	Let’s	start	by	looking	at	the	phases	of	the	interview	process.	In	some
cases,	you’ll	actually	be	taken	through	all	of	these	interview	steps	before	a	hiring
decision	will	be	made.

What	follows	is	an	outline	of	the	different	types	of	company	interviews,	how
they	work,	 and	what	you	can	expect	during	each	of	 these	 interview	situations.
Then,	we’ll	review	the	specific	questions	that	you	should	be	prepared	to	answer
—and	those	you	should	be	prepared	to	ask—to	maximize	your	success	at	every
step	in	the	interviewing	process.

Types	of	Interviews

•	Informational:	No	specific	job	under	discussion.	Purpose	is	learning
about	industry,	company,	people,	skills	required,	cultural	fit,	and	perhaps
generating	additional	avenues	of	research	or	more	people	for	you	to
contact.

•	Screening:	This	is	the	first	serious	step	in	the	interviewing	process.
Consider	this	a	“live	ammo	exercise.”	Used	as	the	first	step	to	narrow	the
field	of	candidates	who	are	being	considered	for	employment.	Screening
may	be	done	by	an	outside	recruiter	or	in-house	human	resources
representative.	Usually	done	over	the	phone.

•	Hiring	Manager:	An	in-depth	look	at	an	applicant	to	confirm	desired
requirements	and/or	technical	abilities,	motivation,	and	overall	personal
and	cultural	fit	with	the	organization.	Typically	60	to	90	minutes	in
length,	conducted	by	the	individual	for	whom	you	would	be	working.

•	Approval:	A	series	of	sequential	interviews,	sometimes	formal	and



sometimes	informal	(such	as	over	lunch),	conducted	by	team	members,
peers,	or	colleagues	in	departments	with	whom	you	would	interact.
Getting	to	this	stage	assumes	that	the	hiring	manager	liked	you	and
passed	you	along	for	the	team’s	approval.	If	everyone	on	the	team	gives
you	the	thumbs	up,	you’ll	have	a	good	chance	of	getting	a	job	offer.

•	Group:	A	more	formal	and	structured	interview,	conducted	by	a	panel	of
three	to	five	peers	and	the	hiring	manager	(at	the	same	time)	to	narrow
the	field	of	applicants.	Sometimes,	this	involves	behavioral	interview
methods,	hands-on	tasks,	or	an	assignment	to	work	on	a	real-time
problem	that	the	group	is	facing.	A	conference	call	or	video-phone
format	may	be	used	in	long-distance	situations.

•	Offer:	Hiring	manager	or	human	resources	representative	formally	offers
the	job	to	the	top	choice.	Their	focus	is	now	to	provide	you,	their	top
candidate,	with	information	you	need	to	make	a	decision	and	enter	into	a
win-win	negotiation	process.	This	will	result	in	the	best	possible	deal	for
both	you	and	the	company	that	wants	to	hire	you.

Interviewing	can	be	best	described	as	two-way	storytelling.	You	need
to	 provide	 the	 interviewer	 with	 accurate,	 relevant	 stories	 about	 your
career	achievements	and	 job	performance.	The	 interviewer	needs	 to	 tell
you	 the	 story	 of	 the	 company,	 describe	 the	 position	 in	 question,	 and
explain	specifically	how	they	want	you	to	fit	into	their	picture.	This	will
allow	both	parties	to	assess	their	level	of	interest	in	the	other.

Think	about	the	basic	elements	of	a	good	story.	It	always	has:

A	beginning—in	the	case	of	an	interview,	this	can	be	small	talk,	setting
the	 tone,	 establishing	 rapport,	 and	 providing	 a	 personal	 connection
between	you	and	the	interviewer.	The	key	here	is	to	be	your	best	self—
don’t	force	anything.

A	body	or	middle—this	 is	 the	substance	of	 the	one-on-one	 information
exchange.	 All	 your	 preparation,	 accomplishment	 stories,	 personal
strengths,	 abilities,	 and	 value	 statements	 can	 be	 used	 here	 to	 make	 a
compelling	case	for	yourself.

A	strong	ending	or	finish—the	close	makes	sure	 the	 interviewer	has	a
firm	grasp	on	where	you	fit	 into	 the	company’s	 landscape,	exactly	how
you	can	add	value	to	the	position	in	question,	and	how	you’re	superior	to
the	other	candidates.	This	part	of	the	story	ensures	that	the	interviewer	is



left	with	a	good	impression	of	you,	your	track	record,	and	your	ability	to
help	the	company	meet	its	objectives.



61.

Interviewing	Survival	Guide	for	When	No	One’s	Hiring

The	 key	 to	 acing	 the	 interview	 is	 preparation,	 preparation,	 preparation.	 No
matter	which	kind	of	interview	you’re	faced	with,	there	is	one	and	only	one	key:
preparation.

One	thing	I	have	noticed	over	the	years	in	my	career	coaching	practice	is	that
candidates	often	get	 trapped	 in	certain	 interview	questions	 that	are	designed	 to
make	 them	 say	 something	 negative	 or	 self-defeating	 (which	 generally	 leads	 to
rejection).	Indeed,	job	seekers	are	not	even	aware	of	how	negative	many	of	their
answers	sound	at	interviews.

Here’s	my	biggest	piece	of	advice	on	the	subject	of	interviewing:	never	state
anything	 negative	 or	 anything	 that	 could	 possibly	 be	 construed	 as	 negative.
Candidates	can	avoid	being	disqualified	by	stating	all	of	their	answers	in	positive
(or,	at	least,	neutral)	terms.

Never	 state	 anything	 negative	 or	 anything	 that	 could	 possibly	 be
construed	as	negative.

The	 following	 are	 some	 of	 the	 most	 commonly	 asked	 interview	 questions,
along	with	 suggested	 approaches	 for	 answers.	 It	 is	 important	 that	 you	prepare
and	practice	 these	responses	(yes,	out	loud!)	until	you	are	able	 to	handle	all	of
the	questions	effectively	and	naturally,	using	your	own	words	and	infusing	your
own	personality.

	
Why	do	you	want	to	work	here?	How	can	you	help	our	company?	Why

should	we	be	interested	in	you?

Answer	 is	always	based	on	 information	you’ve	 researched	 in	advance	about



the	company	and	their	needs.

	
Why	have	you	been	out	of	work	so	long?

A	tough	question	if	you’ve	been	out	of	work	a	long	time.	You	don’t	want	to
seem	 like	damaged	goods.	You	want	 to	emphasize	 factors	 that	have	prolonged
your	job	search	by	your	own	choice.

EXAMPLE:	 “After	 my	 department	 was	 eliminated,	 I	 made	 a	 conscious
decision	not	 to	jump	on	the	first	opportunities	 to	come	along.	I’ve	found	that	I
can	always	turn	a	negative	into	a	positive	if	I	try	hard	enough.	This	is	what	I	was
determined	to	do.	I	decided	to	take	whatever	time	I	needed	to	think	through	what
I	do	best,	where	 I	could	contribute	most,	 the	kinds	of	organizations	 I’d	 like	 to
work	 with,	 and	 then	 identify	 those	 companies	 that	 could	 offer	 such	 an
opportunity.	So	between	my	being	selective	and	 the	companies	 in	our	 industry
downsizing,	 the	 process	 has	 taken	 some	 time.	But	 I’m	 convinced	 that	when	 I
find	 the	 right	match,	 all	 this	 careful	 evaluation	will	 have	 been	worthwhile	 for
both	the	company	that	hires	me	and	for	me.”

	
If	you	were	choosing	someone	for	this	job,	what	kind	of	person	would	you

select?

Answer	is	to	state	your	own	general	qualifications,	without	being	too	obvious
or	self-serving.

	
If	you	could	have	any	job,	which	one	would	you	want	at	this	company?

Answer	should	reflect	a	very	general	description	of	the	type	of	role	for	which
you	are	interviewing—not	a	specific	title.

	
What	weaknesses	do	you	have	for	this	job?

TRAP	QUESTION.	Never	 state	 anything	negative!	Answer	 is	 to	ponder	 the
question	for	a	while,	and	then	state	that	you	can’t	think	of	any	weaknesses	that
would	compromise	your	performance	at	this	job,	or	that	would	negatively	impact
your	handling	of	the	job’s	responsibilities.



	
What	 do	 you	 expect	 to	 get	 in	 this	 job	 that	 you	 haven’t	 gotten	 in	 your

current/previous	job?

TRAP	 QUESTION.	 Never	 state	 anything	 negative!	 State	 that	 your
current/previous	 jobs	 have	met	 or	 exceeded	 your	 expectations.	With	 this	 new
position,	 you	 would	 hope	 to	 have	 broader	 responsibilities	 and	 make	 greater
contributions	over	time.

	
What	do	you	see	as	your	future	here?

Don’t	 be	 too	 specific	 in	 your	 response.	 State	 that	 you	 would	 expect	 to	 be
contributing	at	higher	levels	and	have	increased	responsibility	over	time.

What	changes	would	you	make	to	our	company	if	you	came	on	board?

TRAP	 QUESTION.	 This	 question	 can	 instantly	 derail	 your	 candidacy.	 No
matter	how	comfortable	you	may	feel	with	your	interviewer	or	the	situation,	you
are	 still	 an	 outsider.	 No	 one,	 including	 your	 interviewer,	 likes	 to	 think	 that	 a
know-it-all	 outsider	 is	 going	 to	 come	 in,	 turn	 the	 place	 upside	 down,	 and
promptly	demonstrate	what	idiots	everybody	at	the	company	has	been	for	years.
Here’s	how	you	might	reply	to	this	question.

EXAMPLE:	“I	wouldn’t	be	a	very	good	doctor	if	I	gave	my	diagnosis	before
examining	the	patient.	If	I	were	hired	for	this	position,	I’d	want	to	take	a	good
look	at	everything	you’re	doing	and	understand	why	it’s	being	done	that	way.	I
would	have	in-depth	meetings	with	you	and	the	other	key	people	to	get	a	deeper
grasp	of	what	could	be	improved.	From	what	you’ve	told	me	so	far,	the	areas	of
greatest	 concern	 to	 you	 are...”	 (name	 them).	Then,	 do	 two	 things.	 First,	 ask	 if
these	 are,	 in	 fact,	 the	major	 concerns.	 If	 so,	 reaffirm	 how	 your	 experience	 in
meeting	 similar	 needs	 elsewhere	 might	 prove	 very	 helpful.	 Second,	 present
specific	 accomplishment	 stories	 that	 relate	 directly	 to	 the	 employer’s	 most
pressing	needs	and	challenges.

	
Are	you	considering	other	positions	at	this	time?

TRAP	QUESTION.	 Simply	 say	 “yes.”	 If	 you	 say	 “no,”	 you’ll	 seem	 like	 a
loser	who	nobody	else	values	as	an	attractive	candidate.



	
How	 does	 this	 opportunity	 compare	 to	 other	 opportunities	 you’re

considering?

“From	 what	 I’ve	 heard	 so	 far,	 very	 favorably...	 and	 I	 would	 like	 to	 learn
more!”

	
What	other	companies/opportunities	are	you	looking	at	now?

“As	I’m	sure	you	can	appreciate,	I’m	not	at	liberty	to	divulge	the	identities	of
the	other	companies,	as	I	am	still	in	discussions	with	them.	I	need	to	protect	their
privacy,	as	I	would	do	for	your	company	under	similar	circumstances.”

	
What	are	your	short-and	long-term	goals?

Short	 range:	 “To	 secure	 an	 appropriate	 new	 position	where	 I	 can	 apply	my
skills	and	experience	 to	 increase	 the	company’s	productivity	and	profitability.”
Long	range:	“To	assume	more	responsibility	and	make	greater	contributions	over
time	for	my	employer.”

What	motivates	you?

Focus	 the	 answer	 on	 your	 core	 values	 and	 also	 on	 the	 priorities	 of	 the
company	 you	 are	 interviewing	 with	 (and	 how	 they	 align).	 You	 should	 have
already	identified	these	factors	through	your	up-front	research.

	
Why	aren’t	you	earning	more	money	at	this	stage	of	your	career?

You	don’t	want	to	give	the	impression	that	money	is	not	important	to	you,	yet
you	want	to	explain	why	your	salary	may	be	a	little	below	industry	standards	(if
it	is).

EXAMPLE:	 “Making	 money	 is	 very	 important	 to	 me,	 and	 one	 reason	 I’m
here	 is	 because	 I’m	 looking	 to	 earn	more.	Throughout	my	 career,	what’s	 been
even	more	important	to	me	is	doing	work	I	enjoy	at	the	kind	of	company	I	can
respect.”

Then	get	specific	about	what	your	ideal	position	and	ideal	employer	would	be



like,	matching	them	as	closely	as	possible	to	the	opportunity	at	hand.

	
What	have	you	done	to	improve	yourself	during	the	last	year?

Talk	about	professional	development,	 training	classes,	educational	programs,
study	in	your	field,	on-the-job	training,	skill-building,	and	relevant	books	you’ve
read,	etc.

	
How	do	you	spend	your	spare	time?

Say	 something	 inoffensive,	 apolitical,	 and	 innocuous,	 such	 as	 reading,
exercise,	travel,	home	projects,	gardening,	family	activities,	etc.

	
Tell	me	about	your	health.

Questions	 about	 your	 health	 and	medical	 status	 are	 usually	 illegal.	 In	most
cases,	the	interviewer	is	simply	unaware	that	such	questions	are	off-limits.	When
health-related	 questions	 do	 arise,	 they	 are	 often	 motivated	 by	 the	 employer’s
concerns	about	the	cost	of	health	insurance,	or	to	determine	if	you	are	physically
capable	 of	 performing	 the	 job’s	 duties.	 That	 being	 said,	 the	 best	 approach	 is
generally	 to	 answer	 the	 question	 rather	 than	 making	 an	 issue	 of	 it.	 Good
responses	 include,	 “My	 health	 is	 excellent,	 thank	 you.”	Or,	 “I	 have	 no	 health
problems	 that	 would	 prevent	me	 from	 fulfilling	 all	 the	 responsibilities	 of	 this
position.”	 If	you	do	have	a	 serious	health	 challenge,	 it	 is	 always	best	 to	make
this	clear	at	the	outset.

	
What	do	you	look	for	when	you	hire	people?

