How to Conduct

 a Successful Job Search
Attitude and Outlook

Attitude

· A person conducting a SUCCESSFUL job search must have a positive and optimistic attitude.

· On the day of the interview, watch what you say and make certain that your tone is positive and uplifting, but genuine.  Resist even talking about things like “wow that was bad traffic coming in.”  

· Do not comment on the struggle you are having finding a job etc.  

· People enjoy being around other people who are upbeat and positive.

· Recruiters hire people that they think will fit in well and get along with other people at the company.

Honesty

· You should be totally honest in your answers, but you should not hurt yourself by revealing things they don’t need to know.  If the interviewer asks “How did you like your last boss?”  The truth may be “He was Attila the Hun.”  This is not the answer you should give. We are certain that you can find something positive to say about your former boss.

· Never criticize your previous employer, supervisor or co-workers.  
· View the interview somewhat like a poker game; be careful not to show your “hand” too soon.
· You need to be completely honest on your application.  
Are you nervous? Or, are you excited?

· The human body reacts the exact same way when a person is excited as when they are nervous.  Why don’t you choose excited?  Your body is going to feel the exact same way, but you have switched your mind from a negative to a positive.

Resume Review

Chronological resumes should be used if:

· You have spent more than three years with previous employers and have not jobs frequently

· You are seeking a position in the same field in which you have been employed

· You have worked for well known respected companies

· You can show steady growth in responsibility

Functional resumes should be used if:

· You have had numerous jobs in a relatively short time

· You have been unemployed for over 6 months or are reentering the job market after a long period

· Your skills and responsibilities are complicated and need explanation

· You are an older adult and are concerned about having to compete with younger applicants for the same position.

Appearance

· Correct grammar, spelling, and punctuation

· Headings capitalized

· Good quality paper

Content

Identification

· Name

· Address

· Daytime telephone number

· E-mail address

Career objective: List in 2-3 sentences what you have done, a summary of qualifications, and what you want to do. Be specific.

Education

· Name of School

· Dates of attendance. Discrimination based on age may occur. List dates only if you’re confident it will not hurt your chances of getting an interview. 

· Diplomas, certificates, or degrees

· Special honors

Experience

· Dates of employment (month and year)

· Company name

· Job title

· Description of duties

· Special accomplishments and promotions

· Use of action verbs to describe accomplishments (increased revenues %, saved %, facilitated communication, etc.)

Miscellaneous

· Front load all of the most important information at beginning of resume

· Organizations and/or professional affiliations

· Availability for travel – if job requires travel

Cover Letter

· Address the letter to a single individual if possible. Make sure name is spelled correctly. 

· Identify the job requirements that the job has.  Address the requirements with your specific accomplishments and experience.

· Use action words to describe your abilities.

· Keep the sentences short and the words simple and direct.

· Check for spelling and grammar.

· Keep a copy of each letter you send so you will know what you wrote to each prospective employer.  This will also help you follow up.

· Keep the letter to a single page, less is better.

· Have another person read your letter before sending.

Do NOT mention:

· Salary history. (If the advertisement directs you to give this simply say “my salary requirements are flexible.”)

· Benefits

· Reasons for leaving your last position.

· Anything negative about previous employers.

Staying Organized

· Develop a good filing system for your job search

· Example #1 – 3 different colored folders

· Red – (HOT)  Jobs that you have set up and interview for or expect to hear back from a previous interview

· Green – (GROWING) Jobs that you think have the potential to grow into an interview

· Yellow – Jobs opportunities that need to be developed

· Example #2 – Create a file for each opportunity

· Keep good records of people you spoke with and interviews you have gone on.  Keep track of proper spelling of names and phone numbers.  Use the Job Search Tracking Sheet.

Use of Recruiters and Career Counselors Checklist

· Retained agency recruiters get paid by the company regardless if they find the candidate.

· Contingency agency recruiters get paid only when the candidate is hired
Ask agency recruiters specific questions:  Who is your network? How do you network?  Do you work with hiring recruiters or hiring managers?  What companies have you specifically placed candidates in and how many?  

· Career Counselors – Want YOU to pay THEM to help give you the information you are receiving today.

Networking

· Networking is simply an effective communication exchange between you and others with whom you come in contact with that:

· Educates others and points out your value to an employer

· Provides you with information about potential employers

· Helps you identify additional people who can provide you with more information and contacts

· Networking accounts for roughly 64% to 80% of job offers received

· Companies employ the same networking methods before publicizing a position.  

