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About	the	Author	
	
Frank Laux is the President of Strategic Search Partners, an executive search firm based 
in Keller,  Texas. He is originally from Fort Worth, Texas and graduated from TCU with 
a BBA and later earned his MBA at University of Texas–Arlington. Prior to starting 
Strategic Search Partners  in 1998, he worked with Mars, Inc. in Sales & Marketing 
Management roles and served as the President of the Nestle’s Kathryn Beich Division 
from 1994-7. 
 
Strategic Search Partners has performed hundreds of successful searches in a wide range 
of industries and functional areas. Please visit the website at www.searchssp.com for 
more information.  
 
 

Legal	Notice	
	
Frank Laux and Career-Workshops.com retain all ownership rights to the book entitled 
The Frank Laux 1 Day Career Workshop (hereafter referred to as “The Book”). Use 
of the Book is covered by existing Copyright law. All Rights are reserved. No part of this 
book may be reproduced, transmitted, stored, or copied in any form (electronic, 
mechanical or manually) without the permission of the author. Unauthorized copies or 
adaptation of this material for use in workshops, lectures or seminars is prohibited.  
 
The Author makes no representations or warranties  with respect to the accuracy or 
completeness  of this book and specifically disclaim any implied warranties of 
merchantability or fitness for a particular purpose. The accuracy and completeness of  
this information provided  and the opinions stated are not guaranteed to warrantied to 
produce any specific results. The advice submitted may not be suitable for every 
individual. The author shall not be liable for any loss of profit or any other commercial 
damages, including, but not limited to special, incidental, consequential or other 
damages.    
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1 DAY WORK SHOP OBJECTIVES 
 
 
 

BY THE END OF THE DAY YOU WILL 
 
 

 
• Build and improve your resume 

 
 

• Develop your networking introduction 
 
 

• Enhance your networking skills 
 
 

• Use Social Media and the Internet more effectively 
 
 

• Use recruiters, research and others resources more effectively 
 
 

• Make progress toward finding the next job 
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Introduction	
	

Chapter	1	–	Change	
	
If you are reading this book, you either are currently involved in a serious change process 
in your life or are possibly concerned that a major change may be coming soon. This 
book does not address in great detail the psychological impact of these changes, however, 
in making a job change, many of the items listed below are common. One of the keys to 
your success is understanding where you are in the change process, how you are going to 
deal with it and take positive steps to move forward. Below is an illustration used by 
many outplacement firms to describe the overall process. 

	
MANAGING THE CHANGE PROCESS 

 
1. Understand the “Internal Psychological Process” illustrated below 

 
First Stage– Dealing with the LOSS – The ending 
You will experience several stages, possibly including: SHOCK, FEAR, DENIAL, 
ANGER  
 
Second Stage – Chaos and Confusion – Dealing with the Ending – Starting to 
Explore new options 
After you have gone through the initial stage, you  will probably experience: STRESS, 
FRUSTRATION, CONFUSION in making the transition.  
 
Third Stage – Find the NEW BEGINNING 
 
As you work through these earlier stages, you will probably begin to experience a 
combination of ANXIETY, CREATIVITY, IMPATIENCE, HOPE, ENERGY, 
SKEPTICISM and ENTHUSIASM 
 
Each of us will be dealing with a unique set of circumstances and may handle the change 
process in different ways. What is so important is to understand that having these feeling 
and emotions is normal and simply part of how human beings deal with change. Often 
this process may even be repeated as we review various new opportunities and some of 
them fall through. 
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________________________________________________________________________ 
WHERE ARE YOU IN THIS PROCESS? WHAT CAN WE DO TO SPEED THE 
PROCESS ALONG?  
 
We all progress through this process, however, each of us has our own unique sets of 
issues and our own rate of speed in getting through it. Here are a few ideas  that may be 
of help:   

 
 
2. Accelerate the process through a proactive positive approach to dealing 

with this change.  Develop a positive attitude. If you got laid off today, this is not the 
day to start calling your old friends and singing the blues and cursing the company. 
Whenever you are ready to begin your networking that will lead to the next job, you 
need to project a positive outlook and be ready for moving on to the next step. Self-
pity is a very unattractive human trait and it will only delay getting the next job, you 
must be able to “SMILE” even when it may be difficult.     

 
3. Get control of the process 
 
-Develop your action plan and timetable -  Make a schedule of what you plan to      

do for the next several weeks with target dates for making networking contacts, 
interviews and a range for getting the new job. Be reasonable and stick to your 
schedule.  

-Monitor your progress – Keep written records of your objectives, schedule, 
follow up activities. 

 
4. Remember what is most important 
 
Faith – Draw strength from your Faith and your family. If   you attend church, 

get support from the local community. Many times larger churches will have career 
workshops and other free support. Each community also has various outreach 
programs which may be of help. 

                                                                                                                                                                                                               
Family – Stay committed to your family and be positive. This is an experience 

which will draw you closer to those you love the most. 
 
Physical and mental well-being.  Get/stay in good physical condition,                         

avoid self-pity, avoid alcohol/tobacco and other bad habits . 
  
Practical Matters. Your new job is finding the next job – it is a 40-50 hour a 

week job.  Set up your home office and work setting (phone, Ipad, computer, etc).                   
Get yourself organized for the job.  Set a budget for transition process and stick to it.                      
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BUDGET	SUMMARY	
 

Things to consider: 
 

• Develop a plan and a backup plan with dates and expectations 
• Look into getting unemployment compensation immediately 
• Negotiate with employer for extended severance and continuation of benefits 
• Tap into savings where appropriate 
• Make sure 401K/ or retirement funds are ‘rolled over’ without penalty 
• Get help from CPA, CFP with you family finances 

 
Short term potential changes to consider: 
 

• Reduce spending wherever possible. These items can include travel, 
vacations, unnecessary spending for the house, cable TV, other non-essentials 

• Can spouse assist with part/full time employment? 
• Liquidate assets where possible and reasonable…extra car, boat, etc. 
• Borrow from family members where appropriate  
• Equity loan on home if absolutely necessary 
• Check out the multitude of websites than can help you reduce costs. You can 

check Google or other sites with keyword searches. Words like Frugal living, 
cutting costs at home, etc. might be helpful. 

 
Things to avoid: 
 

• Credit card debt with high interest payments 
• Borrowing against 401K and retirement accounts 
• Second mortgages 
• Scam artists that offer things that are too good to be true (i.e. make $10,000 

a month working from home, Multi-level marketing, investment 
opportunities to be-your-own-boss unless you have truly investigated 
starting your own business and really know it).  

• BEWARE OF “CAREER CONSULTANTS” who offer you jobs which are 
guaranteed for high fees. Avoid spending money for expensive resume 
writers and other support if you don’t really need it. If you do use outside 
support, get references and make sure the consultant has a successful track 
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record. Now is the time to conserve resources. Avoid the Internet “Resume 
Blasters” and other services.   

 
       
 

Chapter	2	–	Honest	Self-Assessment	
	
Making a Self-Assessment early in the change process is very critical. This is a good time 
to question what you have done so far in your life and your career and what you want to 
do next. What are you capable of doing, what do you like to do, and equally as important, 
what do you have to offer that someone is willing to pay for? 
 
 

• WHAT DO I HAVE TO OFFER – Take a look at your “Soft Skills”. 
These include, your ability to communicate with others, your personality, 
sensitivity, intuition, judgment, decisiveness, and the many qualities that make 
you unique and marketable.  Then, consider your “Hard Skills”. These may 
include having a CPA, JD or other certification. Maybe you have been an 
Industrial Engineer for 20 years at Lockheed. Hard Skills can include those 
tangible and bankable skills that employers are generally willing to pay at a given 
reasonable rate in the marketplace. The rate can vary from $10-15 an hour for a 
substitute teacher to $500+ an hour for a Lawyers, Consultants, Neurosurgeons 
and others with specific critical skills (i.e. relief pitchers for the Texas Rangers).   

 
 

• WHAT DOES THE EMPLOYER NEED – As you get deeper into the 
process, it becomes critical for you to know exactly what the employer needs. 
Usually, employers and recruiters have a good idea of what the company needs, 
but it is important for you to be honest with yourself and not try to make a force-
fit. I am constantly inundated with resumes of people who think they are a 
“Perfect Fit” for my client and they are nowhere close to being right for the job.  

