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				Introduction

				Right now, you hold in your hands a key to today’s successful job search. Hint: Your challenge isn’t like it was even five years ago.

				Communications and technology are two gigantic change factors that are rapidly transforming both the materials and the methods of finding and nailing down a job. The two factors are connected.

				Communications. Joining resumes as staples of employment tools, an explosion of job search messaging is emerging to benefit job seekers everywhere in any career field or industry.

				For brevity, I use the term “job search letters” in this work to mean all messaging that promotes job finding and career health. I identify many categories of job search letters that you can write to get what you want. Key messaging formats include the following:

				
					
						
								
								Letters

							
								
								E-mails

							
								
								Profiles

							
						

						
								
								Memos

							
								
								Text messages

							
								
								Bios

							
						

						
								
								Multimedia

							
								
								Reports

							
								
								Prezis

							
						

						
								
								Video

							
								
								Checklists

							
								
								Mobile messages

							
						

					
				

				Technology. An almost unimaginable amount of technological innovation is reshaping how messaging moves in the marketplace of jobs.

				Most of it is digital, ranging from social media networking and public profile posting, to mobile job app responses and information intended to automatically match jobs and candidates.

				[image: remember.eps]	Despite mind-blowing change now and tomorrow, bear in mind that technology does not and cannot replace human interaction at every turn of the employment process. For that reason, a number of the sample job search letters in these pages are intended to be passed by hand, depending on the circumstances.

				About This Book

				This guide to modern job search communications wouldn’t have been possible without the outstanding collaboration of 42 top-shelf professional career messaging writers who provided the message samples throughout its pages.

				The professional writer’s name is credited beneath each sample. Find the writer’s contact information in the Directory of Job Letter Writers, which is printed in the appendix of this book.

				Job Search Letters For Dummies replaces three editions of Cover Letters For Dummies.

				Foolish Assumptions

				I assume that you chose this book because your job search is on your mind, perhaps as a new graduate fresh from college with scant working experience, or as a career changer seeking to make a leap into a different field, or as a seasoned worker wondering how to get ready for the next future challenge.

				More specifically, I’m also making these assumptions:

				[image: check.png] You may feel as though good things never seem to happen in your job world. Have you considered the possibility that you don’t market your abilities robustly enough in a tight economy?

						The arsenal of messaging samples in these pages offers new ideas about how to communicate your true worth.

				[image: check.png] You’re job hunting, but you’ve never written any kind of job search letter that landed you an interview. (Putting recruiters to sleep, are you?)

						Now you’re ready to step up your game and learn from samples of how today’s writing pros do it. You sense that this is the right guidebook to help you pick up the know-how to look job perfect to employers stuck in hiring paralysis.

				[image: check.png] You’re employed but concerned about or dissatisfied with your current work situation. You’re looking for escape routes if push comes to shove — but you need the right message tools to look vibrant in modern times.

				[image: check.png] You’re ready to move up in rank and money, but all is quiet on the management front. You’ve heard a story about an audacious soul who won a nice promotion by writing a request justifying it, and of another individual who fired up her keyboard to ask for a pay bump, and the money flowed. You’re ready to learn how to write letters like that.

				Icons Used in This Book

				For Dummies signature icons are the little round pictures you see in the margins of the book. I use them to call your attention to key bits of information. Here’s a list of the icons you find in this book and what they mean.

				[image: pratfall.eps]	This icon signals situations in which you may find trouble if you don’t make a good decision.

				[image: remember.eps]	Some points in these pages are so useful that I hope you’ll keep them in mind as you read. I make a big deal out of these ideas with this icon.

				[image: standout_coverletter.eps]	This icon directs your full attention to compelling messages that make you stand out from the crowd.

				[image: tip.eps]	Here I flag advice and information that can spark a difference in the outcome of your career message.

				Beyond the Book

				In addition to the goodies contained in this book, Job Search Letters For Dummies comes with some access-anywhere material on the web. Check out the free Cheat Sheet at http://www.dummies.com/cheatsheet/jobsearchletters for additional helpful letter-writing suggestions.

				Where to Go from Here

				If you’re in a tight spot and don’t have the time to start with Chapter 1 and read this book cover to cover, please allow me to make a few suggestions to get you off to a good launch.

				When you need to dive into specific information, the Table of Contents is your guide to grab the immediate info you need. The Index is another place to cherry-pick the answers you want.

				Additionally, here are several targeted call-outs:

				[image: check.png] When you aren’t up on the framework of mobile search and social media, read Chapters 2 and 8. I’ve tried not to go overboard on the techie talk, but offer only enough to get you onboard today’s job search functions.

				[image: check.png] When you’ve just spotted an advertised job opening you want, cut to the chase: Immediately read Chapter 4.

				[image: check.png] When you need to make a move fairly quickly, but you have no advertised jobs you want to claim, head straight for Chapters 1, 2, 5, 6, and 8 through 12.

				Your Treasure Hunt Begins

				Within this guide’s pages you’ll find more than 40 valuable new types of documents to send your career soaring. Seek and find samples of these kinds of job search letters:

				accomplishment statement, checklist comparison, resume addendum, specialty profile, first 90-day forecast, introduction letter, skills checklist, resume letter, job offer response, rejection follow-up, job return agreement, job ad reply, networking letter, prospecting letter, after-interview letter, social media message, mini-message text, branding statement, bio, bio flyer, professional profile, elevator speech, leadership initiatives summary, occupational highlights, cultural fit statement, industry experience statement, job training snapshot, project plan review, certifications list, performance snapshot, strengths summary, education achievements report, best work portfolio, sales skills index report, qualifications-job ad requirements display, reference list, reference compendium, recommendation letter, online work portfolio, prezi, and videoclip message.

				Treasure hunts are great fun but this isn’t a kid’s game. A rewarding career is your grand prize in a changed job market where you need all the clues you can get.

				

			

		

	
		
			
				Part I

				New Tools for New Times

				[image: 9781118436417-pp01.eps]

				In this part . . .

				Do you know what kind of power a well-crafted marketing message can bring to your search for a good job? Rather than allow a job search letter to merely introduce your resume, give it the wings to make your image soar! In this part, you find out how a job search letter can bring the right kind of attention your way. 

				Chapter 1 discusses all that job search letters can be and all that they can do for you. Chapter 2 leads you down the dynamic mobile path. Discover the new age of job search letters. Finally, Chapter 3 contains newcomers to the job search letter arena that not only give you extra help to get hired, but illustrates how a wise addition of collateral documents can add lift-off to your career future.

			

		

	
		
			
				Chapter 1

				Best Messages: Land Jobsand Leap Ahead 

				In This Chapter

				[image: arrow] Saying hello to a bevy of winning messages in the New Digital Age

				[image: arrow] Learning the ropes of writing great job search letters from top pro writers

				[image: arrow] Guarding your new letters’ good looks as they travel online to change your life

				

				A new blast of recruiting technology is blowing the hinges off the way we once pursued a job search when we applied, got a call, went in for an interview, and either got hired or continued looking until we hit pay dirt.

				Just as computers and the Internet forever changed the way job seekers find hiring companies, digital technology is forever changing the way job seekers sell hiring companies.

				This book, aimed at virtually every job seeker, is rich with sample letters showing you how to sell companies on the benefits of hiring you. You’ll find a wealth of letters to grow your know-how in Chapters 4 through 11.

				There’s more. After you’re hired, you’ll want to be rewarded for your valuable work with a boost in money and clout. That’s why Chapter 13 contains more sample letters, to help you accomplish your career progression. 

				A Brief Kaleidoscope of Letter Types

				More specifically, you may be amazed at the number of purposes you can accomplish with solid job search letters. The following thumbnail roster summarizes the kinds of career-growing letters that can speed you on your way and that you’ll find in the chapters ahead:

				[image: check.png] Getting hired: Job ad reply, online cover note, checklist match of qualifications with job requirements, accomplishments sheet, job fit statement, first 90 days work product goals projection, reference commentary, employee referral memo, contract and job-bidding application, prospecting letter, networking letter, after-interview letter, interview leave-behind supplement, and interest revival letter.

				[image: check.png] Getting modern: Mobile text message, social media message, branding brief, bio, profile, online work portfolio, prezi, and video interview.

				[image: check.png] Getting ahead: Internal requests for promotion, raise, company job vacancy, and lateral move within company.

				Job search letters may be postal mailed, courier delivered, personally hand delivered, or, far more likely, moved by digital computer technology. Digital technology has become the leading method of delivering job search letters, as the following section observes.

				Digital Is Destiny

				Digital technology keeps churning out new ways for people to connect and communicate in the job market. Why isn’t innovation slowing down or taking a breather?

				Three words sum up the answer: smarter, faster, cheaper. That’s essentially the motivation for recruiters (who pay the bills) and inventors (who sell to recruiters) to continue coming up with new technical twists in the job market.

				What’s more, digitally native generations represent a growing proportion of the working population. Young adults — who teethed on the Internet and texted most of their messages — represent an increasingly larger share of the labor market.

				Among important contemporary categories of recruiting and job search technology are the following four headliners:

					1.	Mobile. The use of smartphones and tablets to job-hunt is spreading across the planet like wildfire, even among workers older than 30. Chapter 2 is devoted to the ins and outs of mobile job search.

					2.	Social. The explosion of social media means more information is available about candidates than ever before; it even elbows in on unfavorable data candidates prefer to keep out of public view. There are two sides to the social digital coin:

			    Social discovery makes it easier for recruiters to find candidates for specific positions.

					•	Social communication makes it easier for job seekers to find jobs and references in ways never before possible.

						The growth in time spent on social media is largely tied to the skyrocketing spread of smartphones. Chapter 8 looks at letters for social media.

					3.	Search automation. Until two decades or so ago, job applications were filled with candidate-supplied, or internal, information and were kept in filing cabinets. Now they’re kept on computers in applicant tracking systems (ATS). Hiring actions include external information gathered online in social searching.

						Contemporary ATS technologies automate a comprehensive review of candidates that includes both internal and external information by using computer formulas called algorithms.

					4.	Predictive analytics. In making hiring decisions, predictive analytics means sophisticated software used to predict a candidate’s future performance. Statistics in candidate selection add to or complete with human judgment.

				[image: remember.eps]	When a job change is on your agenda, it’s essential to Google your name once a week to see what recruiters are spotting. This exercise means more than searching for embarrassing personal moments. It means updating your old profiles and revising any other data that can disqualify you for the type of job you’re chasing.

				Memorable Job Search Letters

				The transforming power of digital technology encourages a strategy of writing your way forward with messages that ask for advice and information, help from professional contacts, assistance from a former business coworker, or consideration from a recruiter.

				Digital technology makes it practical for you to take another bite of the apple in pitching a hiring manager after a turn-down, asking for a part-time gig, or helping in researching a potential job.

				Your letters have to be worth reading, whether by a recruiter, a hiring manager, or an automated system. Three outstanding job letter examples follow.

				Executive position letter

				Very well-written job search letters are critical when you’re chasing highly competitive employment positions, such as senior executive, scientist, technologist, upper-level government employee, college professor, attorney, or other upscale occupation.

				The following sample letter by Debby Ellis, Phoenix Career Group in Houston, illustrates quality writing that’s always appropriate for an executive position.

						[image: 9781118436417-un0101.eps]

				Debbie Ellis, MRW, Phoenix Career Group — Houston, Texas

				Alumni career fair letter

				The main idea: When attending a college career fair, a simple tactic makes you stand out from the fair’s endless flow of visitors: Leave your resume at each booth with a customized cover letter that features a facsimile of your college’s logo.

				Cast your eyes on the following sample letter from imaginative Atlanta-based resume writer Sharon M. Bowden.

						[image: 9781118436417-un0102.eps]

				Sharon M. Bowden, CPRW, CEIP — Atlanta, Ga.

				
Letter perfect design, now what? 

				Employers and various collectors of resumes, applications, and other job search letters use an applicant tracking system (ATS) to automatically read and process job communications and manage the hiring or storage process. All ATSs are not the same; they vary in their degree of sophistication.

				You can send your resume letters by postal mail or by e-mail, but when your letter contains graphic design elements, postal mail is the safer choice. Here’s why:

				Sending design-dependent letters online may create “very ugly cover letters,” Jim Lemke explains. Lemke, the technical reviewer for all of my For Dummies career books, reports that, while most applicant tracking systems retain the native format (MS Word, for example) for both resumes and cover letters, others do not.

				“Cover letter formatting gets messed up in some systems because the system keeps only the resume in native format and converts cover letters to text,” Lemke says.

				“You can, of course, call the HR office at a target company where you plan to send a graphically enriched cover letter and just ask, ‘Does your applicant tracking system retain cover letters in native format or convert them to text?’” Lemke notes, “and to double-check, ask the same question about resumes.”

				Renowned career coach Ralph Haas (careerdoctor.com) offers yet another reason for using postal mail: “After you have submitted your credentials through appropriate web-based channels, consider printing your resume and cover letter on high-quality white paper and sending it to an actual human being via snail mail. Your cover letter can refer to the fact that you have — as asked — submitted your resume via appropriate channels, but you hoped that this additional follow-up would underscore your interest in the position.” 

				Career guru Susan Whitcomb (susanwhitcomb.com) advises, “Get your resume into a target company’s database, have it hand-delivered by internal contacts in the target company to the hiring manager (not HR), and send it as a follow-up after meeting with networking contacts.”




				Networking letter

				Countless surveys of job seekers rate networking as indispensible. Chapter 5 offers 15 excellent samples, and here’s one more. The following sample, written by resume writer Joellyn Wittenstein Schwerdlin in Worcester, Mass., demonstrates vividly how effective messages can be constructed with brevity and clarity, as well as warmth.

				

						[image: 9781118436417-un0103.eps]

				Joellyn Wittenstein Schwerdlin, CCMC, JCTC — Worcester, Mass.

				
Should you use a template?

				A cover letter makes your first impression on an employer. Show that your strengths fit the target job like green on grass. When you’re tempted to scout the Web for one of those free cover letter templates for which the only heavy lifting required is filling in the blanks, remember the downside: You risk exchanging time saved for opportunity lost. 




				Why Job Letters Are the Future

				The word is out about another technological gee-whiz product being tested as this book goes to press: smartglasses. Slipping a pair of smartglasses on your face can alert you to jobs in your area while you’re moving about. Or as someone has observed, “Get ready for eyewear that brings computing to your corneas.” (Personally, I’m holding out for dentistry that brings computing to your wisdom teeth.)

				The serious job seeker can’t brush off speed-racing of new digital technologies to automate hiring conclusions drawn from massive amounts of data. Just don’t mistake the technological medium for the marketing message. 

				The message is how you communicate your value to employers who will pay you for it. The message is how you communicate your job fit to employers who insist on knowing it. 

				It’s the message that’s important, not the medium that delivers the message. 

				The strategy of using effective modern job search messages presents a golden opportunity to own the narrative of why you’re a perfect choice for the job you seek. And after you write your way onto a payroll, keep writing your way forward with career-management messages. Please continue reading: You’ll find 188 terrific samples to light your way.

				[image: remember.eps]	Communications skills most people commonly use today for job finding and job growing aren’t up-to-speed for the emerging world. If you’re in the left-behind category, here’s your chance to catch up and zoom into the future. 

				
Technology meets autotranslation

				How can you write your job search letters and resume in language A, your native tongue, but apply in language B for work in another country? The rise of new technology makes it happen. 

				Google Translate (translate.google.com) creates an automated translation of your written job search docs with a few clicks on a computer. Moreover, a host of jaw-dropping translation apps have descended on smartphones — you merely point your camera at a block of text and see it translated on your phone.




				

			

		

	
		
			
				Chapter 2

				Mobile Meets Job Search

				In This Chapter

				[image: arrow] Checking out job hunting in a smartphone world

				[image: arrow] Discovering what mobile search offers you — or not

				[image: arrow] Using today’s job search apps to find work

				[image: arrow] Welcoming mobile-enabled company career pages

				[image: arrow] Creating great messages to use in mobile job search

				

				Finding a job with a smartphone or tablet is no longer breaking news. Mobile job search is here right this very minute!

				Even the formerly staid New York Times — nicknamed “The Old Gray Lady” — has adopted a mobile attitude. Joining countless numbers of today’s media enterprises, the famous national newspaper has redesigned its popular online publication, Today’s Headlines, to be more readable on the mobile digital devices you carry around with you.

				Who else has mobile on the mind? Job seekers are racing to hunt for employment anytime, anywhere. A recent major breakthrough in recruiting technology made the mobile gold rush possible. Until that happened, candidates couldn’t submit a complete job application on a mobile device.

				Although substantial problems remain in mobile technology, job seekers can use it on any device that has Internet access. Typically, this means a smartphone or tablet, but it also means a laptop or desktop.

				[image: remember.eps]	Companies that capitalize on mobile moves seem to knock on new digital doors every week. This chapter presents job messaging as currently shaped by the key basics of mobile development.

				The FAQs of Mobile Job Search

				What does FAQs mean? It’s an acronym, abbreviation, or slang word that means “Frequently Asked Questions.” Websites often post FAQs pages to share essential information about the site. Here’s your chance to grab six fast answers to how to connect with a new job when you’re on the move:

				[image: check.png] Which smartphones and tablets are most used in mobile search?

						Android (Google), iPhone (Apple), BlackBerry (RIM), and Windows (Microsoft) currently are the four leading smartphones and tablet computers job seekers use to search job boards, apply for jobs, obtain job interviews, video interview from their mobile device, and more.

				[image: check.png] Where can you find jobs via mobile devices?

						The three basic sources for mobile discovery of jobs are job boards, job search apps, and web-enabled company job pages.

				[image: check.png] Can I apply for all jobs from my mobile device?

						No. Chris Forman, online job search guru and CEO of Startwire.com, says some kinks remain to be worked out in mobile search:

						“As of mid-2013, about one to two jobs in five were mobile enabled (optimized for a mobile experience, or offer a simple enough application process that they can be completed effectively on a small digital device).”

				[image: check.png] How easy is it to apply for a job and send your resume?

						Forman also cautions that ease of submission and resume access vary:

						“A key benefit of mobile job search is the ability to submit your resume along with a job application. Check to see whether your smartphone’s operating system allows you to save a resume on your phone. If so, is it easy to work with — or a pain to use?”

				[image: check.png] Can you send customized resumes and cover letters on a mobile device?