If	you’re	applying	for	a	management	position,	it’s	likely	that	part	of	your	job
responsibilities	will	include	sitting	in	the	other	chair	at	some	point,	interviewing
candidates	 for	your	 team.	Being	 unprepared	 for	 this	 question	 shows	 a	 lack	 of
management	perspective.	For	the	best	answer,	weave	your	comments	around	the
three	most	important	qualifications	for	any	job:

1.	Can	the	person	do	the	work	(qualifications)?
2.	Will	the	person	do	the	work	(motivation)?
3.	Will	the	person	fit	in	(our	kind	of	team	player)?



If	you	could	relive	your	last	15	years,	what	changes	would	you	make?

“Nothing	 is	perfect,	but	overall	 I	would	say	 that	 I’m	quite	satisfied	with	 the
way	 my	 life	 and	 career	 have	 developed,	 so	 I	 wouldn’t	 make	 any	 significant
changes.”

If	you	are	interviewing	for	a	position	that	clearly	represents	a	career	change,
you	could	add	something	like,	“Looking	ahead,	I	am	excited	about	applying	my
transferrable	skills	to	this	new	role.”

	
Tell	me	about	your	greatest	achievement/disappointment	in	your	life.

Give	 one	personal	 example	 (like	meeting	 your	 spouse	 and	 getting	married,
putting	yourself	 through	college,	saving	up	 to	buy	your	first	house,	etc.).	Then
give	 your	 best	 professional	 accomplishment	 story	 (make	 it	 relevant	 to	 the
company’s	apparent	needs	and	challenges).	As	 for	 the	disappointment,	give	an
answer	 similar	 to	 the	one	above,	 such	as,	 “Overall,	 I	would	 say	 that	 I’m	quite
satisfied	with	the	way	my	life	and	career	have	been	developing,	so	I	really	can’t
think	of	any	major	disappointments.”

	
Why	should	I	hire	you?

Believe	 it	 or	 not,	 this	 is	 a	 killer	 question,	 because	 so	 many	 candidates	 are
unprepared	 for	 it.	 If	 you	 hesitate	 or	 ad	 lib,	 you’ll	 blow	 it.	 If	 you	 know	 the
employer’s	 greatest	 needs	 and	 desires,	 this	 question	 will	 give	 you	 a	 big
advantage	 over	 other	 candidates	 because	 you’ll	 offer	 better	 reasons	 for	 being
hired	than	anyone	else.

Whether	your	 interviewer	asks	you	this	question	explicitly	or	not,	 this	 is	 the
most	 important	 question	 of	 your	 interview!	 After	 all,	 the	 interviewer	 must
answer	this	question	favorably	in	his	or	her	own	mind	before	you’ll	be	hired.	So,
here’s	 what	 to	 do.	 Walk	 through	 each	 of	 the	 position’s	 requirements	 as	 you
understand	them,	and	follow	each	with	how	well	you	meet	that	requirement.

EXAMPLE:	“As	I	understand	your	needs,	you	are	first	and	foremost	looking
for	 someone	 who	 can	 expand	 your	 book	 distribution	 channels.	 In	 my	 prior
position,	my	innovative	promotional	ideas	doubled,	and	then	tripled,	the	number
of	outlets	selling	our	books.	I’m	confident	I	could	do	the	same	for	you.	You	also



need	 someone	 to	 energize	 your	 mail-order	 sales.	 Here,	 too,	 I	 believe	 I	 have
exactly	 the	experience	you	need.	Over	 the	 last	 five	years,	 I’ve	 increased	mail-
order	sales	at	Hampshire	Advertising	from	$600,000	to	$2,800,000.”

Every	 one	 of	 these	 selling	 couplets	 (employer’s	 need	 matched	 by	 your
accomplishment	 stories)	 is	 a	 touchdown	 that	 runs	 up	 your	 score.	 This	 is	 your
best	opportunity	to	outsell	your	competition.

	
What	did	you	like	best/least	about	your	last	job?

TRAP	QUESTION.	Never	 state	 anything	 negative!	 Explain	what	 you	 liked
best.	Then	say,	“While	every	job	has	its	challenges,	I’ve	been	fortunate	enough
to	learn	and	grow	professionally	in	each	of	the	positions	I’ve	held.”

	
In	your	last	position,	how	much	of	the	work	did	you	do	on	your	own,	and

how	much	as	part	of	a	team?	Which	did	you	enjoy	more?

Talk	 in	 terms	 of	 your	 flexibility	 and	 adaptability—your	 ability	 to	 work	 in
whatever	mode	seems	appropriate	 to	 the	situation.	Make	 it	clear	 that	you	have
been	 equally	 effective	 in	 teams	 or	 working	 independently,	 as	 each	 case
demanded.	You	enjoy	both;	 it’s	more	about	what	will	work	best	for	 the	project
and	the	company	at	that	time.

	
What	 are	 some	of	 the	more	difficult	 problems	you	have	 encountered	 in

your	past	jobs?	How	did	you	solve	them?

Tell	 two	 or	more	 preprepared	 accomplishment	 stories	 that	 are	 related	 to	 the
company’s	stated	needs	and	challenges.	Keep	it	positive!

	
The	Hypothetical	Problem

Sometimes	an	interviewer	will	describe	a	difficult	business	situation	and	ask,
“How	would	you	handle	this?”	Since	it’s	virtually	impossible	to	have	all	of	the
facts	in	front	of	you	at	the	interview,	don’t	fall	into	the	trap	of	trying	to	solve	this
problem	and	giving	your	verdict	on	the	spot.	It	will	make	your	decision-making
process	seem	woefully	inadequate	and	impulsive.



Instead,	 describe	 the	 rational,	 methodical	 process	 you	 would	 follow	 in
analyzing	this	type	of	problem:	generating	solutions,	choosing	the	best	course	of
action,	 and	 monitoring	 the	 results.	 Remember,	 whenever	 responding	 to	 such
“What	 would	 you	 do?”	 questions,	 always	 describe	 your	 thinking	 process	 or
working	 methods,	 along	 with	 past	 successes	 addressing	 similar	 challenges
(accomplishment	stories).	With	this	approach,	you’ll	never	go	wrong.

	
Did	you	ever	make	suggestions	to	senior	management?	What	happened?

Say	 “yes.”	 Tell	 some	 accomplishment	 stories	 and	 results,	 in	 which	 you
positively	influenced	senior	management.

	
At	your	previous	job(s),	what	did	you	think	management	could	have	done

to	make	you	function	more	effectively	as	an	employee?

TRAP	QUESTION.	Never	state	anything	negative!	Say	something	like,	“My
employer	was	very	good	in	providing	resources	and	support	to	my	position,	so	I
have	no	complaints	about	this.”

	
What	has	kept	you	from	progressing	faster	and	farther	in	your	career?

TRAP	QUESTION.	Never	state	anything	negative!	Say,	“I	don’t	know	what
could	have	given	you	the	impression	that	I’m	dissatisfied	with	the	progress	and
pace	of	my	career.	I’m	quite	satisfied	with	where	my	career	is	at	this	point	in	my
life.	 However,	 I	 am	 definitely	 prepared	 to	 take	 on	 greater	 challenges	 and
contribute	at	a	higher	level.”

	
What	else	should	we	know	about	you?

This	 is	 a	 perfect	 invitation	 for	 you	 to	 tell	 one	 or	 two	 more	 of	 your	 best
accomplishment	stories.	(Are	you	getting	the	message	that	your	accomplishment
stories	are	your	best	selling	tool?)	Then,	repeat	how	well-suited	you	are	for	the
opportunity	and	how	interested	you	are	in	the	job.

	
Tell	me	about	the	best/worst	boss	you’ve	ever	had.



TRAP	QUESTION:	Never	state	anything	negative!	Say	that	while	every	boss
has	 been	 different,	 you’ve	 worked	 productively	 with,	 and	 learned	 something
from,	each	one.	(Be	prepared	to	give	some	examples	of	what	you’ve	learned.)

	
Everybody	likes	to	criticize.	What	do	people	criticize	about	you?

TRAP	QUESTION.	Never	state	anything	negative!	Say	that	you	can’t	think	of
any	 criticisms	you	have	 received	 from	colleagues	 on	 the	 job.	Of	 course,	 there
have	 been	 areas	 for	 development,	 such	 as	when	 your	 supervisors	would	 have
given	you	performance	reviews,	and	they	might	have	made	some	suggestions	for
improvement.	Say	that	you’ve	always	taken	these	suggestions	seriously	and	have
taken	 steps	 to	make	 the	 improvements	 that	 were	 requested.	 Add	 that	 this	 has
made	you	stronger	as	a	professional.	(Give	at	least	one	example.)

	
Everyone	has	pet	peeves.	What	are	yours?

TRAP	QUESTION.	Never	state	anything	negative!	Turn	this	question	around,
by	talking	about	your	high	professional	standards.	Your	only	pet	peeves	are	with
yourself—pushing	yourself	hard	and	not	accepting	mediocrity,	for	example—or
how	you	are	always	striving	to	reach	your	full	potential	on	the	job,	etc.

	
What	is	your	leadership	style?

Talk	 in	 terms	 of	 your	 flexibility	 and	 adaptability—your	 ability	 to	 lead	 in
whatever	mode	seems	appropriate	 to	 the	situation.	Explain	 that	 it’s	more	about
what	approach	will	work	best	for	the	project	and	the	company	at	that	time.	Give
an	example	or	two,	demonstrating	different	leadership	styles,	using	your	relevant
accomplishment	stories.

	
Are	you	geographically	mobile?	(or)	Are	you	willing	to	travel?

Ask	 for	 clarification—what	 exactly	 does	 the	 interviewer	 mean?	 Then,
according	 to	 the	 degree	 of	 travel	 requirements,	 either	 say,	 “That	would	 be	 no
problem	at	all,”	or	tell	them,	“I’d	like	to	give	it	some	thought	or	discuss	it	with
my	family,	and	get	back	to	you	within	24	hours.”



	
You	don’t	 have	 the	 experience/background	 for	 this	 position.	How	 could

you	handle	it?

Say	you’re	confused	by	their	comment,	that	you’re	quite	confident	that	you	do
have	 the	 right	 experience	 and	 background	 for	 this	 position,	 and	 that	 you’re	 a
very	strong	match	for	the	responsibilities.	Ask	what	specifically	concerns	them
about	your	background.	(Sometimes	the	interviewer	is	just	testing	you.)	Restate
your	 qualifications	 as	 needed,	 tying	 your	 accomplishment	 stories	 to	 the
employer’s	requirements.

	
You’re	overqualified	for	this	position,	aren’t	you?	(even	if	you	are	slightly

overqualified)

This	 is	 often	 code	 that	 translates	 to	 the	 interviewer	 thinking	 either	 “You’ll
probably	 ask	 for	 too	 much	 money”	 or	 “You’re	 too	 old	 for	 this	 job.”	 Say,
“Actually,	I	see	a	lot	of	challenges	in	this	opportunity,	and	I’m	sure	that	I	would
find	 the	work	 extremely	 interesting.”	Give	 some	 examples	 of	what	 you	mean,
and	talk	about	the	new	dimensions	of	experience	and	skill	that	you	would	bring
to	the	position,	almost	as	though	you	would	expand	the	level	of	contribution	in
this	job,	thus	making	the	job	much	more	than	it	is	at	present.

	
We	have	all	the	information	we	need.	We’ll	be	in	touch.

Take	 the	 initiative.	Ask	 such	 questions	 as,	 “Where	 do	 I	 stand?	Am	 I	 being
considered	 as	 a	 strong	 candidate?	When	 should	 I	 expect	 to	 hear	 from	 you,	 or
would	you	prefer	that	I	contact	you	in	a	day	or	two?	What	is	your	time	frame	for
making	 a	 final	 decision?	 Is	 there	 anything	 else	 I	 can	 provide	 to	 facilitate	 the
process?”	 Then,	 confirm	 your	 strong	 interest	 in	 the	 position	 and	 restate	 how
confident	you	are	that	your	background	is	an	ideal	match	to	the	job.	Be	sure	to
get	a	follow-up	phone	call	or	meeting	onto	the	employer’s	calendar,	to	continue
the	mutual	decision-making	process.

	
The	 most	 important	 interview	 questions	 might	 be	 the	 ones	 you	 ask.	 In	 the

interview,	 don’t	 think	 you’re	 the	 only	 one	 who	 is	 on	 the	 spot.	 It	 is	 perfectly



acceptable	 for	 you	 to	 ask	 questions	 of	 the	 interviewer	 and	 to	 take	 notes
throughout	the	meeting	(which	will	help	you	to	formulate	your	questions).	When
an	 interviewer	 asks,	 “So,	 do	you	have	 any	questions	 for	me?”	 the	worst	 thing
you	could	possibly	say	is	“Nope.”

In	some	cases,	you’ll	be	judged	more	on	the	questions	you’re	asking	than	the
answers	you’re	giving.	After	all,	you	might	wind	up	working	for	this	individual,
so	 it’s	 important	 for	you	 to	 find	out	 as	much	as	you	can	 about	how	he	or	 she
works,	thinks,	and	communicates.	Additionally,	asking	these	types	of	questions
will	help	you	sound	like	an	articulate,	savvy	business	professional.	You’ll	seem
well-prepared	and	genuinely	interested	in	working	for	the	organization.

Take	a	look	at	some	of	these	questions	that	you	can	ask	 the	 interviewer,	and
then	feel	free	to	come	up	with	even	more	of	your	own:

•	Can	you	give	me	more	detail	about	the	position’s	responsibilities?
•	Where	do	you	see	this	position	going	in	the	next	few	years?
•	What	are	two	or	three	significant	things	you	would	want	me	to	accomplish
in	my	first	few	months?

•	How	often	has	this	position	been	filled	in	the	past	two	to	five	years?
•	What	would	 you	 like	 done	 differently	 by	 the	 next	 person	who	 fills	 this
position?

•	 How	 can	 I	 most	 quickly	 become	 a	 strong	 contributor	 within	 the
organization?

•	How	will	my	performance	be	evaluated,	and	at	what	frequency?
•	What	 are	 the	most	 challenging	 aspects	 of	 the	 job	 for	which	 I	 am	being
considered?