 
  

• HOW DO WE MAKE A MATCH AND GET A WIN/WIN 
SITUATION 
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WIIFM	

 
Several years ago, when I was with Nestle-Kathryn Beich, our sales force of 200 
independent reps were led by our VP-Sales who made a presentation at our National 
Meeting. Part of his presentation was placing the letters “WIIFM” on his forehead to 
make a point. He said “Everyone on the planet wakes up every morning with WIIFM 
attached to their foreheads, but the words are invisible”. WIIFM = What’s in it for 
ME!! While I am sure there are many altruistic exceptions to his rule, I would agree that 
most of the world, and ALL employers wake up every day with that attitude. So, in your 
efforts to find the right job, must prove that you are the solution to a problem and can 
help them solve the problem RIGHT NOW. 
 

	
WHAT	IS	YOUR	IDEAL	WORK	SITUATION?	

 
KEY CONSIDERATIONS 
 

• LOCATION – What is your first, second, third choice?  Do you want to be 
close to family? Is location negotiable or not. If it’s not, that’s fine. Just make sure 
you are being honest with employers, recruiters and your family when these 
decisions are made.  

 
• COMPENSATION – What is acceptable? You need to figure out a range 

that will work for you. You also need to know what your skill set is worth in 
today’s market. We will talk more about websites that can help you make this 
determination.  

 
• BENEFITS – Unfortunately, many companies are now in the process of 

reducing health, retirement and other benefits. You may need to compromise here 
somewhat, but you still must know what is acceptable and what is unacceptable in 
moving forward with a new opportunity.  

 
• TYPE OF JOB – FIT – In the world of executive search, it’s all about FIT. 

Most recruiters can usually identify people who have the hard and the soft skills 
needed. However, what almost always determines who get the job is “how does 
this person fit” into our company, our culture and do we like him/her? You must 
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get an idea of what type of company you will fit into and what companies you 
won’t fit into. You must be honest with yourself and do sufficient research to get 
a feel for the company culture you are exploring. Talk to employees. Read articles 
and  websites. Do your homework.  

 
• INDUSTRY – Is your skill set transferable to any industry? If so, that’s great. 

You can explore a wide variety of companies. If your skill set is very specialized, 
(i.e. R&D Scientist for Merck or NASCAR Driver), you will need to do your best 
to find an opportunity within the industry or make a significant career change. 

 
• COMPANY – You must gain an understanding of the company culture that 

you are exploring. Again, the best way to find out is through extensive research 
and asking employees, customers and others what they know and what they think 
about the company.   

 
• PROMOTABILITY – What kind of situation do you want? If you are mid-

career, how quickly can you get promoted and move up the ladder. If you are later 
in your career, are you happy to stay in the same role for several years. What does 
the company expect. Most of the time, companies want people who are upwardly 
mobile and rarely want someone they see as having “their last job” until 
retirement. Most companies don’t want to hire “early retirees” with 30+ years of 
experience. We will talk more about that later. 

 
• PERSONAL GROWTH – What type of work environment keeps you 

stimulated and allows you to gain new skills, have fun and feel good about what 
you so. What kind of environment will provide opportunity for personal growth 
and educational opportunities? 
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Chapter	3	–	Your	Marketing	Plan	
		Communication	Strategy	Part	1	

 

	
Your	Headline	–	Soundbite	
	
Everyone remembers the great work of advertisers, communicators, politicians, 
newspaper writers and others who have been able to capture in a very few words or 
letters, something very powerful: 
 
 
Subway..Eat Fresh 
…”Snickers…Satisfaction”  
“McDonald’s..I’m lovin’ it” 
“GEICO..15 minutes….” 
“Nike…. Just Do It” 
 
You get the idea. While we are not candy bars or the GEICO Gecko  , we still must find 
our own soundbite, our own Headline to describe who we are and what we can do. 
 
Right now, take a minute and think about describing yourself to your next employer and 
you have less than 100 bits (characters) to use…… 
 
 
 
Okay, let’s say you’re a Sales Manager, here is one could sound like. Which would you 
pick: 
 
 
Sales Manager 
 
OR 
 
Sales Mgt. Exec./Fortune 500 Top Producing Region 5 years straight/Dynamic 
Driver/People Developer  
 
My guess is that you would choose the latter.  You get the point. We will discuss this in 
more detail later in the book. Work on your soundbite and keep perfecting it. It may 
change depending on your audience, but it is very critical for two reasons: 1. It reminds 
you of what you have to offer and 2. It helps communicate what you have to offer and 
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differentiates you from the other people vying for your dream job. This is a competitive 
situation and you must be in it to WIN. 

Your	60-90	second	radio	spot	
	
In addition to your soundbite / headline, you will need to work on your “Radio Spot”. 
This will be used in networking situations and in interviews when you are asked to “Tell 
me about yourself”. You will also use this when you are networking at an industry event 
and a potential employer says hello…..You need to know how to break the ice and have 
them remember you. 
 
Just pretend that for 60 seconds, you are making a radio announcement to all the potential 
employers in your field. You have no more time, no less. What would you do with your 
time? Assume that you and ten other people are getting the same opportunity. You must 
treat this exercise with that type of importance.  
 
This summary of your background can be a little as 60 seconds or go to 90 seconds, 
however, it a networking situation, (whether on the phone or in person) it is critical for 
you to be able to communicate how you may be of service to a potential employer. You 
must not waste time or words, this is where you must be as efficient as possible in your 
use of words and have a high comfort level in expressing yourself. Here is the best place 
to start: 
 
 
YOUR PAST – Your most recent career history, the type of work you do and the 
companies you have worked for and positions you have held. This should take 30-35 
seconds. 
 
RIGHT NOW – Your current situation and your goals – 10 seconds 
 
YOUR FUTURE – Your target industry, company, position. 
 
Interspersed in this 60-90 seconds, obviously you want to communicate key details you 
are comfortable talking about, such as,  your family, children, interests, but this is not the 
main purpose of the commercial. The Commercial is designed to talk about your career 
and what you have to offer a potential employer. 
 
You should write out your commercial right now in 250 words or less. The idea is to 
force yourself to summarize what you have to offer in a sincere and succinct 
manner. This takes some practice, but try it out on a few friends and develop a good 
one that suits you. 
 
 
Write down 200-250 words describing your background, your 60-90 second Radio Spot. 
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______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
________________________________________________ 
 
Now go practice it in front of a mirror. Tape it on a cassette player and practice it in front 
of your spouse or friends. At first you will feel like a complete idiot, but as you start you 
refine it and tailor it for certain occasions, it will become very natural and will help you 
build confidence. 
 
 
 
 
COMMUNICATING	WHAT	YOU	HAVE	TO	OFFER	
 
Power	Statements		
 
These Power Statements are longer than the soundbite and not as lengthy as the 60 
Second Radio Spot. They are very critical in written communications on your resume and 
Cover Letters. They include details of your experiences, your skills, your achievements. 
 
 
Example of format in developing Power Statements 
 
COMPANY      JOB        RESPONSIBILITIES      ACTIONS           RESULTS   
 
Sample statement 
 
From 1994-2000, was the Director of Distribution at Nabisco’s corporate office,  in 
charge of 15 distribution centers with over 2000 employees where we initiated changes in 
our pick & pack operation to save $4,000,000 annually. 
 
As Sales Account Manager for Pitney Bowes,  was successful in creating 20% sales 
growth annually for the Fort Worth area each year from 1996-2000 through aggressive 
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cold calling and aggressive sales techniques leading to my award into the President’s 
Club in 2000. 
 
Use Action Words in making your Power Statement 
 
Words like sold, trained, invented, organized, transformed, won, founded, started, 
initiated, led, energized…….Words that convey action and results and can be easily 
comprehended in a matter of seconds. 
 
Words to avoid…facilitate, coordinate, participate, task force, ….words that do not 
illustrate tangible results which will apply to employer’s needs for the job.       
 
Try out a few of your own “Power Statements”. Develop two for your most recent job 
and one for a previous job. 
 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
 
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
__________________________________________________________________________ 
 
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
__________________________________________________________________________  
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SUMMARIZE	YOURSELF	
 
In one sentence, capture your experience, skills and results. Be sure and use keywords to 
take advantage of electronic scanning. 
 
Examples 
 
Vice-President Manufacturing with fifteen years of  food industry experience with P&G 
and Nestle in charge of operating 10 plants on a global scale generating cost savings of 
$10M/yr and dramatically improving quality by implementing aggressive six sigma 
quality program.   
 
 
Dynamic, award winning sales executive with ten years of documented success in B2B 
services consistently earning 100K+ in commissions. 
 
Efficient and dedicated paralegal with five years of experience providing support in class 
action litigation for major Dallas law firms. 
 
Go ahead now with your own summary: 
 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
______________________________________________________________________ 

BUILDING YOUR RESUME	
 

Your Resume is your personal one to two page “Sales Representative”. It is designed to 
get  you introduced to a potential employer. It never gets you the job. A good resume gets 
your foot in the door to allow you the opportunity to sell yourself. Don’t expect your 
resume to accomplish more than that. But make absolutely sure that it does get your foot 
in the door. 
 