						Yes and no. If your device can handle resumes and cover letters, prepare in advance. Write and store a number of versions of key job search messages either in free job search apps (which I discuss later in this chapter) or in free file-sharing services, such as Dropbox (dropbox.com) and Google Drive (drive.google.com).

				[image: standout_coverletter.eps]		Matching your qualifications to a job ad’s requirements is critical. When responding to a job ad, choose the version of your document that most closely meets the requirements of the specific job you seek, and then tailor it as much as possible. The key to being hired, whether or not there is an opening, is customizing your approach.

				[image: pratfall.eps]		Don’t expect to do serious, large-scale editing from your mobile device, especially one without a mouse-type pointer function. Editing is painstaking work and a tar pit for errors, especially when using miniature keyboards.

						Career strategist and coach E. Chandlee Bryan suggests a speedy way to produce mobile messages: “Simply compose sentences or important phrases on a laptop or desktop — and cut and paste them into your smartphone or tablet.”

				[image: check.png] Is there an advantage to being in the first wave of responders to a posted job opening?

						Mobile job search gives you the timing tools to jump out ahead of your competition. When you see a job that interests you, apply as soon as possible before the hiring authority is overwhelmed with a fire hose of responses, assumes it has plenty of qualified candidates to choose from, and shutters the search.

						As job search app Proven.com CEO Pablo Fuentes says, “The early bird catches the work.”

						Fuentes explains that because the job seeker can respond on the fly to a new job posting within hours or the next day, the quick response time mobile technology facilitates can spell the difference between being hired or not.

				Who Mobile Benefits Most

				Mobile job search currently skews toward a younger crowd. Recognizing that dedicated mobile usage is correlated with age, many employers recruit via the mobile web for new college grads and other entry-level workers.

				The mobile choice also is a natural for fields with well-defined requirements, such as health care, finance, and technology, and can include some professional jobs. 

				Mobile scouting continues to be a popular method of job finding in high-turnover industries, such as retail outlets, restaurants, theaters, hotels, and hair salons. Temporary and contract jobs are magnets for mobile.

				But managerial and executive job seekers are more likely to gain interviews through traditional hands-on recruiting channels because the cost of a failed management hire can be disastrous to a company’s profitability — and even to its survival.

				What Mobile Offers Everyone

				Mobile frees you to make updates and connections in real time. For example, suppose you just met someone at a party who works at a company you want to join. The minute you leave the party, you can find out if your new acquaintance has a professional profile on a social network and follow up the next day. (Jump to Chapters 8 and 20 for a discussion of social media in job search.)

				Mobile search offers a number of positive factors. Among steps in the job search that you can achieve with mobile are the following:

				[image: check.png] Search for jobs by location, company, and employment type

				[image: check.png] Receive job alerts about openings you may want

				[image: check.png] Apply for jobs

				[image: check.png] Find friends in companies now hiring and request referrals

				[image: check.png] Research companies and interviewers before an interview

				[image: check.png] Research salaries

				[image: check.png] Track the status of your application for each job you go after

				[image: check.png] Calendar upcoming tasks, events, follow-ups, and interviews

				[image: check.png] Keep track of accounts you create on company career pages and job boards when storing your resumes and cover letters

				[image: check.png] Maintain notes from successful and unsuccessful interviews

				[image: check.png] Pursue your job search during a commute or other down time so you’re not missing opportunities

				Say Hello to Job Search Apps

				Apps are convenient programs that make your life easier when you’re on the go. Apps turn your smartphone and tablet into little computers that you can hold in your hand. The word itself, app, is short for application, a software program used for a wide variety of purposes, including ones that make it super convenient to search for jobs wherever you are.

				[image: tip.eps]	For more information about apps, hop on to the Department of Labor website OnGuardOnline.gov, and click on “Understanding Mobile Apps.”

					Want to use mobile apps on a laptop or desktop computer (not on a smartphone or tablet)? Make the technical switch on this website: BlueStacks.com.

				Among the estimated hundreds of apps in modern job search, 15 of the best known or most advanced follow in alphabetical order. Find others by browsing for “mobile job apps:”

				
					
						
								
								Career Builder
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								Dice Job Search
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								GlassDoor

							
								
								JobStreet

							
								
								Simply Hired

							
						

						
								
								Good Job

							
								
								LinkedIn

							
								
								StartWire
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								TweetMyJobs

							
						

					
				

				Greet Mobile Company Job Pages

				Are mobile job apps here today but not tomorrow? Highly respected Internet pioneer Mark Mehler thinks so. Mehler, who’s seen web technology bubbles come and go over the past two decades, co-owns the consulting firm CareerXRoads: The Staffing Strategy Connection. The firm regularly tracks recruiting trends within the largest American companies. A recent CareerXRoads study brings Mehler to the following perspective:

				Apps to apply for a job are dead.

				As Mehler explains, “Major corporations now use new technologies so it is seamless to apply for a job using a mobile device. There is no reason to download an app. Our 2013 research with the Fortune 500 companies reveals that 85 corporations already have mobile-enabled career pages, and half of those allow job seekers to apply seamlessly.”

				Other experts in the job space are not convinced that apps will soon be road kill on the Information Highway. Here’s the gist of an alternative outlook:

				“Targeting a specific company and applying directly to its website job section is ideal. But the needs of a candidate who doesn’t know which specific companies have open jobs to fill, and who would rather expand employment prospects by searching generally, make job apps a viable option.”

				Consider These Message Tips

				Guidelines to writing for mobile devices differ from guidelines to writing for laptops or desktops. The main difference is one of size, like a modern one-room efficiency apartment compared to a traditional two-story house. Here are a few considerations to bear in mind:

				[image: check.png] Readability. Because the screens of smartphones are about 3 to 5 inches, make sure you know how your resume and cover letter look on a small screen.

						Tablet screens can handle total resumes, but hold the size to one or two pages. 

						A variety of digital devices can view resumes in PDF (portable document format).

						Keep resumes, cover letters, and other messages as short as you can while still delivering strong self-marketing communications. Send your resume and cover letter to yourself, and see if you can read it without injuring your eyesight.

				[image: check.png] Keywords. Remember to include the same keywords as in any resume. Indeed.com analyzed millions of job postings and pulled out commonly requested professional attributes:

						Leadership, interpersonal, problem solving, motivated, efficient, detail oriented, prioritize, teamwork, reliable, multitask, time management, passionate, listening, outgoing, and honesty.

				[image: tip.eps]		Here’s a super trick to quickly choose the most powerful keywords to include in your custom resume and/or its cover letter: 

					1)	Hop on a free tag cloud generator website, such as TagCrowd.com or ToCloud.com. 

						(A tag is a label; a cloud is a metaphor for the Internet; a generator is software.)

						Spend a few minutes observing how the tag cloud generator creates images from words.	

					2)	Choose a job ad that you like; copy and paste its job description into a tag cloud generator.

					3)	Note the keywords. In mere seconds, the generator will respond with a visualization of the most powerful keywords for the job’s must-have requirements. The visualization pictures the job description’s major keywords in larger, bolder fonts than the keywords of lesser importance to the employer.

					4)	Claim top keywords. When you can claim 70 percent or more of the job description’s heavy-hitter keywords, list them at the top of your resume in bullets, a spotlight that gives you a good shot at being contacted for an interview.

				[image: check.png] Overall quality. Don’t expect technological novelty to make up for an inferior message. Even when your resume arrives via mobile technology (which suggests that you’re up-to-date in employment techniques), if it fails to address a job’s requirements and lacks accomplishments that underscore your value, a mobile search doesn’t do anything more for you than would a traditional online search.

				[image: check.png] Laptop or desktop backup. Sometimes you come out ahead by doing parts of your job search on your desktop or laptop. No candidate is likely to build a powerful resume, cover letter, or job application on the phone with one finger poking around on a teeny-tiny keyboard. You’ll know when e-mailing a job’s link to yourself is a more practical move.

				Check Out Sample Mobile Messages

				While various formats work for constructing short messages for mobile job finding, here’s one that I think works well for resume cover notes and more:

					1.	Subject of message

					2.	Space

					3.	Sender’s name and contact information

					4.	Mobile cover note information

					5.	Closing and sender’s name signature

				The following three samples illustrate this format.

				[image: check.png] Getting to know you

						[image: 9781118436417-un0201.eps]

				[image: check.png] Showing you the money

						[image: 9781118436417-un0202.eps]

				[image: check.png] Scoring in the consulting business

						[image: 9781118436417-un0203.eps]

				Leading with references

				Year after year, annual surveys of big company hiring sources by CareerXRoads principles Mark Mehler and Gerry Crispin show that a candidate who’s introduced with an employee referral is four to seven times more likely to be hired than a candidate who arrives unknown.

				The referral magic also continues to boost your chances when you arrive with an introduction (an implied reference) from others the hiring boss knows.

				The following mobile message opening samples mention a name or a connection that warms your welcome:

				[image: check.png] Virginia Springer gave me your name today and recommended that I contact you ASAP. As a newly graduated dental hygienist, I am appreciative of being referred to a leading dentist for consideration as an addition to your staff. I am proficient in general prophylaxis, charting, patient education, ultrasonic scaling, and other modern dental office skills.

						Can we explore an employment acquisition: me?

				[image: check.png] Judge Edward Guevara of the 8th Circuit Court of Appeals, for whom I clerked, recommends me to you for inclusion in your law firm. Judge Marvin Helens of San Diego Superior Courts seconds that recommendation.

						I’m enthusiastic about providing you with a close-up of my professional value. Until we meet, thank you for your consideration. My resume follows.

				[image: check.png] Dr. Lee Payne, our mutual dentist, says you’ll be happier spending time with me than with him. Aside from that lame joke, I do have demonstrated financial management skills you may be able to make good use of on a contract basis.

						After running my own business for 25 years, I like the idea of working with younger people who could use someone with a broad range of financial and operations management experience to keep a small firm operating in the black. My resume follows.

				[image: check.png] Jorge Luna Sandoval tells me you’re in the market for a dependable, fully insured subcontractor who can do almost all types of construction to manage your tenant improvement projects. Yes, I can do it all: electrical, carpentry, painting, and all finishes. I know materials and costs. My references verify my on-time and on-budget results. Plus, my wife’s job pays our health insurance. My resume follows. Can we schedule an interview?

				[image: check.png] Yvonne Fischer certainly throws good parties, don’t you think? I very much enjoyed talking with you at Yvonne’s home and am responding to your kind invitation to send you my resume to be shown to your company’s hiring managers. Yes, I’m definitely interested in upcoming openings at your office. Thanks very much. You already have my e-mail address, but my phone is 444-222-6666 — and I love its ring tone!

				Replying to job posts

				When you spot an advertised job on any recruiting platform (mobile, web, or print), consider responding with a variation on one of the following ten sample opening statements. Pair it with a strong closing statement (an assortment of closers appears later in this chapter), and you’ll look like a candidate worthy of serious consideration:

				[image: check.png] Checking Indeed.com paid off. Although I’m employed, I’ve been looking for the right opportunity to work for your company, and last night I found it! The requirements of your position #80440 for a regional distribution manager fit me exactly, from my B.A. in Economics to my fleet maintenance managerial experience.

				[image: check.png] After spotting your need for a top-shelf multitasker and plate-spinner with a proven track record of project management, I have three words: Count me in. I can put a checkmark beside each requirement you list, as my resume confirms.

				[image: check.png] Your posting on my job app to recruit a capable, self-motivated representative for customer service describes a position for which I am well credentialed. My record of increased and varied responsibilities in a pressure-cooker environment has prepared me for solving problems quickly and juggling multiple assignments with cost-saving success.

				[image: check.png] When I saw your call for a mobile software engineer on Dice today, I thought someone had told you about my background and you were paging me: Excellent C/C++, 2+ years of software engineering experience from the mobile games industry, experience in Android, and much more. I hope that my resume will make your day, just as your posting made mine.

				[image: check.png] RE: Executive Assistant, May l5 Craigslist Phoenix: My resume follows. I’m an experienced EA to senior management, offering strong digital skills, time management, organization, scheduling, prioritizing, and gatekeeping grace, as well as a reputation for loyalty and confidentiality.

				[image: check.png] Please consider me for your advertised office administrator position (Chicago Tribune, June 7). As assistant office administrator, I have successfully introduced systems, processes, and techniques that boost productivity, save money, and promote satisfaction from support staff. Please find more information in my resume.

				[image: check.png] Hello! Your recent posting for an entry-level accountant seems to be exactly the kind of position for which I have diligently prepared, and it appears to require the skills [identify a few skills] and experience I acquired in my previous internship assignments. My resume follows for your review.

				[image: check.png] I am contacting you with enormous interest in your recent job post I found on the [name] app for [identify position]. My qualifications, as outlined in the following resume, appear to be a terrific match with the requirements listed for this position. I offer [identify several relevant skills] that should meet your challenging position with abilities to spare.

				[image: check.png] [Name of] job app posted your attractive offer #120632, which is based in Portland. My wife and I are relocating to Portland because of her recent agreement to become the assistant administrator of St. Christopher’s Hospital by September 1.

						I relocate with an excellent reputation in the [identify industry] as a product manager who can deliver shareholder value and launch new products with flair. Some specific accomplishments are described in my resume.

				[image: check.png] After reading your posting for an EXPRESS DELIVERY FACILITY OPERATIONS COORDINATOR, my qualifications should more than meet your requirements, as my resume confirms. I will leave the U.S. Marine Corps in two months. If you want to meet with me sooner, we could meet each other on Skype or video.

				Mobile message closers

				When you make closing statements in your mobile message, you have a choice in how assertive you want to be. Do you want to communicate with warmth and friendliness, such as “Hoping to hear from you soon about the job,” or show confidence by closing with the type of statement sales teams and many experienced job seekers use? Maybe you’ll aim for a closing statement somewhere in between.

				Consider this assortment of closing statements to inspire you:

				[image: check.png] My resume encapsulates my candidate package, but a personal meeting would better reveal my qualifications and fit for your company. Can we talk? Please call me at [smartphone number].

				[image: check.png] If you like what you see on my resume, I’ll be happy to hear from you on when we can meet and talk.

				[image: check.png] I’d appreciate the opportunely to translate my past accomplishments into future benefits for your company. Please call me at [number] or e-mail me at [address].

				[image: check.png] As you requested, here’s my resume. I’ll check back with you next week to flesh out any blank areas. Many thanks for your interest.

				[image: check.png] My resume follows. I’ll follow up by phone next week to answer any questions you may have.

				[image: check.png] Thank you in advance for reviewing my resume. I enthusiastically look forward to discussing my qualifications in an interview. I’ll e-mail you on Thursday to see when that might be possible.

				[image: check.png] I hope to play an active role in the future prosperity of your organization. I’ll contact you next week to talk about this job or related positions for which I have the qualifications to deliver A+ results. 

				[image: check.png] My school term will be over May 23 and I will be available to begin work the next day if you are considering adding me to your summer recreational staff. I appreciate your valuable time spent reading my resume. Many thanks.

				[image: check.png] Analysis of your job ad suggests that I am well qualified to provide the education and teamwork fit that you specify. I look forward to hearing from you soon. My mobile phone number is [number]; my e-mail address is [address].

				[image: check.png] My resume follows. Thanks for reading it and not letting it drop out of sight in an ATS. I can bring in revenue for your company. Please respond to me at [mobile phone number] or [e-mail address].

				[image: check.png] I look forward to a discussion of why I’m the best candidate for this opportunity. My e-mail is [address]; my phone is [number].

				[image: check.png] I hope to hear from you ASAP because I already have an attractive offer and need to reply, but your position sounds totally and incredibly perfect for my qualifications. My cell phone: [number].

				[image: check.png] I very much enjoyed talking with you on video and look forward to meeting with you in person sooner rather than later. E-mail me at [e-mail address].

				[image: check.png] Do you need more than my resume provides? Please call me at [number] at your earliest convenience. Thank you.

				[image: check.png] I’m fired up about the employment opportunities within your organization and hope to explore contributions I can make. After checking out my resume, it would be great if you could e-mail me this week to let me know when your calendar is open. Looking forward to it.

				[image: check.png] Your time is valuable, and I appreciate your consideration. That’s why I’ll call you next week to answer any questions you may have. Or if staffing this position is time sensitive, you can reach me at [number].

				[image: check.png] I welcome a personal interview to discuss how my qualifications can augment your company’s excellent reputation for marketing acumen. I’ll e-mail you on Thursday to see if we can meet and when.

				[image: check.png] My salary needs are in line with the [job title] description and what I bring in abilities and experience. I’ll contact you this week to see when we can explore specifics. Or if you need to reach me sooner, my mobile number is [number].

				[image: check.png] You’re an ace for reading my resume. I ask to meet with you personally if you have an interest in my professional potential following my June graduation with a B.S.B.A. in Accounting. I will follow up with you next week to see if and when we can interview. Crossing my fingers.

				[image: check.png] My internship experience and education [name of degree and major], coupled with my eagerness to learn and drive to achieve, make me a potential excellent hire decision for your company. Can we discuss available positions coming up after May?

				Mobile Job Search in the Digital Age

				Mobile offers an appealing fast tempo for people who don’t want to waste a minute of their busy lives. Despite mobile technology’s growing pains, the immediate reward for job seekers is their new ability to scout jobs whenever and wherever they have down time.

				Studies of how recruiters and job searchers connect reveal the fluidity of the marketplace as mobile usage doubles from one year to the next. In fact, mobile job search figures are climbing as you read this.

				
Stretching tomorrow’s digital screens

				Question: How soon will a new generation of larger screen sizes on digital devices be available?

				Answer: Within a decade, probably much sooner. At least two smartphone and tablet makers propose creating a larger viewable area by updating today’s flat and rigid screens with displays that bend around the device’s edges and eliminate physical buttons.

				Why you care: The technology upgrade will provide more options in the size of your job search letters.




			

		

	
		
			
				Chapter 3

				Newcomer Letters that Persuade

				In This Chapter

				[image: arrow] Meeting new letters that market you now and later

				[image: arrow] Appreciating how job letters give you career lift-off

				[image: arrow] Nailing distinctive messages to remember and use   

				

				Fight for the job you want and the career security you need with the persuasion of words. Words, of course, are old friends, but they’re showing up in new homes you want to know about. Persuasive words now fuel a wide variety of job letters that can help you.

