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INTRODUCTION

It All Happens in 60 Seconds

A hiring manager makes a decisive qualification
of a job candidate within the first 60 seconds
of the time they meet.

Thats it. You have 60 seconds to make the sale of your product and service (you) and close the deal on your next career opportunity. Are you ready?

Over the last fifteen years, I have used and developed my skills as a hiring manager in a variety of business disciplines. Additionally, as an owner and manager of a successful IT management and consulting firm, I had the opportunity to work closely with hiring managers to help them make their employment and hiring methods more successful. Our firm had been successful in helping clients hire more than one thousand employees and consultants. I wish I could say that those one thousand hires were the result of an identical number of candidate job interviews, but unfortunately that was not the case. A successful hire was sometimes the result of two or more individual and different candidate interviews. As a result, our company was involved in coordinating and overseeing more than fifteen-hundred interviews over a fifteen-year period.

It is becoming increasingly difficult to hire employees in an effective and efficient manner. It is simply more difficult to find the best-qualified job candidate from a growing universe of available candidates. Job seekers share a similar concern in that they feel it is increasingly difficult to compete for opportunities.

The Job Seeker Has Taken the Job Interview Process for Granted

For any hiring employer, the process of identifying, selecting, and hiring a new employee is as challenging as ever. More time, resources, and budget dollars are allocated to the task, and the tools and options available for identifying and hiring new resources continue to proliferate. Employers always look for the best possible prospective employee among a field of candidates that in many cases is so extensive and diverse that managing the process effectively has become quite difficult. Hiring managers are charged with filling open positions in the most timely and cost-effective way possible, while at the same time following the rules and guidelines of the HR department and company management.

For most job seekers, there are three primary activities in the job search process. The first activity focuses on the identification of new job opportunities. Second is the submission of a rsum or credentials. The third activity focuses on the job interview itself. We typically spend a great deal of time and effort on the first two activities right away, identifying and narrowing the field of opportunities and then submitting rsums. What usually follows is a substantial and frustrating waiting period.

When an individual receives a response from an interested potential employer, the focus shifts to the interview. Typically the interview lasts an hour, and the candidate expects that hour to be sufficient for the hiring manager to find out or obtain everything necessary to select a candidate for the position.

Our fast-paced lifestyle supports this assumption. While trying to manage a career and pursue new and exciting opportunities, the employee is still required to work a full day. Add to that the challenges of our personal liveswhether were striving to be a responsible and involved parent, visit the gym, or play as a weekend musicianand theres not enough time in the day to focus on our career future. If an individual is out of work, between jobs, or looking for that first career opportunity, the added stress makes the situation even worse.

The result is troubling. When you pursue new career opportunities, you try to get your name out there, submit rsums to a few job openings, then wait for the call. When you dont get the job, youre disappointed, and you wait, frustrated, until the next call comes.

This is not the way it should be. We think that if we submit a rsum and get the interview, theres a good chance well get the job. Most of us dont think about it, but much more should be doneand it doesnt require an excessive amount of additional time or effort.

If you want to be successful in reaching that next stage of your career, you need to respect the hiring process and do everything within your power to navigate through that process in an effective and efficient manner. You need to focus not only on the job interview, but also on everything before and after the interview to ensure your success in the process. You cannot take the interview process for granted.

Its Extremely Difficult to Differentiate

When you submit credentials for a position, youre not the only one interested in the job. Likely you are one of dozens or maybe even hundreds of candidates interested in the position. If youre fortunate enough to get an interview, youre only one in a field of candidates being interviewed.

Sure, you try to prepare a complete, concise, and professional rsum. Maybe youll even prepare a cover letter or introductory email to go along with the rsum. The credentials go out in the mail or are submitted via an employers online submission tool, and youre done. That you ever hear back on a submission is an amazing occurrence, given the unknown path that the credentials take. You show up for the interview and hope you have the opportunity and ability to set yourself apart from the other candidates being considered.

Following this typical approach, you are most likely doing the same thing as everyone else, and for the hiring manager, it can be impossible to differentiate one rsum from the next. Getting selected for a job in this manner is, at best, a chance happening.

It doesnt have to be that way.

Get the Job before the Interview Even Takes Place!

The first 60 seconds of your meeting with a prospective employer are important, but you dont really want the success of your job interview to hinge on a quick 60 seconds. Its important to look at the job interview as just one part of a longer-term, larger scope, and multifaceted process.

Everything you do in the 60 days prior to the interview will determine your interviewing success. Most of your competition will simply show up for their interviews and attempt to talk about their rsums and qualifications. For you, the interview can be the final formality in an extensive process to win over your new boss.

The First 60 Seconds gives an easy, step-by-step approach addressing the many potential variables of the hiring process. You can choose to focus on each of the strategies, or you can supplement your career plan with ideas you find here. Most of all, you will be making a positive, proactive effort to manage the job interview process, your career, and your future success.

Be Proactive and Not reactive

The majority of the time, you think about making a career change as a reaction to some event in your life. Maybe your current job is not quite working out as you had planned. Or maybe your expenses have increased, and your salary isnt covering them they way it used to. Or youve encountered one of those life events (marriage, first child, caring for elderly parents) that trigger you to think about your career, where youre headed, and the next steps you should take. Regardless of the triggering event, youre confronted with a situation where you must react, and only because of that event did you even consider your career situation.

When you have to react in this way, you put unnecessary boundaries on how you might address the situation. Planning is impaired, time frames are set, and immediate change is desired. The greatest impact of a reactive action is on timing. When you react, you consciously or unconsciously place a time parameter on achieving a desired change or resolution. When you limit the time to address your career planning and career changes, you end up doing only those things that can be done within your pre-defined time frame.

In The First 60 Seconds, youll learn a series of activities that will help you manage your career in a more proactive manner. No more scrambling the night before the interview trying to prepare something intelligent to say. No more rash job changes, making a move because you have to. No more sitting idly by while others step in front of you (and on top of you) in your quest for new and exciting job opportunities.

After today, you will proactively manage your career. By doing so, you will understand your overall career plan and where you are with respect to that plan. Youll know where youre going, how youll get there, and how far you have traveled on your journey to success. You will have all the tools necessary to effectively manage each and every aspect of the job search and job change process, enhanced by the ability to differentiate yourself from the crowd.