When I was in college, most everything I learned has been long forgotten or abandoned, 
however,  in one of my marketing courses, I learned some very basics of Sales and 
Marketing one day in class. 
 
It was very simple 
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			A														I																	D																	A		
	
Attention               Interest                         Desire                               Action 
For  us, we must get attention from a potential employer usually through our resume. 
There are other techniques, such as networking, making phone calls, and sending emails. 
But usually our resume will be the item that gets attention. The amount of “Interest” will 
depend on how strong your resume is and how well you fit the profile for the job. 
“Desire” comes after you have been seen as a possible candidate and later when we 
discuss the Interview Process, you will learn some techniques to build Desire”. “Action” 
is getting the employer to make the move to initiate and offer and hire you. We will 
discuss this part in the Interviewing and Negotiating Chapters. This process is very 
delicate and needs to be properly managed.             
 
 
TYPES OF RESUMES 
 

• REVERSE CHRONOLOGICAL (MOST RECOMMENDED) 
• FUNCTIONAL 
• COMBINATION  

 
Whether you are delivering your resume personally in a hard copy or electronically via 
the Internet, the basic elements of the resume are the same. Later in the book, we will get 
into specifics on how to communicate via the Internet and email. For now, let’s build the 
resume that will get your foot in the door. 
 
I strongly recommend that you use the Reverse Chronological resume. If you use the 
functional resume, it usually means you have a very unusual and possible a questionable 
track record. However, the Functional and Combination resumes may also be effective.  
 
 
 
RESUME	COMPONENTS	
 

• NAME – ADDRESS – PHONE (HOME, OFFICE, CELL) EMAIL FAX 
We recommend using a type style which is very easy to read (Times New Roman or 
Arial). Use Bold for your name, employers, dates, job titles only. Try to use 12 point for 
most of the text and 14 point for items like your name. Using type smaller than 11 point 
is difficult to read. Make sure you have plenty of “white space” and have your text easy 
to read with the use of bullet points. Never use odd graphics, colors, or add pictures. The 
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only time this may be appropriate if for Graphic Designers, Models and TV News 
Anchors, etc.  
 

• SUMMARY STATEMENT OR OBJECTIVE 
 
There is a lot of debate about the “Objective” or “Summary Statement” part of the 
resume. As a recruiter who reviews 300-500 resumes every day, here is how I see it: 
 
Objective – An objective is OK if what you want to do is very clearly defined, such as 
“Sales Management Position in Software”…OR…. “Purchasing Director in the 
Automotive Industry”. The downside to an Objective is that you may often talk yourself 
out of an opportunity. Your background may be broad enough to do more than what your 
objective states. In my opinion, most objective statement are very weak and too all-
encompassing. 
 
Summary – I would encourage you not to have both a “Summary” and Objective”. Pick 
one or the other. The advantage of a Summary is the ability to communicate in one 
sentence something about your background that applies specifically to the job the 
employer is trying to fill. Rather than just saying “What I Want” (Objective), you should 
be communicating  “What Experience I Have That Meets Your Critical Need”. A 
summary is also a good place to add special Keywords. We will talk more about 
Keywords later.    
 
 
HERE IS HOW I SCAN RESUMES 
 
I will typically devote 3-5 seconds per resume. Here is how the 3-5 seconds goes: 
 
My eyes are immediately fixated on the location of the candidate and most recent job.  
I look for the name of the company, job title, dates (are you employed or unemployed). 
Then I go to the previous job and look for a rationale career progression as well as 
evidence that your background may be a suitable fit for my client’s opening. Immediate 
disqualifiers are things like: Functional Resumes (I have never placed anyone who has 
sent me one)….Too many jobs…Very poor logic in career path (six months as an 
engineer…nine months as insurance salesman, etc.)….No dates on jobs, No-Name 
companies, Misspelled words, Too long, more than 2-3 pages (unless a senior executive),  
and most common, “Is this person remotely close to being someone I can place with one 
of my clients or could I network with this person”. If the answer is “NO” and it is about 
99% of the time, unfortunately, the job seeker has wasted his/her time as well as mine. 
 
Clients pay a fee for me to do a search and find them the PERFECT CANDIDATE.  My 
candidates must be the best of the best and typically they must be employed (either 
currently or recently employed) with a company they want to recruit from. Often this 
means people from companies within the client’s industry and similar in size and scope. 
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SOME	CRITICAL	RESUME	RULES	
 

• TAILOR RESUME TO MEET EMPLOYER REQUIREMENTS 
 

• INCLUDE RESULTS AND ACHIEVEMENTS PLUS OVERALL 
RESPONSIBILITIES 

 
• EMPHASIZE MOST RECENT AND RELEVANT JOBS, ESPECIALLY 

THOSE CLOSEST TO THE JOB YOU WANT 
 

• DON’T EMPHASIZE EXPERIENCE THAT IS 10+ YEARS OLD. 
 

• ONE-TWO PAGES ONLY (in most cases, for senior level  jobs, can be longer) 
 

• MAKE IT EASY TO READ – GOOD USE OF WHITE SPACE AND 
MARGINS – USE TIMES NEW ROMAN 11-12 OR EASY FONT TO 
READ  - NO ODD TYPESYLES – NO PICTURES – NO COLOR OR 
GRAPHICS 

 
• AVOID USE OF THE WORD “I” AND “THEY” – USE “WE” AND “OUR” 

 
• DEVELOP A WORD DOCUMENT VERSION TO ATTACH TO EMAILS 

AND AN INTERNET VERSION . When you store your resume to your disk or 
hard drive, give it a name. The best name is Jane Smith resume with a date. Don’t 
name it “Resume.doc”. It may be lost in the receiver’s system, since many other 
documents with that name may exist. Don’t use provocative or silly names in 
giving your resume a title, i.e. “CouchPotato’s resume.doc”.   

 
• LEAVE OUT ANYTHING THAT DOES NOT ADD VALUE OR CREATES 

POTENTIAL CONTROVERSY.  Do not include “references available upon 
request.” Do not put height, weight, married, children, religious affiliations, 
karate, little league, etc. Only include extra information if it is relevant to job (i.e. 
CPA, member of Council of Logistics Mgt., Microsoft Certified, etc., awards and 
recognition only relevant to job required, etc). 

 
• USE KEYWORDS EFFECTIVELY  
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More	About	Keywords	
 
The Applicant Tracking Systems (ATS) and search engines widely available today to all 
major employers and recruiting firms have made even critical for you to include those 
keywords which are applicable to your skill set. These programs will usually rank your 
resume based on the number of times that certain keywords shoe up in your resume. It 
does not matter where in the text they exist. Here are a few simple rules to remember:  
 

- If you are in a profession which has specific words or acronyms that apply 
directly to your work, use them aggressively. For example, Software 
programmers may use C++, embedded, Visual basic and other words 
consistent with their skills. Place the Keywords in a prominent place in 
your resume (after the summary, with a list to make sure they capture 
attention quickly in the resume scanning process).  

- If your skill set is more general, such as a Sales Manager, use the words 
consistent with the profession. Examples may be : Commissions, Quota 
Achievement, President’s Club, Awards, Sales Growth, etc.  

- If most successful people in your field belong to certain organizations and 
need various certifications, use them. For example, in the world of 
Purchasing, a CPM is a Certified Purchasing Manager. Keywords like 
CPM, CPIM, NAPM, ISM (Institute of Supply Management) are very 
helpful. Also words like Supply Chain, Logistics, Materials, Warehousing 
and Distribution are consistent with this field.  Use Keywords both in your 
regular and Internet versions. 

- It is important for you to know the job titles, company names, buzzwords 
and acronyms that a potential employer is most interested in. Many 
companies also want to pull people from various competitors or 
companies related to their industry. Some of the most popular are GE, 
Proctor and Gamble and other Fortune 500 firms. Even if you have not 
worked for these Fortune 500 firms, if you have had them as a client or as 
a competitor’s, it may be wise to add them somewhere in the text of your 
resume. 
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RESUME OBJECTIVES 
 

• GET ATTENTION  ---REMEMBER       A   I   D   A 
 

• MUST BE ABLE TO COMMUNICATE EFFECTIVELY IN 3-4 SECONDS 
WHAT YOU DO AND HOW YOU CAN ADD VALUE 

 
• CONCISELY TELLS YOUR BACKGROUND, EXPERIENCE AND 

ACHIEVEMENTS 
 

• GETS YOU PAST THE FIRST HURDLE IN COMPETITION WITH 
OTHERS FOR THE JOB 

 
• COMMUNICATED WITH 100% INTEGRITY AND TRUTHFULNESS 

 
 
NOTE: You will be submitting resumes in a variety of ways: 
 

• Hard copy for friends, networking partners, interviews. These resumes 
should be tailored for the audience and should be printed on high quality 
paper. White only 20-25# lb. Cotton/linen paper. 