				[image: remember.eps]	The “persuasion of words” concept sits at the sweetest spot in the big tent of job search letters. The tent has room for letters and notes you can write to get a job, and for documents and memos that back up your claims. After you land a job, the tent has room for a similar array of letters you can draft to gain a promotion, a raise, extra leave time, or some other benefit.

				Here’s a preview of what the growing bevy of job search letters can do to bolster your job search and advance your career:

				[image: check.png] Persuasive words are essential for letters you write to find a home in recruiters’ candidate resource files.

				[image: check.png] Persuasive words are required in personal statements you write to get into medical, business, or law school.

				[image: check.png] Persuasive words are crucial in blogs you write to attest to your expertise in knowledge and skills that employers want.

				[image: check.png] Persuasive words are rewarded in recommendations you write for yourself that others will be glad to sign.

				[image: check.png] Persuasive words are vital in notes of appreciation you write to maintain solid relationships throughout your career, thanking people for professional favors.

				13 Messages to Outrun Rivals

				This chapter introduces a baker’s dozen newcomer types of letters, notes, documents, and memos. 

				When a letter type is illustrated with a sample, I let you know by listing the last name, in all caps, of the particular sample that corresponds with the concept being discussed. You can find the samples at the end of the chapter.

				Now it’s newcomer letter time!

				Accomplishment statements

				The accomplishment statement of your winning moves commonly takes a full page. You can package it with a resume, hand it out at job fairs, or distribute it in networking activities. You can use it as a cheat sheet to prepare for interviews, share it with an interviewer to spark conversation, or leave it behind as a reminder of why you’re the best candidate. (HOLDER)

				See Chapter 10 for other kinds of leave-behind supplements.

				Checklist comparisons

				No document style more directly connects a job seeker’s desirability for a position than a thorough point-to-point comparison of an employer’s requirements with a candidate’s qualifications.

				Make your case by deconstructing a position statement, line by line. Then detail how you fill the bill, again going line by line. This chapter includes a sample two-page checklist in a straightforward two-column layout. (DUVALL)

				Resume addendums

				Career marketing letters have always been a balancing act. The busy reader wants information fast. The accomplished job seeker wants credit for all she’s done. The resume addendum solves the dilemma.

				The addendum zeros in on a facet of your background that may not stand out in a resume or may be buried in another type of job search letter. For example, an addendum may spotlight a competency or offer a convincing reason why an unconventional candidate should be considered.

				This chapter includes two resume addendum samples.

				Professional writer Don Orlando created the sample of a leadership addendum (for Carla L. Johnson). It provides compelling proof that you can solve your target company’s problems. Orlando explains why it works:

				 In the resume, those proofs are concise. In the addendum, your skills can come alive in story form — specifically, a story about your value. Your description of the problem you solved, the actions you took, and the gain you achieved make the hiring authority think, “I need someone like that!”

				Professional writer Stephanie Clark created the sample of a reading list addendum (for Sonia Cher). It harmonizes with the alternative viewpoints of the holistic nutritionist and includes both colorful comments and a sprinkling of lowercase typefaces.

				The focus of other kinds of resume addendums is limited only by your needs and creativity, such as a technology summary, an industry-specific sales record, a professional credentials inventory, an office tools brief, and a computer skills overview.

				Two sample resume addendums are included in this chapter. (JOHNSON, CHER)

				Specialty profiles

				A specialty profile is a single-page document fastened to your resume that details a strength related to the position you seek. Examples of subject areas: paraprofessional healthcare specialties, training expertise, client sourcing, and project management.

				Topics for special profiles sometimes overlap with topics in resume addendums; the distinction is in the eye of the beholder.

				First 90-day forecasts

				The purpose of preparing a document that projects early achievements is to show hiring decision makers that you truly understand the requirements of the position and the level of performance expected, and emphasizes that you will be immediately productive.

				The forecast model of a job search letter is best suited for professional and managerial candidates who have the authority to make important policy decisions. These documents tend to run between 5 and 25 pages, headed by a 1-page executive summary. This chapter includes a sample executive summary for a 90-day forecast (HENDRIX).

				Introduction letters

				When you do a walking-around job hunt, consider using a portable job prospecting letter. Suggested by professional writer Judy Gillespie, the letter is packaged with a resume in a clear plastic folder.

				The big idea is to canvas shopping, office, and industrial areas, and hand out your prospecting package to selected potential employers in their places of business. A Gillespie client relocating from out of state found a good position in a retail optical shop using this job letter technique illustrated by the sample letter. (LOWELL)

				Professional education statements

				As part of the competitive process of being admitted to a professional degree program, you’ll likely have to submit a personal statement or application essay.

				Even though you submit bricks of data, the admissions committees require statements and essays because their members want to see who you really are. Your formal but sterile application describes you only in terms of numbers and lists of accomplishments. In your statements, remember these tips:

				[image: check.png] Show your motivations and why you’re interested in the career field.

				[image: check.png] Communicate your qualities, strengths, and accomplishments by illustration or story rather than factual statements.

				[image: check.png] Include illustrations showing that you are responsible, energetic, and easy to get along with.

				QR-coded letters

				You’ve seen quick response codes (QR codes) virtually everywhere, from cereal boxes, to company websites, to store merchandise. They’re the two-dimensional bar codes that can be scanned for data and decoded by a QR code reader on smartphones. The data includes words and numbers, or a hyperlink.

			    		[image: 9781118436417-un0301a.eps]

				Consider four main benefits of using a QR code in job search activities:

				[image: check.png] You have to be noticed to be hired. A quick response code helps you stand above the crowd of job candidates who’ve never heard of using them in job search letters.

				[image: check.png] Ageism-bedeviled seniors can project an image of being technologically vital by incorporating a QR code in their search materials.

				[image: check.png] Job seekers of any age can use QR codes to subtly say they’re technically proficient, a trait especially desirable in marketing, technology, public relations, and social media.

				[image: check.png] When attending a job fair or networking event where recruiters are working booths and collecting resumes, a QR code on your resume enables recruiters to scan more about you then and there.

				The most common locations to embed QR codes appear to be cover letters, networking letters, prospecting letters, resumes, and business cards. You can make your own QR code for free. Search online for “QR code generators.” Check out smartphone apps, searching for “QR code makers.”

				Job skills checklists

				Skills are the coin of the realm when you’re in the market for employment. A job skills checklist is a document you can use to customize resumes, prepare for job interviews, and perhaps use in an after-interview letter to remind the hiring authority of what you can contribute to the employer’s game plan.

				Some people prefer to build a master skills checklist that goes on and on; the master list isn’t shared with employers, but is kept privately as a resource to draw upon when needed.

				For instance, you can construct a checklist by career field, a checklist by industry, and a checklist for contract jobs, part-time jobs, and job-bidding website applications.

				Find examples by searching online for “job skills checklists.”

				Resume letters

				Resume letters are designed for targeted mail campaigns, online or postal, and are sent to people who can hire you. The sources of names for your list of recipients range from networking results to commercial mailing lists.

				A first-rate resume letter addresses five classic concerns of a harried employer:

				[image: check.png] I don’t know who you are.

				[image: check.png] I don’t know your work and your reputation.

				[image: check.png] I don’t know what you have that I want.

				[image: check.png] I don’t know why I should read about you, wasting time I don’t have.

				[image: check.png] I don’t know why I shouldn’t trash your letter right now.

				A resume letter works particularly well when a work history is riddled with hard-to-explain gaps and other problems. It attracts notice because it reads more like a story than a document.

				This chapter includes a sample of a resume letter. (BAKER)

				Job offer responses

				What do you say when you receive a job offer? (Other than “Hallelujah!”) No matter what your decision, remember to say that you much appreciate the offer. You have three basic options — “yes,” “no,” or “too late.” 

				Offer acceptances

				Thank the hiring manager for the job offer, mentioning the full job title, and formally accept it. Mention your understanding of the terms and conditions of employment: compensation, work hours, starting date, where you will report to work, and any special conditions, such as company-supplied uniforms, short-term or contract work, and required training. If the company’s written offer covered all the important bases, you can cut it short like this:

				I am happy to accept your offer as stated in your letter of [date]. The job offer letter contains the compensation we agreed to — [$ amount]. I’m very much looking forward to seeing you on my first day, which is [date] at [location].

				Offer declines

				Politely and briefly decline the job offer, to maintain good relations with the employer and keep the door open for future offers. You never know what good fortune could develop if you handle a turndown with class. Mention that the decision was difficult to make and that you wish the employer all possible success. Your phrasing can be along these lines:

				Thank you very much for your job offer of an engineering position in your R&D division. Unfortunately, I must decline your offer. After intense review, I just can’t make the numbers come out right for me. Your job will not meet my financial needs, considering my student loans and living costs in San Francisco. I am sorry that I won’t be working with the impressive people I’ve met at your excellent company. I appreciate the time and consideration you’ve given to me, and I sincerely hope we have the opportunity to meet in the future.

				Name withdrawals

				When you take another job before an offer comes through, write a short, respectful response telling the truth. Here’s a sample note:

				I was delighted to receive your interesting offer for [position title] at [organization]. Although I am impressed with both the position and your company, I’ve received another offer that I think more closely matches what I’m looking for. That’s why, after giving it deep hours of thought, I must decline your fine job offer.

				Thank you for your time and effort. I hold the best thoughts for you and your company’s bright future.

				Rejection follow-ups

				When you don‘t get the job, send what some call the “suck it up and smile” letter as an investment in your reputation.

				Graciously thank the hiring manager for the interview and consideration. Ask that you be kept in mind for future openings. Send a similar (but not duplicate) letter to the human resources representative or recruiter with the company. Personalize both letters by saying what impressed you about the company and the position.

				Anything can happen. The new hire for the job you wanted may quickly and abruptly resign, and you’ll get a call. The recipient of your letter may wish he could have hired both of you and recommend you to a colleague for another open position. Such occurrences are infrequent, but they do happen.

				Job return agreements

				You’re surprised when a company that laid you off wants you back. You’re wondering if a second act on the same stage is a productive move in your career. After investigation, you’re willing to have a homecoming. Okay, but try to sweeten your deal by writing a job return agreement. Here’s an example of asking for a pay raise and no waiting time for benefits:

				I am looking for market rate compensation, considering that, since I left the company, I have gained several skills that will help me do my job even better (name the skills). Because I know the job and the company, I will be 100 percent productive as soon as I start. I ask that I resume all employee benefits immediately and that my seniority rights be restored as if there were no break in service.

						[image: 9781118436417-un0301.eps]

					Stephanie Clark, CRS, CIS — Nanaimo, B.C., Canada

						[image: 9781118436417-un0302a.eps]

						[image: 9781118436417-un0302b.eps]

						[image: 9781118436417-un0303a.eps]

						[image: 9781118436417-un0303b.eps]

				Don Orlando, CPRW, JCTC, CCM, CCMC, CJSS, MCD — Montgomery, Ala.

						[image: 9781118436417-un0304.eps]

				Stephanie Clark, CRS, CIS — Nanaimo, B.C., Canada

						[image: 9781118436417-un0305.eps]

						[image: 9781118436417-un0306.eps]

				Judith L. Gillespie, CPCC, CPRW, CEIP — W. Melbourne, Fla.

						[image: 9781118436417-un0307a.eps]

						[image: 9781118436417-un0307b.eps]

				More Cool Job Letters Ahead

				Keep turning pages to discover lots more ways you can use the persuasion of words in letters that make a positive difference in your job search and career plans.

				Chapters 4 through 7 offer a treasure chest of sample letters that you’ve probably already met. These include job ad reply letters, networking letters, job prospecting letters, and after-interview letters.

				Chapters 8 through 13 present a raft of less familiar job search letters. These include mobile and social media messages, branding statements, bios, profiles, job interview leave-behind supplements, reference commentaries, and post-hiring letters that grow your career.

				
Signs of the times

				Sandwich boards and street signs are dramatic types of job letters, as the following three true stories illustrate:

				Too big to fail. An unemployed Wall Street investment banker decided that nothing else was working for him and that being bold could be the right sauce to perk up his job hunt. The banker devised his own kind of job letter by hanging a sandwich board over his suit that read “Experienced MIT Grad for Hire.” Then he hit the streets of New York. The billboard guy landed a job with a major accounting firm.

				Will work for job. A young college graduate working in a bike shop had snagged only one interview for a job with management potential in the year since her graduation. The frustrated rookie held a street sign that read “Will work for entry-level position” at one of the busiest corners in Washington, D.C. The right person walked by and later called her for an interview. She got the quality of entry-level job she sought with a technologies company.

				Spinners and winners. When some free-spirited job hunters are desperate, their creative genes light up and they devise ways to set themselves apart — in this case, whirling and twirling signs at busy intersections. Sign spinners find jobs at $9-11 an hour on such websites as Sign Spinners (www.signspinning.org). Although I don’t know of a job seeker hunting for a sit-down job who has found one using sign-flipping skills, that could happen as the world turns.

				The takeaway

				Hiring authorities are split on whether the jumbo outdoor tactics are professional and whether they work out well in the long run. If you decide to try sign messaging, keep the text short enough to read at a glance. You’re a big part of the sign, so dress like a businessperson.




			

		

	
		
			
				Part II

				Essential Job Search Letters

				[image: 9781118436417-pp02.eps]

				In this part . . .

				Welcome to the main event! Here, you’ll find four principal job search letter types: job ad reply letters, networking letters, prospecting letters, and after-interview letters. When you put these power players to work, you put yourself in the lead of other job contenders. Within these chapters is a bevy of samples, written by today’s leading document writers, to guide you on your way. 

			

		

	
		
			
				Chapter 4

				Job Ad Reply Letters and Notes

				In This Chapter

				[image: arrow] Learning from a treasure trove of more than 50 super replies

				[image: arrow] Choosing strategies for your specific situation

				[image: arrow] Viewing interview-magnet approaches anyone can use

				

				Whether it’s posted online or printed on paper, a job ad appears because an employer wants to hire someone to do a specific job — now! Not six months from now.

				The immediate potential of employment is what makes answering a job ad a nearly universal experience. This chapter of job reply letters and notes contains way more examples of how to do it well than any other chapter in this guide.

				All samples were written by successful professional job search letter and resume writers. For your convenience, this book’s appendix contains contact information for each writer.

				The samples in this chapter hold something for everyone, regardless of occupation — from new graduates, to midcareer professionals, to seasoned executives.

				[image: tip.eps]	Read the interesting variety of styles with an eye toward mixing and matching design and marketing elements. Because the samples range from traditional to forward leaning, use your judgment in deciding which style best fits your target industry and your personality. Also think about the sample’s eye-candy appeal in attracting your intended readers.

				Study all the samples; you’ll find a wide range of techniques that snag an employer’s interest and hold it all the way to interviews.

				Watching for Smooth Moves

				The following sections give you the scoop on what’s great about the upcoming samples (found at the end of the chapter), as well as ideas for putting them to work in your own reply letters and notes. The samples appear in the order mentioned in the following descriptions.

				Magic connectors

				Candidates who document point for point their capacity to accomplish what the employer wants accomplished earn interviews. A T-letter is a popular way to do this. After an introductory paragraph, the T-letter presents two columns. In the left column, you list the employer’s job requirements; in the right column, you list your qualifications as they match the job’s requirements.

				The following three samples illustrate the visual power of directly connecting job requirements with candidate qualifications:

				[image: check.png] A food chain manager (ARMSTRONG) approaches a food company that seeks a category manager. She uses a “T” letter format and emphasizes her key qualifications in bold typeface.

				[image: check.png] A satellite operations manager (BELL) jumps right in with a comment that she’s a match. The candidate also calls attention to her status of qualified candidate in a vertical treatment. A “You require” list appears on the left side of the page. An “I offer” response appears directly across the page on the right.

				[image: check.png] A senior sales specialist (TRIETELMANN) takes a one-two-three bingo! approach to matching the job’s requirements with her “been-there-done-that” and “can-do’s.”

				P.S. winners

				Observe the use of a postscript to prod contact by directing eyes to a super selling point or a potential benefit to an employer. This old marketing copywriter’s trick animates letters and hijacks attention, as you see in the following two samples:

				[image: check.png] A marketing executive (REDMOND) uses a postscript that reinforces his headline of “Confidential,” to accomplish two aims: (1) to keep his job search under the radar and (2) to position himself in the currently employed candidate category (translation: he must be good because someone hired him).

				[image: check.png] A communications information technology executive (SCHOFIELD) writes a postscript containing the tease of his solution to an unrecognized industry problem.

				Fast starters

				Opening a letter with pizzazz contributes enormous value to its successful journey through screening activities, as these two samples show:

				[image: check.png] A transitioning military veteran (FORSYTH) not only saves the employer time by specifying his interest in a specific job opening and where he found it, but follows quickly with related leadership traits in bold type.

				[image: check.png] A Red Cross emergency manager (HORTON) opens his letter with the intensity of a crime novel — “I don’t scare easily.” He names his areas of expertise and the skills that make interviewing him essential.

				Praise gold

				American humorist Will Rogers wrote it right: “Get someone else to blow your horn, and the sound will carry twice as far.” When a candidate sets the stage with positive comments by others, employers are impressed. That person is no longer a “nobody that nobody knows.”

				Note how these two samples presell the candidate by quoting kudos from others at the top of the letter, in the right column, or in the body of the letter:

				[image: check.png] A direct sales ace seeking a managerial position (W. JONES) headlines impressive praise from a former employer.

				[image: check.png] A part-time, temporary instructor candidate (YOUNG) uses quotations from previous performance evaluations to great effect.

				Design arts

				Looks count in attracting favorable notice in all media. To rewrite Steve Jobs, “Design is not just what it looks like. Design is what makes you take a second look.”

				Even so, some applicant software systems have trouble handling creative formats. (See Chapter 6.) Even so, some designs are so attractive, they’re tough to ignore, as these three samples illustrate:

				[image: check.png] A sales manager (SHIELDS) makes a wise choice of a design that virtually guarantees a stop-what-you’re-doing-and-read-this reaction. Using two columns and a vertical rule, the cover letter effectively overviews his value proposition: broad experience, commitment to excellence, skill in communications, and strategic planning.

				[image: check.png] A sales associate (ROSEN) leads with a tasteful thumbnail list of core competencies and skills at the top of her letter.

				[image: check.png] A small business owner–turned–job seeker (CLARK) features a branding circle of strengths to call attention to her marketing and creative strengths.