Dare to Be Different

Attempting to secure your next career opportunity can be extremely challenging in todays competitive market. There are a lot of smart and talented people in the world, and you will be up against some of them as you interview for your next job. When it comes time for the hiring manager to select the best candidate for the job, what will he or she take into consideration, beyond the rsum, cover letter, and standard interview questions? The hiring manager will look for qualities that make a candidate shine and stand out. All you have to do is make the effort to show the hiring manager how you stand apart.

Throughout this book, you will notice that we will focus quite a bit on differentiation. Differentiation is not about being eccentric or unusual. In job-search terms, it means rising to a level above the norm. With a small amount of extra effort, you will be able to differentiate yourself from those who are standing in the way of your future career success.

[image: image]The differentiator icon will help you quickly spot the major differentiators in The First 60 Seconds approach.

All you need is the willingness to make the additional effort, and youll manage your career on your terms, according to your plan. Essentially, youll make the additional effort to take control of your life.

Lets get started!


Maxims of The First 60 Seconds Approach

 On a job interview, in a business setting, and in every encounter you have with another person, the other person will make a decisive qualification of you within the first 60 seconds of the time you meet. Expect it, prepare for it, and make the best of it.

 In attempting to get that next great career opportunity, while important, your rsum is not the key to your success; everything else you can do is what differentiates you from the rest and gives you the edge.

 In attempting to get that next great career opportunity, while important, the interview is not the key to your success; everything you do in the first 60 seconds of meeting your prospective employer, everything you can do in the 60 days prior to the interview, and every step you take after the interview will determine your success.

 Beating out the competition is all about differentiationsetting yourself apart from the masses and showing your unique strengths and qualities. The simple key to differentiation is making a focused and concerted effort to surpass what is normally expected.

 Proactive management of your job search process and your long-term career plan is the key to achieving the career and financial success you deserve.

 The success of your First 60 Seconds encounter is dependent upon everything you do prior to that encounter and everything you do after that encounter as you manage your long-term goals and plans.

 Career growth and personal development is achievable through small, continuous, and incremental change that can be sustained over a long period of time.

Are you ready?




Section 1
The 60-Day Plan

Make no little plans; they have no magic to stir mens blood.
Daniel Hudson Burnham

We never know how high we are
Till we are called to rise
And then, if we are true to plan
Our statures touch the skies.
Emily Dickinson


CHAPTER 1

Overview of the 60-Day Plan

I Need a New Job or a Career Change Now! Why 60 Days?

The whole point of the 60-day or two-month period is to focus on the bigger picture of what the job change process is all about. Some candidates obsess over the interview. While the interview does play a part, the job change process is really about doing more than your competition and differentiating you from all other job candidates. Its about developing a proactive plan for pursuing the interview process. Its about making a great first impression with a hiring manager before you even have a chance to meet. Its about spending an appropriate and manageable amount of time on one of the most important activities of your lifegetting that next new and exciting job as you climb your career ladder.

There are dozens of variables and criteria that go into a hiring managers decision, including a candidates prior and relevant experience, rsum format and presentation, first impression, interpersonal skills, image, personality, professionalism, work ethic, career aspirations, etc. It is extremely important that you try to manage as many variables as possible. The more variables you manage effectively, the greater your chance for being selected for the position. The fewer you manage, the greater the risk that you will be negatively impacted.

Consider a situation where a hiring managers decision-making process consists of only two variables:

1. Does the candidates rsum reflect the type of experience Im looking for?

2. Did the candidate meet our skill expectations based on the test he or she took at the interview?

There are only two variables, each equally weighed to make the decision. What happens if your rsum format is not exactly what the interviewer is looking for or doesnt adequately convey your experience? You have lost half of your chance. What if youre not a good test taker, or on that particular day youre not as focused as you usually are, or you didnt happen to prepare for three of the five questions that were asked? There goes the other half.

On the other hand, what if there are ten variables, each equally weighed? If you miss out on one variable, you still have the ability to meet expectations on 90 percent of the other variables. By following the strategies in this book, you will create so many other variables and will impress the interviewer on so many other fronts that you will still get the job.

Since different hiring managers look for different things, there are dozens of variables that can go into the decision-making process. Many variables may not necessarily be at the top of the interviewers listbut they can be if you put them there. You can add variables to the interviewers list that he or she may never have considered.

In this section, we will cover the most important things to consider as you plan out your approach to securing a job. After the 60-Day Plan has been executed, we will proceed to the next stage (hopefully just a formality) of the interviewing process. Well cover in detail the first 60 seconds of your meeting with the interviewer, how to manage the first 60 minutes of the interview itself, what you need to do to close the deal, and how to put the finishing touches on your decision to accept that new position.

It is important that your 60-Day Plan be part of a larger, overall career plan. In the last section of this book, youll develop a 60-Month Plan with detailed and achievable one- and five-year goals. With this broad plan, executable short-term strategies, and a proven 60-day job acquisition approach, you will have everything you need to proactively acquisition approach, you will have everything you need to proactively Day Plan and how it fits into a larger career management approach that we cover throughout this book.

Exhibit 1.1

The First 60 Seconds Career Management Approach
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The chapters in this section cover the broad categories of activities you should focus on. We will delve into the details of each activity, including approach, execution, and timing. As you proceed through the chapters, keep in mind the 60-Day Plan Timeline, as referenced in Exhibit 1.2.

Exhibit 1.2

The60-DayPlan Timeline

[image: image]

We will start this section by assessing the job market and expectations of companies and employers. Only by understanding how a prospective company hires a new employee will you be able to develop an effective plan. Additionally, we will look at options for assessing labor and market forces, local and national job markets, and specific strategies for identifying new career opportunities for you to consider.

Exhibit 1.3

Documentation Process Flow
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The 60-Day Plan assists you in effectively managing the necessary documents and correspondence to make your career planning and job search efforts most effective. We will walk through the process of collecting the information and developing the profiles to customize your job search. Most people simply focus on writing a rsum. Our approach focuses first on collecting and preparing the necessary information so that your credentials will be the best possible. The Company Profile and Job Profile you prepare allow you to collect the information specific to the company and the job opportunity you may be interested in. The Personal Profile and Professional Experience Inventory give you the opportunity to effectively summarize your experience, strengths, and career aspirations.