• Through the Internet – Job Boards. Either using a text version, or if 
attachments to email are permitted, better to attach a Word document or 
PDF file .  

• Through email. Follow the instructions of the firm making the request. When 
possible, attach a Word document with brief emailed letter expressing 
interest.   

 
Note: Always have copies of your resume with you in your car and with you when 
you attend networking and other functions. You should have tailor made copies for 
specific opportunities. Do your homework and learn about the employer the job 
needs.  
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RESUMES	TYPES	
 
Reverse	Chronological	
	
This is the recommended format for most people. This resume starts with your most 
recent job and discusses your work history back to your graduation from college or high 
school. Most of the time, if you use the other formats, the recruiter will generally be 
suspicious that you have a dubious track record. However, you may still have a very 
effective resume using the other formats. 
 
Functional			
	
The Functional Resume will start with your name and contact information and then move 
to specific skills which may be of interest to the employer. For example, if you are a CPA 
and have worked in Accounting for the past ten years with eight different firms, because 
your spouse has moved frequently, rather than listing all the companies in the beginning 
of the work history, you may be better off to list your skills set and discuss specific 
accomplishments over the past ten years. Later in the resume, you can list the companies 
and the dates.  
 
Combination	
	
Again, you will always start with your contact data and your summary, but there are 
times when the standard resume and the functional can be combined. Some examples 
may be:  A consultant who has had his/her own practice as well as a corporate career, a 
husband or wife who has chosen to go back into the workforce after several years of 
raising their children or taking care of a relative. The main objective is to put your best 
foot forward while at the same time being up front about your background.  
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YOUR RESUME - NAME HERE 
 
Your address,                                                                           Phone Home: 817-333-4444 
City, State, Zip                                                                                    Office: 817-444-5555 
emailabc@gmail.com                                                                                               Cell:    817-999-8888 
LinkedinProfile.linkedin.com 
 
 
SUMMARY -  Your one–two sentence summary goes here and it should give a split 
second look at what you do. Also after the summary include a list of keywords which 
apply to the job you seek. In the IT world, they can be numerous, in other businesses, 
each industry has its own buzzwords, acronyms and various associations and keywords. 
Don’t overdo it. Just include the ones that may be scanned from your resume. For an 
internet resume this is even more critical.     
 
WORK EXPERIENCE 
 
YOUR MOST RECENT EMPLOYER – Location                                    Date-2007                   
Your Job Title  
Power Statements…achievements…   mmmm   mmmmmm  mmmm mmmmm mmm 
mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm
mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm
mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm. 
 
Up to three power statements for most significant job which related to the job you want to 
get 
next!!!………………………………………………………………………………………
………………mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm
mmmmmmmmmmmmmmmmmm.  
 
PREVIOUS EMPLOYER, Location                                                         Date 
Your Job Title 
Power Statements….again focus most on what your new employer will be most 
interested 
in…………………………………………………………………………………………..
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mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm
mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm
mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm
mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm
mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm
mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm. 
 
 
 
 
PREVIOUS EMPLOYER – Location                                                     Dates 
Your Job Title 
 
More Power statements….if you have been with the same company in numerous 
positions, you mention the company only once at the beginning or at the beginning of a 
new page. It is good to show a progression with increasing responsibility and moves that 
seem to make sense. Do not get into a lot of commentary about the reason for moving, 
however, it is ok to say the business sold to xyz company of company moved, etc. Do not 
make a litany of hard luck stories if you have been with several companies who went out 
of business. Make sure the reader has some understanding that your moves made sense. 
For example, if you are a mom and you left your career for a few years, it is perfectly ok 
to say in small print “ from 2000-2002, stayed at home to raise children”. You must be 
able to fill in all the blanks for the duration of your career.   
 
 
 
PREVIOUSEMPLOYER-Location                                                                  Dates     
Your Job Title 
More Power Statements, now as you move past the last 10 years of your career, you need 
to give a little less detail and can be more general, however, do mention notable 
achievements relevant to the job you are seeking 
 
PREVIOUS EMPLOYER – Location                                                              Dates     
Your Job Title                          
More Power statements.  By now, you are possibly approaching the point in your resume 
where you do not want to reveal that you have been in the workplace over 20 years. It is 
best to focus on the past 10-15 years of your career. You are not required to reveal dates 
such as graduation dates, etc, however, you must portray an accurate account of your 
career in the resume. Everything must be true and verifiable.  
Summarize previous jobs if they are relevant, if not leave them out. 
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EDUCATION 
UNIVERSITY OF vvvvvvvvv, degree and date if you wish. Don’t mention GPA unless 
it is relevant or with honors (3.5 or +) 
Mention all degrees, plus additional coursework where relevant 
 
PROFESSIONAL AFFILIATIONS 

• Don’t mention religious affiliations, political organizations, anything that could create 
controversy. It could cost you the job. Mention relevant trade or industry organizations, 
affiliations as well as certifications or relevant awards.  
 
 
 

Cover	Letters	
	

Cover letters should be very simple. You are introducing your qualifications to a 
prospective employer, recruiter or networking contact.  Whether you are communicating 
via regular mail with a hard copy or using email, there are several key ingredients to a 
successful cover letter: 
 

1. Introduction – Opening Statement – The best case scenario is when you have 
done some networking within the organization and can say that Mr. John Smith 
recommended that you contact him/her. Then you would make your opening 
statement concerning your interest in the company or a certain position. This 
statement should be concise and powerful. Also,  if you are responding to an ad 
please list the job title and reference number if available. 

 
 

2. In a complete cover letter (not an emailed response to an online ad) you will want 
to use some of your “Power Statements” discussed earlier which are most 
applicable to this company or the specific opportunity. The letter must be tailored 
for the job and the company. For example, if you know that the company is 
expanding in an area where you have had a great deal of experience, mention the 
item that has the most relevance to this job opportunity. 

 
 

3. Conclusion – Use words which illustrate your interest and follow up on your part. 
If you are sending hard copy, you could say that an email will follow and you 
look forward to talking with them soon. If you are emailing, you can say you are 
following up with a hard copy. Usually, the less you know the contact, the less 
wordy the cover letter should be.  

 
Some tips to remember: Save your document both in a PDF file as well as a Word 
Document and give them a name that is easy to remember (i.e. JsmithLetter.doc). In a 
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hard copy, you will use a regular business letter format (Address, Block Style, with a 
salutation such as Ms. Smith, and a closing such as Sincerely or Best Regards). In an 
emailed version, memo style is acceptable and the emailed version should always be very 
brief. Many emailed cover letters are never read due to their length and many of the 
systems in place will not read a cover letter transmitted electronically.  Also, often, 
candidates attach separate documents for the resume and cover letter. Often, the cover 
letter is never read due to time constraints. That is another reason to make sure your 
email has a very quick, relevant cover letter that capture attention and builds interest. 
 
 
The basic rules of Cover Letters are to be brief, project a positive image and 
communicate the relevant experience which may be of value to the employer. If you are 
doing a mailing campaign to executive recruiters, it is also important to mention your 
recent compensation and your ability to relocate if necessary. 
 
Cover	Letter	Examples	
Response to a Typical Internet Posting 
Dear Mr. Smith, 
I am sending my resume in response to your VP-Supply Chain position (Ref. VPSC) 
posted on Indeed.com  May 7. I believe my background may be an excellent fit for your 
client. 
 
I look forward to talking with you soon to learn more about this exciting opportunity. 
 
Sincerely,  
Betty M. Good 
817-555-5555 
bmgood@ispsomehwere.net 
 Begin resume text here 
 
Response to networking request for information 
Dear Ms. Jones, 
 
I enjoyed our discussion concerning your search for Vice-President Supply Chain for 
ABC Company. Attached is my resume as your requested. 
 
As you will see in my resume, I have had a great deal of experience in Supply Chain and 
Purchasing with GE, Black & Decker and more recently with Lucent Technologies. In 
our conversation you discussed the importance of IT and Telecom Purchasing. In my 
most recent position at Lucent, I was in charge of Global Sourcing for technology and 
Telecom and managed a $500M spend. We were successful in implementing programs 
which generated $50M in savings per year since 1999.  
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During my career, I have been recognized as “Purchasing Manager of the Year” in 
Purchasing Magazine in 1998 and remain very active in industry functions. I am very 
excited about learning more about the opportunity with ABC Company.. 
 