				Graph gems

				Graphs and charts present information easily and quickly, enabling us to get our points across fast. In job search letters, the can effectively communicate your impressive performance and accomplishments. Notice the high impact of graphs in these three samples:

				[image: check.png] An operations executive (A. BOTKIN) uses graphs to communicate her success in meeting revenue goals, after she compares the studio operations director’s requirements with her own qualifications.

				[image: check.png] A sales professional (MORRISON) dramatically uses a graph in a business-savvy letter to illustrate how his sales nearly doubled in one quarter.

				[image: check.png] Another sales professional (D. BOTKIN) embeds a twist: He incorporates the Sales Skills Index, an independent evaluation of skills needed to succeed in the sales environment, into his recounting of a highly successful track record.

				Attention grabbers

				In the following samples, can you spot the use of bold typefaces, italics, and underscoring to highlight some combination of the following factors?

				[image: check.png] The position sought

				[image: check.png] Accomplishments and achievements

				[image: check.png] Skills and personal characteristics

				[image: check.png] Special benefits, such as security clearances and fluency in more than one language

				Writing quality is another factor that causes employers to pay serious attention to you. Check out the following five samples for inspiration:

				[image: check.png] A well-educated researcher (MARTIN) uses eloquent but comfortable language to propose that she join the staff of a prestigious research institute.

				[image: check.png] A candidate for a human resource director’s position (SCHULTZ) doesn’t say that she hasn’t yet held an HR director’s title, but uses a classically simple design to direct eyes to her professional merit. The candidate’s branding statement proclaims a commitment to excellence, followed by a focus on her master’s degree in HR management.

				[image: check.png] A bilingual senior technology executive (DANFORTH) speaks geek in language a corporate chief can cheer, especially the part about adding 30 percent to company sales for a new technological product.

				[image: check.png] An experienced food and beverage server (ROCK) responds to a job ad for a part-time server position with a short, punchy message that can be sent as a letter or an online cover letter note. (Cover note samples appear later in this chapter.)

				[image: check.png] A chief executive officer of a firm in the green energy industry (MASSEY) decides he wants to be on someone else’s payroll. As a hint that he fits well into the industry’s youthful culture, the candidate chooses an informal “business casual” approach when reaching out to the third-party recruiter.

				Memorable storytellers

				Simply being remembered as a qualified individual among faceless hoards of candidates is a big threshold to cross. A memorable story helps employers recall individuals when deciding who to interview. Notice the humanizing touches that bring readers closer to good feelings about unknown candidates in the two following samples:

				[image: check.png] A national health care practitioner (CHERMAINE) weaves a personal history into her letter to a health food products sales manager, suggesting that she is a good fit in the health food culture by closing with “Namaste,” a conventional Hindu expression, usually stated while holding the palms together vertically in front of the bosom.

				[image: check.png] A new graduate competing for a position as an occupational therapy assistant (YATES) begins her occupational story at the beginning, when she was a candy striper. The reader thinks, “What an empathetic, thoughtful person.”

				Blue standard bearers

				Job search documents, including cover letters and resumes, are increasingly welcomed by employers of installation, maintenance, repair, construction, and production workers. Plenty of people continue to get jobs without self-marketing documents, but why not get an edge for the best jobs by using every available tool? The following two samples illustrate:

				[image: check.png] A construction estimator (REZENDEZ) nails key job requirements in a short and zippy letter. He precludes the agony of sitting around waiting for a contact by saying he’ll call to discuss not an interview, but “your needs and my qualifications.” Well played!

				[image: check.png] An “unretirement” candidate (SIMMONS) responds to an ad for a maintenance technician. He adroitly puts his motto (“You can count on me!”) in italics and emphasizes his command of systems and equipment. Inspired! Employers of blue-collar workers seek reliable and able workers, a good selling point for an older worker.

				Main points

				Look over the following sample that shows the wisdom of getting to the heart of the matter. What is the one factor that, if missing, kills interest in the candidate? Always try to pinpoint the make-or-break factor in a hiring decision and make it work for you:

				[image: check.png] A personal banking officer relocating from one city to another (APPLEBEE) knows that the ability to offer great customer service is a key essential in selecting personal bankers; she loads her letter with charm and warmth.

				Making Contact with Cover Notes

				Sometimes there just aren’t enough hours in the day. When you need to get your resume or job application out and about quickly, consider using a cover note to introduce it.

				You typically send a cover note in text, not as an attachment — although examples shown here are presented in Microsoft Word typeface for easy reading. Your resume may follow in text, but more likely you’ll attach it in a Word or PDF document.

				When you need to do a more persuasive job of self-marketing than a few brief paragraphs allow, follow a cover note with a cover letter and a resume attached in a single Word or PDF doc, or in separate docs. When you do send two attachments, one for your cover letter and the second for your resume, add a message like this:

				Two documents are attached — my cover letter and my resume. Please review. Thank you.

				This request, although terse, may put pressure on recruiters to open and look at the e-mail’s attachments.

				Getting good writing tips

				Consider a few tips for writing your cover notes:

				[image: check.png] The subject line of your e-mail sparks a reading of your cover note, which sparks a reading of your resume. Power each one with a sales message that causes the reviewer to keep on scrolling.

				[image: check.png] Use names of mutual friends or other connections; list matching qualifications to job requirements; and try for fresh, eye-catching phrasing, unless you’re applying for seriously serious work.

				[image: check.png] Practice writing a long story short until you get the hang of it. Send your finished work to yourself and read it over the next day to judge whether it’s as brilliant as it was the day you wrote it.

				
Ageless models and bell-ringing closes

				Be aware of traditional samples that speak softly but carry a big carrot. Lacking graphic bells and whistles, such samples depend solely on strong writing and the market value of the candidate’s background.

				Don’t overlook samples that showcase an action close (see Chapter 17). A promise to follow up positions you to pursue the job on your timetable instead of forcing you to merely bide your time and hope for a call.




				Using cover notes for a fast start

				The seven sample cover notes in this section are examples of the kind of message you can send online to introduce your digital resume. Generally, cover notes are more informal than cover letters. The names of their writers appear beneath each sample; a directory of all writers appears in this book’s appendix. I comment on each cover note:

				[image: check.png] Nurse Uses Top 10 Lure. Employers are impressed with candidates who are in the top 10 percent of their class. Even in a talent-short category, such as RNs with a Bachelor’s degree, the candidate leaves little to chance and mentions other positive points as well.

				[image: check.png] Assistant Headlines Industry Experience. A candidate for a job on the plant floor adds references from previous employers to establish his ability to do the job that he wants.

				[image: check.png] Retail Manager Covers Key Points. A manager who has been around long enough to know all the verses in the retail repertoire bags attention with an offer to make money for a new employer, cites frequent promotion to back up his claims, and interjects a smile at the end.

				[image: check.png] Networker Follows Up Job Lead. The seeker of an office manager position puts the mutual contact in the subject, where it can’t be missed.

				[image: check.png] From Friend to Friend: Help! This cover note is a classic way to tap into a personal network to line up a referral.

				[image: check.png] Transitioning Marine Sells His Skills. A military service member, who may be at sea or overseas, suggests immediate contact by telephone or online as a means of encouraging the employer not to hire anyone before interviewing him. His subject line identifies the job opening, ending the reader’s need to guess what the e-mail discusses.

				[image: check.png] Pharma Executive Shows Enthusiasm. A well-qualified pharmaceutical professional bubbles with vigor to be placed on the A-list of candidates who will be interviewed.

				Feasting Your Eyes

				As a last reminder before you read the samples, take note that name is the game in tempting the intended to read your letter. Yes, in some exceptions, you must use a generic title (such as Dear Hiring Manager), either because you simply can’t uncover the hiring names in a committee structure or because the name of the hiring authority is guarded like a state secret before Wikileaks.

				[image: remember.eps]	Maximum message readability is the presentation criterion for each sample letter in this chapter. To save space in some superb but lengthier samples, I had to chop the original boilerplate text leading into the letter — most often deleting the recipient’s name, title, company, and address. So when you see a letter leading off with “[Date, inside address, salutation]” or some variation of that, the generic line is merely a reminder that you can’t just say “Hey, you, read this!” If you’re not sure how to lay out your letter, turn to Chapter 15.

				For a collection of some of the most arresting and action-sparking job ad reply letters ever, turn the page and begin checking out samples.

						[image: 9781118436417-un0401.eps]

				Louise Garver,CPBS, JCTC,CMP, CPRW, CEIP — Broad Brook, Conn.

						[image: 9781118436417-un0402.eps]

				Phyllis G. Houston — Upper Marlboro, Md.

						[image: 9781118436417-un0403.eps]

				Susan Guarneri, MRW, CERW, CPRW, CPBS, NCCC, DCC — Three Lakes, Wis.

						[image: 9781118436417-un0404.eps]

				Tanya Sinclair, CHRP, MCRS — Pickering, Ontario, Canada

						[image: 9781118436417-un0405.eps]

				Kevin R. Morris — Naples, Fla.

						[image: 9781118436417-un0406.eps]

				Deborah Barnes, CPRW, JCTC— Nahant, Mass.

						[image: 9781118436417-un0407.eps]

				John Femia, CPRW — Schenectady, N.Y.

						[image: 9781118436417-un0408.eps]

				Billie R. Sucher, CTMS, CTSB, JCTC, CCM — Urbandale, Iowa

						[image: 9781118436417-un0409.eps]

				Karen Mitchell — Lititz, Pa.

						[image: 9781118436417-un0410.eps]

				Edward Turilli, CPRW — North Kingstown, R.I., and Bonita Springs, Fla.

						[image: 9781118436417-un0411.eps]

				Laurie Berenson, CPRW, CEIC— Franklin Lakes, N.J.

						[image: 9781118436417-un0412.eps]

				Stephanie Clark, CRS, CIS — Nanaimo, B.C., Canada

						[image: 9781118436417-un0413.eps]

				Dan Dorotik, NCRW — Lubbock, Texas

						[image: 9781118436417-un0414.eps]

				Don Orlando, CPRW, JCTC, CCM, CCMC, CJSS, MCD — Montgomery, Ala.

						[image: 9781118436417-un0415.eps]

				Dan Dorotik, NCRW — Lubbock, Texas

						[image: 9781118436417-un0416.eps]

				Don Orlando, CPRW, JCTC, CCM, CCMC, CJSS, MCD — Montgomery, Ala.

						[image: 9781118436417-un0417.eps]

				Erin Kennedy, MCD, CMRW, CPRW — Lapeer, Mich.

						[image: 9781118436417-un0418.eps]

				Karen Bartell, CPRW — Massapequa Park, N.Y.

						[image: 9781118436417-un0419.eps]

				Gay Anne Himebaugh — Corona del Mar, Calif.

						[image: 9781118436417-un0420.eps]

				Donald Burns — New York, N.Y.

						[image: 9781118436417-un0421.eps]

				Stephanie Clark, CRS, CIS — Nanaimo, B.C., Canada

						[image: 9781118436417-un0422.eps]

				Judith L. Gillespie, CPCC, CPRW, CEIP — W. Melbourne, Fla.

					[image: 9781118436417-un0423.eps]	[image: 9781118436417-un0424.eps]

				Deborah Barnes, CPRW, JCTC — Nahant, Mass.

						[image: 9781118436417-un0425.eps]

				Louise Garver,CPBS, JCTC,CMP, CPRW, CEIP — Broad Brook, Conn.

						[image: 9781118436417-un0426.eps]

				Judith L. Gillespie, CPCC, CPRW, CEIP — W. Melbourne, Fla.

						[image: 9781118436417-un0427.eps]

				Haley Richardson, CPRW, JCTC — Minneapolis, Minn.

						[image: 9781118436417-un0428.eps]

				Haley Richardson, CPRW, JCTC — Minneapolis, Minn.

						[image: 9781118436417-un0429.eps]

				M. J. Feld, CPRW — Huntington, N.Y.

						[image: 9781118436417-un0430.eps]

				Haley Richardson, CPRW, JCTC — Minneapolis, Minn.

						[image: 9781118436417-un0431.eps]

				Melanie Noonan — Woodland Park, N.J.

						[image: 9781118436417-un0432.eps]

				Kathryn Kraemer Troutman — Catonsville, Md.

						[image: 9781118436417-un0433.eps]

				Divya Gupta, ACPEC, CCC, PCC — Herndon, Va.

				
Classy models and bell-ringing closes

				Be aware of traditional samples that speak softly but carry a big carrot. Lacking graphic bells and whistles, such samples depend solely on persuasive writing and the market value of the candidate’s background. 

				Pay special attention to samples that showcase an action close (See Chapter 16). A promise to take the initiative by following up with an employer allows you to pursue the job on your timetable, rather than forcing you to merely bide your time and hope you get a call.




			

		

	
		
			
				Chapter 5

				Getting Help: Networking Letters

				In This Chapter

				[image: arrow] Tuning into networking letters that turn up job leads

				[image: arrow] Looking beyond who you know to who you can know

				[image: arrow] Avoiding detours and heading straight for the hire

				

				Using personal relationships and human contacts to your advantage is the essence of networking. Successful job search networking pulls back the curtain on what’s known as the “hidden job market” — that is, the jobs that aren’t advertised publicly through print ads or online posts, or mentioned in social media for the entire world to see.

				Networking techniques also score hits when a job is advertised but attracts a tidal wave of resumes. Smart networkers shop for an edge by finding human links to the people who call the hiring shots.

				Today’s networking concept reinvents the “who you know” school of job finding by extending it to “who you can meet and convince to help you.”

				In this chapter, I concentrate on identifying connections that matter most to your career path, pinpointing networking spots, and presenting excellent letter samples that help others know you and clear roadblocks for you.

				Zooming In on Purposeful Networking

				Executive talent agent Debra Feldman (JobWhiz.com) personally conducts job searches for professionals and is widely respected as a master networker. Feldman advises you to ditch lottery-ticket-like networking habits and head for the people who are most likely to give you a good return on your time. She calls her method “networking purposefully.”

				When you pursue new contacts too casually and without focus, Feldman explains that you not only waste your time, but you become frustrated. And when you become frustrated, you may give up. Instead, follow her eminently practical strategy of networking purposefully:

				Aim to find targeted connections to hiring decision makers.

				It’s a logical idea, but how does it work in practice? Here are two baseline tactics Feldman recommends to make her strategy pay off for you.

				Advance scouting

				Before heading out to a live event such as a group meeting or industry conference, identify the people who are going to be there who you want to get to know — and ones who need to know how you can help them. Just call event producers and ask when a list of attendees will be available online or in print. 

				After obtaining the list of invited guests and presenters, do some research to see if you share mutual interests with your target connections. “Going in ready to talk about things your target likes to talk about changes you from a forgettable person with a pulse, to a memorable individual with obvious good judgment,” Feldman observes. Research makes building new relationships much easier.

				Selective aim

				The quality of your connections is a far more important factor than their number, Feldman explains. “Set a goal for each event to get at least one strong new contact with a potential job lead, or with an individual who can refer you to a job lead, or with someone who can refer you to a hiring authority.”

				Examples of people Feldman identifies as being able to make referrals include employees of your target company, as well as its former employees and retirees. Others are vendors, suppliers, partners, consultants, bankers, auditors, customers, investors, advertisers, board members, and neighbors of employees.

				Finding the Best Places to Network 

				Whether pressing the flesh the traditional way on land or meeting new people the 21st-century online way (see Chapters 2, 8, and 9), putting together a personal network is a work project highly recommended by virtually every career adviser I know.

				When networking Feldman’s way — purposefully for jobs without wasting time — consider the following suggestions of places to build your personal network:

				[image: check.png] Industry events. Here’s where you meet compatible people who speak your language and understand what you’re selling. You may even be able to impress several employers and recruiters.

				[image: check.png] Trade or professional associations. They offer a giant office grapevine where, as a member, you can find out from fellow members which companies are hiring and which are firing, and who inside the hiring companies will pitch for you and who won’t.

				[image: check.png] Relevant conferences and trade shows. These turfs make it easy to walk up to strangers and make a favorable impression that you can later parlay into a contact or link to a job.

				[image: check.png] Online networking websites. Know-everybody groups like LinkedIn or Facebook can help establish contacts in various ways. For instance, check out LinkedIn’s group membership rosters for individual employment affiliations that may become helpful inside connections.

						Visit discussion boards like the job search forums on About.com, Monster, and Indeed to network with professionals and other job seekers.

						Check out Twitter’s feature that allows you to see a list of who the target is following, and a list of who is following the target, which collectively may suggest others whom you’ll want to contact for job leads.

						Many colleges and universities maintain online career networks where you can spot alumni you may convince to help with your job search.

				[image: check.png] Job fairs. Booths, tables, and people are natural ingredients for nonstop networking and follow-up.

				[image: check.png] Schools. Classes where you’re learning along with others make for a natural turf to strike up conversations. Similarly, an alumni event is an open sesame to super networking opportunities.

				[image: check.png] Local chamber of commerce. Here’s a jellybean jar where you can meet lots of different kinds of people and hand out your business card with your branding statement and a scannable QR code (see Chapter 3) that pulls up your resume on a smartphone. But merely exchanging cards is unlikely to generate a relationship that will reward your effort. Step up your networking game by volunteering to help with a chamber effort.

				[image: check.png] Volunteer work. Contributing your time to causes and events is likely to cement strong support for your job-finding efforts among like-minded, empathetic people.

				[image: check.png] Associations. From hobby clubs and exercise teams to ethnic groups and improv comedy troupes, associations offer promise in the common bond of membership. Belonging to any association can pay career dividends as long as you remember the purpose for which you joined.

				Networking Letters to Note

				The 12 sample messages that follow in this chapter demonstrate the potential ripple effect in tapping into the networks of others — or into the networks that you create. All the samples make it easy for a letter’s recipient to help the job seeker. Some have angles that may surprise you.

				My comments about each sample call your attention to one or more specific features that have a strong chance of capturing the reader’s attention. The samples are displayed in the order mentioned in the following descriptions.

				Door openers

				Many of the most effective networking letters from job seekers prominently display a referral from someone whose name the recipient either recognizes or, better still, knows personally. The following five samples illustrate:

				[image: check.png] An educational technology and course design expert (MAGNOLIA) opens her networking letter with the name of a mutual friend, lays out her expertise, and retains the initiative by saying that she’ll follow up soon.