As you can see in Exhibit 1.3, the profiles you develop will be used as inputs to your customized credentials and related correspondence. Completing the activities outlined in the 60-Day Plan will differentiate your application from most of your competition, simply because no one else will have done anything remotely similar. By investing a small amount of time in the preliminary stages, subsequent activities will be more easily achieved.

The last components of the 60-Day Plan focus on everything you need to do to arrange and prepare for the job interview.


CHAPTER 2

Assessing and Understanding Your Job and Career Market

As you can imagine, the business and employment landscape continually evolves in directions that are both supportive and challenging for the career-minded individual. It is worthwhile to spend the time up front to understand the overall market: the good and the bad, what is working and not working, and where the greatest opportunities lie.

Whether unemployment is up or down, whether the economy is doing well or not, there are always new job opportunities, and there is always competition for those jobs. You must focus on activities that differentiate you from the competition to win your desired career opportunity, regardless of market conditions.

[image: image]Assess and understand your job and career market.

Opportunities with Your Current Employer

Usually people think about getting a new job because they are not content with their current position. As a result, many people immediately think about opportunities at a new company. Most people assume that if theyre not happy with their current employer, they never will be. If their employer has let their career reach a stalemate, the employer must not care or there must be something wrong. The person thinks: if I havent been given a new opportunity or the promotion Ive been looking for, my company must not think too much of me. Erase that from your mind. Do not assume that you have to look outside for your next great career opportunity. It may be right there, just waiting for you to ask for it. Of course, if you are not currently employed, well have to take a different approach, which well review in the next section.

If you are currently employed, regardless of position, your current employer should be your first step in evaluating career options. You have successes, experiences, and relationships with your employer that you should use to your advantage. While any prospective employer will be interested in those qualities, they will never mean as much as they do to your current employer. Your employer has invested in you, and unless youre a problem employee, they will want to keep you. It simply costs a company too much to lose a good employee.

You may not feel appreciated or respected for your talents and efforts, or it could be just the opposite and youre a key member of the team and your boss loves you. There could be dozens of reasons why you might be interested in a new career opportunity, and you need to first discuss those reasons with your current employer.

If your desire to make a change is related to positive factors, like wanting to expand the nature of your role and responsibilities or wanting to pursue a new career direction, it is very likely your current employer will be interested in helping you achieve your goals. It is very common for a company to assist an individual in changing departments and positions simply based on a positive history, a relationship, and a track record of success.

Maybe you are considering a new opportunity because you dont have a good working relationship with your current boss or a co-worker. That alone should not be a reason for you to leave a company. Good business leaders understand that sometimes people are just not in the right environment or the right positionthat its just not a good fit. Those managers are open to discussing other opportunities for you. If your boss is not one of those people, find one good business leader you feel comfortable talking to within the company who can help you make a positive change, for the benefit of you and the company.

Whether your decision to pursue other opportunities is because of good or not-so-good reasons, start by assessing your options with your current employer. You have many options that can be evaluated and assessed easily and in short order while (or before) you evaluate the opportunities beyond. Below are several options to get started.

Schedule a meeting with your current boss or manager.

Whether formally or informally, the objective of the meeting is to share your career goals, how you plan to get there, how the company currently fits into your plans, and how you would like your career to develop in the next two to five years (we will focus on developing these plans in Chapter 28; page 234). Be prepared to share your past accomplishments and successes, your strengths, areas you are working on improving, and the career path you would like to take. If you feel a promotion or a job change is appropriate, ask for it. The most important thing for you to do is to talk with your manager and let her know exactly how you feel. If your boss doesnt know your aspirations and expectations, she cannot help you realize them. Too often, were afraid to ask for what we want, or we think it will be a waste of time. Its mostly because we dont like confrontation, were afraid of rejection, or we dont want to rock the boat. Make the effort. You have nothing to lose, and you might get exactly what you want.

Talk to your Human Resources department.

Most HR departments are concerned about the best interests of their employees. Many companies have an internal job posting process to provide career opportunities for current employees. It is to their advantage, and yours, for them to provide you with opportunities to keep you happy and satisfied, and to retain your knowledge and experience within the company. Ask to meet with the HR manager, and share your intentions with him or her. Evaluate any job openings that may be of interest and pursue them.

As a common courtesy, let your manager know if you are working with HR. It is best to be honest and up front when looking at opportunities within the company but outside of your area or department. Remember, if youre going to stay at your current company but work in a different department, your current boss will still be there. You never want to burn a bridge. If possible, work with your manager where he or she can be a positive reference and facilitator in obtaining another opportunity within the company.

Talk to associates, internal business customers, and others with whom you have worked closely in the past.

Use your past and current relationships to learn about other opportunities throughout the company. An internal business customer you have worked with in the past is always a great resource. Talk to anyone who knows of your personal and professional skills and who may benefit from your experience and knowledge. Someone may just step forward and offer you a job.

Continue to be a champion of the organization while you are there.

Business leaders and managers always react favorably to individuals who express an understanding of the companyits business and objectivesand who consistently support the company and display positive behaviors in the work environment. The reason is because it happens so infrequently. Its easy to criticize, more difficult to praise. Be positive, talk about the strengths of the company and its accomplishments, and how you and the company are going to be successful in the future. Youll be surprised how easily you can differentiate yourself from your co-workers and how favorably management will react.

[image: image]Continue to be a champion of the organization while pursuing a new career opportunity.

In summary, it is in your best interest to make the effort to land that next great job opportunity within your current company, before looking outside. Leaving a company is difficultin many respects, you are starting over. Leaving means a new location and new transportation considerations. Most importantly, you may not be taking full advantage of the time you invested in the company and the experience and successes you acquired there, since those things will not mean as much to another company. Starting over can be a good thing, but if you can get everything you want and possibly more, give your current company a chance. Remember, your company has invested a lot in you. They really do want to keep you. Your job is to let them know how important you are to the future of the company. Help them make the decision to give you what you want and keep you with the organization.