I will call your office tomorrow. Thanks for your interest. 
Sincerely, 
John A. Star 
817-555-0000    Attach  Document or other method as discussed in phone conversation 
johnstar@yahoo.com 

NETWORKING			101	WHERE	TO	BEGIN	
 

Start with those who know you the best 
 

• Family 
• Friends 
• Current / previous employer, peers, colleagues 
• Previous employers past 10 years, former colleagues 
• Vendors 
• Competitors 
• Trade association contacts 
• Networking groups 
• Internet Networking groups such as www.Linkedin.com or 

www.facebook.com. These two have become so critical and will 
continue to develop. 

• All others, make a list 
 
Then, from this list of people, ask for referrals of those who may lead 
you to the next job: These people should include 
 

• Target company HR Directors, managers and other contacts  
• Executive Recruiters 
• Former competitors 
• Former suppliers and industry contacts 
• Key decision makers 
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Right now, make your list of the first 20 people you will contact along with Phone 
numbers. Document when you call them and develop a contact list using your software 
(Outlook or other). 
 
Name                                    Relationship/Company           Phone                    Email 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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HOW	TO	NETWORK	
 
 

• Use Social Media, especially Linked IN aggressively. Do the tutorials, 
network and learn to optimize your Linked in profile. This link has 
some great ideas: https://www.linkedin.com/pulse/20140707135207-
35513489-ten-ways-to-optimize-your-linkedin-profile-to-fuel-your-
job-search 

              
             

• Get phone numbers, email addresses and keep track using a database. 
 

• Prepare the story using your 75 second intro 
 

• Practice what you will say and be prepared to follow up with resumes, 
calls for appointments and other follow up. 

 
 

• Develop the ability to get past voicemail, but if you have to leave 
voicemails, use techniques to guarantee better results. 

 
 

• Ask questions of the gatekeepers and get them to help you make 
contact. Be polite, but persistent. 

 
 

• Plan your schedule for the week and make at least 30-50 phone calls 
everyday, more if possible. 
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• Follow up on all phone calls. Call back promptly. 
 
 

• Keep track using database and schedule callbacks as well as those 
who did not return phone calls. Call them back again, up to three 
times. 

 

NETWORKING	TIPS	–	USING	THE	PHONE	
 

• Prepare a script to use the first few times – This should include, your name, 
referral name (very, very important), why you are calling, can we talk now?, give 
them a brief intro 60-75 seconds, thank them, ask how you can be of help to them. 
You never ask for a job at this stage, you are merely seeking information. 

 
• Try this out on your close friends and associates first 

 
• Record your “scripted” conversations and practice with friends, family 

 
• Relax, be yourself, don’t talk too fast and always, always, allow them the 

opportunity to talk more than you. 
 

• Smile when you are talking. Standing up may help too. 
 

• Don’t talk too loudly or softly. Record yourself to practice. 
 

• Call from a land line if possible. If you use your cell phone, try to make sure you 
will have a good connection. 

 
• Never, ever, use foul language of any kind, never be critical of anyone, especially 

your previous employer. 
 

• Never, sound dejected, depressed, victimized or someone sounding desperate. 
People never get hired because they need a job, they get hired because they can 
help a company make money. The greater the perception that you can help them, 
the better your chances of getting your next job. 

 
• Find out the best time to call. In some companies, key executives, get in at 7am 

and some can be caught at 8pm. Calling very early or very late is usually most 
effective. Get the direct number whenever possible. Monday mornings are usually 
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not good, avoid the days after a Holiday or your contact’s first day back from 
vacation. 

 
• Remember that your goal is to generate interest and to get a face-to-face meeting. 

Keep the conversation short and businesslike. 
 

• After a good networking call, send an email or a letter to express thanks and get 
your resume in their hands. 

 
 
 

Chapter	5	–	Using	the	Internet	
Conducting	Basic	Research	

	
KEY	FACTS	TO	CONSIDER	

 
 

• HERE IS A BREAKDOWN OF RECENT ESTIMATES ON HOW PEOPLE 
ARE FINDING THEIR NEXT JOB : 

                
- 70-75%     NETWORKING CONTACTS(Including Social media-

Linked In –Facebook, etc.) 
- 12-15%     EXECUTIVE RECRUITERS 
-  5-10%       INTERNET POSTINGS AND DATABASES 
-  2-4%         NEWSPAPER ADS 
-  0-11%       ALL OTHER 

These estimates will vary from industry and type of position. For example, in the tech 
world, the success rate is higher  using Internet postings. In other industries, the rate may 
be lower. There has been a strong trend towards Internet activity, but most career 
counselors will still admit that most jobs are found through aggressive networking. 
 

• OF THE CURRENT MAJOR JOB BOARDS – recent estimates 
 

- MONSTER HAS 30,000,000 RESUMES AND 600,000 JOBS 
 

- CAREERBUILDER HAS 25,000,000 RESUMES AND 500,000 JOBS. 
 

- TROUBLE IS,  THEY ARE THE SAME PEOPLE SEEKING THE 
SAME JOBS. YOUR CHANCES OF GETTING A JOB OFF THE 
INTERNET ARE NOT GOOD. INVEST YOUR TIME WHERE 
YOU WILL GET THE BEST PAYBACK. NETWORK!!! 
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Some	Basic	Rules		
 
Remember, that when you communicate online, it is just like dealing with people in the 
workplace, you must always be respectful of others.  

- Have an email address dedicated to your search that looks professional, 
such as “JoeSmith@gmail.com”  instead of “wildmanjoe@gmail.com”.  The 
same goes for your voicemail as you receive phone calls. Make sure the 
person at the other end thinks you are a true professional and possibly the 
right person for the job. 

- In your email communications, make sure you use good grammar, spelling 
is perfect, you have addressed the proper person(s) and that you are 
always positive and respectful. 

- Make sure your system is virus free and use Norton or McAfee or other 
program to ensure it remains virus free. 

- Remember that once you place something in email or on the Internet, it is 
public information and can be circulated widely. 

- Never spam anyone or use “Resume Blasters” to potential employers 
where you know that your background is not a good fit.  

- To protect your system, get a Firewall to prevent hackers from getting to 
your data and destroying your system.    

 
 
Researching	Companies	Via	the	Internet	
	
Your Internet efforts need to be complement your overall networking strategy. It is easy 
to be overwhelmed with the vast number of Internet sites. We recommend identifying the 
top 25-50 companies that best fit your background and checking out their websites. Most 
large employers will post many of their open positions. Some of the better sites you can 
use to find these companies are listed below: 
 
 
	
To	Find	Employers	
www.indeed.com 
www.google.com 
 
www.google.com        Search Engine – Type in keywords for company 
www.hooversonline    Great for basic Employer research 
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Go to specific company websites. Use stock symbol on financial sites for additional 
information: 
www.bloomberg.com 
www.cnbc.com 
 
 
	
	
Finding	Search	Firms	on	the	Web	
	
	
	
First, go to www.Indeed.com . Put in keywords for the job title you seek and see who is 
doing recruiting in your area of expertise.  
 
The best source is the Kennedy Directory of Executive Recruiters. The Kennedy website 
is www.kennedypub.com .  This Directory has the names and contact information for 
several thousand recruiting firms in the U.S. It is a “Big Red Book”. To save money, go 
to the local Library or visit and major bookstore and check it out 
 
You can also do numerous searches on any of the major search engines. For example, if 
you are BSME in the Automotive industry and you are looking for an opportunity as a 
mechanical Engineer in Chicago and you want to find a recruiter, try this: Go to 
www.google.com, use keywords recruiter, automotive, Chicago. You would find several 
excellent sites with the names of recruiters in the field as well as complete listing of jobs 
on numerous. The other technique which is most useful, is using the large national job 
boards, such as www.monster.com and do searches on the type of job you want and 
identify the top 3-4 recruiters who work in your field and give them a call to introduce 
yourself.    
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RESEARCH	AND	TARGETING	

 
 

• TARGET EMPLOYERS 
 

- Those who are in your industry, local, most desirable employers. Use 
websites, phone book, contacts and other means to identify. 

- Make a top fifty list for employers and a Top 25 list for recruiters. 
- Initially make calls and follow up correspondence, then focus on top 

10 employers which offer the best chance of success.   
- Through networking, identify competitors, suppliers and others 

related to your field. 
- Use local job boards to find who is hiring in a local market or 

industry. 
- Use industry organizations to help in functional areas (i.e. ISM or 

NAPM for Purchasing, CLM for Logistics, SHRM for Human 
Resources, etc.). 

- Once in the interview process, learn more about hiring managers, 
company culture, growth, trends via internet and other research. Use 
Public Libraries effectively. Each library can help you identify top 
local employers and help you with additional research.  