•	How	are	loyalty	and	hard	work	rewarded	at	this	organization?
•	How	would	you	define	or	describe	your	own	management	style?
•	What	are	the	strengths	and	weaknesses	of	my	prospective	subordinates,	as
you	see	them?

•	 With	 whom	 will	 I	 be	 interacting	 most	 frequently,	 and	 what	 are	 their
responsibilities?	What	will	be	the	nature	of	our	interaction?

•	What	would	the	limits	of	my	authority	and	responsibility	be?
•	 What	 particular	 things	 about	 my	 background,	 experience,	 and	 style
interest	you?	What	makes	you	think	I’ll	be	successful?	What	causes	you
concern	about	my	candidacy?

•	What	freedom	would	I	have	to	act	and	what	budget	would	be	available	to
me	 for:	 (a)	 changes	 in	 staffing,	 promotion,	 salary	 increases;	 (b)	 use	 of



consultants,	 requesting	 or	 purchasing	 software	 and	 hardware	 systems,
capital	 for	 new	 ideas	 and	 approaches;	 (c)	 changes	 within	 my	 area
regarding	policies,	procedures,	practices,	performance,	and	expectations?

•	 How	 do	 you	 like	 your	 people	 to	 communicate	 with	 you?	 (verbally,	 in
writing,	informally,	in	meetings,	by	phone,	voicemail,	e-mail,	only	when
necessary?)

•	What	are	some	of	your	longer-term	objectives?
•	Why	did	you	join	this	company?	Why	have	you	stayed?
•	Now	that	we’ve	had	a	chance	to	talk,	how	does	my	background	measure
up	to	the	requirements	of	the	job?	To	the	other	candidates?

•	Am	I	being	seriously	considered	for	this	position?
•	Where	are	you	in	the	process?	What’s	our	next	step?
•	If	I	don’t	hear	from	you	within	(time	period),	would	it	be	ok	to	call	you?
•	Could	you	 take	me	on	a	brief	 tour	of	 the	building	 including	 the	 area	 in
which	I	would	be	working?

Note:	 You’ll	 find	 many	 more	 interview	 questions	 that	 you	 can	 ask	 in	 the
Career	Resources	section	at	the	end	of	this	book.

Prepare	 thoroughly	 for	 your	 interviews	 by	 studying	 and	 practicing
both	your	answers	and	your	questions.

Did	 you	 know	 that	 business	 leaders	 and	 political	 candidates	 regularly	 and
rigorously	 practice	 their	 press	 conferences,	 debates,	 media	 interviews,	 and
speeches	 over	 and	 over	 again	 in	 front	 of	 a	mirror,	 in	 a	 room	with	 their	 close
advisors,	with	both	audio	and	video	recorders,	and	even	alone	in	the	car,	in	the
shower,	and	anyplace	else	they	can	grab	a	few	minutes	of	focused	time?

They	 practice	 so	much	 that	 they	 start	 to	 internalize	 the	 natural	 rhythm	 and
flow	 of	 their	 message.	 They	 develop	 sound	 bites—key	 phrases,	 taglines,	 and
signature	stories	that	they	can	reel	off	effortlessly	and	authentically.	You	should
strive	for	this	level	of	professionalism	and	polish	in	your	own	interviews.	If	you
do	 this	successfully,	 there	should	never	be	a	situation	 in	which	you	struggle	 to
come	up	with	a	response	on	the	spot.

It	needs	 to	be	said	again:	I	strongly	 recommend	 that	you	 thoroughly	prepare



for	 your	 interviews	 by	 studying	 and	 practicing	 both	 your	 answers	 and	 your
questions.	Get	someone	to	help	you,	by	doing	a	role-play,	in	which	your	friend
can	be	the	interviewer	and	you	can	play	the	part	of	the	job	candidate.	Then,	you
should	switch	roles.

In	addition,	some	people	find	working	through	these	questions	with	an	audio
recorder	to	be	useful	(record	your	answers	and	practice	until	you	sound	natural,
confident,	 and	 real).	 You’ll	 reduce	 your	 anxiety,	 boost	 your	 confidence,	 and
perform	much	better	if	you	know	your	lines	in	advance.	And	remember—never
state	anything	negative	in	a	job	interview.

Follow-Up	Steps	after	the	Interview

My	 career	 coaching	 clients	 often	 express	 frustration	 after	 they’ve	 completed
their	 interviews	 for	 a	 position	 they	 want.	 The	 common	 complaints	 include,
“Why	doesn’t	the	company	call	me	back?”	or	“I	feel	like	I	have	no	power;	all	I
can	do	is	wait	for	an	answer!”	or	“Can’t	I	do	anything	to	make	the	employer	say
yes?”	After	helping	 thousands	of	clients	 through	 the	 interview	process,	here	 is
what	I	can	tell	you:	There	is	no	magic	bullet	that	will	get	the	employer	to	offer
you	 the	 job.	 In	 fact,	 you’re	probably	already	doing	most	of	 the	 right	 things	 in
this	process.

You’ll	be	happy	to	know,	however,	that	there	are	some	strategies	you	can	use
to	influence	the	employer’s	decision	and	finesse	the	process.	Changing	many	of
your	 small	 actions	 and	 approaches	 can	 actually	 make	 a	 big	 difference	 in	 the
outcome	of	your	interviews.

There	are	some	strategies	you	can	use	to	influence	the	employer’s	decision	and
finesse	the	process.

Here	 are	 ten	 suggestions	 for	 navigating	 through	 the	 interview	 process	 and
following	up:

1.	Set	 the	 stage	 for	 effective	 follow-up.	 The	 first	 strategy	 is	 to	 have	 a
structured	follow-up	system	in	the	first	place	(which	most	candidates	do
not).	 You	 should	 have	 a	 plan	 in	 place	 before	 you	 even	 get	 to	 the
interview.	 This	 way,	 you’ll	 be	 able	 to	 put	 the	 wheels	 in	 motion
immediately,	and	you	won’t	have	 to	 think	about	 it.	This	step	alone	will
relieve	the	pressure	and	decrease	your	anxiety.	Plus,	you’ll	feel	prepared



and	in	control.	Developing	your	follow-up	strategy	before	 the	 interview
will	even	enhance	your	behavior	during	the	interview.

2.	Act	 more	 like	 a	 consultant	 than	 an	 applicant.	 When	 you’re	 at	 the
interview,	don’t	spend	all	your	time	trying	to	sell	yourself.	Focus	instead
on	 asking	 intelligent,	 probing	 questions	 about	 the	 employer’s	 business
needs,	 problems,	 and	 challenges	 (like	 a	 good	 consultant	would).	These
questions	 should	 be	 based	 on	 the	 preparation	 and	 study	 you’ve	 done
beforehand.	Write	 down	 the	 interviewer’s	 answers,	which	will	 become
the	foundation	for	your	follow-up	steps.	Whenever	possible,	give	specific
examples	 (accomplishment	 stories)	 from	 your	 work	 history	 that	 are
directly	relevant	to	the	interviewer’s	stated	issues.

3.	 Don’t	 rush	 toward	 an	 offer.	 Offers	 for	 professional-level	 jobs	 are
almost	never	made	at	the	first	interview.	So,	don’t	rush	the	process!	The
purpose	of	your	initial	interview	is	not	to	get	an	offer,	but	to	get	invited
back	for	a	second	meeting—most	likely	with	a	higher-level	individual	at
the	company.	Use	every	interview	to	ask	more	questions	and	uncover	the
employer’s	 primary	 needs	 and	 problems.	The	more	 of	 these	 challenges
you	uncover,	the	better	prepared	you’ll	be	to	submit	your	Work	Proposal
at	the	appropriate	time.

4.	Confirm	the	next	steps.	At	the	end	of	each	meeting,	be	sure	to	plan	and
confirm	the	next	steps.	Remember,	an	interview	(or	any	meeting,	for	that
matter)	 is	only	as	good	as	 the	follow-up	actions	 that	 it	generates.	Don’t
settle	for	“We’ll	let	you	know”	or	similar	comments	that	place	you	in	a
passive	position.	Assume	a	more	active	role,	and	get	a	commitment	from
the	employer	for	what	comes	next.

5.	 Follow-up	 promptly	 and	 compellingly.	 Now	 that	 your	 interview	 is
over,	 be	 sure	 to	 send	your	 thank-you	 letters	 as	 soon	as	possible.	These
should	be	personalized	to	each	individual	(not	generic),	and	must	include
specific	 references	 to	each	person	with	whom	you	met	 (something	 they
said	or	contributed).	Be	sure	your	correspondence	is	as	professional	and
clear	 as	 it	 can	be,	whether	via	 e-mail	or	 snail	mail.	 If	 you	promised	 to
send	the	employer	additional	documents	or	information,	do	so	promptly.

6.	Use	every	follow-up	contact	as	a	chance	to	build	your	value.	After	the
interview,	carefully	review	your	notes	that	highlight	the	company’s	most
pressing	needs,	problems,	 and	challenges.	 Identify	 specific	 areas	where
you	 have	 successfully	 addressed	 similar	 issues	 in	 your	 career.	 In	 your
thank-you	letter,	include	brief	synopses	of	these	accomplishments,	tying



them	directly	 to	 the	 company’s	 stated	 challenges	 (usually	 in	 a	 side-by-
side	 chart	 format).	 You	 can	 even	 support	 your	 claims	 by	 sending	 the
employer	actual	samples	of	your	work.	Most	companies	want	employees
who	 are	 true	 problem	 solvers,	 so	 this	will	 prove	 that	 you	 have	what	 it
takes	and	that	you	can	bring	your	special	value	to	the	organization.

7.	Be	punctual	and	persistent.	 It	shouldn’t	even	be	necessary	to	mention
this	strategy,	but	some	candidates	sabotage	their	chances	for	the	offer	by
arriving	late	to	the	interview	or	by	dropping	the	ball	in	the	middle	of	the
process.	So,	always	call	when	you	say	you’re	going	to	call	and	do	what
you	 say	 you’re	 going	 to	 do.	 Be	meticulous	 in	 your	 business	 etiquette,
which	includes	consistent,	regular	follow-ups	by	phone	and	e-mail.

8.	Leverage	outside	resources.	If	you	have	contacts	and	connections	with
anyone	who	might	influence	the	hiring	decision,	or	who	actually	knows
the	 interviewer,	 ask	 them	 to	 put	 in	 a	 good	 word	 for	 you.	 But	 do	 this
advisedly,	because	it	can	be	a	sensitive	or	highly	political	matter	at	times.
At	 the	 very	 least,	 send	 the	 employer	 some	 letters	 of	 recommendation,
written	by	respected	professionals	in	your	field	or	business	community.

9.	Accept	rejection	gracefully.	Assuming	you’ve	done	everything	you	can
reasonably	 do	 to	win	 the	 offer,	 you	must	 accept	whatever	 decision	 the
employer	makes.	 If	you	get	 the	message	(directly	or	 indirectly)	 that	 the
company	is	not	 interested	in	you,	or	 if	 they	actually	reject	you,	 then	all
you	can	do	is	move	on.	You	can’t	force	the	interviewer	to	make	you	an
offer,	no	matter	how	perfect	you	may	have	thought	the	job	was	for	you.

10.	 Turn	 defeat	 into	 victory.	 After	 being	 rejected,	 the	 first	 thing	 you
should	 do	 (ironically)	 is	 to	 send	 a	 thank-you	 letter.	 You	 can	 really
distinguish	 yourself	 from	 the	 other	 rejected	 candidates	 if	 you	 send	 this
sort	 of	 polite,	 professional	 letter	 after	 the	 fact.	 Express	 your	 sincere
appreciation	 for	 their	 consideration,	 and	wish	 the	 new	 employee	 every
success.	State	that	you	would	be	happy	to	be	considered	for	the	position
again,	should	the	selected	candidate	not	work	out	for	any	reason.	(You’d
be	surprised	how	many	times	the	new	hire	does	not	work	out.)	When	the
employer	 needs	 to	 find	 a	 quick	 replacement,	 there	 will	 be	 a	 high
likelihood	 that	 you	 will	 be	 at	 the	 top	 of	 their	 list.	 In	 some	 cases,	 the
employer	may	even	be	so	impressed	with	your	grace	and	professionalism
that	they	will	offer	you	a	different	position	at	the	company	as	soon	as	a
vacancy	occurs.	 If	you	genuinely	 liked	 the	company,	stay	 in	 touch	with
them	 over	 the	 long	 term.	Other	 opportunities	will	 open	 up,	 so	make	 it



easy	for	the	employer	to	contact	and	eventually	hire	you.

By	applying	these	follow-up	strategies	after	the	interview,	you’ll	improve	your
chances	 of	 getting	 more	 offers,	 and	 you’ll	 also	 feel	 more	 empowered	 and
effective	throughout	the	hiring	process.



62.

Seal	the	Deal	with	Testimonials

After	a	great	 interview,	you	want	to	cement	the	positive	impact	you	just	made.
And,	 no,	 a	 thank-you	 letter	 is	 not	 sufficient	 to	 make	 you	 stand	 out	 from	 the
crowd	anymore.	You	still	need	to	send	it,	but	what	else	can	you	send	to	prompt
the	next	step,	whether	that	might	be	a	follow-up	interview	or	an	actual	job	offer?

Testimonial	statements	are	very	powerful,	because	they	reinforce	the
positive	impression	you	made	in	person.

Testimonial	statements	are	very	powerful,	because	they	reinforce	the	positive
impression	you	made	 in	person.	Testimonials	 also	have	 a	useful	psychological
effect:	they	reassure	the	interviewer(s)	that	liking	you	is	not	a	mistake	or	a	risk,
and	that	you	have	a	solid	track	record	of	accomplishment	that	is	recognized	and
endorsed	by	a	 long	 line	of	other	 executives	 and	decision	makers.	Testimonials
also	 employ	 a	 powerful	 selling	 technique,	 called	 third-party	 validation.
(Interviewers	will	 always	put	more	weight	 on	what	others	 say	 about	 you	 than
what	you	say	about	you).