Understanding the Employers Viewpoint

It is important to understand how employers act and operate. What influences them? What motivates them? Exploring the employers viewpoint makes you better prepared to interact effectively with potential employers.

Companies are genuinely interested in hiring the best people possible. They are looking for people who are interested in the particular business the company is engaged in and who have a good, solid work ethic. They want people who have the skills and experience to help the organization be more successful and accomplish its goals and objectives. Most of all, companies want people that have desire and passion. Everyone needs to work, and everyone wants to earn a good wage for a good days work. But how many people work because they truly have a passion for what they do every day? How many people go to work every day and consistently show their desire to improve themselves and their companies? Not many. Employers are always on the lookout for these special people.

Employers look for desire and passion in many ways, most notably in the way you present yourself, which can be done through written and verbal communication as well as through body language. An employer wants to see how you really feel about your careerhow important it is to you and how strongly you feel about being successful. The easiest way to do this is to express yourself with a never-ending combination of positive attitude and excitement. If youre excited about your career and can learn how to express that excitement, past successes come to light, future potential comes to the forefront, and your prospective employer will see you as a great all-around person who they would love to have as part of their organization.

At any given point in time, an organization has a myriad of challenges to address and overcome as it attempts to meet its defined goals and objectives. In efforts to build employee ranks with the best collection of skilled and experienced resources, organizations are often confronted with the challenge from a current or prospective employee: Whats in it for me? This challenge can include everything from compensation and benefits concerns to career growth opportunities and promotion timelinesand every other employee-related issue that most managers do not enjoy dealing with. You do not want to be an additional challenge for your prospective employer. Instead, you will make the effort to learn about and understand the challenges the company is confronted with and you will prepare yourself to convey how you, as a new member of their team, will help them overcome those challenges. Well talk more about how to do the necessary company research in the next chapter (page 18).

Human Resources as the Gatekeeper

The HR department is critical to helping build a strong workforce for an organization. They have broad authority and responsibilities and can be a valuable asset for the job seeker. The effective job seeker takes time to learn about a companys HR department. Depending on what you learn and your understanding of how a given organizations HR department functions, you can directly impact the overall process. Without the effort on your part, HR can also be the biggest obstacle in your efforts to get that next great job.

In most organizations, HR is responsible for the overall hiring objectives of the company. The members of this department are responsible for initiating and coordinating all of the open positions. In addition, they oversee the process of identifying and selecting potentially viable candidates and coordinating the interviewing and selection of candidates to fill the companys open positions. HR is critical to the success of the organization, helping to support and maintain the current employee ranks while adding to those ranks as necessary.

HR typically takes on the role of a gatekeeper, controlling and managing the overall number of opportunities available within an organizationthe number of resources internal managers can or wish to hire. At the same time, HR controls the inflow of candidates interested in working for the company.

An HR department can find itself confronted with the following challenges:

   a need to understand the specific details of each and every available job opening;

   interaction with department managers who each have their own distinct expectations and time frames that may differ from the expectations of HR;

   a need to accommodate all internal employees interested in open positions (if an existing employee moves into a new job, HR is left with the open position for the employee who just transferredone problem solved, a new one created);

   a large volume of rsums and inquiries that is extremely difficult to manage (in some cases, HR is left with no other option than to employ both technological and manual methods, as opposed to just manual review, to evaluate and select appropriate job candidates); and,

   sometimes overseeing the coordination of rsums with hiring managers, managing the interview and selection process, and overseeing the full hiring life cycle.

Knowing the role that HR plays in the overall process is critical to your approach. Take the initiative to understand HRs role for each company you may be interested in working for. The easiest and best way to do this is by simply calling a companys HR department and asking. They are usually more than happy to tell you how the process works.

Department Managers and Their Challenges

Department managers, like their HR counterparts, have specific goals and objectives that they need to achieve. They have projects to complete, budgets to manage, and customers to serve. While a department managers goals and objectives should support the larger goals of HR and the organization as a whole, they tend to be narrower in scope. While HR plans consider the long-term perspective, department managers react to constant changes within the organization, the marketplace, and the workforce.

The department or hiring manager looking to hire an additional resource does not usually consider other hiring activities throughout the organization and is concerned solely with his individual hiring needs. He has his own expectations and time frames, which may or may not be aligned with the expectations and time frames of HR. This is important to note because if you are only following the direction of HR, and the hiring manager is not in agreement with one or more aspects of that direction, you may not meet everyones expectations. It is important to know the role of HR and the hiring manager in the overall process. Here are some of the challenges department managers are confronted with in their efforts to hire a new employee:

   a need to obtain budget approvals, through a process that may be laborious and time consuming;

   a need to hire the new person immediately;

   unique knowledge of specific job requirements; and,

   a need to work with HR and sometimes other areas within the organization to hire a resource.

Note: This last point can be viewed both positively and negatively by the hiring manager. On the positive side, if HR can handle much of the administrative process, then the hiring manager can focus on the interviewing and candidate selection. Conversely, some hiring managers would prefer full control over the candidate review, interviewing, selection, and hiring process, and may think other participants would hamper the process. Very often the hiring manager has his or her own specific process for evaluating and hiring a new resource that may or may not be in alignment with HR.

As the one ultimately responsible for the future of your career, you need to understand these challenges, expectations, and the sometimes differing expectations between hiring managers and HR in order to work with the hiring managers to meet your personal objectives.

Labor Supply and Market Forces

At any given time, there are a variety of market forces that can impact your efforts to make that next great career move. These labor or market forces impact organizations and their ability to effectively hire and maintain the level of employees required to support their business. Understanding these forces and their impact on the hiring process of an organization will put you in a much better position to effectively navigate through that process. You should consider:

   current hiring demands of corporations globally, locally, and within a given industry;

   current labor supplies, here and abroad;

   compensation trends; and,

   state of the local, regional, national, and global economies.

While these variables exist, dont spend time analyzing them or letting them impact your decision to make a change to further your career. These variables can and do impact job opportunities, but they have the most significant impact on the person who approaches a new job opportunity in the typical way. If you take the time to learn and implement the strategies in this book, you will be well prepared for any job opportunity in any type of job market.