 
• IDENTIFYING KEY PLAYERS – Employers 

 
- Use Internet, newspapers, industry publications to find who the 

movers and shakers are and who may be hiring. 
- Contact members of your network to make contact. 

 
• IDENTIFY THE KEY RECRUITERS IN YOUR FIELD / MARKET 
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- Use the Kennedy (Red Book) to identify recruiters. Go to Barnes & 

Noble, use website or borrow a copy. 
- Use the Internet (indeed.com, google.com is a great search engine to 

use). 
- Review job postings and find the recruiters working in your field 
- Ask friends, networking partners who they have worked with in the 

past.   
HOT TIP  OFTEN OVERLOOKED – Go to the web or library for the top 3-5 trade 
journals in your industry. Look in the back of the magazines for the recruiters who 
work in your industry, functional area or specialty. These recruiters will usually be 
able to help you quickly, since they are usually working this specific industry and are 
very specialized. Contact them via email and phone if possible. 
 
 
 

Chapter	6	–	Job	Boards	
 
 
The Internet has helped revolutionize the way people look for jobs and the way that 
recruiters and employers look for qualified candidates. In the mid 1990’s, major sites 
such as “The MonsterBoard.com” led the way and gained critical mass. Numerous other 
sites followed to the point that we now have over 100,000 internet sites devoted to online 
job searching. Later in this chapter, the top jobs boards are listed. Over the past two 
years, the area of greatest growth has been in the “Specialty” job site which is industry or 
functional specific (i.e. www.jobsinlogistics.com or www.careersinfood.com). In 
addition, alumni groups are now very popular and can provide excellent access to good 
jobs and networking opportunities. 
 
The bottom line is, there is so much information available that YOU MUST FIND A 
WAY TO PRIORITIZE ALL THIS STUFF. 
 
Our recommendation is to spend no more than 1-2 hours a day working on the Internet 
engaged in your job search. Yes, use the Internet to find some good job leads, apply for 
the best ones. But most importantly, remember that about 75% of all job seekers get 
their next job from NETWORKING, not applying to an online ad. We estimate that 5-
15% of jobs are filled via the Internet. For tech jobs the number is much higher, but in 
fields like Sales & Marketing, Accounting, Human Resources, the number is fairly low. 
 
As a recruiter, I do use several of the services available. However, most of the jobs I have 
filled have been from networking with people I have known over the years and 
candidates who I know are truly outstanding. The Internet does provide me with a source 
of candidates from time to time, but the best ones usually aren’t looking for a job. 
Sometimes they are. These are the “needles in the haystack” and I have found a few on 
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the Internet. I have also found a lot of people on the Internet who I got to know as a 
networking partner and we have stayed in touch. These are people who work for 
companies which are of greatest interest to my clients (Fortune 500 food companies and 
top tier Consumer products firms). 
 
Before we get into more depth on using the job boards, here is a list of the most common 
mistakes job seekers make when using the major job boards: 
 
 

TOP	TEN	MISTAKES	–	USING	JOB	BOARDS	
	

- Not	being	focused	–	spending	too	much	time	on	too	many	sites	
- Applying	for	jobs	which	do	not	fit	background	and	experience		
- Failure	to	follow	strict	instructions	
- Trying	to	beat	the	system	and	go	around	HR	Contact	or	

recruiting	firm	
- Applying	more	than	once	for	a	posting	
- Assuming	that	the	only	valid	postings	are	the	“freshest”	

Searches	often	take	months,	even	if	a	job	was	posted	60	days	
ago,	apply	if	you	are	a	fit.	

- Having	a	poor	quality	resume	and/or	cover	letter.	Usually	too	
long.	

- Failure	to	take	advantage	of	communicating	your	“Soundbite”	
- Failure	to	focus	on	most	recent	experience	(past	10	years)	
- Missed	opportunities	to	use	job	board	as	a	research	tool	to	get	

to	know	recruiters	who	specialize	in	your	field.	
	

 
There are three key areas we will cover regarding the job boards: 
 
1.Looking	for	the	Jobs	Posted	that	are	of	interest	to	you	
	
We recommend using the top 3-5 national job boards to start scooping out the market and 
then use a few specialized sites which reflect your industry, job or location.  To begin, 
you will need to become tuned in to the concept of keywords. For some of you this is 
very easy. If you are a CPA looking for a CPA firm in Dallas, Texas, just go to one of the 
boards and type in “ Accounting and Dallas “ and you will see what is available. If you 
are a Plant Manager in the Food Industry, type in “Plant or Manufacturing” and Food” 
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and see what come up. You will need to learn how to use the “Boolean” techniques. They 
are very simple and advice is available on every site. 
 
These are some of the sites with the highest traffic and greatest number of jobs as of 
December 2015. 
 
www.linkedin.com 
www.theladders.com  
www.indeed.com 
www.monster.com 
www.careerbuilder.com 
www.jobs.com 
www.dice.com 
 
As I mentioned there are tens of thousands of sites. You will find that 80-90% of all the 
jobs online are posted on the top-3-5. True specialty sites in your field are worth 
pursuing, but be selective about them and do not spend too much time on sites which 
have very little traffic. In the appendix, you will find a comprehensive list of many more 
sites. 
 
You can learn a great deal about the local job market for your skills by figuring our who 
is hiring and what is available. We will talk more about networking later, but always 
remember that the Internet is a more effective NETWORKING TOOL than a job 
hunting tool, for you it should be BOTH. 
 
 
 

2.	Applying	Online	
 
The main rule here is : FOLLOW INSTRUCTIONS 
 
As you navigate through numerous sites such as Monster and Careerbuilder, you will find 
some variation in what is required. It is very critical to read each posting and if you 1. 
ARE TRULY INTERESTED and 2. TRULY QUALIFIED Be sure you read what the 
employer or the recruiter ask. If you answered one of my postings, I would ask that you 
send me a “Word Document” attachment of your resume to my email address: 
info@searchssp.com.  
 
 
 
PET PEEVES FROM A RECRUITER 
 
As mentioned above in the “Top Ten Mistakes”, some of these issues have caused both 
job seekers and recruiters to become less efficient. One of the  biggest problems today in 
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the world of recruiting and job hunting is that people are not being honest with 
themselves. Every day, I literally get hundreds of resumes from people are not even 
remotely qualified for the job which was posted. I don’t mind if someone sends a resume 
if they may be qualified for a related job, but at least sometimes, they have the decency to 
say, “I am not a good fit for the Plant Manager job, but if you ever have a need for a great 
Quality Manager, please give me a call”.  
 
Another problem: Sending your resume over and over again. I have had candidates send 
me over 50 resumes during a 2-3 month period after I told them they were not a good fit 
for the posted job. 
 
More grief:  Sending emails and calling repeatedly to check the status of a search when I 
have shown no interest in their candidacy. 
 
Trust me, if your resume looks good and can be a possible fit and the recruiter and the 
other end of cyberspace can make a fee placing you in a job, you are going to hear from 
him or her! Otherwise, you probably will be kept on file for a future opportunity.        
	
3.	Posting	Your	Resume	Online	
 
There are some very important rules here: 
 

1. If you have a job and you are concerned about your employer finding out that you 
are looking, DON’T  POST. 

2. If you have a job OR are at a senior level (Let’s say 150K+). If you post your 
resume, you will NOT be attractive to retained and higher level contingent search 
firms who do searches at the $150K level and up. It could be quite embarrassing 
to a recruiter to submit a senior level candidate who has made themselves 
available publicly on a website. 

3. If you are an aggressive job seeker and unemployed and you have not been 
courted by search firms, go ahead and post. 

4. Once you land in the new job, immediately take your posting off the job boards. 
You would not want your new employer thinking that you continued to look for a 
new job after they hired you. 

5. Keep track of where you have posted your resume. Once it is out there, it is public 
information. Be very careful about the security policies of the websites. There 
have been cases of identity theft on the Internet. 

6. Linked In provides an excellent way of letting the world know about your skills 
set. Use Linked In aggressively in your search for networking with contacts, 
renewing old acquaintances and also letting people know about your skills and 
what you are looking for in a new position.  
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Ok, now that we have the ground rules laid out. You’re ready to post that resume. 
Remember your “SoundBite”? Please review the next page. This is an example of 
where your soundbite can have a great payoff. In the database of Monster.com, there are 
14,000,000 resumes on any given day. Can you imagine how many “Project Managers” 
or how many “Sales Managers” there must be in this crowd? When an employer or 
recruiter using the Monster database does a quick search and looking for a person with a 
certain title, here is an example of what pops up on the screen: 
 
Let’s do a search for a Controller in Chicago and see what come up: On this day 200 
resumes popped up. In the entire database, there are well over 3000 resumes. Please note 
that some candidates do a better job communicating their 100 character soundbite than 
others. None of these are great, but this is a typical example of what a recruiter will see. 
The closer this soundbite is to matching what the recruiter is looking for, the better the 
chances are that your resume will get a “Hit”. 
 