Testimonials	 are	 very	 easy	 to	 compile.	 Simply	 take	 the	 letters	 of
recommendation	you	already	have,	and	choose	 the	best,	most	positive	excerpts
from	 each	 one	 and	 combine	 them	 into	 a	 single	 page	 of	 rave	 reviews.	 With
testimonials,	it’s	the	words	that	count—not	the	dates	the	testimonials	were	given,
not	the	context	of	the	statements,	and	not	the	particular	company	or	industry	they
came	from.	Testimonial	comments	are	truly	evergreen.	The	main	point	is	that	the
testimonials	are	about	you—your	personality,	skill,	capability,	track	record,	and
reputation	for	getting	the	job	done	to	the	betterment	of	the	organizations	you’ve
served.

Salespeople,	business	owners,	and	consultants	use	testimonials	all	the	time—



and	savvy	career	self-marketers	use	 them,	 too.	Take	a	 look	at	 the	examples	on
the	following	pages,	and	then	start	to	compile	your	own	one-pager	of	testimonial
clips	to	send	after	an	interview—or	anytime	you	need	an	extra	shot	of	credibility.



63.

Negotiation:	The	Rules	of	the	Game	Work	in	Any	Economy

You	might	 think	 it’s	 crazy	 to	 negotiate	 a	 job	 offer	when	 no	 one’s	 hiring.	You
might	ask,	“I	should	be	 thrilled	 to	get	any	offer	 in	 this	economy,	shouldn’t	 I?”
The	 answer	 is,	 “No,	 not	 necessarily.”	 The	 hard	 part	 comes	after	 the	 offer.	 So
you’ve	 aced	 the	 interview,	 passed	 all	 the	 screens,	 sealed	 the	 deal	 with	 your
testimonials,	 and	your	 prospective	 employer	 is	 convinced	 that	 you’re	 the	 right
person	for	the	job.	They	make	you	an	offer,	and	now	the	tough	part	begins.

“What?”	 you	 say.	 What	 could	 be	 tough	 about	 a	 job	 offer?	 Isn’t	 this	 my
ultimate	 goal?	What’s	 so	 tough	 about	 saying,	 “Yes,	 I’ll	 take	 it.	Glad	 to	 be	 on
board!”

Getting	the	job	offer	is	not	your	ultimate	goal.

Well,	the	fact	is,	that	getting	the	job	offer	is	not	your	ultimate	goal.	Your	real
goal	throughout	this	entire	process	has	been	to	take	charge	of	your	career,	find	a
job	you	love,	and	earn	what	you	deserve.	If	you	simply	say	yes	to	the	first	offer
that	comes	along,	you	are	doing	none	of	those	three	things	very	well.

Sample:	Testimonial	Comments	#1



Sample:	Testimonial	Comments	#2



Even	 though	 you	 may	 be	 tempted	 to	 accept	 any	 offer	 to	 get	 some	 income
flowing	 again,	 you	 don’t	 want	 to	 settle	 for	 something	 you’ll	 regret	 later.	 The
time	to	negotiate	is	now.	You	can’t	accept	whatever	the	employer	offers	just	to
get	in	the	door,	and	then	try	to	renegotiate	later.	It’s	a	now-or-never	proposition.

In	 many	 situations,	 especially	 at	 higher	 executive	 levels,	 one	 of	 the	 very
strengths	the	employer	is	looking	for	is	negotiating	skill.	 If	you	don’t	negotiate
(and	 negotiate	 well)	 during	 the	 job	 offer	 process,	 the	 employer	might	 start	 to



think	that	they’ve	made	a	mistake	in	offering	you	the	job.



64.

Don’t	Be	Afraid	to	Negotiate	in	a	Down	Market—Be	Afraid	Not
to

Most	people	(who	are	not	accustomed	to	negotiating)	are	afraid	that	negotiating
will:

•	Make	them	look	too	pushy	or	demanding
•	Make	them	seem	ungrateful	for	the	job	offer	in	a	tight	job	market
•	Tag	them	as	a	high-maintenance	prima	donna,	and	not	a	team	player
•	Make	future	raises	or	promotions	more	difficult	to	obtain
•	Start	off	the	relationship	with	their	manager	on	a	bad	note

In	 reality,	 your	 negotiating	 ability	 is	 a	 strength	 and	 an	 asset	 to	 your
prospective	 employer.	 By	 negotiating	 effectively	 right	 from	 the	 start,	 you	 are
demonstrating	that	when	you’re	on	the	other	side	of	the	desk,	you’ll	negotiate	on
behalf	of	the	company	to	make	the	best	deals,	get	the	best	prices,	and	generate
the	 most	 profit.	 Some	 hiring	 managers	 even	 go	 so	 far	 as	 to	 say	 that	 when
candidates	do	no	negotiating	at	all,	or	stop	negotiating	too	early	in	the	process,
they	are	disappointed.

Your	negotiating	ability	is	a	strength	and	an	asset	to	your	prospective
employer.

Everyone	knows	that	negotiating	for	your	livelihood	is	serious	business.	But
in	another	way,	negotiating	is	a	game.	The	fact	is	that	employers	win	this	game
the	majority	 of	 the	 time.	Want	 to	 know	why?	Because	most	 job	 seekers	 don’t
know	the	rules!	 It’s	pretty	 tough	to	win	a	game	when	you	don’t	know	how	the
game	is	played,	right?

So,	in	this	section,	we’ll	spend	some	time	learning	the	game.	Now	remember,
it	is	a	game.	Games	have	rules.	Games	are	supposed	to	be	fun.	And	as	is	true	in



all	games,	the	more	you	practice,	the	better	you’ll	do.	Let’s	lay	out	the	21	rules
of	 this	 game,	 to	 ensure	 that	 you’ll	 be	 on	 a	 level	 playing	 field	 at	 your	 next
negotiation.



65.

Twenty-One	Rules	of	the	Negotiating	Game	(No	Matter	How	Bad
the	Job	Market	Is)

1.	Do	extensive	salary	research,	preparation,	and	practice	beforehand.
2.	Defer	salary	discussions	until	an	offer	seems	imminent.
3.	Discuss	salary	only	with	the	ultimate	decision-maker.
4.	Get	the	employer	to	state	a	salary	figure	or	range	first.
5.	Wait	until	an	actual	offer	is	extended	before	negotiating	anything.
6.	Discuss	salary	only	after	you	have	fully	described	your	relevant
accomplishments.

7.	Know	your	strategy	before	attending	the	negotiation	meeting.
8.	Always	negotiate	the	offer,	no	matter	how	good	it	seems	initially.
9.	Finalize	the	salary	first,	before	negotiating	other	items	such	as	benefits.
10.	Never	misrepresent	your	former	salary.
11.	Don’t	confuse	salary	with	the	full	compensation	package.
12.	Avoid	tying	your	potential	salary	to	your	old	salary.
13.	Use	silence	as	one	of	your	most	powerful	negotiating	tools.
14.	Fit	is	more	important	than	financial	compensation.
15.	Leverage	one	offer	against	other	offers	if	possible.
16.	Be	patient	and	disciplined	throughout	the	process.
17.	You	don’t	get	what	you	deserve;	you	get	what	you	negotiate.
18.	Never	accept	or	reject	an	offer	on	the	spot—do	a	thorough	analysis.
19.	You	can	only	win	at	negotiation	if	you’re	willing	to	walk	away.
20.	Be	sure	the	compensation	package	you	finallyaccept	is	a	win-win.
21.	Maintain	a	positive,	upbeat	attitude	and	enjoy	the	game.
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The	Simplest	Formula	for	Negotiating	Success

Here	is	a	very	simple	formula	for	negotiation	success:

P	+	P	=	P

Preparation	 +	 Practice	 =	 Power.	 That’s	power,	 as	 in,	 having	 the	 ability	 to	 get
everything	you	deserve	in	the	negotiation.	Just	like	during	the	interview	process,
preparation	 is	 one	 of	 the	 keys.	 And	 you’ll	 also	 need	 to	 practice	 some	 of	 the
following	negotiating	 tactics	before	you’re	fully	comfortable	with	 them.	If	you
do	these	things,	you’ll	be	prepared	for	any	negotiation,	and	you’ll	play	the	game
to	win.
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Salary	Negotiation	Made	Simple:	What	to	Say	and	How	to	Say	It

I	am	often	asked	by	clients,	“What	do	I	do	when	the	help-wanted	ad	or	Internet
job	 posting	 I’m	 responding	 to	 demands	 that	 I	 include	 my	 salary	 history?”
Another	 typical	 statement	 is,	 “I	got	a	call	about	an	 interesting	opportunity,	but
they	wanted	to	know	right	away	what	salary	I	was	looking	for!”	As	we	discussed
earlier	 in	 the	 section	 on	 recruiters	 and	 search	 firms,	 you’ll	 need	 to	 determine
right	away	if	the	person	is	an	external	recruiter	or	an	internal	recruiter	(employee
of	the	company).	Your	strategy	will	be	different	depending	on	the	answer.

If	 it’s	 an	external	 recruiter,	you	 should	 share	your	 salary	expectations.	After
all,	external	recruiters	have	a	vested	financial	interest	in	getting	you	the	largest
possible	 salary,	 because	most	 of	 their	 compensation	 comes	 as	 a	 percentage	 of
their	successful	candidate’s	salary.

On	the	other	hand,	when	you’re	dealing	with	an	internal	employee,	such	as	a
human	 resources	 representative,	 any	 premature	mention	 of	 your	 compensation
requirements	or	your	salary	history	will	only	hurt	you	later,	when	you’re	dealing
with	the	ultimate	decision	maker	during	your	real	negotiations.

You	don’t	have	to	play	by	the	rules	of	the	employer	or	recruiter	when
it	comes	to	discussions	about	compensation.

Remember,	one	of	our	main	goals	is	for	you	to	take	charge	of	your	career,	and
this	includes	mastering	the	entire	negotiation	process.	You	need	to	learn	how	to
deflect	and	defer	these	up-front	questions	about	compensation.	You	don’t	have	to
play	by	the	rules	of	the	employer	or	recruiter	when	it	comes	to	discussions	about
compensation.	 The	 reason	most	 people	 get	 into	 trouble	 at	 this	 juncture	 is	 that
they	simply	don’t	know	how	to	respond.	They’ve	never	 learned	what	 to	say	or
how	to	say	it	when	they	get	confronted	by	these	salary	questions.



Well,	 there	 is	 a	way	out	of	 this	dilemma.	There	are	 specific	words,	phrases,
and	behaviors	you	can	use	to	turn	the	tide	of	your	compensation	discussions,	so
that	you’ll	be	more	in	charge	of	the	process	and	produce	the	negotiation	results
you	 really	 want.	 Take	 the	 time	 to	 study	 all	 of	 the	 following	 examples,	 and
practice	this	dialogue	before	you	step	into	any	negotiations.	If	you’re	like	most
of	my	career	coaching	clients,	you’ll	be	amazed	 at	 the	 results.	And	 remember,
you’re	learning	these	negotiation	strategies	not	just	to	get	a	better	salary	in	your
next	job,	but	also	to	maximize	your	compensation	for	 the	rest	of	your	working
life.

There	are	specific	words,	phrases,	and	behaviors	you	can	use	to	turn
the	tide	of	your	compensation	discussions.

How	to	Handle	First-Round	Negotiations	(Before	the	Offer)

“What	Salary	Would	You	Require?”	or	“What	Were	You	Making	at	Your
Last	Job?”

“I	think	compensation	is	a	very	important	topic,	and	I	would	be	more	than	happy
to	discuss	it	once	a	mutual	interest	has	been	established.”	(Get	back	to	discussing
your	accomplishments)

Other	responses	you	could	use	include...

“Your	 company	 has	 a	 very	 good	 reputation,	 and	 I’m	 sure	 the	 compensation
package	will	be	fair	enough	to	keep	me	motivated	and	productive.	(By	the	way,
what	is	the	salary	range	for	this	position?”)

“Based	on	my	accomplishments,	I	would	like	to	be	paid	at	the	same	level	as
other	 employees	 of	my	 caliber.	 (What	 is	 the	 salary	 range	 for	 a	 person	 of	my
caliber?)”

“Regarding	 compensation,	my	 needs	 are	 flexible	 and	 negotiable,	 and	 I’d	 be
happy	to	discuss	this	once	a	mutual	interest	has	been	established.”	(Get	back	to
discussing	your	accomplishments)



“If	we	decide	that	I’m	the	right	person	for	this	job,	I’m	sure	we’ll	be	able	to
come	 to	 an	 agreement	 on	 compensation.”	 (Get	 back	 to	 discussing	 your
accomplishments)

“At	 this	 time,	 I’m	most	 interested	 in	determining	 if	 I	am	 the	 right	candidate
for	 this	 job.	 If	 there’s	 a	 fit,	 I’m	 sure	 salary	 won’t	 be	 an	 issue.”	 (Get	 back	 to
discussing	your	accomplishments)

“Are	 you	 making	 me	 an	 offer?	 (If	 so,	 what	 salary	 range	 did	 you	 have	 in
mind?)”	 Note:	 only	 use	 this	 response	 later	 in	 the	 negotiation	 process,	 after
several	discussions.

How	to	Handle	First-Round	Negotiations	(After	the	Offer)

When	the	issue	of	a	specific	salary	number	or	range	comes	up,	and	the	employer
states	a	number	or	range,	do	your	best	to	maintain	a	poker	face	(no	reaction	or
expression).	Write	 down	 all	 the	 details.	 You	may	 repeat	 the	 offer	 back	 to	 the
interviewer,	just	to	be	sure	you	have	all	the	details	right.	Then	ask,	“Do	I	have	all
the	information	about	the	offer	now?	Is	there	anything	I	omitted?”

At	this	point,	you’ll	want	to	move	into	a	sort	of	play-acting	role	to	produce	the
results	 you	 want.	 One	 effective	 technique	 is	 to	 break	 eye	 contact	 with	 the
interviewer—act	 slightly	disappointed	 and	perplexed.	You	might	 look	down	at
the	floor,	exhale	audibly	and	shake	your	head	slightly,	while	mentally	projecting
the	thought,	“This	is	far	less	than	what	I	was	expecting.	How	could	they	offer	me
such	a	low	amount,	after	everything	I’ve	told	them	about	my	qualifications	and
accomplishments?”

Do	 not	 say	 anything.	 Remain	 silent	 until	 the	 interviewer	 responds.	Nobody
likes	 silence	 in	 a	business	meeting,	 so	he	or	 she	will	 probably	 respond	after	 a
moment,	offering	one	of	these	three	comments:

1.	“You	don’t	seem	too	happy	with	our	offer;	what	number	did	you	have	in
mind?”