To gain perspective on the market and labor forces that may impact your job search efforts, check national and local newspapers, which provide real-time assessment of employment, economic, and overall business conditions. The best resource that I have found that provides the broadest scope of data is the U.S. Department of Labor, Bureau of Labor Statistics (www.bls.gov), which provides a wealth of information on employment and unemployment conditions, prices and living conditions, occupations, compensation and working conditions, productivity and technology, and employment projections.

Identifying Suitable Opportunities

With recent technological developments and the proliferation of services geared toward the job seeker, the ability to identify suitable opportunities is easier than ever. Below are some general avenues for exposing yourself to new career opportunities. (We will go over detailed strategies in Chapter 29; page 246.)

   Job search websites can target specific opportunities in specific geographic areas. Such sites often allow you to register and make your credentials available so hiring companies can find you.

   Job placement organizations provide services for individuals in a broad range of categories, from executive to temporary positions.

   Company-specific websites provide detailed information about the company, available positions, and the employment process.

   Industry associations, user groups, and labor groups provide excellent exposure to the people and resources that can help support your career plans.

   Also look for standard employment advertising methods, including newspaper and online classifieds, company and group job fairs, etc.

While the resources available for identifying suitable career opportunities may seem endless and overwhelming, with a little research and exploration, the job search will become manageable. Do your best to make use of a broad scope of resources. The broader the scope, the greater the potential for uncovering more opportunities.


CHAPTER 3

The Company Profile

Once you have identified one or more job opportunities to pursue, its time to do a little research. First, we will start by researching the company that has the job opportunity you are interested in, and in the next chapter (page 23), we will prepare a more complete and comprehensive job profile.

Youre probably wondering: why should I research the company?

First, researching the company allows you to determine if you really want to work there. Better to get this information early in your job search process before you spend too much time pursuing a job at a company you dont want to work for.

Second, interviewers and hiring managers want to know that youre really interested in the job and in the company as a whole. They want you to know as much about the company as they do. They want to know that youve made an effort to understand the company, the business, and the work environment. Although interviewers want job candidates to research their company, many people dont make an effort to do so.

This fact is a great differentiatorwhich is exactly why you are going to do it. By preparing a brief profile of the company you may soon be working for, you will gain the following:

   a basic understanding of the companys history;

   the ability to provide a one- to two-sentence summary of the primary business the company is engaged in;

   an understanding of the companys primary competition;

   an understanding of the companys current financial situation;

   an assessment of the outlook for the industry; and,

   knowledge of the nature of the work environment.

You want to acquire this information as you begin your job search so that you do not have to worry about it later, during an interview. The last thing you want to do is use up valuable interview time talking about the history of the company or benefit details. If you start off armed with knowledge of the company, that lets the prospective companys interviewer or hiring manager know that youve made an effort; you know about the company at a sufficient level of detail. That knowledge shows you really want to work at the company.

[image: image]Prepare a Company Profile for every company you are interested in.

Preparing the Company Profile

Please refer to and use the Company Profile Template in Exhibit 3.1 on page 21.

The Company Profile Template, like other templates and activities provided in the book, is designed to provide the most benefit with the most reasonable investment of your time. In many cases, the Company Profile can be completed within two hours. You can spend more or less time as your schedule permits, but keep this in mind: any time you spend preparing your Company Profile is more than your competition will be spending to learn about the company (usually 50100 percent more time). The more time you spend, the more you will differentiate yourself with your prospective employer.

Most of the information you need will be available from the companys website. If its not available there, call the HR department. Additionally, see if you can find someone who has worked at the company before, which can be accomplished through networking and online forums. For industry information and other financial and business information, there are an extensive number of resources available. The following is a general list of some of the resources:

   Visit the website of any financial management or brokerage company.

   Research industry trade organizations, which are created to support the employees and employers of most industries. Using any online search engine, enter your particular industry name followed by trade organization to obtain a listing of organizations for you to research.

   For public companies, try the Securities and Exchange Commission (SEC)www.sec.gov.

   Online news search services exist for all major national and local newspapers. News services have online search capabilities through their websites and can provide extensive amount of current and archived information about a company you are interested in.

   Visit your local library and ask a librarian for help. Let the librarian know that you want to discover everything you can about a given company, specifically the information on your Company Profile Template (have an extra copy to give the librarian).

Before you go any further, take time now to complete a Company Profile for any company you are considering.

 

Exhibit 3.1

Company Profile Template
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Exhibit 3.1

Company Profile Template
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CHAPTER 4

The Job Profile

The Job Profile is a critical, yet often overlooked aspect of the job search and assessment process. It is similar to a Company Profile but helps you gather detailed information about a specific job or position at a company. It is critical because if you do not obtain the details suggested, it will be difficult to ensure that the position meets your expectations, desires, and career objectives.

The Job Profile is usually left out because people take the path of least resistance, trying to get by with the least possible effort. Typically, job seekers can get basic information about a job or position through a website, job board, or a variety of other avenues. With this information, they make a snap judgment about whether it is a suitable opportunity or not.

But I know thats not you.

From now on, you will take this process a step further. You should formally document everything and ensure that you have all the necessary information to make an informed decision. You also want to formally think about and document how your experience matches the available opportunity and begin thinking about how youll convince your potential employer that you are the best person for the job.

Prepare a Job Profile for each and every job opportunity that you seriously consider for these important reasons:

   It allows you to develop a comprehensive understanding of the position: the companys expectations, responsibilities of the role, and how the position fits into the bigger picture of the organizations primary business endeavors.

   It provides clarity and detail regarding the skills and experience required for the position.

   It allows you to quantify and qualify your skills and experience relative to the position to help you determine if the job is indeed a fit.

   It provides the opportunity to quantify the positive and negative aspects of the position.

   It allows you to perform a quick assessment of the position relative to your goals, expectations, and desires.

   It provides you with a comprehensive understanding of the position that will be unlike anything your competition has prepared.

[image: image]Prepare a Job Profile for each and every position you are considering.

The Job Profile gives you the ability to assess the particular job opportunity and make an informed decision about whether to pursue the opportunity or not. Without taking the time to complete the profile, you risk spending valuable time chasing a job or position that is not suitable for you.