· Before moving forward with networking it is crucial that you are clear in what you have to offer and what you want for it.
Creating a network strategy

· Determine what you want to do

· Refine communication strategy to address your targeted market

· List potential employers to consider

Identifying your network – who do you know

· Your personal support network

· Professional contacts

· Make contacts to set up networking meetings

· Networking meetings

· Informational meetings

Structure of meetings

· What to say and what not to say

· What to bring with you

· Follow-up after the meeting

Building your Network – Who do they know

· Asking for referrals - contact information you need:
· Name 
· Company
· Phone Number
· E-mail address
· Mailing address
· Source of contact (Past co-worker, friend, relative)
· Contact date(s) with notes from each communication
· Relationally
· Follow-up
· Regular contact
· Contacting referrals
Job Search Action Plan
 
1. Simplify the job search process - the three basic skills you need to secure the job you want is to become an expert at these three basic skills:
      a. Get more interviews for jobs you really want
      b. Ace the interviews and become the candidate of choice
      c. Negotiate a job offer

2. Understanding how to take advantage of today's new job culture.

      a. Look through the eyes of a hiring manager (invaluable to understand the elimination process and flexibility going on behind the scenes during the interview process) 
      b. How jobs are created today (critical to understanding and appreciating the hidden job market – this understanding will open up the other 80% of jobs to the candidate)
      c. What are companies looking for in a candidate in today's new economy? You've got to know your competition in order to exercise your differential advantage) 

3. Your choices
      a. Make tough decisions: What kind of a job search will you have?

      b. Answer tough questions: Why don't you have the job you want? Is it the economy or you? 
      c. Do some tough things. Are you prepared to make some changes and do some nontraditional job search activities if that's what it takes? 



The Hidden Job Market 
The hidden job market consists of non-advertised positions. More than 80% of jobs are filled through the hidden job market. 
There are at least three ways to locate and take advantage of these positions:
                - Recruiters
                - Networking  
                - Marketing yourself to companies – the most successful action plan you can use that few candidates will take advantage of.

Three simple steps to market yourself into a great new job

      1. Choose the job you really want - identify the target market  
      2. Prepare a marketing letter and phone call
      3. Contact the people (that's right, hiring managers are just people) at the companies.  


BOTTOM LINE - There are only two approaches in a job search - 

                     l Employers look for you (the advertised job market) 

                                             l You look for employers (the hidden job market)

Which one really makes more sense for a person who knows the job, company type, and location they would prefer to work in?



Effective Use of the Internet
· Some of the best Web sites for job searches are:

· Monster.com

· Hotjobs.com

· Careerbuilders.com

· Directemployers.com

· You should place your resume on these sites for recruiters to find and review.  

· Make sure you “refresh” your resume at least once a week in order to keep it near the top of searches by recruiters

· You need to use the automatic job search features on these Web sites that automatically let you know when a position that fits your background is posted. “recruiter search agents”

· You have a 5-10 day “window of opportunity” after a job is posted. After that your resume will most likely not be reviewed…in other words apply immediately.

· After you submit your resume, call the company directly and ask if they will connect you to the employee in charge of recruitment for ___________  job you applied for recently on the Internet.  Many times they will connect you and then you will be given a chance to phone interview or ask for a phone interview. If they won’t connect you, ask if you could have the fax # of the person who is in charge of the job you just applied for, this way you are covering all your bases and getting your name seen.  

· Finding a job using the Internet is a numbers game, but it can lead to employment. 

· When looking for a new job you need to check the internet everyday.
Interview Preparation

· Start preparing for your interviews now.  At any moment you may get a phone call to pre-screen you and you need to be ready for it

· Fully understand your resume.  Be able to refer to it and explain in detail any question asked from it.

· Review prior interview notes

· Get proper directions to the interview

Research the company

· Internet

· Contact internal referrals

· Review recent news

· Review company web site

References

· References are a critical element in your job search

· Select only those who will give positive feedback for you

· Prepare to have 3 professional and 2 personal. 

· Professional references are preferred.   Especially your superiors.

· Contact your references PRIOR to using them

· Make sure that their contact information is up to date and that they know of your situation and what you are telling potential employers

Things to Bring to a Job Interview

· Professional folder

· Extra resumes

· References names and contact information

Job Interview

· Arrive 15-30 minutes early.

· If you are asked to fill out an application, do so without complaint.

· Speak to the office staff the same way you would speak to the interviewer. 

· Treat the interview as if you were going to an event that is being hosted by the President.  You are a guest.  You need to be formal, gracious, but genuine.