2.	“I	might	be	able	 to	do	a	 little	better,	but	I’ll	need	to	discuss	 it	with	my
manager.”

3.	“That’s	the	absolute	best	we	can	do;	I’m	sorry.”

Of	 course,	 the	 fourth	 option	 is	 that	 the	 interviewer	 could	 just	 sit	 there	 and
remain	silent	too	(for	a	very	long	time),	in	which	case	you	may	need	to	break	the



ice	by	saying	something	like...

“Based	 on	 the	 level	 of	 contribution	 I	 offer	 and	 the	 commitment	 that	 I	 am
prepared	 to	 make”—pause—“I	 believe	 that	 your	 offer	 is	 on	 the	 conservative
side.”

(OR)

“In	view	of	the	accomplishments	that	I’ve	shared	with	you	and	my	15	years	of
related	 experience”—pause—“Frankly,	 your	 offer	 is	 not	 at	 all	 what	 I	 was
expecting.”

	
Note:	The	important	thing	is	that	you	have	succeeded	in	getting	the	employer

to	state	the	salary	or	range	first.	Now	you’re	ideally	positioned	to	negotiate	for	a
stronger	package.

Then	 you	 might	 add	 a	 percentage	 (perhaps	 15	 to	 20	 percent),	 or	 state	 the
higher	dollar	 figure	you	have	 in	mind,	whichever	seems	appropriate.	Then	 just
wait	again,	in	silence.	As	I	hope	you	have	learned	by	now,	silence	is	one	of	your
most	powerful	negotiation	tactics!

Silence	is	one	of	your	most	powerful	negotiation	tactics.

How	to	Handle	Second-Round	Negotiations

Never	 accept	 or	 reject	 an	 offer	 on	 the	 spot—ask	 for	 24	 hours	 to	 one	 week
(depending	on	the	position	and	the	employer’s	situation)	to	consider	the	offer.

Meet	 again	 (in	 person,	 if	 possible)	 with	 the	 hiring	 manager	 (not	 Human
Resources),	and	say:

“This	is	a	great	opportunity	and	I’m	very	excited	about	working	with	you	(or)
joining	your	company.	I	am	inclined	to	accept	your	offer,	however	there	are	three
(or	 more)	 items	 I	 want	 to	 discuss	 (negotiate)	 with	 you.	 If	 we	 can	 reach
agreement	 on	 these	 items,	 I’ll	 be	 prepared	 to	 accept	 your	 offer	 today.”	 (Of
course,	you	should	use	this	approach	only	if	you	are	serious	about	accepting	their



offer,	if	they	can	meet	your	terms.)

In	 your	 own	mind,	 you	may	 really	 only	 need	 the	 employer	 to	 enhance	 the
offer	in	two	categories	(say,	salary	and	vacation	days)—but	you	should	ask	for
improvements	in	three	or	four	areas	(you	could	also	ask	for	a	better	bonus	or	a
laptop	computer,	for	example).	Always	ask	for	more	than	what	you	really	want,
because	in	most	cases	you	won’t	get	everything	you	ask	for.	Then,	you’ll	be	able
to	settle	for	what	you	actually	wanted	in	the	first	place.

Always	 ask	 for	 more	 than	 what	 you	 really	 want,	 because	 in	 most
cases	you	won’t	get	everything	you	ask	for.

Know	Exactly	What	You	Need	and	Exactly	What	You	Want

Savvy	negotiators	have	two	sets	of	criteria	for	evaluating	offers.	They	know:

•	What	 they	need	 to	 accept	 an	 offer	 (bottom-line	minimum,	or	 they	walk
away)

•	What	they	want	in	an	ideal	offer	(for	the	perfect	deal)

You	 also	 need	 to	 look	 at	 all	 the	 dimensions	 of	 your	 ideal	 job	 and	 ideal
employer.	You	should	review	what	your	bare	minimum	acceptable	terms	would
be,	 and	 also	 review	what	 perfect	would	mean	 to	 you.	The	 exercises	 and	work
you	did	early	on	in	this	book	should	come	in	very	handy	here.

Sample:	Need/Want	Chart	(Downloadable)



After	you	make	your	own	need/want	chart,	think	about	what	you’re	willing	to
trade	and	what	you’re	not.	Make	your	own	list.
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Everything	Is	Negotiable—Yes,	Everything

Sometimes,	people	get	into	a	locked	mindset	about	negotiating,	with	all	sorts	of
assumptions,	preconceived	notions,	and	myths.	This	is	even	more	true	in	tough
economic	 times,	 when	 no	 one’s	 hiring.	 The	 truth	 is	 that	 everything	 is	 always
negotiable.

The	truth	is	that	everything	is	always	negotiable.

Let’s	review	how	negotiating	works	from	the	other	side	of	the	desk.	There	are
four	things	I	guarantee	you,	from	all	my	years	of	experience	in	career	coaching:

1.	 The	 first	 salary	 offer	 the	 employer	makes	 is	 the	 lowest	 offer	 they	 can
possibly	utter	without	feeling	completely	embarrassed.

2.	The	 employer	 is	 fully	 expecting	 you	 to	 negotiate,	 and	will	 think	 twice
about	making	you	an	offer	 if	you	don’t	know	how	 to	play	 the	game	of
negotiation.

3.	About	80	percent	of	the	outcome	of	your	negotiation	will	be	determined
by	your	attitude	and	assumptions.

4.	You	 can	 learn	 to	 negotiate	 compensation	 effectively.	 You	 just	 need	 to
learn	a	specific	set	of	behaviors	and	phrases.

The	 first	 salary	offer	 the	employer	makes	 is	 the	 lowest	offer	 they	can	possibly
utter	without	feeling	completely	embarrassed.

Let’s	outline	all	the	items	you	might	consider	negotiating	for:

•	Salary	(always	finalize	this	first)
•	Job	title
•	Job	responsibilities
•	Insurance	(life,	medical,	dental,	disability)
•	Vacation	time



•	Office	location
•	Retirement	plans
•	Relocation	assistance
•	Training/professional	development	allowances
•	Workspace
•	Bonuses	(sign-on	and	performance)
•	Commission	rates
•	Expense	accounts
•	Memberships	and	dues
•	Accelerated	performance/salary	reviews
•	Stock	options
•	Profit	sharing
•	Company	car	or	auto	allowance
•	Home	purchase	or	mortgage	assistance
•	Tuition	reimbursement
•	Noncompete	agreements
•	Outplacement/career	transition	assistance
•	Consultant	vs.	employee	status
•	Flex-time
•	Telecommuting
•	Job	sharing
•	Free	lunches	(other	meals)
•	Company-sponsored	child	care
•	Severance	settlement	package
•	Legal,	tax,	or	financial	advice
•	Discount	on	purchases
•	Computer	equipment
•	Health	club	membership
•	Paid	company	services	(cell	phone	service,	air	travel,	etc.)
•	And	whatever	else	is	important	to	you

Establish	the	Real	Value	of	an	Offer

We	 indicated	 earlier	 that	 you	 should	 always	 assume	 that	 the	 compensation
you’re	 initially	 offered	 will	 be	 too	 low	 and	 that	 you	 should	 always	 try	 to
negotiate	 the	 numbers	 up.	 However,	 to	 be	 fair,	 you	 should	 also	 give



consideration	to	the	full	scope	of	the	compensation	package.	Be	sure	to	get	 the
whole	story	before	you	judge	the	compensation.	There	may	be	more	to	the	offer
than	meets	 the	 eye.	Don’t	 forget	 to	 factor	 in	 the	 dollars	other	 than	 the	 salary
itself	that	go	into	a	compensation	offer.

Take	a	look	at	this	sample	compensation	worksheet:

Sample:	Real	Value	of	an	Offer	Form	(Downloadable)
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The	Number-One	Most	Important	Salary	Negotiating	Fact

I’m	going	to	have	to	draw	you	a	picture	of	this	point	and	burn	it	into	your	long-
term	memory—it’s	that	important:

That’s	 right.	 There	 is	 no	 connection	 between	 your	 old	 salary	 and	 your	 new
salary.	Your	 old	 salary	 is	 based	 on	 the	 past—different	 job,	 different	 company,
different	 circumstance,	 different	 experience	 level,	 different	 time,	 different
product,	different	everything.

There	is	no	connection	between	your	old	salary	and	your	new	salary.

Of	course,	employers	will	try	to	use	salary	as	a	screening	mechanism,	but	that
doesn’t	mean	you	have	to	let	them.	Don’t	let	the	prospective	employer	tie	your
new	salary	(currently	under	negotiation)	to	your	old	salary	in	any	way,	shape,	or
form.	Each	time	this	happens,	you,	the	candidate,	will	lose.	And	the	sad	thing	is
that	this	unfortunate	situation	is	completely	preventable.

Look	Beyond	the	Money



When	you’re	deep	into	negotiations,	and	you’re	doing	well,	remember	to	ask	the
big	question:	 Is	 this	 the	right	 fit?	The	 fit	of	a	 job	 is	of	paramount	 importance,
even	in	a	terrible	job	market.	Think	again	about	all	the	factors	that	brought	you
this	far.	Does	everything	fit—your	background,	personality,	strengths,	interests,
passions,	and	capabilities?	Will	you	enjoy	working	at	this	job	in	six	weeks,	six
months,	six	years?	Think	about	such	factors	as:

•	Compensation
•	Location
•	Industry
•	Product	or	service
•	Headquarters	or	remote
•	Size	or	revenues
•	Reputation	or	prestige
•	Pace
•	Formal	or	informal
•	People	and	relationships
•	Physical	environment
•	Culture
•	Values	and	mission

The	 fit	 of	 a	 job	 is	 of	 paramount	 importance,	 even	 in	 a	 terrible	 job
market.

Let’s	 be	 realistic.	 When	 no	 one’s	 hiring,	 there	 may	 be	 a	 measure	 of
compromise	to	a	job	you	accept—and	that’s	perfectly	fine.	But	you	must	know
your	own	priorities.	Just	because	an	offer	has	been	made,	and	you’re	putting	on
your	best	game	in	the	negotiation	process,	does	not	mean	that	this	is	necessarily
the	right	job.	Be	flexible,	but	don’t	lose	sight	of	the	big-picture	goals	that	you’ve
worked	so	hard	to	identify.

Sometimes,	 the	 toughest	negotiating	we	need	 to	do	 is	with	ourselves.	But	 if
you’ve	 done	 your	 homework,	 thought	 about	 your	 priorities,	 and	 have	 a	 clear
sense	of	what	you	want,	you’ll	be	able	to	make	a	solid	decision	that	will	benefit
both	your	career	and	your	employer	in	the	long	run.
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Comparing,	Accepting,	and	Rejecting	Offers

Yes,	 it’s	 true.	There	may	come	a	 time	when	you’ll	have	multiple	offers	on	 the
table	at	the	same	time,	and	you—not	the	employer—will	decide	where	you	will
work.

YOU—not	the	employer—will	decide	where	you	will	work.

If	 you’ve	 done	 everything	 up	 to	 this	 point	 the	way	 it	 needs	 to	 be	 done,	 the
principle	of	“when	it	rains,	it	pours”	will	come	into	play.	In	fact,	it	happens	more
often	 than	you	might	 expect	 (to	 the	 shock	 and	 surprise	of	my	career	 coaching
clients).	 It’s	 important	 to	 be	 ready	 to	 make	 a	 clear-cut,	 apples-to-apples
comparison	 of	 the	 different	 offers	 as	 they	 come	 in.	 You	 may	 even	 conduct
parallel	negotiation	sessions,	to	arrive	at	the	best	competing	offers	you	possibly
can.	The	easiest	way	to	do	this	is	to	take	an	objective	look	at	each	of	the	offers,
and	map	out	how	 they	compare.	What	 follows	 is	 a	 sample	 form	 that	will	help
you	do	exactly	that.

While	we’re	on	the	subject	of	receiving	job	offers	and	accepting	or	rejecting
them,	let	me	also	provide	some	sample	cover	letters	that	should	come	in	handy
at	this	stage	of	your	search	process.

Sample:	Job	Offers	Comparison	Form	(Downloadable)



Sample:	Acceptance	Letter	(Downloadable)



Sample:	Turn-Down	Letter
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Congratulations!	You	Got	the	Job	(Even	When	No	One	Was
Hiring)

When	you’re	accepting	a	job	offer,	or	expect	to	get	an	offer,	contact	the	other	hot
companies	on	your	active	Target	List	 that	you’ve	met	with	and	 let	 them	know
you’re	about	to	accept	another	offer.

This	does	several	things	for	you:
1.	It	leverages	the	other	employers’	fear	of	loss,	which	might	prompt	them
to	make	you	an	offer	if	you’re	already	one	of	their	top	candidates.

2.	 It	 sends	a	 clear	message	 that	you’re	an	 in-demand	asset,	 and	 thus	may
precipitate	a	hiring	decision	in	your	favor.

3.	It	establishes	a	competitive	environment	between	two	or	more	potential
employers,	and	gives	you	an	edge	in	negotiating	with	either—or	both—
companies.

The	 language	 for	 this	conversation	 is	 straightforward	and	simple.	You	could
say	something	like,	“It	looks	like	I’ll	be	taking	a	position	at.	.	.”	or	“As	much	as
I’d	like	to	work	with	your	organization,	I	need	to	let	you	know	I	have	an	offer	in
hand	from.	.	.”	(Of	course,	you	should	only	use	this	strategy	if	you	really	do	have
another	 job	 offer	 in	 hand.)	Once	 you’ve	 established	 this	 groundwork,	 you	 can
see	 where	 the	 employer	 takes	 the	 discussion	 next.	 No	 matter	 what	 the	 final
outcome,	this	strategy	can	never	hurt	you	if	you	use	it	ethically	and	honestly.