Here are a few hints:   
 
Never just say “Jane Smith’s Resume”. Or a statement which means nothing, like 
“Great Resume”. 
 
Project professionalism and credentials, CPA, MBA, VP-Sales,  anything that shows 
your experience and proof of performance. 
 
Avoid sounding Desperate…Need Job Badly….Will work for Food. 
 
Avoid touting 30+ years of experience or say “Took Early Retirement” 
Don’t ever say “Took a Sabbatical” , even if you did  
 
No Hard Luck Stories 
 
Always include Salary Information
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	Chapter	7	–	Employer	Sites	
 
As discussed in previous chapters concerning using the Internet, employer sites offer an 
excellent opportunity to look for your next job. Employer sites provide you with the 
following key sources of information: 
 
 
Current	Job	Openings	
	
Most major companies will post at least some of their jobs online. When reviewing these 
sites and looking for the jobs that may fit your background, follow the same basic rules 
discussed for responding to any other Internet posting. However, there are a few tips 
which may be of help: 
 

- Don’t go around the hiring manager. Typically, there will be an email 
address to the Human Resources contact in charge of the search. It is wise 
to send to this address and put your best foot forward. 

 
- Follow all directions – If they want a text resume (most do) send it that 

way. If they want you to fill out some forms to prescreen you, do it or you 
will not be entered into the system. Only send the information once. 

 
- Understand Email Addresses. If you discover that like most major 

companies that the address for the Human Resources person is 
jane.smith@ABCCompany.com, you can safely assume that if you have a 
friend named Joe Jones who works at ABC company and you wanted to 
drop him a line letting him know about your interest in the job at ABC, 
you may be able to send him an email at JoeJones@ABCCompany.com 
and see if he has any insight on this job. Tell Joe that you just contacted 
Jane Smith and would welcome any help in learning more about the job. If 
you know who the president is and do not have any relationship with 
him/her, never ever send your resume directly. 

 
- Use employer websites for research. Learn what is going on in the 

company. If a major initiative is being launched and your background 
could be of help, send your resume even if a job is not posted. Also, find 
out who the key players are in the organization who may be good 
networking partners and make contact. 

 
- Check out your former Competitors, Vendors, Suppliers, Industry 

Contacts. – These websites are a wealth of information in finding key 
people. Use other search engines (see reference pages in back of book) to 
find the right people. 
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Chapter	8	–	Working	With	Search	Firms	
 
 

 WORKING	WITH	SEARCH	FIRMS	-TEN	DO’S	AND	DON’TS	
 

1. DO learn how search firms work and are compensated. Here is a quick summary: 
Retained firms usually work on senior level assignments (jobs at $150K+) and high 
degree of control over the search/interview process. Contingency search firms also 
earn a fee of 20-33% and work on more assignments, but usually have less control 
over the process. They are paid only when the search is completed. Both types                  
of firms guarantee the candidate for 60 days to a full year. 

2. DO identify the search firms  that specialize in your field. Use the Kennedy Book 
and other resources. Use your networking efforts to identify those recruiters who may 
know you or be familiar with your industry and company. DO use the internet to 
find these firms and follow their instructions when requests are made to send in a 
resume with additional information. 

3. DO develop your skills using voicemail to help increase the chances of getting a 
returned phone call. State your name, purpose of call, network contact (if you have 
one), leave your phone number. Don’t ramble, make it 30 seconds or less.  

4. DO tailor your communication with a recruiter about a specific job they are working 
on and make sure that your background honestly reflects what they are looking for. 

5. DO follow up and return phone calls if contacted. Do provide full disclosure 
concerning other offers, your compensation, are your working with other recruiters, is 
your resume on the job boards….hint…the more you are exposed for free on the job 
boards, the less interest you will generate among recruiters. Another hint…if you ever 
distort the truth, fail to mention any of the above, plan on being dropped like a hot 
potato. Recruiters NEVER forget stuff like this. 

6. DO learn as much as you can from the recruiter about the company and job to 
increase  your chances of success in the interview process 

7. DO keep the recruiter informed before, during and after the interview process. Do 
consult with the recruiter on pending offer details (relocation, pay, issues, etc). 

8. DO provide assistance for the recruiter as a networking source for other positions 
he/she is working on.  

9. DO show respect and courtesy even though you may not get it in return. You want to 
be remembered in a positive way. These relationships can be extremely valuable 
usually when you least expect it. 
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THE	TEN	DON’TS	OF	WORKING	WITH	SEARCH	FIRMS	

 
1. Don’t send your resume anywhere where you are not legitimately qualified for 

the position.  
2. Don’t ever  misrepresent your background or try to force-fit your background to 

meet the needs of a job search.  
3. Don’t expect recruiters to return your phone calls. Rarely will a recruiter take a 

phone call from a candidate sending a resume over the internet. However, they 
will almost always return a call if it involves a client, colleague or a friend they 
know well. They will also obviously call if the job they are working on is a good 
fit for your background. Recruiters are not Career Counselors. Don’t ever call a 
recruiter and act like you are doing them a favor in helping you make a career 
change. You offer value to them only when you can help them complete a search 
for one of their clients.  

4. Don’t take things personally when you feel you’ve been treated rudely. The 
recruiter usually gets hundreds of resumes everyday from candidates who all 
believe they are qualified. The fact is, less than 1% of resumes they receive are 
close to meeting their client’s demands.  

5. Don’t ever go around the recruiter and go directly to the client. In addition to 
violating the relationship, you may even become subject to future litigation. How 
would you feel if someone was trying to rob you of a large fee or your paycheck 
for your first month on the job? 

6. Don’t ever fail to mention which recruiters, employers and job boards you have 
contacted. Failure to do so can damage you not only with the recruiters, but can 
keep the client from becoming interested in you. You look like you have no 
integrity and are desperate. 

7. Don’t use the “resume zapper” and other services which are totally annoying and 
unproductive to its recipients. Don’t pay out of pocket anything to any search 
firm. They work for the client.  

8. Don’t harass recruiters or other contacts with unnecessary phone call to follow 
up. Also, don’t keep continually sending the same recruiter your resume over and 
over again. 

9. Don’t ever show up at a recruiter’s office uninvited. Recruiters rarely interview 
candidates face to face unless it is a retained search or the search assignment is for 
a local client. Recruiters do not have time for chit-chat, cups of coffee, lunch, etc.  

10. Don’t ever expect to get a job from a recruiter or anyone else because you need 
one. The way you get hired is by adding value to an employer and/or recruiter and 
creating profit for them and for you. They are not in the career counseling 
business. They exist to serve their clients and make money. If you can help them 
complete a search, you will generate interest. Otherwise, you won’t. 
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Chapter	9	Interviewing		-	Over	The	Phone	

 
PHONE INTERVIEWS – SCREENING 
 
This type of interview is usually very  early in the process and you and many others are 
being screened. At this stage, you must have your “story” practiced, you research done on 
the job and the company and be prepared to answer basic questions about your 
background and potential fit for the job. 
 
The interviewer is typically a Human Resources person and not the hiring manager. 
His/her goal is to make sure that you have the right background for the job and should be 
considered for the next step, a face to face interview.  
 
Also, you may be screened by an outside recruiter. In this case, the interview will be 
similar, only the recruiter has different objectives. They have their reputation on the line ( 
as well as a possible fee) and must be assured you are the right person before 
recommending continued interest.  
 
Tips for Phone Interviews 
 

- Prepare ahead of time, have the time confirmed and be flexible in case 
interviewer has to make changes. 

- Know who you are talking with. In many companies, you will be 
talking with a Human Resources Manager. A line (hiring) manager 
may have different questions more directly related to the job. The HR 
Manager may have more general questions about your overall 
background and personality/ fit with the organization. 