· When meeting the person you are interviewing with, initiate a handshake.  Grasp the hand firmly but do not crush.  A firm handshake sends a positive message.  A limp handshake sends a poor message. (Tip: Wash your hands with very warm water before the interview so they are warm & dry when you greet them.  This can be done at the company location because you arrived early and relaxed).

Appearance

· First impressions are crucial.  You have 2 minutes to make a good first impression.  Dress conservatively and not trendy. 

· Good posture

· Good eye contact, but breaks away from time to time…don’t stare.

· Consider updating your glasses to more modern styles or wear contacts.

· MEN:  Facial hair is risky.  If in all doubt, go to the interview clean shaven.  Facial hair can possibly hurt your chances of creating a good impression.  You want to appeal to the largest audience so a clean shaven appearance is neutral.  You can always grow it back after you get the job!

· Positive facial expressions, smile, but not overdone. 

· Men should limit their jewelry to a watch and a wedding ring if married.  

· Consider investing in a new, modern 4 button down suit if you don’t already have one.  Outdated or old suits will hurt your ability to leave a great impression.  

· Do not smoke or chew gum.

How to ACE any interview:  Be prepared to answer the most common interviewing questions using the S.A.R. method.  

· SITUATION: Tell them the specific situation that you were in on previous jobs.  Paint a picture for them in answering their interview questions. Do not rely on hypothetical scenarios, give them actual examples of what you did.  
· ACTION: Tell them what was YOUR action. What did YOU do.  Mix it up with WE, but avoid using too many WE statements.  “This is what I did and the team succeeded because of this”.
· RESULT: What was the business result of YOUR action?  How did the company benefit?  How did they profit.  How did the team become better.  In using S.A.R. you will leave an impression in the interviewer’s mind that you showed them not just told them.  This is what I DID as opposed to this is what I would do.  The interviewer will be able to picture you as the best candidate because you convinced them with examples of your experience.
Common Interview Questions

· Tell me about yourself

· What are your strengths? Weaknesses?

· What are your career goals?

· Do you work well under pressure?

· What are you looking for in a job?

· What achievement are you the most proud of?

· Why did you leave your last job?

· What are your hobbies?

· Tell me about your last employer (boss)?

· Give me an example of how / when you ________________.

Tailor your answers to the job you are interviewing for

· There is not only one answer of each of the above questions. Each of us has numerous strengths, weaknesses, achievements, etc.

· Make certain that you have rehearsed numerous examples of your accomplishments.  It is a “red flag” if you use the same example with all the interviewers. 

· Understand the position you are being interviewed for and tailor your answer to that job.  If you are interviewing for an operations supervisor position then choose the best accomplishment that deals with managing people.  Save your great sales accomplishment for the sales interview. 

Understanding the reasons for the interviewers questions

· Each question the interviewer asks always goes back to the fundamental question “Why should I hire you instead of the other people I interview?” 
· These are the things going through the interviewers mind:

Who are the competent candidates? 
     Your experience and skill set
Who will fit in to our company and stay here a long time?
     Your job history (job hopper?) and personality
Who do I like and trust?
     Your character, integrity and personality
Which person will make me look good to my boss? 
     Your professionalism and ambition
Who is the best value for our budget?
     Your ability to add value to an organization


How you answer the interviewer’s questions

· How you answer can be even more important than what you answer.
· Be positive and enthusiastic and full of energy -  especially on phone interviews
· Do not criticize former employers or co-workers
· Speak clearly and load enough to be heard over any background noise.
· Use the interviewer’s name.
· Be confident but not cocky
· Be open honest and natural
· If you do not understand or if you did not fully hear the question, ask for clarification.  
· If the interviewer wants to do the majority of the talking then let them talk.  This is a great opportunity to listen and then base your answers on the information that the interviewer is giving you.

Questions you should and should not ask

· When the interviewer asks if you have any questions, your questions need to be concerned about the actual job and how you can fit in and NOT be concerned with vacations or benefits.

· Research the company and study the job description.  Formulate questions that show you have thought through every possible consideration about the company and the job. 

Ending the Interview

· End the interview on a positive note and let them know you are interested.

· Ask “What is the next step in the selection process?”

· Do not linger, ask too many questions, or come off overly anxious. 

· Try to “correct” anything that you think was miscommunicated only if you have the opportunity and it is not forced.