Please refer to the Job Profile Template in Exhibit 4.1 on page 26. You will collect the following information:

   position title, grade level, location, and compensation package;

   brief description of the position;

   primary skills required; and,

   primary job responsibilities.

Next, you will make a few objective and subjective qualifications regarding any potentially positive or negative aspects. Positive aspects include any particular characteristic of the position that you feel makes it a good fit for your future career plans and expectationsand it can be anything at all. A negative aspect makes you uncomfortable about working in such a position or role. At this point in your research, there should be no limits, and you should consider everything. You have to determine if the negative aspects are really issues for you, if you are willing to accept them, or if you feel it is possible to overcome them. Maybe the negative aspects are minor and can be easily justified and overshadowed by the positive aspects. Focus on identifying as many positive aspects as possibleyou want to have dozens of reasons for pursuing your next opportunity. If you are unable to come up with at least five positive aspects, maybe your time would be better spent on another opportunity.

After completing the profile, if you still feel that the opportunity is worth pursuing, relate your most recent experiences to the position requirements and expectations. As a rule of thumb, you want to share with your prospective employer your most recent five years of experience and explain how those recent experiences are relevant to what they may be looking for. For now, try to identify three to five specific experiences in the last five years that closely match the expectations of the position.

Once you have completed both the Company Profile and the Job Profile, youll find you can use them in tandem. Both profiles will assist you in preparing your credentials and related job search documentation. As your understanding of the position and expectations become clearer, youll be able to let your prospective employer know how you feel about the position. Your collection of positive aspects will be used to convince yourself that the position is right for youa good match in terms of job type and required qualifications.

Before you go any further, take time now to review and finalize your Job Profile for any position you are seriously considering.

 

Exhibit 4.1

Job Profile Template
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References Summary
For [Your name here]

Below are recent and relevant business references that I feel can verify the
experiences [ have included in my credentials. Please feelfree to contact them at
your convenience. They will be happy to share with you my past successes and how
my skills and experience are suitable for your open position.

Jane Smith
Vice President of Operations
Company 123 (123) 456-7890
jsmith@company123.com

“Jim was a refreshing alternative for us over the last two years. His personal attention to
detail assured us that our project was going to be successful before it even started. He has
great interpersonal skils and the abiliy to effectively work with and manage all levels of
resources involved in @ poject. He s a proven leader and project manager and was
instrumental in insuring that our pojects were completed on time and within our project
constraints.

I'would certainly recommend im for any project manager position.”

John Doe
Executive Director
Unique Services, Inc.
(321) 8904567
jdoe@uniqueservices.com

“Jim was one of our best and brightest project managers, and was critcal in helping us
complte some very successful projects. Everyone loved to work with him, and he had the
genuine ability to lead and manage people while implementing our corporate project
management disciplines.

I'would highly recommend Jim for any senior project management position where success is
the only option.”
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tour Name

SUMMARY
include a two or three sentence overall summary of your background, experience, and
carcer aspirations.

GENERAL QUALIFICATIONS
+ Comprehensive/recent/relevant/comparable experience in the. industry/field
+ Successful realization of.

. Unique ability to,

+Excellent interpersonal skills, and the ablty to communicate effectively with
co-workers, management, and customers

EXPERIENCE PROFILE
Company Name #1 (Month, Year - Month, Year)
Position Title #1
Include a brief description of the position, one to two sentences In length.
Key Accomplishments:
« Accomplishment #1
« Accomplishment #2
Primary Job Responsibilities:
« Job Responsibility #1
« Job Responsibility #2
Learning and Development:
« ltem#l
o lem#z
Key Skills Utilized:
 Htem#l
o lem#z

* Include a full Experience Profile (as above) for each of the last three
experiences you had.

Company Name #2 (Month, Year - Month, Year)
Position Title #2

Company Name #3 (Month, Year - Month, Year)
Position Title #3
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RELEVANT BUSINESS AND TECHNICAL SKILLS

Proficient in the use of project management tool(s),
design tool(5), Microsoft Office,

(nclude n this sction any industry-specfic tools or applications that companies my be using tc
et them know that there will ot be a leaming curve if you are slected fr a positon.)

EDUCATION

Degreels):
Name of Educational Insttution, Cit, State
Name of Degree Awarded, Year

Continued Education Efforts:
Name of Educational Insttution, City, State
Name of Program Completed (or in progress), Year

Related Coursework:
Name of Course, Actual or Planned Completion Date

Education Efforts in Progress:
Name of Program
Expected Completion Date
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List the top five things you like to do when you are not working.

Outside of work, what are you truly passionate about? List three things that you cannot
live without, that you love more than anything, and explain why you are so passionate
about them.

Listany hobbles you have.
Listany athetic actviies you participate in.
Descibe you family.

Do you have any spectal talents?

Do you niow or have you ever played a musical instrument? If o, explain what and when.
If not,if you were to take up leaming to play an instrument today, what would it be?

Do youlike to read? If so, what type of books do you read?
‘Are you afflated with any religious, charitable, or member organizations?

List three characteristics about yourself you feel you can improve upon. How would you
g0 about making that happen?

How would your closest friend describe you?
Do you have any pets?

Do you like to travel? Where is your favorite place that you have been to, and where do
you hope to go next?

‘What s your educational background? What was your greatest learning experience?

Are you currently engaged in any continuing education programs or do you have any
planned?
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Personal Profile for Dan Burns
My Passions

« Waiting
Tenjoy writing on a dafly basfs. There is nothing more rewarding than getting
the words, e paragraphs, and the stortes down onto the page and then in
retrospect wondering where it all came from.

« Playing Guitar
Ttook gultar lessons as a young boy, followed by thirty years of air gultar
performance. The real guitar is back, and I'm leaming to play all the songs I
love.

« Hy-Fishing
There is nothing better than betng in the middle of nowhere, knee-deep in river
and hearing only the sound of the rushing water—t's heaven.

My Hobbies and Special Interests

« Book Reading and Collecting
Ilove all genres of fiction but particularly enjoy mysteries and science fiction.
« HyTying
My love of ly-fishing includes tying my own fes and coming up with new
Insect imitations (5o T can outfish my best friend Gerry).