				[image: check.png] A pharmaceutical sales professional (MITCHELL) gets his letter in the door by identifying himself as an employee referral. He emphasizes that he is searching confidentially before irresistibly describing his number one status in sales for his current employer.

				[image: check.png] A financial executive (HANKERD) with exceptional government contracting expertise breaks out on his own with a networking letter after originally being filtered through a network contact.

				[image: check.png] A business technology consultant (FOSTER) seeks to find a larger job opportunity by bringing into the loop the implied recommendation of his former professor. Because professors are swamped with requests from current grads, the candidate may be perceived as A-list when a professor reaches back in time to endorse an alum.

				[image: check.png] An aerospace professional (SLOAN) seeks an executive job in a large corporation. The first two words of his self-introductory letter to a recruiter are the first and second names of a mutual acquaintance, followed up with a flattering compliment.

				Event connections

				Connecting or reconnecting with someone you met at an event is an artful open to a networking letter. Professional and community events are made to order when launching your letter. Even an opening line as simple as “When we talked at my granddad’s birthday party” facilitates getting your message off and running. These two samples demonstrate:

				[image: check.png] A graphic designer (CALL) follows up a possible job lead with an employer she met at a design trade meeting. She makes it easy for her talent to be noticed by linking to her resume, her career portfolio, and a news story about her recent award in web design.

				[image: check.png] A vocational rehabilitation counselor (SMITH) reconnects with a fellow professional at a conference and follows up with a cut-to-the-chase but graphically appealing networking letter and resume. Industry and career field insiders can supply breaking news of job openings.

				Self-starters

				Sometimes the network you want a piece of doesn’t exist. When you can’t find off-the-rack connections, don’t give up: Start your own custom network. The two samples that follow illuminate ideas you may be able to use:

				[image: check.png] A small business owner (LOBLOCK) asks a public official to appoint her to a county supervisor post that she ran for — creating a network of supporters — but lost to a competitor who now has vacated the position. Note her inclusion of a QR code that links to her web page, making it easy for the official to remind himself of her abilities in detail.

				[image: check.png] A high-earning executive (SAXENA) launches a confidential job search by e-mailing her objective and status to an executive search recruiter. The candidate hopes to benefit through the recruiter’s network. (Tip: Keeping a job hunt quiet is tricky; browse online for “confidential job search.”)

				Digital circuits

				Message is everything when sending a no-frills networking e-mail that you hope will be a stopover on your way to a job. The next three samples display an up-to-date outlook:

				[image: check.png] A confident food service executive (McDONALD) networks his way into the decider’s attention span with an employee referral. He delivers an irresistible message by offering to resolve the employer’s chief business challenge.

				[image: check.png] A high-earning executive (SAXENA) whom you just met in his letter to a recruiter refuses to rest on his laurels. Instead, he taps into a LinkedIn network by asking a fellow member of his industry group to share Intel for his confidential job search.

				[image: check.png] A new chemical engineer (MEEK) asks an industry headliner to share wisdom with her. Who could refuse a rookie with an impressive new credential, asking so nicely and letting the headliner know that she reads his professional articles and appreciates him as a source of top advice?

				Help on the Way — Samples Ahead

				Conventional advice suggests that, in networking letters, you ask for advice and help — not for a job. A direct request for employment puts people on the spot, and most of us hate to say “no” to a friend or colleague.

				But as with most practices in job search, this advice is not chiseled in stone. Exceptions will arise. In approaching staffing agencies or people who hire contract workers, asking for a job makes sense. Use common sense.

				Reflecting on the following samples puts you steps ahead of others who haven’t learned to write enticing networking letters.

						[image: 9781118436417-un0501.eps]

				Linda Tancs — Hillsborough, N.J.

						[image: 9781118436417-un0502.eps]

				Sharon M. Bowden, CPRW, CEIP — Atlanta, Ga.

						[image: 9781118436417-un0503.eps]

				Erin Kennedy, MCD, CMRW, CPRW — Lapeer, Mich.

						[image: 9781118436417-un0504.eps]

				Barbara Safani, CERW, NCRW, CCM — New York, N.Y.

						[image: 9781118436417-un0505.eps]

				Sharon M. Bowden, CPRW, CEIP — Atlanta, Ga.

						[image: 9781118436417-un0506.eps]

				Haley Richardson, CPRW, JCTC — Minneapolis, Minn.

						[image: 9781118436417-un0507.eps]

				Kristen Jacoway, CRC, CPRW, CCC, CPBS — Auburn, Ala.

						[image: 9781118436417-un0508.eps]

				Jane Roqueplot, CPBA, CWDP, CECC — West Middlesex, Pa.

						[image: 9781118436417-un0509.eps]

				Debbie Ellis, MRW, Phoenix Career Group — Houston, Texas

						[image: 9781118436417-un0510.eps]

				Kevin R. Morris — Naples, Fla.

						[image: 9781118436417-un0511.eps]

				Debbie Ellis, MRW, Phoenix Career Group — Houston, Texas

						[image: 9781118436417-un0512.eps]

				Debbie Ellis, MRW, Phoenix Career Group — Houston, Texas

				
 6 Tips to reap networking rewards

				Impatient job seekers think networking takes too long and is too much work. Others chalk up networking to being merely a buzzword, or they’ve heard tales of networking fatigue and growing resentment toward would-be networkers. Still others are introverts who utterly detest the thought of putting themselves out there to leverage a network of people to find jobs.

				If you’re in one of these groups, are you game for a rethink?

				The fact is that networking can be a top tool for people who are looking for a job or trying to advance their career.  Here’s a blend of best tips I’ve collected from an A-team of career advisors:

				1. Dig a well before you’re thirsty. Networking is a mutual support system. You help other people and they help you back. Start not by asking for anything when you first meet, but instead by offering a brief compliment, or to make an introduction or connection to another member of your network. At all costs, avoid coming across as pushy, needy, or self-serving. Your motto: How can I help you? Mean it.

				2. Make a plan. When you get an offer to help, know what you specifically want. Think about what you want from your network. And keep records. Maintain an e-database of everyone you speak to, and their names, addresses, job title, phone numbers and summaries of what you discussed and any promises made by either of you. Sometimes it really is better to be lucky than organized, but you can’t count on it.

				3. Be thrifty with time. We live busy lives. When someone new approaches, an immediate reaction is “How much time is this going to cost me?”  Set limits with your opening request: “I’d like to briefly discuss one item — no more than five minutes. Do you have time now?” This approach shows you are considerate, not a time waster, and leaves the door open to talk later if this isn’t a good time.

				4. Be selective in choosing events. Attend fewer events ad be more astute about who you spend time with.  If you good-soldier-it to every business event, you could become a weary and pale imitation of your best self. 

				5. Use a phone and social networking to land face-to-face meetings.  A large number of connections on social websites are great assets, but the payoff is in sit-down meetings where you can build budding interpersonal relationships, rather than rely on technology connections.

				Use your social contacts to grow your network. When you learn about someone you’d like to network with, send a brief message asking if the person could spare 20 minutes for a networking conversation in person or over the phone. 

				6. Give your contacts VIP treatment. Send each new contact a thank-you note (and your resume if you haven’t already provided it). Never reveal your contact’s private phone number or e-mail address without permission. Most importantly, do not bug your contacts daily or weekly. It’s a good idea to keep your name in front of them every several weeks to let them know how you’re doing, but keep it brief!   




			

		

	
		
			
				Chapter 6

				Prospecting Letters

				In This Chapter

				[image: arrow] Taking initiative with sales letters to potential employers

				[image: arrow] Learning the techniques that make your letters stand out

				[image: arrow] Choosing when to e-mail, postal-mail, or hand-deliver

				

				Prospecting letters are self-marketing documents designed to discover an opportunity in the hidden (unadvertised) job market. They’re sent to individuals singly or in small batches. The best ones are customized — tailored to the recipient’s needs and interests.

				When you use prospecting letters to turn the job market inside out for opportunities that you want and can do well, you waste your time and resources if you take the easy way and send letters that are garden-variety bombs — boring, trite, too familiar, mediocre, outmoded: They’ll simply be treated as spam or junk mail. Go for the win!

				Pitch with Immediate Promise

				Prospecting letters done right can hit the jackpot, says John Lucht, career management guru, author of Rites of Passage at $100,000 to $1 Million+ (Viceroy Press), and chief executive officer of RiteSite.com: “If you send a highly persuasive letter that arrives with perfect (though accidental) timing, the decision maker will pay attention. Why would he or she not? But if what you send is unpersuasive, even the neediest decision maker will pass.”

				Successful prospecting letters must pique interest with a striking opening and quickly move on to persuade the recipient that you offer an enriching employment relationship for the price of an interview. This chapter helps you write effective sales letters to strangers.

				[image: tip.eps]	Bonus: The samples in this chapter can also serve as models you can use in writing job reply letters (see Chapter 4).

				Send Digital Mail or Postal Mail?

				Deciding which medium is most likely to get results for your letters is a toss-up. Here are a few important considerations in addition to those discussed in Chapter 1:

				[image: check.png] E-mail is cheaper and quicker than postal mail. The medium is growing rapidly and producing similar results in many circumstances, particularly with recruiters.

				[image: check.png] Third-party recruiters like e-mail because they can punch a button and send your materials to clients with ease.

				[image: check.png] Conducting an e-mail campaign addressed to employers is risky even if you can find the decider’s personal e-mail address. Why? Your letter and resume may disappear into the spam version of the Bermuda Triangle. Unless a company has advertised an HR (human resources) address, you have no assurance that your campaign will get to the right people.

				[image: check.png] A persuasive mailing on quality paper is still the best way to forward an unsolicited letter and resume to top-level executives and other prominent deciders. Delivery is assured, your letter will arrive looking the same as when you sent it, and you signal that you are management quality.

				When you’re facing an uphill search in a thin job market, a direct postal mail or e-mail campaign comprised of prospecting letters riding herd on your resume can produce leads you may otherwise miss.

				Techniques to Tap

				Good ideas are revealed in each of the letters presented in this chapter. Any single sample may suggest several winning strategies and tactics that you can use in stepping up your job search. To launch your learning experience, I’ve organized the letters into groups that highlight a specific winning factor.

				Eye catchers

				The not-so-hot news is that some older applicant software systems have trouble handling formats with graphic designs.

				But the great news is that recruiters take notice of creative letters much like teenagers lock eyes on new shiny sports cars. Both viewing groups are interested in finding out what’s under the hood. Feast your eyes on these five samples:

				[image: check.png] A technical professional (CLARK) displays his 21st-century skills in a fresh-looking letter that focuses on accomplishments and skills. The arresting figure zeros in on what he seeks; the letter can be created with standard computer options.

				[image: check.png] A nurse (STEIN) uses a designer letter to highlight her professionalism in emergency care. Her versatile document appears here as a stand-alone approach to a health employer, but it is easily modified to create a cover letter for a resume or an after-interview “bio-blurb” to remind employers how special she is. (See more document ideas in Chapter 3.)

				[image: check.png] A rookie graduate (SMITH) who hopes to break into marketing or advertising uses screens to display her job search focus, talents, and experience.

				[image: check.png] A software development professional (MICHAELSON) also leads with a tasteful but traffic-stopping screen to proclaim that he’s worth interviewing.

				[image: check.png] A sales executive (BORDEN) attracts attention with five well-aimed bullet points framed in a dotted-line rule like a theater marquee. Don’t miss his appealing closer.

				Class acts

				Job search letters are a specialized niche of sales letters. The best are written by professionals who know how to use words that influence people you want to work for and with. Draw inspiration from the following sample:

				[image: check.png] An academic with impressive credentials in health physics (GREGSON) forgoes the formality of a CV in favor of a bio that illuminates his special worth as a subject matter expert and an educator. Clearly, the academic speaks the university nuclear power chief’s language.

				Rave reviews

				Getting others to verbally clap hands for your accomplishments rings truer to employers than inserting your own best-crafted brags. The following sample illustrates the savvy incorporation of quotes in job search letters:

				[image: check.png] A marketing executive (ANDERSON) combines a rousing endorsement from two former employers with an attractive design, targeted positions, and accomplishment-based text with a result that’s both persuasive and stylish.

				Important words

				Treating everyone like a VIP was an operating business principle for a famous American entrepreneur named Mary Kay Ash. The multimarketing icon knew what she was doing as she built a billion-dollar world-famous cosmetics business from a $5,000 start-up.

				When Mary Kay retired, her company had 800,000 beauty consultants. She urged all of them to pretend that every single customer had a sign around his or her neck that said, “Make me feel important.” It’s great advice for job seekers, too.

				Making job search letter readers feel important is the underlying theme of the two following samples:

				[image: check.png] An engineer who specializes in the engineering and analysis of bridge structures (LIVINGSTON) helps the hiring authority to feel like a big shot by immediately congratulating him on the company’s big new contract to upgrade bridges in the state. Using a bulleted format, she quickly follows with qualifications that rank her as a top pick to join his team.

				[image: check.png] A seasoned sales professional (NEWBURY) welcomes and congratulates a corporate vice president to her neck of the woods with his company’s expansion into new markets. Her recognition of putting the reader first makes him feel important. And when you feel important, you read the whole letter.

				High flyers

				Whether you believe that the “career ladder” is dead and gone or merely updated to a multiprong approach for “rising above” in the 21st-century economy, the next sample gives you an idea for communicating your desire to move on up:

				[image: check.png] A business executive (DEAN) swings for a homerun seeking a position as a Fortune 100 information systems architect and executive vice president. Note the killer postscript. Targeting the high-tech industry, he chooses the digital delivery of his letter.

				Storylines

				A good story almost always outshines dry facts in gaining a reader’s awareness. As Alice’s Adventures in Wonderland author Lewis Carroll exclaimed, “No, no! The adventures first, explanations take such a dreadful time.”

				The next sample shows how storytelling can be very effective in cementing reader interest:

				[image: check.png] A medical doctor (KILLIAM) is more interested in running a free clinic than in earning high financial compensation. He writes the modest but inspiring story of how his professional and volunteer history has led toward a public service job with his name on it.

				Business boosters

				Most prospecting messages are aimed at increasing the quality of an organization’s business performance — boosting profits by turning problems into opportunities. The next sample illustrates the appeal of commercial success:

				[image: check.png] A sales professional (DUVAL) aims to climb even higher mountains in the money market industry. He shouts what he can do for the reader in the upper-right quadrant; the letter’s the prime real estate. The topper: He tantalizes by writing that he can raise “even larger amounts of investment capital.” Who doesn’t want more money?

				Durable styles

				Like navy blazers or black pantsuits, well-presented classic constructions are always in style. They serve as models of excellence to offer recognized value. The final sample illustrates an interesting treatment of a tried-and-true approach:

				[image: check.png] An executive (ARMSTRONG) takes aim at a high-level job in the consumer products industry. Following a masterful accomplishment statement in bold type at the top, he legitimizes his eye-popping claim with bulleted details, ending with an action close (see Chapter 17).

				On with the Letters!

				The 13 samples that follow are a spectacular collection of prospecting letters written by professional job search document writers. As in other chapters, the name of the writer of each letter appears beneath it. For more information about the writers, turn to the appendix. Start reading and get ready for a treat!

				[image: remember.eps]	Maximum message readability is the presentation criterion for each sample cover letter in this chapter. To save space in some superb but lengthier samples, I had to chop the original boilerplate text leading into the letter — most often deleting the recipient’s name, title, company, and address. So when you see a letter leading off with “[Date, inside address, salutation],” or some variation of that, the generic line is merely a reminder that you can’t just say, “Hey, you, read this!” (If you’re not sure how to lay out your cover letter, turn to Chapter 15.)

						[image: 9781118436417-un0601.eps] 

				Stephanie Clark, CRS, CIS — Nanaimo, B.C., Canada

						[image: 9781118436417-un0602.eps]

				Rosa Elizabeth Vargas, MRW, CERW, NCRW, ACRW — Orlando, Fla.

						[image: 9781118436417-un0603.eps]

				Laurie Berenson, CPRW, CEIC — Franklin Lakes, N.J.

						[image: 9781118436417-un0604.eps]

				Erin Kennedy, MCD, CMRW, CPRW — Lapeer, Mich.

						[image: 9781118436417-un0605.eps]

				Susan Guarneri, MRW, CERW, CPRW, CPBS, NCCC, DCC — Three Lakes, Wis.

						[image: 9781118436417-un0606.eps]

				Don Orlando, CPRW, JCTC, CCM, CCMC, CJSS, MCD — Montgomery, Ala.

						[image: 9781118436417-un0607.eps]

				Louise Garver,CPBS, JCTC,CMP, CPRW, CEIP — Broad Brook, Conn.

						[image: 9781118436417-un0608.eps]

				Tamara Dowling, CPRW — Valencia, Calif.

						[image: 9781118436417-un0609.eps]

				Louise Garver,CPBS, JCTC,CMP, CPRW, CEIP — Broad Brook, Conn.

						[image: 9781118436417-un0610.eps]

				Kevin R. Morris — Naples, Fla.

						[image: 9781118436417-un0611.eps]

				Gay Anne Himebaugh — Corona del Mar, Calif.

						[image: 9781118436417-un0612.eps]

				Gay Anne Himebaugh — Corona del Mar, Calif.

						[image: 9781118436417-un0613.eps]

				Wendy S. Enelow, CCM, MRW, JCTC — Coleman Falls, Va.

				

			

		

	
		
			
				Chapter 7

				After-Interview Letters

				In This Chapter

				[image: arrow] Turning thank-you letters into powerful self-marketing messages

				[image: arrow] Reviewing a dozen good reasons to step up your post-interview game

				[image: arrow] Analyzing sample letter tactics to decide which work best for you

				

				Does the letter you normally write to an employer following an interview read pretty much like one you may send to a grandparent saying thanks for a graduation gift? If so, you’re missing golden opportunities.

				The old single-purpose thank-you format shows good manners. It’s polite. But manners and politeness aren’t nearly enough to make sure you cross the finish line first. The solution? Burn your old-fashioned thank-you-for-the-graduation-gift format and step lively into to a 21st-century sales mind-set.

				Learn to write job clincher letters, as superstar professional writer Don Orlando terms them. Learn to write persuasive after-interview messages that are sales letters at heart.