· Give a good handshake like you did to start the interview

· Send a thank you note within 24-48 hours of the interview

Interview Secrets:


Almost all candidates leave an interview thinking they did well, but hiring managers have a tendency to think differently. Don't get your hopes up right away. 

1. You can't change your experience, skill set, or job history but you can change the way you market it.  Example: How to go on the right interviews. What is your attitude toward a job interview?  

2. Because of HR laws, some hiring managers are taking a different approach to interviews and "testing" you in different ways. Be prepared for today's NEW STYLE of interviewing. Also, be prepared to use the new approach to your advantage by having simple short anecdotes ready to show your character, loyalty, and professionalism.

3. Be ready to bounce back and be resilient.



4. Observe the culture of the company - you are interviewing them as well. Listen very carefully to the hiring manager and others that you come in contact with. How to ask follow up questions to show your interest, probe deeper into an area of concern, and get the hiring manager to be comfortable and open up to you. 

5. Relax, but never let your guard down - use some catch phrases to professionally buy some time to think before you answer questions 

6. Ask for the order - how to let them know you want the job. 
          a. by asking questions
          b. by revealing your research
          c. by telling them in a professional way that you want the job
    
7. Read the buying signs during an interview
          a. Analyze the kind of interview you are receiving (what are the different types of interviews and interviewers? - very interesting and helpful) 
          b. How to identify buying signs and avoid committing too soon
          c. How to identify the non-buying signs

8. Get the business card of everyone you meet and follow up with all of them. 

9. SMILE if you really want the job. 

Writing Thank You Notes

· Simple, professional stationary

· Handwritten if you have very good handwriting otherwise, use a printer.

· Sent within 24 to 48 hours of the interview

· Send the note to them via e-mail and US Mail

· Take it a step further and send the note in a 8 ½ X 11 large envelope, these types of envelopes get opened sooner.  It also shows you thought more than the average candidate. 

Communicate the following information:

· Appreciate and thank them for their time

· You are confident of your ability and experience to perform the job
· You’re very interested to proceed further to the next steps of the interview process

Negotiating the Job Offer

· When an offer is made, it is up to you to decide if you want to work for the company and if the compensation is acceptable.

· In order to make the best of this situation, you should do the following things:

· Continue to express interest in the opportunity

· Gather as much information from the employer as possible

· Cost out every element of the offer

· Base compensation

· Sign on bonus

· Relocation benefits

· 401(k) or pension

· Vacation

· Medical (type of policy and what is your contribution)

· If you are using a recruiter then use them as your go between

· Base your concerns off facts and discuss them in a factual not personal manner.

· Remain sensitive to the employers’ reaction. Read signals of approval or concern
· Never negotiate an offer you don’t have 

· Always express gratitude for any offer
· Always ask for a period of time to think about an offer (this shows respect for the big decision of a career move)
· Always get the offer in writing
· Don’t be afraid to ask for more. Be creative about asking form more – salary is just one part of the compensation

· Don’t be afraid to discuss compensation once you have an offer in hand – be careful about discussing it before
· Your best chance for a strong compensation package is when you become the candidate of choice
· When you finally accept, do so with enthusiasm and gratitude
· If resigning from your company, don’t consider a counter offer
· Follow up with a professional thank you note once the negotiating is over
Miscellaneous

· Make sure you have a professional message on your phone answering machine.  Leave an alternate phone number on your answering machine that you can be reached such as a cell # if you have one.

· Example:  You have reached the residence of John Smith.  I am not available to take your call personally, but please leave your name and phone number and I will call back as soon as possible. I can also be reached at 847-555-1212.

· Most companies will start out the process with a phone interview.  Treat this the same as a regular interview and be prepared.  Arrange for your small children to be cared for during this time.  This will insure that your kids won’t be making a lot of noise in the background and you will not be distracted.

· Be aware that many jobs require you to pass a drug test prior to getting hired as well as checking your personal references.  Make sure your references are aware that they might get a call. 

Self Improvement

· A great way to spend some of your free time is to try to improve your skills

· Interviewers look upon self improvement in a positive light

· Self improvement does not have to cost a dime, go to the library and check out a book or video

· Some suggestions:

· Video tapes on using computer programs are a great way to learn new features and get to a higher level

· Reading business books such as “How to Win Friends and Influence People” by Dale Carnegie show you are trying to develop better managerial skills

· Reading motivational self improvement books such as “See You at the Top” by Zig Zigler 

· Raving Fans – Ken Blanchard:  Customer Service.  Short, easy reading.
· Technical people:  Stay current at all costs.  Read and take classes to keep your certifications up to date.  