PART	V

Bulletproof	Your	Career,	Once	and	for	All
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Landing	Your	Job	Is	Not	the	End—It’s	the	Beginning

Let’s	assume	that,	with	the	help	of	this	book,	you	got	the	job	you	wanted.	Whew,
I’ll	 bet	 you’re	 glad	 that’s	 over.	Now	you	 can	 relax,	 coast	 a	while,	 and	 rest	 on
your	 laurels.	Right?	Wrong!	The	 fact	 is,	your	work	 is	 just	beginning,	but	 so	 is
your	glory.	There	are	many	career	challenges	still	ahead,	such	as:

•	Assimilating	into	your	new	position
•	Aligning	with	new	company’s	culture	and	business	priorities
•	Developing	habits	of	Perpetual	Career	Management,	which	include:

—	 Establishing	 professional	 credibility	 and	 developing
productive	relationships

—	 Avoiding	 blind	 spots,	 leveraging	 assets,	 and	 planning	 steps
toward	advancement

—	Continuing	to	work	with	your	career	coach	(if	you	have	one)
as	your	partner	in	career	success

When	you	land	a	new	job,	your	work	is	just	beginning,	but	so	is	your	glory.
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Celebrate	Your	New	Job

Landing	 your	 new	 job	 is	 certainly	 a	 wonderful	 cause	 for	 celebration.	 In	 fact,
don’t	 forget	 to	 celebrate,	 because	 you	definitely	 deserve	 to	 after	 all	 your	 hard
work!	Here’s	one	word	of	caution:	you	don’t	really	have	the	job	offer	until	it’s	an
official,	written	offer.	So,	don’t	tell	all	your	friends	about	your	new	job	or	go	out
and	buy	a	new	car—at	 least,	not	yet.	Wait	until	 the	deal	 is	 signed,	 sealed,	and
delivered.

After	 the	 celebration,	write	 letters	 or	 cards	 to	 your	 entire	 network	 of	 active
contacts,	letting	them	know	about	your	new	position	and	thanking	them	for	their
help.	 In	 turn,	 you	 should	 offer	 them	 help	 or	 guidance	 in	 a	 similar	 capacity,
should	they	ever	need	it	(and	they	will,	eventually).
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How	to	Avoid	Winding	Up	on	the	Street	Again

The	first	several	weeks	in	a	new	job	are	usually	both	exciting	and	filled	with	a
certain	 amount	 of	 anxiety.	Your	 new	 tasks	 and	 responsibilities	 are	 stimulating
and	 perhaps	 a	 bit	 overwhelming.	 You	 may	 be	 used	 to	 being	 the	 top	 dog	 or
expert,	and	now	you’re	the	new	kid	on	the	block.	Or,	you	may	suddenly	be	the
guy	or	gal	who	knows	the	least	about	some	new	technology,	procedure,	or	“the
way	 we	 do	 things	 around	 here.”	 Your	 new	 relationships	 and	 the	 unfamiliar
corporate	 environment	may	 also	 be	 sources	 of	 apprehension	 as	 you	 figure	 out
how	to	best	handle	your	new	role.

During	your	career	 transition	process,	you’ve	 learned	a	 lot	 about	yourself—
your	strengths,	your	preferences,	and	how	you’re	wired.	You’ve	put	in	the	hours
and	successfully	hired	your	new	employer.	Well,	 the	good	news	 is	 that	now	 is
the	 time	 and	 here	 is	 the	 place	 to	maximize	 the	 impact	 of	 your	 self-discovery
process.	Make	all	those	elements	you’ve	identified	work	in	your	favor.	Your	new
job	 is	 a	means	 for	 you	 to	 further	 develop	 the	 key	 strengths	 identified	 in	 your
career	assessment	work.	These	are	the	building	blocks	of	your	career.

Start	 by	 understanding	 what	 your	 boss’s	 priorities	 are	 and	 what	 the
expectations	are	for	your	new	position—and	for	your	performance,	specifically.
But	before	you	rush	 to	meet	 these	priorities	and	expectations,	be	sure	 that	you
also	understand	the	organization’s	culture,	style,	and	way	of	doing	things.

Your	new	job	is	a	means	for	you	to	further	develop	the	key	strengths
identified	 in	 your	 career	 assessment	 work.	 These	 are	 the	 building
blocks	of	your	career.
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Perpetual	Career	Management	Is	Your	Insurance	Policy

Beware	of	a	common	trap:	putting	all	your	time	and	energy	into	just	doing	your
job,	as	compared	to	managing	your	career.	As	we	said	earlier,	your	focus	should
not	 just	 be	 on	 the	 job,	 but	 on	managing	 your	 career	 effectively	 over	 the	 long
term.	That	means	forever,	for	as	long	as	you	have	a	career.	Let’s	face	it,	this	sort
of	downturn	 in	 the	economy	has	happened	before,	and	 it	will	certainly	happen
again.	So	you’ll	want	to	be	prepared	and	positioned	for	success,	no	matter	what
outside	circumstances	may	be.

By	 turning	 your	 attention	 now	 to	 Perpetual	 Career	 Management,	 you’ll	 be
maintaining	your	momentum,	ensuring	that	your	career	success	will	endure,	and
opening	a	pathway	to	much	higher	levels	of	recognition	and	achievement.	Sure,
you’ll	want	to	work	extra	hard	to	hold	onto	your	job	when	jobs	are	scarce,	but
never	forget	to	also	focus	on	the	larger	context	of	your	overall	career.

Beware	of	a	common	trap:	putting	all	your	time	and	energy	into	just
doing	your	job,	as	compared	to	managing	your	career.

It’s	no	surprise	that	people	who	are	in	career	transition	focus	a	lot	of	their	time
and	 energy	 on	 updating	 their	 resumes,	 networking,	 brushing	 up	 their
interviewing	skills,	collecting	accomplishment	stories,	and	so	forth.	They	know
they	 need	 to	 be	 prepared,	 to	 be	 at	 the	 top	 of	 their	 game,	 if	 they	 hope	 to	 land
another	good	position.

But	what	about	those	of	us	who	are	currently	working,	in	jobs	that	may	seem
stable	 even	 in	 a	 bad	 employment	 market?	 If	 you’re	 like	 most	 people,	 these
activities	get	little	or	no	attention—that	is,	until	you	get	laid	off,	fired,	or	simply
become	unhappy	enough	to	make	a	change.	It’s	human	nature	to	become	“career
complacent”	when	you	have	a	 steady	 job,	 focusing	all	your	energy	on	doing	a
good	job.	But	when	no	one’s	hiring,	this	approach	just	won’t	cut	it.



What	does	 this	mean	 for	you?	 It	means	 that	you	should	consider	adopting	a
different	approach,	which	I	call	Perpetual	Career	Management.	Instead	of	being
focused	completely	on	your	job,	you	should	be	focused	on	managing	your	career
—at	all	times,	regardless	of	your	work	circumstances.	Keep	thinking	of	the	job
as	 a	 subset,	 or	 as	 one	 component	 of	 your	 entire	 career.	 In	 practical	 terms,
Perpetual	Career	Management	means	engaging	continually	in	a	host	of	activities
that	you	thought	were	necessary	only	for	job	seekers.	Why	should	you	do	this?
So	you’ll	always	be	prepared,	no	matter	what	happens	in	your	company	or	your
job.	Take	the	current	economic	climate	as	an	example;	it	has	been	quite	a	wake-
up	call.	By	maintaining	your	focus	on	career	management,	if	something	happens
to	your	job	again,	you	won’t	be	caught	flat-footed.	Instead	of	feeling	devastated,
stuck,	or	powerless,	you’ll	always	have	career	choices	and	a	sense	of	control.

To	become	a	Perpetual	Career	Manager,	here	are	10	things	you	should	always
be	doing,	regardless	of	your	employment	situation:

1.	 Keep	 all	 of	 your	 success	 documents	 up-to-date.	 Resume,	 list	 of
professional	 references,	 letters	 of	 recommendation,	 accomplishment
stories,	etc.	By	keeping	these	documents	in	a	current	file,	you’ll	be	ready
to	 leverage	 them	 at	 any	 point	 of	 transition	 (reviews,	 promotions,	 job
changes),	whether	these	events	are	planned	or	unplanned.

2.	 Put	 time	 aside	 every	 week	 for	 active	 networking	 to	 maintain
established	relationships	and	develop	new	ones,	both	inside	and	outside
of	 the	 company	where	 you	 work.	 You	 should	 always	 be	 positioned	 to
leverage	your	professional	and	personal	contacts	when	the	need	arises.

3.	 Join	 and	 take	 leadership	 roles	 in	 appropriate	 associations	 and	 trade
organizations.	This	will	boost	your	visibility	and	enhance	your	credibility
in	your	industry.

4.	Write	articles	or	do	presentations	focused	on	your	area	of	expertise	in
any	venue	(clubs,	conferences,	publications,	etc.).	This	type	of	exposure
demonstrates	your	level	of	trade	skill	and	expertise—and	people	will	take
notice.

5.	Continue	your	career	education	and	maintain	your	industry	credentials
through	 seminars,	 academic	 classes,	 lectures,	 professional	 events,
conferences,	 new	 certifications/degrees,	 and	 the	 like.	 No	 one	 wants	 to
hire	someone	whose	knowledge	base	and	trade	skills	aren’t	current.

6.	 Research	 and	 be	 aware	 of	 the	 competition,	 including	 information
about	other	companies	and	other	professionals	 in	your	industry.	Always
know	 who	 they	 are	 and	 what	 they’re	 doing.	 Endeavor	 to	 know	 the



competition	better	than	they	know	themselves.
7.	Offer	to	help	people	in	your	network,	even	though	they	may	not	be	in	a
position	to	help	you	back	at	this	time.	These	people	will	remember	your
good	will,	and	as	they	say,	“What	goes	around	comes	around.”	So,	go	the
extra	mile!

8.	Look	at	new	jobs	and	investigate	other	opportunities,	even	 if	you’re
not	job	hunting	at	this	time.	This	will	help	you	to	know	the	market,	gauge
various	aspects	of	your	current	position,	and	stay	plugged	in.

9.	Always	ask	yourself,	“How	can	I	contribute	more?”	Doing	a	good	job
isn’t	good	enough.	The	people	who	land	the	best	jobs	and	move	up	in	the
organization	 are	 the	 ones	 who	 clearly	 demonstrate	 their	 value	 to	 the
organization	in	measurable	ways—every	day,	every	week,	every	month.

10.	 Practice	 your	 interviewing,	 negotiating,	 and	 related	 skills	 on	 a
regular	basis.	Don’t	wait	until	another	career	crisis	arises	to	polish	your
job	seeking	skills.	You	never	know	what’s	going	 to	happen.	As	 today’s
employment	picture	has	shown	us,	while	you	can	expect	the	best	at	work,
you	should	be	prepared	for	the	worst.

The	people	who	 land	 the	best	 jobs	and	move	up	 in	 the	organization
are	the	ones	who	clearly	demonstrate	their	value	to	the	organization	in
measurable	ways.

Remember:	Never	be	 satisfied	or	 complacent,	 and	don’t	 ever	 assume	you’re
100	 percent	 safe	 in	 any	 job.	 The	 only	 real	 job	 security	 is	 in	 developing	 and
maintaining	 your	 knowledge	 and	 competitiveness	 in	 the	 marketplace.	 By
adopting	 the	 Perpetual	 Career	 Management	 strategies	 outlined	 here,	 and
implementing	 these	 behaviors	 consistently,	 you’ll	 always	 be	 in	 top	 form	 and
have	 plenty	 of	 professional	 options,	 no	matter	 how	 low	 the	 economy	 plunges
and	regardless	of	how	bad	the	job	market	gets.
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Learn	from	the	Past,	Build	Toward	the	Future

As	 we	 said	 earlier,	 it’s	 critically	 important	 to	 demonstrate	 value	 and	 deliver
tangible	 results.	You	 can	 increase	 your	 value	 to	 a	 new	 employer	 and	 improve
your	chances	of	success	by	answering	the	following	questions:

•	What	skill	areas	can	you	improve	upon	in	your	next	job?
•	What	do	you	need	to	learn	in	order	to	work	more	successfully?
•	 If	 you	 were	 previously	 laid	 off	 or	 downsized,	 what	 could	 you	 do
differently	 to	 make	 yourself	 indispensable	 in	 this	 job?	 Acquire	 new
skills?	 Develop	 a	 better	 attitude?	 Take	 on	 extra	 work?	 Show	 more
initiative?

•	 How	will	 you	 keep	 close	 tabs	 on	 the	 trends	 in	 your	 industry	 and	 your
field?

•	Do	 you	 know	where	 you	want	 to	 be	 in	 one	 year,	 three	 years,	 and	 five
years?

•	What	can	you	do	now	to	help	you	ultimately	reach	these	career	goals?

Do	your	own	analysis,	listing	your	lessons	learned	from	the	past	and	outlining
new	 career	 approaches	 and	 initiatives	 that	 you’d	 like	 to	 implement	 moving
forward.
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The	First	90	Days	Make	All	the	Difference

Some	experts	believe	you	have	just	90	days	in	a	new	job	to	make	your	impact
and	create	the	permanent	impression	that	people	in	the	organization	will	have	of
you	 and	 your	 leadership	 capabilities.	 You’ll	 either	 cut	 it	 or	 not—in	 terms	 of
garnering	respect,	visibility,	and	credibility	in	your	new	position.	The	precedents
you	 establish	 in	 the	 first	 90	 days	 will	 last	 for	 your	 entire	 tenure	 at	 the
organization,	so	this	trial	period	is	critically	important	to	your	long-term	success.

Research	 shows	 us	 that	 approximately	 35	 to	 40	 percent	 of	 new	 hires	 fail
within	the	first	12	to	18	months	in	their	new	jobs.	Why?	Because	most	focus	all
of	their	time	and	attention	on	doing	the	job	that	they	were	hired	to	do.	They	put
their	 heads	down	and	get	 busy,	 believing	 that	 if	 they	 just	 do	 a	good	 job,	 their
positions	 will	 be	 secure.	 Unfortunately,	 this	 approach	 ends	 in	 disaster	 far	 too
often—with	the	new	employee	being	dismissed.

What	 really	distinguishes	new	hires	 is	how	well	 they	assimilate	 into
the	company’s	culture,	environment,	and	key	relationships.