				In your resume and during your interview, you sold yourself on being a great match for the job — superb qualifications, competencies, skills, experience, and interest — all brought to life with true and lively tales of accomplishments. Why stop the winning streak that brought you this far? Use what happened during the interview to build on your worth, as this chapter illustrates.

				 Great Reasons to Write After Interview

				Here are a dozen reasons to put after-interview letters to work for you:

				[image: check.png] Sell your talents one more time. The blur of brutal competition means interviewers may develop memories like Swiss cheese; it never hurts to remind hiring authorities that you’re running hard to win. Your letter is your last easy chance to cement a “best of the bunch” image, especially if you are interviewed early in the selection process and are followed by equally strong competitors.

				[image: check.png] Contribute to top-of-mind awareness (TOMA). TOMA is a marketing term describing a product or brand that pops into a customer’s head first when thinking of an industry. Your letter is another reminder of your interest.

				[image: check.png] Reprise perfection for the job. Here’s your opportunity to again remind the interviewer of what you specifically can do for a company, not what a company can do for you. Draw verbal links between a company’s immediate needs and your qualifications: You want A, I offer A; you want B, I offer B.

				[image: check.png] Delve deeper into your abilities. Elaborate on your experience in handling concerns discussed during the interview. Prove your claims with brief, fact-based paragraphs describing how you solved problems of interest to the hiring company.

				[image: check.png] Contribute freebie research. After looking into an issue facing the company that was mentioned during the interview, if you’ve got the creds for serious research skills, include a brief but pertinent statement of your findings, perhaps even enclosing relevant reports, surveys, and news clips.

				[image: check.png] Flesh out a point that escaped you. Add information to a question you didn’t fully answer during the interview. Say that, upon reflection about (topic), you want to add a follow-up comment.

				[image: check.png] Demonstrate your communications skills. A number of researchers charge that texting and e-mail have contributed to a drastic decrease in effective communication skills of this generation, even in the corporate world. Here’s another chance to show the texting slam ain’t u.

				[image: check.png] Confirm your grasp of business etiquette. Putting other people at ease through the way we behave is the essence of etiquette. Sending a letter after meeting with an interviewer shows that you know the rules for conducting yourself in a professional manner.

				[image: check.png] Substitute equivalent competencies and skills. When your work history shows that you are not a look-alike for the job — or that you are trying to dramatically change careers — your follow-up letter has some chance to narrow the yawning gap. Give it a whirl!

				[image: check.png] Overcome various unspoken objections. You may come away from an interview feeling that there was an elephant in the room — such as relocation or childcare or age. For legal reasons, the interviewer didn’t exactly mention the objection, but you could feel its presence and you’re fairly sure it’s a job killer for you. Even if you dealt with the hidden objection in the interview, a letter allows you to affirm that the employer need not worry — you like new places and faces, you have solid childcare arrangements, you walk 2 miles every day.

				[image: check.png] Demonstrate your soft skills. By establishing at least a modicum of rapport with a hiring authority, you create the perception of someone who isn’t a pain to work with. And that’s worth plenty in today’s world.

				[image: check.png] Reaffirm your interest in the position. In professing respect for the company, you need not dish enthusiasm with a shovel. But including a couple statements about your zest for the position is a basic requirement.

				Tackling the Mechanics of Your Letter

				What's your timeframe? Try to transmit your follow-up letter within 24 to 48 hours. But when you're in a swarm of candidates for an easy-to-fill job, recruiter Jenny Foss (jobjenny.com) suggests that if you really want to wow them, send your letter immediately after the interview: "Same day. From your laptop in the parking lot." 

				So, what’s the best method for sending your letter? Check out the whys and hows of the three basic ways:

				[image: check.png] E-mail: In this digital age, so many people send after-interview letters by e-mail that it’s no longer unusual. If the company’s workforce uses e-mail heavily, your e-mailed follow-up will be a fine cultural fit, with the subtext that you’re one of them.

						E-mail’s also a good choice when you know the hiring decision is going to be made quickly. But hiring timelines are growing longer; today’s job seekers understandably complain about long, drawn-out hiring decisions.

				[image: check.png] Typed and mailed: For high-end jobs, consider responding with a typed, dead-tree-industry letter. You can send it by postal mail or, if time is short, via an overnight delivery service. The letter can run two, even three pages if it is flush with white space and easy to read.

				[image: check.png] Handwritten: Some people swear by handwritten notes. But even when the penmanship is good, a handwritten social note doesn’t readily lend itself to the requirements of a sales tool when you’re up against tough competition in a crowded labor market.

				Letters to Lift You Above the Crowd

				A typical way to begin a follow-up letter is by expressing appreciation for the interviewer’s time and for giving you a fresh-from-the-front-lines update on the particulars of the position.

				Pay attention to the finer points in the following samples from professional writers who are credited at the bottom of each letter. For more information about the writers, turn to the appendix.

				After-interview samples are displayed at the end of the chapter in the order mentioned in the following descriptions.

				Extra helpings

				You may have purposely held back an accomplishment or two for your after-interview letter to keep selling your value. Or perhaps you genuinely realized only after the interview that you have more promise to offer than you’ve already mentioned, and you want to be on record when the hiring decision is made. Check out how the following samples handled sending on the additional information:

				[image: check.png] A potential new pastor (CONNOLLY) writes an extremely thoughtful message to the chair of the Pastor Search Committee. He describes insights gained from the meeting and explains how he would pursue his approach to the position now that he has talked with representatives of the people he would serve if selected.

				[image: check.png] A workforce expert (JOHNSON) learns of a CEO’s progressive view of human resources influence on change, and shares two additional experiences in health care negotiation and training.

				People pleasers

				A hard skill (technical skill) is the ability to do the job. A soft skill (people skill) is the ability to harmoniously do the job by working effectively with others. Soft skills are a big positive factor that includes a host of personality traits, including friendliness, optimism, and enthusiasm. Sometimes the best approach to an after-interview letter is to show your soft skills:

				[image: check.png] An aspirant for an executive assistant post (GREENE) gently reminds an HR director that the announced hiring decision date has come and gone, explains that she won’t wait forever, and sets a deadline to hear back. A good move well played when you’ve got marketable talent.

				[image: check.png] A prospect for a teaching assistant position working with preschoolers (BYERS) doesn’t position her qualifications behind a hard-fact blackboard, which her resume would illustrate. Instead, the candidate fills her after-interview letter with soft skills, which makes her memorable for both words and warmth.

				[image: check.png] An experienced office manager (HARRIS) seeks a change of scenery at another company doing the same job. He manages to inject enthusiasm into his follow-up as he pairs his software skills and efficient work habits, reinforcing his image as a pleasant individual with common sense who gets things done.

				Crossover sellers

				Crossover skills are mobile — like apps on a smartphone. You may be able to cart them from your previous job to a wholly different type of job. (Find more on crossover skills in Chapter 17.) When the interview reveals that you’re short on certain skills, fill in the experience blanks and gaps with crossovers in your follow-up letter:

				[image: check.png] An executive (HENDERSON) seeking a job with less responsibility senses that he is about to be turned down with an “Overqualified” objection — too much education, too much pay, too rigid with demands, or too rusted with obsolete skills. His after-interview letter asks for a second interview to explain why his skills are current and will transfer well.

				[image: check.png] A dealmaker and marketer (ANDERSON) writes to a Chicago equity company president a rationale he hopes will overcome objections that he has never worked in the Windy City. He refers to his extensive financial contacts nationwide, many of whom are connected to the Chicago area and who will help him start his own regional network of contacts.

				[image: check.png] A sales ace (PATEL) seeks to become an information technology solutions analyst, but isn’t the preferred IT engineer. In his last shot to make the sale, he compensates with a reference to having produced similar engineering reports and uses a postscript to call attention to his certification in IT architecture and project management.

				Matching sets

				Zeroing in on important requirements of the job — the ones that your qualifications specifically match — makes a persuasive case for winning the offer:

				[image: check.png] Choosing a classic two-column “you want/I deliver” T-letter format, a contender for a new position emphasizing emergency control management in the facilities and events industry (SCOTT) skillfully reminds the interviewer that she’s a stand-out candidate in every way.

				
Wrong way to follow up

				Writing about his experiences with interview follow-up letters, funnyman Tim Sackett, who in real life is executive vice president of HRU Technical Resources, has a definite viewpoint about where to send your letters. Here's what he wrote about following up, on his website, www.timsackett.com.

				“Do not send a thank-you letter to me at my home. Yes, this has happened to me — and yes, it was way creepy. The last thing I want to deal with when I walk in the door of my home is some crazy candidate from work. No, it does not show initiative — it shows your propensity to be a stalker.”




				[image: check.png] In an alternative version of matching employer requirements to candidate qualifications, a prospect for a human resources position (CARY) leaves no doubt of his ability to handle big jobs by repeatedly introducing accomplishments with “I have met the challenges of —.” Why it works: Memorable and consistent chants carry conviction.

				[image: check.png] A seasoned numbers professional (WOODS) dives into the requirements for a senior budget analyst, noting that the screening interviewer rated him as “among those best qualified.” A subtlety, but a convenient technique to jog an interviewer’s memory that he’s too good to forget.

				See Samples That Jell the Sell!

				Few people these days receive immediate job offers during a job interview. That’s why it’s a mistake to assume that the interview process is over once you leave a one-on-one meeting. 

				Is it a smart move to send an after-interview letter to all interviewers? You bet! Multiple interviewers may have dissimilar interests in who is chosen to fill the open position. For instance, a peer hopes for a new hire who will be compatible in work activities and perhaps socializing after work on Friday nights; a manager hopes a new hire’s work performance will put a halo around the her or his head. When you’ve met with multiple audiences, write multiple persuasive after-interview letters.

				In the samples that follow, you find thoughtful ways to market yourself with an after-interview letter. As in other chapters, the name of the professional writer of each letter appears beneath it. To obtain contact information for the writers, turn to the appendix.

						[image: 9781118436417-un0701.eps]

				Don Orlando, CPRW, JCTC, CCM, CCMC, CJSS, MCD — Montgomery, Ala.

						[image: 9781118436417-un0702.eps]

				Barb Poole, CCMC, CLTMC, CMRW, CPRW, PHR — Maple Grove, Minn.

						[image: 9781118436417-un0703.eps]

				Joellyn Wittenstein Schwerdlin, CCMC, JCTC — Worcester, Mass.

						[image: 9781118436417-un0704.eps]

				Susan Guarneri, MRW, CERW, CPRW, CPBS, NCCC, DCC — Three Lakes, Wis.

						[image: 9781118436417-un0705.eps]

				David J. Jensen, CEIP — Salt Lake City, Utah

						[image: 9781118436417-un0706.eps]

				Melanie Noonan — Woodland Park, N.J.

						[image: 9781118436417-un0707.eps]

				Wendy Enelow, CCM, MRW, JCTC — Coleman Falls, Va.

						[image: 9781118436417-un0708.eps]

				Judith L. Gillespie, CPCC, CPRW, CEIP — W. Melbourne, Fla.

						[image: 9781118436417-un0709.eps]

				Karen Bartell, CPRW — Massapequa Park, N.Y.

						[image: 9781118436417-un0710a.eps]

						[image: 9781118436417-un0710b.eps]

				Wendy Enelow, CCM, MRW, JCTC — Coleman Falls, Va.

						[image: 9781118436417-un0711.eps]

				Phyllis Houston — Upper Marlboro, Md.

				

			

		

	
		
			
				Part III

				Creative Fresh Messages

				[image: 9781118436417-pp03.eps]

				

				In this part . . .

				Ready for even more job search letter know-how and samples? Look to the six chapters in this part to give you the goods on preparing creative messages to win you the job, from social messages to branding statements to professional profiles. This part leaves no job search stone left unturned with added information covering online work portfolios, prezis, and videos. The final chapter offers the lowdown on after-hiring messages to seal your image as a superstar employee.

			

		

	
		
			
				Chapter 8

				Social Media Messages

				In This Chapter

				[image: arrow] Spotting social connectivity trends too risky to ignore

				[image: arrow] Naming names of leading social media websites for jobs

				[image: arrow] Creating messages that produce jobs via social search

				

				Decades come and go, but the last ten years was a game changer as Facebook, LinkedIn, Twitter, and an entire new genus of Internet-based communication instruments showed the world how billions of people can connect.

				The new kind of connectivity, social media, provides fresh and fertile areas for job finding as the technology continues to evolve.

				A dictionary definition of social media (the term was first used in 2004) describes it as “forms of electronic communication (as websites for social networking and microblogging) through which users create online communities to share information, ideas, personal messages, and such other content as videos.”

				[image: remember.eps]	Many forecasters expect the magnitude of increased social connectivity to spark a cosmic shift in the way job seekers and employers find each other.

				At the very least, going social is a rapidly growing concept. Lucky for you and other job seekers, it showed up at this time in history when talented people are scrambling for jobs in a much changed marketplace.

				This chapter highlights the types of messages you can write for a social media job search campaign. But first, here’s more about the framework of how to actually use social channels.

				Social Media Is a Tool You Can Learn

				If the mechanics of social communication are still a mystery, you can master its routines in any of several ways:

				[image: check.png] Identify your preferred social media websites and practice using them on your own.

				[image: check.png] Engage a neighborhood teenager to show you the geek ropes (my fave).

				[image: check.png] Enroll in a social media seminar or class at a high school, community college, neighborhood center, or senior center. (Calling all tech and engineering types who can instruct!)

				Meet Three Big Social Players

				The dominant social sites for finding jobs are making news with views, as the sum of each site’s user base explodes to six, even eight zeros. At least one site has more than a billion users and is still growing as my fingers fly across a keyboard.

				(Because the exact numbers of users and other facts about social channels continue to change faster than greased lightening, hop online when you want definitive user statistics, target audiences, and site ownership data.)

				This section identifies a trio of leading websites as examples of where you can seed your social job messages.

				LinkedIn

				LinkedIn (LI) is the career-oriented service that makes it easy to connect with people you know who can help you find professional and managerial jobs. It’s the website of choice by professionals, colleagues, recruiters, alumni, industry organizations, and corporations. LinkedIn is free or a fee, depending on your level of membership.

				You can see profiles of other people on LI and connect with them in several ways. Among LI’s many rich features for social search, targeting a specific company is easy. You may be able to find people who are connected to or inside the companies you select. Check out the following approach to benefit from LI connectivity:

				Dear Jackson Harvey: A public relations job is coming open at the American Wildlife Federation, where your LI profile says you work in fundraising. I have an intense interest in the Federation’s admirable work with animals.

				As a fellow alum of UCSD, any help you can give me will be enormously appreciated. My LI profile summarizes my relevant background.

				Sincerely, Martha Price, Class of ’08

				P.S. Will the selection for the PR post be made by the public relations director, by the executive director, or by a committee? Hopefully I can apply before the floodgates open.

				You can also ask your connection to move you forward to a company’s hiring authority or to its human resources department.

				Facebook

				The planet’s biggest social media site ever, this one’s for friends, family, and either people you know currently or ones from your past you want to get back in touch with. Facebook is also a favorite social conduit for small businesses and entrepreneurs.

				The service is free. You can send messages for job help, such as this one:

				Hey Cliff! Need your help to get a job. I’m moving to Tucson. Didn’t you tell me your uncle Mario in Tucson owns a construction company? Can you get me a meet with him anytime after June 1? Banks of thanks. Sam Nash

				Graph Search, a search engine launched in 2013, is Facebook’s newest feature. Early reviewers say Graph makes it easier to find contacts in companies by allowing users to comb their groups of friends for business connections.

				A New York Times review observes that Graph Search changes the nature of Facebook in a way that’s good for job seekers: “It converts it from a virtual coffeehouse, where you come to hang out with people you know, into a zone of discovery. For the first time, the vast universe of your non-friends feels as real and accessible . . . as your little galaxy of friends.”

				Twitter

				What most job searchers like best about this free public forum is that Twitter allows you to contact people you haven’t met but want to network with. This benefit assumes that you can say what you need to say in a 140-character message.

				You make your first connecting move by sending a message (a “tweet”) to someone with whom you share a common interest. Your tweet says that you’re now following the tweeted one. (In other words, you’re reading the person’s tweets.) The tweeted one may — or may not— want to “follow” you back.

				What you gain from using Twitter — and its offshoot programs like Twellow — is a real-time ability to stay current in your field and find out about available jobs. You can reach out with a tweet that more or less says you need a hand:

				Hi Tom, I’m a new grad now, hockey teammate. Hoping to land a job in smartphone sales. Can you refer me to anyone? Herb Hops

				Twitter is instant, to the point, and used heavily by a relatively young audience.

				More sizzling social sites

				Search giant Google+, technology favorite Dice.com’s Open Web, video-sharing YouTube, and a number of other sites are among the American ranks of social channels that you can morph into employment channels.

				[image: remember.eps]	This guide spotlights job search letters and other career messages — not the specific and ever-changing details of navigating social media websites. Please visit each website you want to use for up-to-date and specific ways to light its fire.

				For a fairly comprehensive list of social media sites, browse for “How Many People Use the Top Social Media, Apps & Services,” by Craig Smith.

				Suggestions for Social Searching

				If you’d rather apply for a job through a personal connection than make a cold call on a job board, review the following how-to nuggets for accomplishing your mission.

				Conducting a LinkedIn search

				Social media is a crucial component of the modern job search, says Joshua Waldman, author of the popular Job Searching with Social Media For Dummies, 2nd Edition. Waldman’s book covers the social media essentials, including these starter pointers for your LinkedIn profile:

				[image: check.png] If you include a photo of yourself, make it a professional-quality headshot that shows you to best advantage.

				[image: check.png] Update your status at least once per week year-round, to seem more passionate about your career — and to avoid setting off alarm bells with your boss that you’re seeking greener pastures.

				[image: check.png] Join and participate in at least three career-useful industry groups.

				[image: check.png] Get 10 or more recommendations, to ensure that you look like a top candidate, especially recs from executives, managers, clients, or suppliers. Scratch-my-back recommendations are easily spotted and don’t carry as much impact.

				[image: check.png] Line up at least 150 connections, to increase your chances of having first-degree connections in places you want to work.

				Incorporating your e-mail address book

				After creating your online profile, upload all your e-mail contacts to your social media website so that when you’re targeting a company or position, you can quickly check to see who in your network can introduce you to the appropriate hiring manager.