Personal Development Activities

* Guitar and Music Lessons
Inmy pursutt of rock-and-roll greatness, I take weekly guitar lessons at the
local music store and make every effort to practice four to five times a week.

« Writing Development
I have so much to leam about developing as a fiction writer. T write a
thousand words a day and read two writing books a month.

« Personal Goal
‘To have a collection of my short stortes published and to one day adapt one of
those stortes into a screenplay. Thee s @ novel in there somewhere as well.

My Family

« Married with two children; a sixteen-year-old daughter and eleven-year-old
son.

 We try to spend every weekend together at the lake-fishing boating,
playing games, and just hanging out.
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Let them know you have arrived.

“Turn off your cell phone and any other electronic devices.

Make a final restroom visit.

Find a quiet and comfortable place to wait.

Make sure any documents you plan to distribute are easily accessible.
Review your Interview Scheduling Summary and Interview Agenda.

Turn on your visual receptors.

And Remember:

« The hiring manage cannot wait to meet you.
« You are fully confident in your experiences and abilities.

* You've done everything possible to prepare for this moment, and you have
done more than any other candidate to get this job.

« You have done a fantastic job of differentiating yourself.
* Noone is more of an expert on you than you.

« You know more about the company and the position than any other job
candidate.

o You are ready. Have fun.
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Month DD, YYYY

Mr. John Smith

XYZ Corporation

1234 North Shore Drive
My Town, IL 12345-6789

Dear Mr. Smith:

| appreciate the opportunity to meet with you and your team for a personal interview
on. - Tam excited to meet you and am interested in
speaking with you and (other interviewers) so I can better understand the
tesponsibilities and expectations of the position.

Lunderstand that the interview will focus on Since we
will be limited to discussing these topics, I wanted to remind you that there is
additional documentation in my credentials package that I sent that will give you a
better insight as to

[ hope you found my credentials package to be complete. However, if there is any
additional information I can provide to facilitate your assessment of my background,
please let me know and 1 will provide it prior to the interview or Iwill bring it with me

[ ook forward to meeting you.

Sincerely,

Your Name
(123) 456-7890
yourname@email.com
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Interview with Jane Smith
For the Position of
Month, Day, Year

Agenda

1. Introductions

11, Discussion of Position Requirements and Expectations

. Review and Discussion of Jane Smith's Relevant Experience
Review and Discussion of Jane Smith’s Non-work Attributes
Summary of Why Jane Smith is Appropriate for the Position
Follow Up and Next Steps

VIL Conclusion

S==8

Additional Questions:
How do the efforts of the department impact the primary goals and objectives of the
organization?

Handouts:

Jane Smith's Credentials Package:
+ Cover Letter
+ Summary of Qualifications
+ Résumé
+ References Summary
o Dersonal Profile
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Position Title:

interview Date:

interview Time: ‘Time Zone

Expected Duration:

interview Location:

Interview Method [ InPerson  [J Phone  [J Videoconference

Address

Building/Floor

General Disections

“Travel Time

interview Participants: 1. Name Title/Role.
Their Interest

2. Name Title/Role,

Thelr Interest

3. Name Title/Role.
Iheir Interest

4. Name Title/Role,
Their Interest.

spectfic Interview Topics:
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Month DD, YYYY

Mr. John Smith

XYZ Corporation

1234 North Shore Drive
My Town, IL 12345-6789

Dear Mr. Smith:

Through my extensive research of your company and your role in the marketplace,
feel that I am exceptionally qualified to be considered for your current open
position of

I have included a Summary of Qualifications that specifically shares how my
qualifications satisfy the expectations of this position and why I feel 1 would be an
excellent addition to your organization.

I have also included detailed credentials of my most recent successes and have also
provided references from my most recent employers. Finally, because personal
attributes are critically important in the qualification of a person, I have included a
Personal Profile reflecting all of my positive non-work qualities.

I'would welcome the opportunity to meet with you to discuss my abilities further,
and 1 look forward to meeting you.

Sincerely,

Your Name
(123) 4567890
yourname@email.com
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‘Summary of Qualifications
For [Your name here]

Position to be Considered For: [Insert position title here]

[ feel | am an extremely qualified candidate for this position for the following reasons:
1. 1 understand the expectations of the company and the position.
a. Statement about the company and their top one or two business
goals/objectives (can be found on website or in annual report)
b. Tunderstand that this position entails
1. General scope
il. Responsibilities
. Requirements
1. Primary requirement 1
2. Primary requirement 2

2. Ihave very recent and relevant experience.
a. Isatisfy requirement 1 with my experience over the last X years at

b. I satisfy requirement 2 with my experience over the last X years at

. Ihave the necessary (insert specific reference) experience you are
looking for, bringing to the position a proven track record of
successfully delivering by,

3. Ihave personal, non-work attributes that will prove valuable to
‘my success in this role.
a. #1 personal attribute and why it is relevant
b. #2 personal attribute and why it is relevant
. #3 personal attribute and why it is relevant

4. 1 want to be an integral part of the continued future success of
XVZ Corporation.

[Insert your understanding of the company’s mission, goals, plans, and.
industry outlook and how you feel you can make a difference]

[ would welcome the opportunity to meet with you to discuss my credentials and.
how I can apply my skills and experience to this position to be a successful team
member with your organization.
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Month DD, YYYY

Mr. John Smith
XYZ Corporation

1234 North Shore Drive
My Town, IL 12345-6789

Dear Mr. Smith:
[ would like thank you for taking the time to meet with me (today/yesterday/date).
The interview was an interesting and exciting process, and I learned a great deal

about you and your organization.

I feel our discussion solidified my understanding of the position, and I feel [am a
very qualified candidate for the following reasons:

« Reason1
« Reason2
« Reason3

Based on our discussion there are several things that we agreed required follow-up on
my part. I have addressed the items noted and wil follow up shortly with the
remaining information.

+ Item 1 (additional information attached/forthcoming)

+  ltem 2 (additional information attached/forthcoming)

+ ltem 3 (additional information attached/forthcoming)

Mr. Smith, [ am genuinely interested in the opportunity we discussed and 1 am
available to start work immediately should you conclude that I am the most
appropriate candidate. Iam excited at the prospect of working with you and your
team.