Of	 course,	 every	 new	 employee	 needs	 to	 do	 a	 good	 job	 in	 the	 position	 for
which	he	or	she	was	hired,	but	 that’s	 just	 the	baseline	expectation.	What	really
distinguishes	new	hires	is	how	well	 they	assimilate	into	the	company’s	culture,
environment,	and	key	relationships.	In	addition	to	doing	a	good	job,	it’s	vitally
important	that	you	ramp	up	into	your	new	role	with	your	eyes	wide	open.	This
means	 paying	 close	 attention	 to	 what’s	 going	 on	 all	 around	 you,	 creating	 the
right	impressions,	attending	to	interpersonal	dynamics,	and	establishing	the	right
precedents.
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Relationships	Keep	You	Moving	Up	in	a	Down	Economy

Establish	 positive	 relationships	 with	 your	 new	 colleagues	 and	 develop	 good
communication	habits	to	maintain	those	relationships.	Be	honest,	open,	friendly,
reliable,	 and	 clear.	 Pay	 close	 attention	 to	 the	 company’s	 internal	 politics	 and
culture,	and	align	yourself	in	the	most	productive	ways	possible.

Cultivate	 good	 relationships	 with	 everyone,	 including	 the	 employees	 above
and	below	your	level	at	the	organization.	Get	to	know	people’s	names.	Reach	out
to	 the	 mail	 guy,	 the	 security	 guard,	 the	 IT	 guru,	 your	 manager’s	 executive
assistant—everyone!	You	want	 friends	 in	 a	 360-degree	 arc	 around	 you.	Why?
Simple—it	makes	working	with	these	folks	a	lot	more	pleasant	and	productive.
And	 when	 it’s	 time	 for	 another	 round	 of	 layoffs,	 having	 good	 friends	 at	 the
company	could	help	you	avoid	getting	another	pink	slip.
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Establish	a	Reputation	for	Producing	Tangible	Results

Develop	 a	 reputation	 for	 producing	 tangible	 results	 and	 for	 keeping
commitments.	 Immediately	 start	 a	 success	 file,	 where	 you’ll	 record	 your
accomplishments	and	contributions.	Keep	track	of	the	positive	feedback	you	get
from	 others—in	 meetings	 and	 in	 writing	 from	 clients,	 managers,	 and	 other
departments.	Always	strive	to	contribute	more,	and	try	to	become	known	as	the
go-to	 person.	 Learn	 how	 to	 dig	 below	 the	 surface.	 Ask	 probing	 questions	 to
discover	 the	 problems	 beneath	 the	 problems.	This	 strategy	will	 get	 you	 to	 the
core	 issues,	 and	 you’ll	 therefore	 seem	 like	 a	 hero	when	 you	 develop	 the	 best
solutions	and	generate	the	strongest	results.
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Communicate,	Communicate,	Communicate—Then	Deliver	the
Goods

Communicate	plans,	progress,	and	results	to	your	superiors	and	to	your	team	on
a	 consistent	 basis.	Don’t	 keep	 colleagues	 in	 the	dark.	Develop	clear	goals	 and
complete	 projects	 on	 time	 and	 on	 budget,	while	 leveraging	 the	 cooperation	 of
your	team	and	keeping	everyone	informed.

Learn	 to	 communicate	with	 colleagues	 (especially	 supervisors)	 in	ways	 that
work	for	them.	Factors	to	consider	include	the	means	of	communication	(e-mail,
phone,	 face-to-face),	 the	 frequency	of	communication	 (once	a	day,	every	hour,
only	when	asked),	and	the	length	or	detail	of	communication	(single-sentence	e-
mails,	five-minute	meetings,	full-hour	phone	conferences).

Develop	 clear	 goals	 and	 complete	 projects	 on	 time	 and	 on	 budget,
while	leveraging	the	cooperation	of	your	team	and	keeping	everyone
informed	of	your	progress.

If	 you’re	 not	 clear	 about	 the	 communication	 preferences	 of	 your	 boss	 and
coworkers,	ask.	You’ll	 be	 glad	 you	 did,	 and	 you’ll	 set	 the	 stage	 for	 enjoyable
relationships	in	which	you’ll	be	most	effective.
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Review	and	Fine-Tune	Your	Job	Description	with	Your	Manager

In	addition	to	reviewing	and	revising	your	job	description,	make	sure	to	also	sit
down	during	those	first	90	days	and	create	an	Individual	Development	Plan	for
yourself	and	your	 role.	This	 includes	your	short-,	mid-,	and	 long-term	goals	at
the	company.	This	is	critical	to	make	sure	that	the	 job	you	landed	becomes	 the
job	 you	 love.	 This	 strategy	 also	 ensures	 that	 you’ll	 be	 focused	 on	 your	 boss’s
priorities	(alignment),	which	can	also	extend	your	tenure	at	the	company.

Remember	 that	 employment	 is	 a	 two-way	contract.	Your	 responsibility	 is	 to
do	 the	best	 job	you	possibly	can	and	 to	help	 the	company	achieve	 its	business
objectives.	 The	 employer’s	 duty	 is	 to	 provide	 an	 environment	 where	 you	 can
advance	 your	 career,	 pursue	 new	 challenges,	 and	 develop	 toward	 your
professional	goals.	Many	companies	 tend	 to	 forget	 their	part	of	 the	bargain,	so
it’s	up	to	you	to	remind	them,	especially	during	your	first	few	months	on	the	job.

Many	 companies	 tend	 to	 forget	 their	 part	 of	 the	 bargain,	 soit’sup	 to
you	to	remind	them.
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Maintain	a	Healthy	Balance	Between	Your	Work	and	Private	Life

Make	sure	that	you	don’t	go	overboard	with	your	enthusiasm	for	your	new	job.
Family	 time,	 hobbies,	 and	 recharging	 your	 batteries	 are	 all	 part	 of	 your	 long-
term	 professional	 effectiveness	 and	 success.	 In	 today’s	 hyperconnected	world,
it’s	easy	to	get	obsessed	with	work.	There	is	strong	a	temptation	to	respond	to	e-
mails	 and	 cell	 phone	 calls	 24/7,	 and	 to	 constantly	 be	 thinking	 about	 the	 job.
Many	 believe	 that	 this	 work	 style	 makes	 them	 more	 efficient,	 but	 research
clearly	 shows	 that	 this	 is	 not	 the	 case.	 If	 you’re	 constantly	 distracted	 and
overwhelmed	with	work,	 or	 if	 you’re	 always	worried	 about	 keeping	 your	 job,
you	certainly	won’t	be	very	productive.

Should	you	work	hard	when	you’re	at	work?	Should	you	put	 in	extra	hours
when	 necessary?	 Should	 your	 job	 be	 one	 of	 the	 priorities	 in	 your	 life?
Absolutely!	 But	 the	 most	 productive	 employees	 are	 those	 who	 establish
reasonable	 boundaries	with	work	 and	who	have	 satisfying	personal	 lives	 apart
from	 the	 job.	 One	 way	 to	 ensure	 that	 your	 employer	 will	 realize	 the	 greatest
return-on-investment	 on	 you	 is	 to	 maintain	 a	 healthy	 balance	 between	 your
personal	 life	 and	work	 life.	 This	 will	 make	 you	more	 productive	 and	will,	 in
turn,	increase	the	likelihood	that	your	company	will	keep	you	around	for	a	long,
long	time.

One	way	to	ensure	that	your	employer	will	realize	the	greatest	return-
on-investment	on	you	 is	 to	maintain	a	healthy	balance	between	your
personal	life	and	work	life.
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Never	Feel	Helpless	Again—No	Matter	How	Bad	the	Job	Market
Gets

As	 you	 can	 now	 see,	 you	 do	 have	 a	 lot	 more	 control	 over	 your	 employment
situation	 than	 you	might	 have	 thought,	 even	when	 no	 one’s	 hiring.	No	matter
how	 bad	 the	 news	 gets	 about	 the	 job	 market,	 there	 are	 people	 just	 like	 you
landing	good	jobs	every	day.

Everything	you’ve	learned	in	this	book	will	help	you	not	only	in	your	current
job	search,	but	at	every	turn	in	your	career,	for	the	rest	of	your	professional	life.
Through	good	times	and	bad,	through	economic	booms	and	employment	crises,
you’ll	never	feel	helpless	again.

By	adopting	and	 implementing	 the	powerful	career	strategies	and	 job	search
tactics	 in	 this	book,	you	are	now	permanently	equipped	 to	 take	charge	of	your
career,	find	a	job	you	love,	and	earn	what	you	deserve.	You’ll	never	feel	helpless
again.

I	wish	you	the	best	of	success	in	your	journey!



CAREER	RESOURCES

What	you’ll	find	below	is	even	more	information	for	you	to	use	as	you	continue
your	career	development	process.	 I’ve	provided	 some	great	 resources	and	web
sites—plus	 additional	 tips,	 interview	 questions,	 and	 job	 search	 ideas	 that	 I’ve
shared	 with	 thousands	 of	 people	 through	 my	 seminars,	 articles,	 and	 career
coaching	work.	Don’t	forget	to	take	advantage	of	all	the	downloads	available	to
you	 at	 www.CareerPotential.com/bookbonus.	 I’m	 sure	 you’ll	 get	 a	 lot	 out	 of
these	tools.

When	no	one’s	hiring,	resources	like	these	become	more	important	than	ever,
because	 you	 need	 every	 last	 bit	 of	 market	 intelligence,	 competitive	 research,
salary	data,	and	overall	business	smarts.
Enjoy!

Thirty-Seven	Strategies,	Tips,	Ideas,	and	Reminders	for	When	No
One’s	Hiring

1.	Stay	busy,	get	active,	and	be	productive.
2.	Maintain	your	momentum.
3.	Hire	a	career	coach,	or	get	some	sort	of	consistent	career	support.
4.	If	you	are	struggling	emotionally,	get	counseling	help.
5.	Read	career	books	and/or	attend	career	seminars.
6.	Leverage	technology—web	sites	and	online	services/products.
7.	Leverage	technology—create	career	web	sites	like	VisualCV	and
LinkedIn.

8.	Leverage	technology—keep	in	touch	with	more	people	more	often
through	social	media	web	sites	such	as	LinkedIn	(www.linkedin.com),
MySpace	(www.myspace.com),	Twitter	(www.twitter.com),	and
Facebook	(www.facebook.com)—and	by	using	blogs,	e-newsletters,	and
so	forth.

9.	Differentiate	yourself—focus	your	entire	message	on	tangible	results.
10.	Differentiate	yourself—position	yourself	as	an	expert	by	writing	articles
and	giving	presentations.

11.	Use	the	time	off	wisely—gain	more	education	and	expertise	through

http://www.CareerPotential.com/bookbonus
http://www.linkedin.com
http://www.myspace.com
http://www.twitter.com
http://www.facebook.com


classes,	seminars,	certifications,	professional	conferences,	degrees,	etc.
12.	Build	and	leverage	your	network,	one	person	at	a	time.
13.	Take	a	temporary	or	part-time	job.
14.	Get	out	of	the	house	and	away	from	the	computer.
15.	Do	consulting	or	contract	assignments.
16.	Build,	improve,	and	enhance	your	career	portfolio	(documents,	tools,
etc.).

17.	Do	volunteer	or	pro	bono	work.
18.	Do	an	internship	or	apprenticeship.
19.	Take	care	of	your	health,	eat	well,	exercise,	and	get	enough	rest.
20.	Don’t	hide;	stay	in	close	touch	with	friends	and	family.
21.	Maintain	your	interests	and	involvement	in	hobbies.
22.	Be	more	flexible	geographically.
23.	Structure	your	job	search	time	and	activities,	as	though	it	were	a	real
job.

24.	Consider	shifting	industries	or	roles,	if	appropriate.
25.	Create	a	job	opportunity	or	combine	several	roles	into	one.
26.	Put	together	or	join	a	group	of	other	job	seekers,	and	keep	each	other
accountable.

27.	Focus	not	on	getting	a	job	but	on	adding	tangible	value.
28.	Look	for	a	need,	not	for	an	opening	(Work	Proposal).
29.	Practice	interviewing	and	negotiation	skills.
30.	Offer	to	help	people	in	your	network,	including	other	job	seekers.
31.	Get	involved,	be	visible	and	active	in	professional	organizations.
32.	Stay	focused	on	your	priorities	and	goals,	and	don’t	settle.
33.	Remain	confident.
34.	Teach	a	course.
35.	Maintain	an	upbeat,	positive	attitude	(even	when	it’s	difficult	to	do	so).
36.	Take	advantage	of	the	fact	that	many	other	job	seekers	are	sitting	on	the
sidelines.

37.	Do	some	work	“on	spec”	to	show	employers	the	quality	of	your	work.

List	of	Great	Web	Sites	to	Assist	in	Your	Job	Search	(Available
Online)

This	is	just	a	small	sampling	of	all	the	wonderful	Web-based	resources	that	are



available	 to	 job	 seekers	 and	 career	 changers.	 The	 list	 changes	 constantly,	 but
these	links	should	get	you	started.

Senior	Executive	Opportunities,	$100,000	Plus

www.6figurejobs.com	
www.executiveregistry.com	
www.execunet.com	
www.theladders.com	
www.careerjournal.com	
www.financialjobnet.com	
www.cfo.com	
www.netshare.com	
www.cio.com	
www.ritesite.com

General	Career	Opportunities

www.worktree.com	
www.alljobsearch.com	
www.acinet.org	
www.monster.com	
www.hotjobs.yahoo.com	
www.careerbuilder.com	
www.getthatgig.com	
www.beyond.com/network	
www.jobcentral.com	
www.jobcircle.com	
www.jobbankusa.com	
www.careersearch.com	
www.jobsniper.com	
www.jobvertise.com	
www.thingamajob.com	
www.vault.com	
www.indeed.com

General	Career	Support

www.quintcareers.com	
www.allbusiness.com	
www.managementhelp.org	

http://www.6figurejobs.com
http://www.executiveregistry.com
http://www.execunet.com
http://www.theladders.com
http://www.careerjournal.com
http://www.financialjobnet.com
http://www.cfo.com
http://www.netshare.com
http://www.cio.com
http://www.ritesite.com
http://www.worktree.com
http://www.alljobsearch.com
http://www.acinet.org
http://www.monster.com
http://www.hotjobs.yahoo.com
http://www.careerbuilder.com
http://www.getthatgig.com
http://www.beyond.com/network
http://www.jobcentral.com
http://www.jobcircle.com
http://www.jobbankusa.com
http://www.careersearch.com
http://www.jobsniper.com
http://www.jobvertise.com
http://www.thingamajob.com
http://www.vault.com
http://www.indeed.com
http://www.quintcareers.com
http://www.allbusiness.com
http://www.managementhelp.org


www.bls.gov/oco	
www.erieri.com	
www.salary.com	
www.hoovers.com/free	
www.employmentspot.com	
www.dnb.com/us	
www.corporateinformation.com	
www.managementcourses.com	
www.about.com/careers

Weekly	Job	Search	Activity	Form

The	Weekly	 Job	 Search	 Activity	 Form	 is	 a	 time	 management	 and
activity	measurement	tool	that	is	designed	to	focus	your	work,	keep
you	on	track,	and	increase	your	momentum.