				Becoming a critic and an admirer

				Spend a few hours looking over your competition’s profiles and portfolios on social media websites. What are your overall impressions of each individual? Good, bad, so-so? What changes would make each person more appealing? Keep a list of pros and cons to guide you in preparing your own checklist for social presentation. (If you’re unsure of your judgment talent, ask a business friend to help look you over.)

				Some job seekers go social with an online work portfolio. (See Chapter 12 for more information about work portfolios.) You can also view sample portfolios on myefolio.com, a service that offers handsome free templates to display your employment history, educational background, certifications and licensure, and talents.

				
Floating like a cloud

				CareerCloud (careercloud.com) is a free web service that gathers all your social media platforms on one site, creating a “social resume.” Your CareerCloud page automatically syncs with LinkedIn, Twitter, Facebook, Google+, and more.

				The tool also offers an app that guides job hunters to employers who are hiring.




				
Social history can kill your job offer

				Some companies now require job candidates to pass a social media background check. Companies that conduct social history background checks scrape the Internet for everything prospective employees may have said or done online in the past seven years — both good and bad.

				Fortunately, not a big chunk of data comes from such major social platforms as Facebook and Twitter. Much of the negative information comes from deep web searches on blogs and posts on smaller social sites, like Tumblr and Yahoo! user groups. Photos can hurt, too — including such websites as YouTube and Flickr.

				(Standard search engines can’t index the deep web, also called the invisible web or the hidden web. That’s why a standard web search on your name may come back spotless, giving you a false sense of acceptance.)

				Examples of things that can sink applicants include evidence of racially insensitive remarks, sexually explicit materials, clearly illegal activity, and flagrant displays of weaponry.




				Sharing with Facebook friends

				Your Facebook buddies may be more energetic than LinkedIn or Twitter connections when you send out calls for helping hands. If you’re making a stealth search, go to Account, click Privacy Settings, and choose Friends Only. Additionally, create other lists that are based only on information that you want to share with members of each specific type of list.

				Including people outside your industry

				Enroll as many same-industry professionals as possible in your social spaces, preferably well-connected managers and executives. But also encourage job seekers active in various other industries. Why? As outsiders, they’re not in your echo chamber. The outsiders may experience and share a diversity of current recruitment practices and opportunities that you may otherwise miss.

				Short and Sweet Social Messages

				Attention spans are shrinking as more of us interact with an expanding army of devices that offer touchscreens, swipes, bumps, and instant apps. Short communications is especially popular with Millennials because they grew up texting short messages. And most eyes with a few miles on them don’t welcome page-long paragraphs.

				When you want people to come to your aid in social job finding, keep your words as brief as you graciously can. Try this formula:

				[image: check.png][image: remember.eps] Make it personal. Address each recipient by name, and mention your connection.

						If you’ve seen your connection fairly recently, you can begin with an affable comment:

						It was a pleasant surprise to run into you at the farmer’s market last month.

						If it’s been light-years since you’ve been in contact with your connection, open your message by reminding the person of who you are and how you know one another.

						You and I met at the Hobsons’ anniversary party in May and spoke about our mutual interest in Pinterest. We’re also both soccer fans.

				[image: check.png] State your reason for connecting. Be clear that you’re in the market for new opportunities; mention the position and industry of interest.

						I’m a 25-year applications developer seeking a contract job where I can work remotely. I’m open to most industries, especially transit, polling, and product marketing.

				[image: check.png] Ask for inside info. When you already know that your connection has openings you qualify for, but the public information is incomplete, ask your connection to flesh out the job’s data for you.

						I see that your company is currently recruiting for a sales assistant. Can you snag me more information about the position than I’m able to get online?

				[image: check.png] Switch gears. If your connection’s company has no open positions for which you qualify, ask about open jobs outside the connection’s company.

						As your company has no open positions at present, do you happen to know of any openings elsewhere that fit my qualifications and criteria?

				When the answer to your reaching out for help is radio silence, try again in a week or so. When you don’t get a message or a phone call, assume that you made a good effort but struck out. Move on.

				The key to using social media to activate your own personal job scouting team is to keep your messaging low-key, friendly, and grateful. Always say thank you.

				The following samples illustrate.

						[image: 9781118436417-un0801.eps]

				Debbie Ellis, MRW — Houston, Texas

						[image: 9781118436417-un0802.eps]

				Writer: Staff

						[image: 9781118436417-un0803.eps]

				Writer: Staff

						[image: 9781118436417-un0804.eps]

				Writer: Staff

						[image: 9781118436417-un0805.eps]

				Melanie Noonan — Woodland Park, N.J.

				“If You Don’t Ask, You Don’t Get”

				India’s famed political and spiritual leader Mahatma Gandhi is credited with this classic quote. Gandhi asked the British for his nation’s independence in the 1920s. Although it took a quarter of a century to happen, Gandhi got his request.

				The lesson for job seekers in this digital age: To get, ask. Plug in. Reboot. Go social.

				
Infographics for social media

				An infographic is a communication that visualizes data. It includes words, images, photos, charts, and graphs to convey information. The photo-based instagram is one type of infographic.

				Using a visual format, a job seeker can present a resume as an infographic. As About.com’s job search guide Alison Doyle says, “A job seeker can use an infographic resume to display previous work experience in an illustrated timeline rather than listing it traditionally in reverse chronological order. An infographic’s unique blend of text and images can help job seekers stand out from other applicants.”

				To see lots of examples of infographics, search for “Data Visualization and Infographics,” at SmashingMagazine.com.

				How many other job search letters and documents in this guidebook do you think are prospects for an infographic presentation? The short academic answer: lots of them.




			

		

	
		
			
				Chapter 9

				Branding Statements, Bios, Profiles, and Speeches

				In This Chapter

				[image: arrow] Branding yourself a winner (even when you’re not famous)

				[image: arrow] Writing a brief bio that can go anywhere, online and off

				[image: arrow] Constructing a high-impact new style bio flyer

				[image: arrow] Penning an online profile that showcases you worldwide

				[image: arrow] Reflecting your brand in an effective elevator speech

				

				An online world’s impressions and opinions about you get around. You had to be a celebrity in bygone days to quickly reap rewards of recognition and admiration. Today you can grab the planet by its lapels and tell a virtually unlimited number of people who you are, what you’re good at, what good you’re doing, and what good you can do for them.

				In this chapter, I blueprint ways to amp up the power of your recognition and visibility — online and off — by adopting a coordinated self-marketing strategy that begins with a well-thought-out branding statement.

				[image: standout_coverletter.eps]	Your professional branding statement communicates the essence of who you are in the workplace. Branding is a marketing concept and tool. Your brand reflects your professional reputation — what you’re known for (or would like to be known for). When your reputation is a good one, it includes marketable distinctions like positive characteristics and accomplishments. It’s a way to stand out from the teeming masses of competition for the best jobs.

				When you’ve got your branding statement down pat, use it as a compass to write a supporting team of job search documents — bio, bio flyer, online profile, elevator speech, business card, and any other doc that grows your prospects for being hired or promoted.

				[image: remember.eps]	When you visually “connect the docs,” the reinforcement of your theme helps employers to mentally “connect the dots” of why you offer superior benefits and excellent value.

				Differing Points of View

				In an ancient legend found in various cultures, blind men who had never seen an elephant decide that each will examine one small part by touch and, based on their own individual experience, figure out what an elephant looks like. Unsurprisingly, they each came up with a different perception. The man who feels the elephant’s leg says an elephant is like a pillar, but the man who touches the elephant’s tail says an elephant is like a rope. News flash:

				Different people can have distinctly different but equally valid perceptions of the same thing.

				The elephant story perfectly describes what I found when I went looking for examples of personal branding statements, bios, bio flyers, online profiles, and elevator speeches. Opinions among experts vary about everything from the length of the documents to whether they should be written in the first or third person. What one professional calls a bio, another terms a profile. Those differing opinions explain why this chapter presents an assortment of sample styles that may surprise you.

				Buttoning Down Your Brand

				Professional branding (also called personal branding) has become a popular self-marketing concept in job search and career management. It’s a strategy to rise above teeming masses of competition for the best jobs.

				In a nutshell, your professional brand is the core of how you are perceived in the job market and the workplace. Your brand reflects your professional reputation — what you’re known for (or want to be known for). When your reputation soars, it includes distinctions like positive characteristics and genuine accomplishments.

				Professional branding begins with self-searching to develop a branding statement, from which the connected documents described in this chapter evolve.

				
No slacking on your brand’s time

				Warren Buffett, the American business magnate widely considered the most successful investor of the 20th century, lays branding stakes on the line:

				Your premium brand had better be delivering something special, or it’s not going to get the business.




				Ingredients for a branding message

				Keep it simple. Break the concept into five easy pieces to explain your brand in a branding statement:

				[image: check.png] Your specialty — who you are

				[image: check.png] Your service — what you do

				[image: check.png] Your audience — who you do it for

				[image: check.png] Your best characteristics — what you’re known for

				[image: check.png] Your best accomplishments — what your track record proves

				Link the pieces together, and you end up with something like this:

				I’m a computer technology manager and biomedical engineer keeping the water-cleansing machines running smoothly from the desktop to the treatment room. Key trait: super diligence; result: zero costly equipment failures. Not for my health, for yours. — Chris Welch

				[image: tip.eps]	As Alison Doyle, Job Search Guide for About.com, explains, “Your professional brand is what matters to a potential employer, networking contact, or anyone who can help you find a job or advance your career.”

				Where to place your message

				You can use professional branding statements in many ways, including in the following dozen documents and verbal presentations:

				[image: check.png] Bio: A short, professional biography

				[image: check.png] Bio flyer: A high-impact bio that markets you with flair

				[image: check.png] Online profile: A document that’s usually longer than a bio

				[image: check.png] Business card: A contact card that businesspeople use

				[image: check.png] Elevator speech: A spoken, succinct message

				[image: check.png] Cover letter: A transmittal letter attached to a resume

				[image: check.png] Networking letter: A message for personal relationships

				[image: check.png] Blog: A website opinion or editorial

				[image: check.png] Resume: A branding statement placed immediately below your name, contact data

				[image: check.png] Statement in job interview: A response to a request, such as “Tell me about yourself”

				[image: check.png] Social media networking: A statement placed on such sites as Twitter, Facebook, and LinkedIn

				[image: check.png] Interview leave-behinds: Fact sheets that remind interviewers why you’re the best candidate for a job; check Chapter 10 for details.

				An extra benefit of writing a professional branding statement is that doing it so wonderfully focuses your mind on answering the questions “Who am I?” and “How well am I competing in this workplace?”

				For more information on the use of job search branding, visit top authority Dan Schawbel's website, PersonalBrandingBlog.com.

				What branding statements look like

				Now that you have ideas about where to place branding statements, cast your eyes on the face of branding statements. The first 14 samples were created by Judith L. Gillespie of West Melbourne, Fla., a master of cut-to-the-chase branding statements. The samples that follow are the creations of other talented free-agent writers whose names appear beneath each of their works. 

						[image: 9781118436417-un0901.eps]

						[image: 9781118436417-un0902.eps]

						[image: 9781118436417-un0903.eps]

						[image: 9781118436417-un0904.eps]

						[image: 9781118436417-un0905.eps]

						[image: 9781118436417-un0906.eps]

						[image: 9781118436417-un0907.eps]

						[image: 9781118436417-un0908.eps]

						[image: 9781118436417-un0909.eps]

						[image: 9781118436417-un0910.eps]

						[image: 9781118436417-un0911.eps]

						[image: 9781118436417-un0912.eps]

						[image: 9781118436417-un0913.eps]

						[image: 9781118436417-un0914.eps]

				A special thanks badge to Judith L. Gillespie of West Melbourne, Fla., for creating the 14 preceding fast-moving branding statements you just read. Be inspired!

				See more branding statements

				Jeff Bezos, the retailing titan who created Amazon.com, offers this one-liner to explain the nature of personal branding:

				Your brand is what people say about you when you’re not in the room.

				How would you explain the nature and value of professional branding? Think about it as you read the following additional branding statements created by a variety of accomplished writers.

						[image: 9781118436417-un0915.eps]

				Dan Dorotik, NCRW — Lubbock, Texas

						[image: 9781118436417-un0916.eps]

				Linda Tancs — Hillsborough, N.J.

						[image: 9781118436417-un0917.eps]

				Tamara Dowling, CPRW — Valencia, Calif.

				

						

						[image: 9781118436417-un0918.eps]

				Wendy Enelow, CCM, MRW, JCTC — Coleman Falls, Va.

						[image: 9781118436417-un0919.eps]

				Tamara Dowling, CPRW — Valencia, Calif.

				A popular request in job interviews is to describe who you are in six words. It does not have to be a sentence; it can be phrases or a string of words. The challenge is to make a six-word branding statement memorable and genuine. This example shows the six words chosen by a massage therapist. He uses this as a headline on his resume, as a tagline under his name on his cover letter, and on his business card. Do it well, and the six-word wonder formula will set you apart from the competition.

						[image: 9781118436417-un0920.eps]

				Laurie Berenson, CPRW, CEIC — Franklin Lakes, N.J.

						[image: 9781118436417-un0921.eps]

				Barb Poole, CCMC, CLTMC, CMRW, PHR, CPRW — Maple Grove, Minn.

						[image: 9781118436417-un0922.eps]

				Kristen A. Jacoway, CRC, CPRW, CCC, CPBS — Auburn, Ala.

						[image: 9781118436417-un0923.eps]

				Tamara Dowling, CPRW — Valencia, Calif.

						[image: 9781118436417-un0924.eps]

				Stephanie Clark, CRS, CIS — Nanaimo, B.C., Canada

						[image: 9781118436417-un0925.eps]

				Melanie Noonan — Woodland Park, N.J.

						[image: 9781118436417-un0926.eps]

				Tanya Sinclair, CHRP, MCRS — Pickering, Ontario, Canada

				Creating a Marvelous Bio

				As air sustains life for living creatures, professional bios sustain careers for responsible jobs. A bio — often called an online bio — is a brief but focused account of a person’s life. It is reflective of an individual’s brand (which I describe in the proceeding section). Sometimes a branding statement and a bio are virtually interchangeable.

				Generally, most online bios are pint-size accounts, compared to the usually longer format of online profiles. But not always. Like beauty, whether you’re writing an online bio or an online profile is in the eye of the beholder.

				You may be surprised by how useful bios have become. They pop up everywhere — from social networking sites, blogs, company and personal websites, and job boards to book covers, association membership pages, speech introductions, and job interview leave-behind documents.

				A bio is sometimes called an online executive bio, online executive summary, or online executive brief; but by any name, the bios are used to advance employment or business objectives. Bios often include a link to a full profile or resume, but they usually omit a photo.

				
Why don’t women brag more?

				A recent study describing a Fortune 500 corporation’s recruiting practices tried to explain why the company was hiring far more men than women. The upshot is that women were flunking the preliminary phone screening interview and were never interviewed in person. Some women were failing to cite their accomplishments. The omission caused screening interviewers to judge them as “unaccomplished.”

				    Contingency recruiting executive Tim Sackett (www.timsackett.com/blog) has a theory about why some women don't lead with their accomplishments and miss out on good jobs as a result:

				“We tend not to want to brag about our accomplishments, but our society has made it more acceptable for men to brag.” I agree. Do you?




			    [image: tip.eps]	What can you do when you're filing a resume in a large bureaucratic system and fear it won't be seen by the right decision maker? Federal job expert Kathryn Troutman (www.resume-place.com) encourages her clients to e-mail a short executive bio as an introduction letter to a federal agency hiring manager and to confirm by postscript that a full resume is available in the official federal system.

				Four more bio tips

				Before you take keyboard in hand and begin pounding out your bio, consider these pointers, which, when followed, set you up to be perceived as outstanding:

				[image: check.png] Read scads of bios — start in this chapter and scout for more examples online. Do this research before you write your own bio. New ideas pop up every 15 minutes, or so it seems.

				[image: check.png] Mention your accomplishments. Repeat: Mention your accomplishments. For example, include your experience in solving specific problems, or how you made or saved money for a previous employer.

				[image: check.png] Spell the words in your bio kurrectly. Beyond familiar warnings that sloppy is as sloppy spells, today’s nearly universal use of keywords in computerized recruiting systems has upped the ante. Incorrectly spelled keywords may not turn up in a system that uses older software. By any measure, “A misspell don’t sell.”

				[image: check.png] Keep track of all the online places where you have posted your bio. You’ll probably want to update it from time to time. And if one day the urge to dramatically shift career gears hits you (for instance, to change your occupation from nursing assistant to truck driver), you’ll want to replace your yesteryear bio with a whole new bio.

				What bios look like

				Bios can be created in a no-frills editorial style, as the first six samples illustrate, or dressed up with graphic design, as displayed in the last three samples. After viewing these nine samples, stick around for a preview of a spectacular new kind of document that Don Burns and I call the bio flyer.

						[image: 9781118436417-un0927.eps]

				Debbie Ellis, MRW, Phoenix Career Group — Houston, Texas

				
Watch what you say

				Never in history has so much information been available about so many people. And the information is for all eyes on publicly accessible websites. Corporations use profile information to specifically market products to you. Identity thieves use profile information to rob you. Think before posting.
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				Kathryn Troutman — Catonsville, Md.

						[image: 9781118436417-un0929.eps]

				Linda Tancs — Hillsborough, N.J.
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				Kathryn Troutman — Catonsville, Md.
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				Debbie Ellis, MRW, Phoenix Career Group — Houston, Texas

						[image: 9781118436417-un0932.eps]

				Tamara Dowling, CPRW — Valencia, Calif.

						[image: 9781118436417-un0933.eps]

				Barb Poole, CCMC, CLTMC, CMRW, CPRW, PHR — Maple Grove, Minn.

				
The B words: Boasting versus branding

				To claim that you are the best player in women’s singles tennis is bragging. But to back such a claim by being ranked the world’s No.1 six times by the Women’s Tennis Association and winning over $40 million in prize money as has Serena Williams is branding.

				Bragging is boasting, often in an obvious or arrogant manner to make oneself seem more important. Branding, on the other hand, is based on more than empty rhetoric any copywriter can dream up. Believable accomplishment-supported branding must stand up to inspection in the glare of bright light: Do you walk the walk when you talk the talk?