- Relax, be in a comfortable, quiet location. 
- Always talk from a land line, try to avoid having an interview over a 

cell phone. 
- Allocate adequate time for the interview. The longer it goes, usually 

the better.  
- Don’t dominate the conversation, ask relevant questions. Learn more 

about the company and the job. 
- Make sure you stick to your script as far as how you will add value to 

the company. Don’t engage in a lot of small talk. 
- Remember, the conversation is a dialogue, not a monologue. You need 

to listen closely to what the interviewer is trying to learn.  You should 
ask questions when appropriate and answer the questions without 
rambling or stumbling. Upon closing, express interest in the job and 
ask about the interview/hiring process and next steps.  
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Chapter	10	–	Interviewing	–In	person	

 
 

Preparation 
 
There are numerous variations of the interviewing process at different companies. Some 
can be quite simple with a hiring manger and human resources manager, while others 
may involve and all day meeting with up to a dozen interviewers. Some are “behavioral” 
which seek to find how you have performed and behaved in the past and make 
assumptions of future performance. Other types are unstructured with questions such as 
“Tell me about yourself,” followed up by questions the interviewer develops on the spot. 
Whether structured or not, there are several key things to keep in mind: 
 

- First, be prepared by making sure you know the location, time and 
other details about who when and where you will be interviewing. 
Dress appropriately. Usually, you will wear a business suit. Even if 
there is a “casual” business environment, dress one notch above 
where they typically dress. Don’t forget the breath mints and make 
sure your appearance is impeccable. Before you go in for the 
interview, go to the restroom and look in the mirror to double check 
your clothes and smile in the mirror and comb/ brush your hair. 

 
- Be yourself, be open, be honest, be confident that your background is 

right for the job. Also, very important    SMILE!!!! Shake hands with 
interviewers and give them a solid handshake. Find the right seat. 
Break the ice with them, but don’t get distracted. Look in their office 
for clues about their interests (deer heads, golf trophies, etc.) Bear in 
mind that 90% of their decision about you will be made in the first 3-5 
minutes of the interview. If an interview goes longer than scheduled, 
they are usually interested, the reverse is also true.  

 
 

- Always be cognizant of your body language and the body language of 
the interviewer. Make sure you dress appropriately and look your 
very best. Props, such as brief case, presentation folder, etc. can be 
very important.   

 
- Bring research information (website research, other documents about 

the company). Bring relevant information which demonstrates your 
qualifications (past awards, letters, ad copy, portfolio material, etc.). 
Bring extra copies of your resume. Have a legal pad/portfolio with you 
to take notes as well as a high quality pen. 
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- Make sure you are communicating how your background and 

experience is the right fit for the job. Give specific examples of 
achievements which relate to the new job. 

 
 

- Remember the names and titles of every interviewer (and their 
assistants), use their names.     

 
 

- Show an appropriate energy level. Sit up, lean forward, use 
appropriate presentation material. Always have extra copies of your 
resume on high quality paper. 

 
 

- Maintain eye contact with interviewer. If there are several 
interviewers, don’t neglect anyone.  

 
- Sell yourself, but don’t try too hard. Make the conversation a 

dialogue, not just a litany of your successes. Use the opportunity to 
learn more about the job. Be quick on your feet and be able to relate 
the needs of the company with the skills you have to offer. 

 
- Ask relevant questions about the job and company. Don’t talk about 

money, benefits, vacation etc. unless this is a final interview and an 
offer is expected. Don’t express doubts about the company’s survival 
or performance. Never criticize previous employers, industry contacts 
or say anything controversial. Try to avoid talking too much, make it 
a 50/50 conversation if possible. 

 
 

- Before concluding the interview, express your interest in the job and 
the company, leave on a positive note. Ask about next steps. Then go 
back and follow up with email and letter immediately to the 
interviewers.  

 
 

- Be prepared for interview questions. Below are some of the most 
common questions you may expect. Also listed are some of the better 
answers. 

 
 

- Feedback Tips – Here are a few “Good Signs”.   Interview goes longer 
than expected, you interview with more people than originally 
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planned, body language very positive, pleasant response with smiles 
and some laughter, invitation for next step in process, they start to 
“sell you” on the company, they ask when you can start, ask for 
detailed information concerning your compensation and interest level. 

 
 

- Feedback Tips – Here are a few “Bad Signs”. Interview is cut short, 
only one person interviews you, you are not asked about 
compensation, negative body language or unpleasant responses. 
Short, close-ended questions with no engagement from the 
interviewer. No request to follow up for next step in process. Concern 
over your suitability for the job. 

 
 

- Follow- up – You must always send a Thank You letter to the 
person(s)  who interviewed you. Write them a one page thank you 
note as well as send them an email immediately after you have 
returned from the interview. 
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Common	Interview	Questions	and	Recommended	Answers	
 
 

1. Tell me about yourself – The answer should be fairly easy for you. Use your 
“Radio Spot” customized for this company and job. 

2. Why are you looking for a job? – Honesty is the best policy. If your company is 
about to be downsized, go ahead and admit it. If you are looking for more money 
or a better opportunity, say so, but put a positive spin on it and not a criticism of 
your current/previous employer. 

3. What achievements are you most proud of in your career? Discuss the 
achievements most relevant to the job you are seeking. Don’t mention situations 
from 10-15 years ago. 

4. Why should I hire you? Discuss how your skills set and achievements fit the 
requirements for the job, PLUS discuss your positive attitude, fit with the 
company culture, strong desire to contribute and be a team player. Answer the 
question for the hiring manager WIIFM. Make sure there is a compelling reason 
for you to get the job. 

5. What are your strengths? List the two or three which are most relevant to the 
job you seek and the situation you anticipate with the company. 

6. What are your weaknesses? Don’t say “I can’t think of any”. Come up with one 
which illustrates a situation you faced which was a true learning experience. 
Employers usually prefer someone who errs on the side of action versus inaction. 
An example may be, “early in my sales management career, I became very 
frustrated with sales reps who did not have a same commitment to the business 
that I had. Working more closely with them, I learned how to motivate my team 
more effectively and it made me a better manager”. 

7. Describe you management style. Be honest and also try to incorporate the 
management style used by the company and how emphasize how your style fits in 
nicely with the company culture. 

8. How do you keep up with the industry? Discuss the news articles, industry 
journals, books, Internet and other resources you use to stay up to date. 

9. How do you handle stress? Give me an example of a stressful situation. Keep 
it related to business (preferable a recent situation) that is relevant to the new job 
and how you handled the situation successfully. 

10. What other types of jobs are you currently considering? You don’t need to 
reveal too much, however, if you are negotiating with another firm, you can say 
that you are looking at another opportunity, but at this point are very interested in 
moving forward with this position. 
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Chapter	11	–	Negotiating	the	Offer	
 
Now  that you have successfully gone through the interview process and are the final 
candidate being sought, this is the time when you have maximum negotiating power. 
Here are a few ideas to keep in mind: 

• Maintain a positive attitude always and remember, it is not a done deal 
yet!!….Don’t blow it. Use your active listening skills to make sure you are not 
producing any “buyer’s remorse” and that the company remains excited 
about hiring you. If you upset one person in the process, the whole group 
may have second thoughts and rescind an offer. 

 
• Make sure all your references have been thoroughly prepared and that you 

will get a most positive response. Make sure that you will pass any drug 
screen, physical and/or criminal record check. You college graduation dates 
will also be checked.  

 
• Understand what your real needs are. What are your minimum 

requirements (salary, bonus, hours, location, benefits, etc.) What is non-
negotiable for you? 

 
• Know who the real decision makers are. The role of the hiring manager and 

Human Resources. 
 

• Write everything down in detail that you need. When the offer is extended, 
get everything in writing and ask questions to clarify any doubts you have. 

 
• Try to negotiate with the decision maker in person if possible. Discussion 

over the phone is appropriate, but final negotiations are best in person. 
 

• Understand your real market value, not just what you were making or what 
you want, but know what you are worth in today’s market. If that is less than 
your previous job, get over it and be committed to improving your long-term 
market value. Also, if the company is a start-up or in financial trouble, try 
and negotiate an exit package (i.e. 3-6 months severance).  

 
• Never reject an offer outright or make an emotional response to it. Ask for 

some time to consider and then talk later about issues you would like to 
discuss.   
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• Have a back up plan and reasonable counter-offer plans to achieve a win-win 
for everyone. Be prepared to walk away from the offer if you are sure it will 
not work. 

Chapter	12	-	Getting	the	Offer	–	Reference	Checks	
 
 

REFERENCES 
 

• Make a list of references to include: 
- Former managers 
- Peers & Direct Reports 
- Customers 
- Colleagues 
- Vendors  
- Industry Contacts 

 
 

• List each person’s name, address phone number, email. One piece of 
paper/document. 

 
 

• Prepare each person for a phone call from the prospective employer. Tell 
them: 

- Job you are interviewing for 
- What the company is looking for 
- Ensure that they will respond positively 
- Prepare them for questions involving your strengths, weaknesses, 

accomplishments, your character, attitude, interpersonal skills, reason 
for leaving previous job, etc. 

 
 

• Do not provide reference list until asked for by employer or search firm. 
 
 

• Inform your references immediately when they are about to be called. 
 
 

• After contacted, call your references and thank them. 
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