	
Looking	at	your	progress	on	this	form	will	show	exactly	where	you
stand	on	each	of	 the	critical	 job	search	behaviors,	and	allow	you	 to
continually	improve	your	productivity	from	week	to	week.	The	more
concentrated	hours	you	put	in	each	day	and	each	week,	the	faster	you
will	reach	your	career	goal.

	
Below,	you’ll	find	a	list	of	the	activities	you	should	be	tracking	and
recording	on	this	form,	along	with	definitions	of	each	one.	At	the	end
of	each	day	and	each	week,	add	up	your	totals	in	hours.	Feel	free	to
make	photocopies	of	this	form,	to	log	all	of	your	job	search	activities.

	
Research—Information	gathering	on	industries	and	companies,	done
on	 the	Web,	 at	 the	 library,	 from	 databases,	 the	 business	 section	 of
newspapers	 and	 magazines,	 local	 publications,	 specific	 employer
web	sites,	annual	reports,	and	press	releases

http://www.bls.gov/oco
http://www.erieri.com
http://www.salary.com
http://www.hoovers.com/free
http://www.employmentspot.com
http://www.dnb.com/us
http://www.corporateinformation.com
http://www.managementcourses.com
http://www.about.com/careers


	
Career	 Development—Attending	 industry	 seminars,	 job	 search
workshops,	 meetings	 with	 your	 career	 coach,	 continuing	 education
classes,	and	pursuing	certifications	and	accreditations

	
One-on-One	 Networking—Meetings	 with	 new	 contacts,	 former
colleagues,	professional	friends,	centers	of	influence,	connectors,	and
referral	sources—often	over	coffee	or	a	meal,	or	at	the	other	person’s
office

	
Group	 Networking—Business	 card	 exchanges,	 chamber	 of
commerce	 events,	 trade	 association	 meetings,	 professional
conferences,	networking	clubs,	job	seeker	mixers,	and	job	fairs

	
Responses	 to	 Ads/Postings—Research,	 filter,	 and	 select	 a	 small
number	 of	 online	 and	 offline	 classified	 or	 “help	 wanted”
advertisements	to	respond	to	each	week

	
Letters/E-mails—All	 outgoing	 correspondence	 via	 e-mail	 or	 “snail
mail,”	excluding	responses	to	job	search	ads	and	postings

	
Contact	 with	 Recruiters—Phone	 and	 in-person	 contact	 with
executive	recruiters,	search	firms,	and	employment	agencies

	
Contact	 with	 Employers—Phone	 and	 in-person	 contact	 with
targeted	 employers,	 including	 hiring	 managers,	 other	 decision-
makers,	and	human	resources

	
Job	Interviews—Meetings	and	phone	calls	to	discuss	open	positions
for	which	you	are	an	active	candidate,	including	individual	and	group



interviews

	
Job	Offers—Meetings	 and	phone	calls	 to	 receive	 actual	 job	offers,
including	negotiating	and	finalizing	all	the	details

	
Administration—Buying	 office	 supplies,	 organizing	 work	 space,
making	 folders,	 setting	 up	 databases,	 putting	 away	 papers,	 and
following	up	on	project	details

Sample:	Weekly	Job	Search	Activity	Form	(Downloadable)



List	of	Web	Sites	with	Useful	Career	Articles

This	 tactic	 will	 differentiate	 you	 from	 other	 candidates	 after	 a	 networking
meeting	or	a	formal	interview:	send	relevant	articles,	web	links,	and	news	items
of	value	on	issues	relevant	to	your	contact’s	business	or	industry.

This	makes	 you	more	 of	 a	peer	 and	 certainly	more	 of	 a	professional	 in	 the
eyes	of	your	contact.	Simply	forward	an	article	or	link	with	a	short	note,	saying



something	like,	“Sally,	I	came	across	this	article	after	our	meeting	and	wanted	to
be	sure	you	saw	it.	It’s	very	interesting	and	relevant	to	our	discussion.”
But	 where	 are	 you	 supposed	 to	 get	 this	 flood	 of	 wonderful	 and	 useful

information?	From	your	own	research,	of	course!	For	an	ongoing	stream	of	news
and	business	information,	visit	these	web	sites	frequently	to	mine	them	for	gems
to	use	in	your	clip	file.	There	are	thousands	more,	of	course.	So,	continue	doing
your	own	research.

www.bizjournals.com	
http://nytimes.com/pages/business	
www.usatoday.com/money/front.htm	
www.forbes.com/business	
www.money.cnn.com	
www.findarticles.com	
www.mywire.com	
web	site	of	your	industry	group	or	trade	association(s)	
web	site	of	your	local	newspaper

For	an	updated	and	more	complete	list	of	web	resources	and	tools,
visit	www.CareerPotential.com/bookbonus.

Forty-Two	More	Smart	Questions	to	Ask	at	the	Interview

Often,	 an	 interview	 will	 end	 with	 the	 interviewer	 asking	 if	 you	 have	 any
questions	about	 the	position,	 the	company,	and	so	forth.	As	you	read	earlier	 in
this	 book,	 the	worst	 response	 you	 can	 give	 is	 to	 say	 “No.”	 Here	 is	 another
chance	to	separate	yourself	from	the	crowd	and	ask	some	great	questions.

There	are	plenty	of	books	and	articles	 that	describe	how	you	should	answer
questions	 at	 an	 interview;	 here’s	 a	 list	 of	 questions	 that	 you	 can	 ask	 at	 the
interview.	 Remember,	 a	 successful	 interview	 should	 be	 more	 of	 a	 balanced
dialogue	than	an	interrogation.
Some	 of	 these	 questions	 may	 seem	 bold	 to	 you,	 and	 some	 will	 not	 be

appropriate,	depending	on	the	specific	situation.	You’ll	probably	want	to	select	a

http://www.bizjournals.com
http://nytimes.com/pages/business
http://www.usatoday.com/money/front.htm
http://www.forbes.com/business
http://www.money.cnn.com
http://www.findarticles.com
http://www.mywire.com
http://www.CareerPotential.com/bookbonus


handful	of	the	questions	listed,	and	use	them	at	your	next	interview.	The	key	is	to
always	be	well-prepared	before	any	face-to-face	meeting.

A	successful	interview	should	be	more	of	a	balanced	dialogue	than	an
interrogation.

The	kind	of	question	that	will	damage	your	credibility	immediately	is	the	one
that	shows	your	lack	of	preparation,	knowledge,	or	research	about	the	company
and	their	needs.	So,	always	do	your	homework!

1.	What	do	you	really	want	to	see	as	the	outcome	of	hiring	someone	into
this	position?

2.	If	you	could	wave	a	magic	wand	and	create	the	perfect	candidate,	how
would	she	and	I	be	different?	What	would	we	have	in	common?

3.	What’s	on	the	front	burner	with	this	position?	How	would	I	spend	my
first	30	days	here?

4.	What’s	going	best	for	your	company	right	now?	How	does	this
position/department	tie	into	that?

5.	What’s	your	dream	for	this	organization?
6.	In	an	ideal	world,	what	would	you	like	to	see	happen	after	hiring
someone	like	me?

7.	What’s	the	best	thing	that	has	happened	to	the	company	in	the	past	year?
8.	What’s	the	worst	thing	that	has	happened	to	the	company	in	the	past
year?

9.	Tell	me	a	bit	more	about	your	own	background	and	work	history.
10.	How	do	you	define	an	ideal	employee	relationship?
11.	Who	do	you	consider	your	best	employee	at	this	level	and	why?
12.	What	two	or	three	problems,	if	solved,	would	make	a	huge	difference?
13.	What’s	most	important	to	your	boss?
14.	What’s	most	important	to	your	team?
15.	What’s	most	important	to	the	CEO	on	a	personal	level?
16.	Who	would	be	impacted	by	this	hiring	decision,	whom	I	have	not	yet
met?

17.	How	do	decisions	get	made	at	this	company?
18.	What	drives	you	crazy?



19.	What	does	your	competition	envy	about	your	organization?
20.	Which	competitor	do	you	worry	about	most?
21.	What	have	you	learned	from	that	competitor?
22.	What	would	make	you	look	like	a	hero	after	this	hiring	process	is	over?
23.	What	gets	you	juiced?
24.	What	business	books	do	you	like?
25.	Why	did	you	decide	to	meet	with	me?
26.	When	does	it	get	crazy	around	here?	What	happens,	exactly?
27.	Who	are	your	best	customers	or	clients?
28.	What	else	should	I	know	about	your	organization?
29.	How	can	I	add	value	in	my	first	week	here?	First	month?	First	year?
30.	What	would	I	need	to	do	so	that	12	months	from	now,	you’d	look	back
on	hiring	me	as	the	best	hiring	decision	you’ve	made	in	a	long	time?

31.	If	we	started	with	a	clean	slate,	what	would	you	like	to	get	done?
32.	How	would	you	describe	yourself?
33.	What	are	you	known	for?	Personally?	As	a	department?	As	a	company?
34.	Is	there	anything	off-limits	in	today’s	conversation?	If	so,	why?
35.	What	business	magazines	do	you	read?
36.	What	are	your	favorite	web	sites	for	business?
37.	Who	else	in	your	organization	should	I	know?
38.	What,	for	you,	is	the	bottom	line?
39.	What	can	I	do	for	you?
40.	What	would	kill	an	applicant	for	this	position?	Why?
41.	What	would	lock	in	an	applicant	for	this	position?	Why?
42.	Is	there	something	I	should	have	asked	you,	but	didn’t?

The	kind	of	 question	 that	will	 damage	your	 credibility	 immediately	 is	 the	one
that	shows	your	lack	of	preparation,	knowledge,	or	research	about	the	company
and	its	needs.

Words	to	Work	by...

No	man	is	born	into	the	world	whose	work	is	not	born	with	him.
—James	Russell	Lowell

	



The	biggest	mistake	 that	 you	 can	make	 is	 to	believe	 that	 you	 are	working	 for	 somebody	else.	 Job
security	is	gone.	The	driving	force	of	a	career	must	come	from	the	individual.	Remember:	 jobs	are
owned	by	the	company;	you	own	your	career!

—Earl	Nightingale

	
Three	things	are	needed	for	people	to	be	happy	in	their	work:	they	must	be	fit	for	it,	must	not	do	too
much	of	it,	and	must	have	a	sense	of	success	in	it.

—John	Ruskin

	
Work	can	provide	the	opportunity	for	spiritual	and	personal	as	well	as	financial	growth.	If	it	doesn’t,
we	are	wasting	far	too	much	of	our	lives	on	it!

—James	Autry

	
Inherently,	 each	 of	 us	 has	 the	 substance	within	 to	 achieve	whatever	 our	 goals	 and	 dreams	 define.
What	is	missing	is	the	training,	education,	knowledge	and	insight	to	utilize	what	we	already	have.

—Mark	Twain

	
I	have	learned	that	success	is	to	be	measured	not	so	much	by	the	position	one	has	reached	in	life,	as
by	the	obstacles	which	one	has	overcome	while	trying	to	succeed.

—Booker	T.	Washington

	
People	 don’t	 succeed	 by	migrating	 to	 a	 “hot”	 industry	 or	 by	 adopting	 a	 particular	 career-guiding
mantra.	They	 thrive	by	focusing	on	 the	question	of	who	 they	really	are,	and	connecting	 that	 to	 the
work	they	truly	love.	The	choice	isn’t	about	a	career	search	so	much	as	an	identity	quest.

—Po	Bronson

	
Choose	a	job	you	love,	and	you	will	never	have	to	work	a	day	in	your	life.

—Confucius

	
The	first	essential	in	a	boy’s	career	is	to	find	out	what	he’s	fitted	for,	what	he’s	most	capable	of	doing
—and	doing	with	relish.



—Charles	Schwab

	
The	true	vocation	of	a	man	is	to	find	his	way	back	to	himself.

—Hermann	Hesse
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Ford	 R.	 Myers	 can	 help	 you	Get	 the	 Job	 You	 Want,	 Even	 When	 No	 One’s
Hiring!

	
If	you	would	 like	more	 information	about	how	Ford	and	his	 team	at	Career

Potential,	 LLC	 can	 help	 you	 or	 your	 organization,	 please	 visit
www.careerpotential.com.	There,	you	will	find	full	descriptions	of	the	following
offerings:

•	 Corporate	 Career	 Development	 Seminars,	 which	 help	 organizations
attract,	develop	and	retain	premium	talent	for	lasting	marketplace	success

•	Career	Coaching	Programs	for	Individuals,	including	powerful	one,	three,
and	six-month	career	transition	and	job	search	programs

•	Career	Store,	including	products	and	services	that	help	you	take	charge	of
your	career,	create	the	work	you	love,	and	earn	what	you	deserve

•	Online	Job	Search	Tools,	which	help	you	leverage	the	best	career-related
technologies	on	the	web

•	 Speaking	 Information,	 including	 a	 full	 list	 of	 presentation	 topics	 and
booking	procedures

•	Career	GPS	Self-Assessment,	which	helps	you	quickly	map	your	career
goals,	plans	and	strategies

•	Career-Building	Articles,	including	a	wide	range	of	practical,	high-impact
career	topics

•	 TV	 and	 Radio	 Interviews,	 with	 educational	 segments	 on	 career
management	and	job	search	strategies

•	 Media	 Kit,	 including	 useful	 information	 for	 journalists,	 bloggers,	 and
interviewers

To	 reach	 Ford	 and	 his	 team,	 please	 send	 an	 e-mail	 to
contact@careerpotential.com	or	call	toll-free:	1-888-967-5762.
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