Thank you very much for your consideration, and I look forward to hearing from
you.

Sincerely,

Your Name
(123) 4567890
yourname@email.com
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Mr. John Smith
XYZ Corporation

1234 North Shore Drive
My Town, IL 12345-6789

Dear Mr. Smith:

It has been two weeks since the time we last spoke. I can imagine that your schedule
s quite hectic trying to complete the interviewing and selection process for your
open position while managing your regular duties. If it is not too much of an
imposition, I would like to inquire as to the status of your selection process.

If there is any additional information that I could provide to more fully clarify why I
feel I am the best person for the job, please do not hesitate to ask. Additionally, if
you feel it would be helpful to have a follow-up discussion regarding the position
and my qualifications, I would be happy to meet with you as your schedule permits.

Mr. Smith, I would like to reiterate that 1 am very interested in the position we
discussed and would welcome the opportunity to work with you and your team.

Thank you very much for your consideration, and I look forward to hearing from you
soon.

sincerely,

Your Name
(123) 456.7890
vourname@email.com
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Month DD, YYYY

Mr. John Smith
XYZ Corporation

1234 North Shore Drive
My Town, IL 123456789

Dear Mr. Smith:

Thank you very much for your offer of employment with XYZ Corporation and for
your time to discuss the details of that offer.

L am pleased to accept your offer, and I am looking forward to starting work with you
and your team on Month, DD. Attached is the executed employment agreement and
corresponding documents you have requested.

| appreciate your confidence in my abilities and I look forward to being an effective
and successful member of the organization.

sincerely,

Your Name
(123) 4567890
yourname@email.com
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Perlod/lemm of the Agreement (with & specitic start date)
salary and Compensation (including amounts and time frames)
a. Base salary
b, Annual or periodic bonus
Incentive program
Commission structure
e Stockoptions
Other compensation
&  Overtime work and compensation
Paid Time Off
a. Vacation time
b, Sick time
. Other PTO
Employee Beneiits (incuding what you are acceptng and decining)
Health insurance
b Life inmurance
¢ Dental insurance
d. Vision program
e 401K or pension plan
f
'

Cafeteria plan
Health club membership

Position Description, Grade Level, Duties, and Scope of Responsibilities

a. Description at the time of hire

b, How to modify the position description when promoted

. First project expectations and success criteria

Performance Evaluations, Time Periods, and Frequency

Performance Measurement Process

a. Define goals and objectives

b, Measure performance based upon your individual performance

€ Compensation increase structure/sanges

‘Work Location (office, home office, virtual/remote)

Non-Compete Clause

NonSolicitation Clause (of clients and employees)

Confidentiality Clause

. Conflict of Interest Clause

Moving and Relocation Expense Reimbursement
Work Related Expense Reimbursement
Atbitration Clause

Company Automobile or Car Allowance

. Company Supplied Equipment

Proprietary/Confidential Property and Information

Termination Provision

a. Severance compensation (minimally two weeks salary for each year of
employment)

b, Financial counseling

¢ Outplacement services

Child Care
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Month DD, YYYY

Mr. John Smith
XYZ Corporation

1234 North Shore Drive
My Town, IL. 123456789

Dear Mr. Smith:

I would like to take a brief moment to let you know that I have concluded my job
search and have accepted a position with another company. It was an exciting
process and 1 am looking forward to my new career opportunity.

{ appreciate you taking the time to meet with me back on Month, DD. I really
enjoyed talking with you about your organization and learning more about the
opportunities within your department.

I hope that the success of your organization continues in the years to come.

Sincerely,

Your Name
(123) 456.7890
vourname@email.com
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Month DD, YYYY

Mr. John Smith
XYZ Corporation

1234 North Shore Drive
My Town, IL 12345-6789

Dear Mr. Smith:

[ would like to take a brief moment to let you know that I have concluded my job
search.

L appreciate you taking the time to meet with me back on Month, DD. I really
enjoyed talking with you about your organization and learning more about the
opportunities within your department.

[ hope that the success of your organization continues in the years to come.

Sincerely,

Your Name
(123) 4567890
yourname@email.com
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Month DD, YYYY

Mr. John Smith
XYZ Corporation

1234 North Shore Drive
My Town, IL 12345-6789

Dear Mr. Smith:

I wanted to let you know that I have received an offer letter for an employment
opportunity with another company.

As I hopefully have conveyed to you during my interview and other
communications, | am very interested in working with you and your organization,
and that is il the case. 1 feel that my skills and qualifications would allow me to be
a valuable asset to the organization and I am confident that I would be both
productive and successful from the start.

If you feel you still have Interest in considering me as a candidate, please let me
know at your earliest convenience. 1 would appreciate the opportunity to talk with
you further.

Thank you again for taking the time to meet with me on Month, DD. 1 really
enjoyed talking with you about your organization and learning more about the
opportunities within your department.

ook forward to hearing from you.

Sincerely,

Your Name
(123) 4567890
yourname@email.com
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Summary of Qualifications

[Your name here]

Position to be Considered For: [Insert position title here]

I feel 1 am an extremely qualified candidate for this position for the following reasons

1. IUnderstand the Expectations of the Company and the Position
a. Statement about the company and their top one o two business
goals/objectives (can be found on web site or in annual report)
b. T understand that this position entails...
General scope
Responsibilities
i, Requirements
1. Primary requirement 1
2. Primary requirement 2.

2. Ihave very recent and relevant experience
a. I satisfy requirement 1 with my experience over the last X years at

b. I satisfy requirement 2 with my experience over the last X years at

. T have the necessary [insert specific reference) experience you are
looking for, bringing to the position a proven track record of
successfully delivering by_ .

3. Ihave personal, nonwork attributes that will prove valuable
to my success in this role
a. #1 personal attribute and why it is relevant
b. #2 personal attribute and why it is relevant
. #3 personal attribute and why it s relevant

4. Iwant to be an integral part of the continued future success
of XYZ Corporation.

(insert your understanding of the company's mission, goals, plans, and
industry outlook)

1 would welcome the opportunity to meet with you to discuss my
credentials and how 1 can apply them to this position to be a successful
team member with your organization.
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