						[image: 9781118436417-un0934.eps]

				Tanya Sinclair, CHRP, MCRS — Pickering, Ontario, Canada

						[image: 9781118436417-un0935.eps]

				Art Frank — Flat Rock, N.C.

				Aiming High with a Bio Flyer

				If I asked whether you’ve ever heard of a bio flyer, your response is likely to be crickets.

				See, I made up the handle. Not by choice, but because Donald Burns, the inventor of this new job search document, and I are unable to find a commonly understood term to describe it, and we think bio flyer works. And since Burns and I hold both of the votes at this point in history, bio flyer it is!

				Bio flyers trace their marketing ancestry to the product flyers seen everywhere from knockers on your front door, to booths at auto shows, to demos at big-box stores. The notable difference: In a bio flyer, you are the product.

				The number one reason to consider putting together your bio flyer is that it’s a sales champ.

				The number two reason is that the bio flyer is a multipurpose document. You can make it work for you in numerous settings:

				[image: check.png] In social media, you can use your bio flyer as a replacement for your bio or profile.

				[image: check.png] In job interviews, you can leave behind your bio flyer to remind the interviewer how perfect you are for the job.

				[image: check.png] In networking and prospecting searches, you can circulate your bio flyer as a full-throated introduction to your talents.

				What bio flyers look like

				The following two bio flyers are the innovative creations of Donald Burns, an award-winning writer and executive coach in New York, N.Y. Burns also likes the bio flyer for somebody with a highly marketable skill who is always on the market for a consulting gig.

						[image: 9781118436417-un0936.eps]

				Donald Burns — New York, N.Y.

						[image: 9781118436417-un0937.eps]

				Donald Burns — New York, N.Y.

				Perfecting an Online Profile

				Profiles are creatures of many hues. They range from fairly short, keyword-driven text messages to elaborate documents aglow with pictures, eye-catching graphics, video, and embedded links.

				Most people — across every age generation — now spend almost all their job search time online instead of offline, according to a random survey of more than 5,200 job seekers conducted recently by Millennial Branding and Beyond.com.

				The digital dash in job search is a key factor that explains why attention to online profiles has mushroomed in recent years. If you're in the job market now or expect to be soon, the time's here to get your profile online. As About.com job search guide Alison Doyle says, "If you don't have a professional online profile yet, the best place to start is LinkedIn (www.linkedin.com). Your profile will give you a professional online presence."

				Online profiles vs. resumes

				Is the resume going to die of old age and be replaced by the online profile? My crystal ball is in the shop, but I don’t think so. The two documents serve very different purposes.

				The best resume is customized to be company specific. The next-best resume is targeted to be occupational or industry specific. Your customized resume directly informs a relatively small number of hiring authorities that you’re the champ to bring on board for a specific job.

				
Is your profile open for business?

				Pay close attention to your social media settings to understand precisely how they affect your visibility to employers.

				Those words are good advice from Dean R. DeLisle (www.forwardprogress.net), a well-known business consultant who presents free webinars focused on building the ultimate online profile.

				On the LinkedIn website, for example, DeLisle says that two settings are critical when you want to be found:

				[image: check.png] One is listed under “Email Preferences.” Select the sort of messages you’re willing to receive. Here’s where you specify the types of contacts you welcome, as well as give automatic advice to potential contacts about the times you may be available and the types of positions you’re targeting.

				[image: check.png] The other is listed under “Account Settings.” Activate your Public Profile setting and check all the boxes.




				

				
Keeping your job search confidential

				Are you job hunting on the sly? When you fear firing by your employer if your under-the-radar search goes public, pay heed to the following wise advice from executive talent super agent Debra Feldman (www.jobwhiz.com).

				“Make sure that your LinkedIn account is protected. Do not display new connections, and keep your profile updated continuously, not just when you are in job searching mode. Join online communities where your expertise will be visible to those likely to appreciate your contributions and where you can establish new contacts and develop more relationships.”

				When your credentials are continuously accessible, an employer will not have a specific reason to suspect that you are looking for a new opportunity, Feldman says.




				The online profile is not a customized document, but is more like a one-size-fits-all pitch posted on a digital billboard that’s located on a busy information superhighway and seen, hopefully, by hordes of unknown viewers.

				Unlike the customized resume, the online profile doesn’t say, “Dear Hiring Authority, I’m the one to choose and here’s why,” but “Hey, you, look me over and let me know if you see anything you like.”

				Both documents have value for job seekers. And both have blowback potential when used in a confidential job search, as well as identity security risk.

			    [image: pratfall.eps]	Message consistency matters. Although the two types of documents have different audiences, they should describe the same person. A recruiter's perception of deception is a kiss-off. As Minneapolis executive recruiter Harry Urschel (www.thewisejobsearch.com) explains:

				“If your online profile reports your role as an office manager of a small business, and your responsibilities included accounting, your (customized) resume should never make it appear as if your entire role was as an accountant.”

				Ten tips to improve your profile

				Employers can grab a panoramic view of the type of employee you would likely be, based on your experiences, skills, accumulated knowledge, and results portrayed in your online profile. If the person you project shows enough potential to land on a recruiter’s A-list, you’ll be contacted. Here are ten tips to step up your profile game.

				Show your strengths

				Focus the content on your professional expertise, benefits, and accomplishments. Itemize your current and past employment, education, industry, and know-how. Don’t forget current professional memberships, awards, honors, and certifications. Contact info, including your phone number, is a must. Skip personal information, such as marital status.

				Count on keywords

				Be generous with relevant keywords throughout your profile so search engines come looking for you. Be sure to explain your job titles so search engines can do their job; merely listing yourself as a “consultant” without adding the keywords that identify the field (such as “consultant medial research”) leaves you out in the cold. 

				Write conversationally

				Employers don’t hire profiles; they hire real people. Use short paragraphs and bullets. Lead off your profile with your impressive professional ammo. Write a sizzling opening summary loaded with requirements that job ads report to be important to employers in your sights, and then speak of your matching qualifications.

				Sizzle with headline power

				Pull in readers with energetic headlines, such as these examples:

				Experienced software engineer brings green energy to market

				Office bookkeeper with 100% accuracy record

				Social media manager expert in Twitter, Facebook

				Avoid stretching your versatility

				Some people throw all their qualifications not on the wall to see what sticks, but into their profile to see what connects. They look like jacks-of-all-trades, but masters of none. Employers usually look for specialists, not generalists. (An exception is a mini-business where each member of the workforce must wear more than one hat.)

				Include solid recommendations

				Rather than dose your profile with empty self-praise, encourage others to laud your skills and qualities. You’re more likely to impress when others comment on your work, such as bosses, coworkers, and customers. Factually explain how you made or saved money for the company. Tell how you delivered on a goal and how you earned top performance reviews. Emphasize provable accomplishments. (Count the number of times I mention accomplishments in this chapter, and you know I’m not kidding about the magic of accomplishments.)

				Maintain a complete, updated profile

				A half-finished profile is unprofessional and unimpressive. Keep yours fresh and relevant. Most experts advise you to include an attractive and professional photo. But a photo can backfire if it makes you look FOU (fat, old, and ugly). 

				Omit personal data

				Skip status updates that employers can live without knowing. Avoid joining groups or making connections that aren’t relevant to your field. Don’t put your home address, social security number, driver’s or professional license numbers, or family information in your profile. Restrict contact information to your phone number and e-mail and, if you have one, to a postal mail box address. Generally, treat personal identity information like a classified document to keep identity thieves away.

				Find rewarding gardens of opportunity

				Where should you plant your professional profile? The likely locations of most value are digital networks where you can make connections with people who share your interests in specific professional areas of expertise, such as information technology or journalism, retailing or insurance, medicine or marketing. For job seekers, the social networks at the head of the parade continue to be LinkedIn and Google Plus. Additionally, if you have your own website or blog, post your profile there.

				Facebook and Twitter are potential professional hosting perches. But a growing number of doubters aren’t enthusiastic about using friendship and dating sites to park professional profiles.

				A number of other free websites are available for professional profiles. Many are designed for entrepreneurs who market business products. Some are job-bidding sites. Others specialize in part-time work. Search the Internet to locate “free sites for your professional online profile.”

				Meet prize-winning profiles

				Because some of the best online profiles are spread over many pages (far too many for reproduction in this guide), Career Directors International, the professional writers' association, has posted the winning entries of the six top profile winners of the organization's LinkedIn competition. View CDI'S blue-ribbon profiles at www.careerdirectors.com/toriLI.htm.

				What professional profiles look like

				Check out the two sample one-page profiles that follow. The first sample is a text-only presentation that works well on any platform. The second condenses a longer profile of About.com Job Search Guide Alison Doyle that appears on LinkedIn.

						[image: 9781118436417-un0938.eps]

				Tanya Sinclair, CHRP, MCRS — Pickering, Ontario, Canada

						[image: 9781118436417-un0939.eps]

				Alison Doyle — Albany, N.Y.

				Going Up in an Elevator Speech

				Simply put, an elevator speech (or elevator pitch) for job search purposes is a brief oral overview of who you are, what you do, and how you can help a hiring authority. It’s another branch of the branding concept echoed throughout this chapter.

				Elevator speeches are no place to get lost in details. Most often they run 20, 30, or 60 seconds. Highly successful elevator speeches increase the listeners’ desire to meet again for a longer exploration of what you, the job-seeking speaker, can do for them.

				In case you’re wondering how on earth a quick, succinct summation of what you offer ever became known as an elevator speech, here’s a clue: Supposedly, the colorful term came about because an introduction speech should last no longer than the average elevator ride. In fact, the precise origin of the elevator speech term is — pun alert — left up in the air.

				Eight tips to enjoy the ride

				You may not actually be explaining your life’s experience and job ambitions in an elevator. But even when your meeting venue is a planned, formal dinner, or a job interviewing office, or a career fair, you want to be primed to capture your listeners’ attention. Here are eight tips to be sure you’re heard loud and clear.

				Create a basic format

				Begin writing your elevator pitch by answering the following essential questions:

				— Who am I (student, athlete, veteran, rookie, seasoned worker)?

				— What do I do, or want to do (to help people who hire me)?

				— What is my most important credential (education, award, publication)?

				— Why am I qualified (skills, experience)?

				— What value do I provide (make money or save money for employer)?

				— What stands out about me (dedication to meeting challenges)?

				— What type of employer is most likely to see my value (industry or career field)?

				Cut to size

				When your cup runs over with good things to say about yourself, write it all down. Then keep cutting and editing until you identify three talking points that give a snapshot of your career. Here’s an example:

				(1) I spent 22 years as a successful recruiter and HR manager. (2) I know how to find and retain top talent. (3) Now I’m ready to head up executive talent management in a forward-looking company.

				Hang a hook

				Try to include a hard-to-resist hook — a statement or question using words that glue ears to your speech. Use compelling words like the following:

				Now I take those financial insider secrets and teach people how to . . ..

				Another project I led installed a call center that aided people displaced by the Deepwater Horizon oil spill.

				After I recovered missing evidence in a publicized law case, we won, and amazing things happened after that.

				Prepare targeted speeches

				Although you need a solid elevator speech ready for any occasion, make it listener benefit–oriented by customizing it. The customizing strategy works because human ears perk up when hearing “what’s in it for me.”

				Soak up material

				Practice your speech enough to express key points without sounding as though you’re reading from a teleprompter.

				Go with change

				Every career grows and morphs, and your elevator speech needs to grow and morph with it. Updating becomes ever more urgent as the years pile up.

				End with an action request

				Don’t get so caught up in enthusiasm for your speech that you forget to mention what you need. When you’re speaking to a hiring authority outside of office hours, the action you want is to set up a job interview. Here are two approaches:

				Based on this brief introduction, do you think a future meeting has potential for both of us?

				I hope we can speak further about your company’s current or potential need for people with my abilities. Can I get on your calendar in the next week or so?

				When you’re delivering your elevator speech in an interview (answering the “Tell me about yourself” probe), you want clarification of the next step in the hiring decision. Or you want to know whether the interviewer sees any reason why you’re not well qualified for the open position, to address any negative issues and perhaps overcome the objection.

				Sometimes your action request is for an introduction to an individual who can hire you or open doors for you.

				Express appreciation

				Frame a gracious exit with your final words:

				Thank you for sharing your time with me today.

				What elevator speeches look like

				The following four 30-second elevator speeches were created by Laura DeCarlo of Melbourne, Fla. DeCarlo is president of Career Directors International, a leading professional writers’ association.
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				Common Threads for Your Search

				In today’s era of galloping social literacy, the branding linkage between increasing numbers of job search letters is hard to miss. Message consistency becomes not only vital to your image, but necessary to avoid your being discarded as a deceptive job hunter.

				Your branding statement should communicate to your bio, to your bio flyer, to your online profile, to your elevator speech, and to your business card, “We’re all in this search together.”

				
How to succeed online with really trying

				Control of the online candidate image that employers increasingly use to judge you as a person as well as evaluate the talent you bring to the table is largely — but not entirely — your call.

				Yes, you, the job seeker, are the chief decision maker who rules what goes in and what stays out of an online presence that hangs a halo over your head. But other people, some of them flat-out strangers, also contribute to your image, sometimes disastrously.

				Like it or not, others mention you and tag your photos on Facebook. They upload YouTube videos in which you appear. They spill the beans about you on local websites. They tattle on you in their blogs. In multiple ways there’s no escaping the fact that other people impact your online image.

				In a salute to changing times, recent studies reveal that employers now regularly check search engine results to decide whether you’re included or booted out as someone they’d like to meet and hire. 

				That fact is why I include this trio of tips that won’t cost you a dime to put a shine on your halo:

				    	•	Reputation protection. BrandYourself (www.brandyourself.com), unlike earlier reputation management services that charged customers thousands of dollars, is free for basic services, which CEO Patrick Ambron explains is just right for the vast majority of BrandYourself users.

						This simple, do-it-yourself service is the only product concentrated solely on helping people control the search results for their name.

					•	Expert answers. Quora (www.quora.com) is a free site that allows you to ask and answer questions about any topic, says Chris Forman, CEO of the online job-search organizer StartWire. You can build admirable professional status by answering questions that relate to your professional background. Grab the keyboard!

					•	Name of your game. When you have a common name, such as Joyce Kennedy, you don’t want to be mistaken for someone else online. You can avoid much of the potential confusion by adding a middle initial or name to your online name, such as Joyce L. Kennedy or Joyce Lain Kennedy. 

						“Another strategy is to make sure it’s really your information and not someone else’s that an employer is judging you on. Try to keep your profile names consistent across all the social networks you’re on,” advises Dan Schawbel, Managing Partner of Millennial Branding, and author of Promote Yourself: The New Rules for Career Success (St. Martin’s Press).

						Because there are so many names churning about online, there’s a good chance that the name you want may not be available on all platforms (websites). 

				    		"You may want to use KnowEm (www.KnowEm.com), a free site which matches your name against hundreds of social networks so you can see where it's available," Schawbel adds.




			

		

	
		
			
				Chapter 10

				Interview Leave-Behind Docs

				In This Chapter

				[image: arrow] Leaving something powerful to remember you by

				[image: arrow] Directing hiring attention to your most marketable self

				[image: arrow] Sampling focused messages that make you special

				

				Try to seal the deal at the end of a job selection interview by proffering a new kind of self-marketing document that your competition may not even know exists: the interview leave-behind.

				The leave-behind (LB) doc is a new kind of power tool that’s muscular enough to win the job in a competitive hiring situation. Why? Unlike your resume, which can be cluttered with all kinds of information, the LB zooms in on specific reasons why, after a job selection interview, you should be hired for the open job.

				Typically a single page or two pages filled with data about a topic highly relevant to the specific job for which you are interviewing, the LB describes more details of your accomplishments, skills, or other hiring attractions than does your resume.

				Leave-behinds are presented in hard copies at the selection interview.

				A Leave-Behind Brings You to Mind

				Imagine yourself included in a group of six people on a “short list” for the same job. Now imagine a stretched-thin hiring manager who interviews all of you the same day. All contenders are dressed much the same. All have similar work histories. All seem to ask identical questions. All give cloned replies to questions. All seem to be adequately qualified.

				Now put yourself in the frazzled manager’s shoes. It’s not always easy for the manager to remember one vanilla applicant from another.

				[image: standout_coverletter.eps]	Using a leave-behind as a tool to trigger recognition of who you are and what you can do for an employer is a super idea that’s rapidly gaining momentum among savvy job seekers. You are no longer lost in the crowd.

				Here are three more good reasons to prepare effective leave-behinds.

				Reinforce your strengths

				Even a knock-out customized resume lacks the space to delve into details that could make the final-cut difference between who’s hired and who isn’t.

				A single-focus LB can step into the void and vividly communicate a key value, such as a likeable personality, an ability to learn new things quickly, or another aspect of your candidacy that a hiring employer appreciates. The leave-behind document is an ideal tool for this purpose.

				Distinguish yourself from the competition

				A well-crafted LB demonstrates that you’re charged up and ready to go all out to achieve your goal. You want this job! You’re willing to do extra work to nail it. By example, you demonstrate that you take creative and fresh steps to succeed in your career.

				Jumpstart your follow-up

				Chapter 7 describes the after-interview self-marketing letters you must write quickly to button up each job-search effort. But sooner is better: The hiring authority will have a visible reminder of you and your value before you’re out the door.

				15 Leave-Behind Topics to Remember

				When you decide to use the power of leave-behinds, your first decision is the choice of topic for the best ROT (return on time). Hint: Through research, discover what an employer really values and share what you’ve done in that area. The following topics are a place to start:

				[image: check.png] Accomplishment statement. A listing of your top accomplishments and how they benefited your employers. The CAR (challenge, action, result) true story, set off by bullets, is a favorite format for LBs.

				[image: check.png] Industry experience close-up. A summary of your experience in a specific industry. Employers prefer to hire people who have a track record in their industry, presuming that they know how things work there and won’t make newbie mistakes.

				[image: check.png] Occupation highlights. A brief compilation of high spots in your work history. This approach is the way to go when you’re changing industries and your occupation (such as accounting, sales, or teaching) can be applied to many types of workplaces.

				[image: check.png] Skills summary. A compilation of skills that are useful in the position you seek, including basic skills, thinking skills, people skills, and personal qualities, such as responsibility, self-esteem, and sociability. (See Chapter 17 for more about skills.)

				[image: check.png] Targeted profile. A presentation of who you are and what you’ve accomplished that will help you reach a specific target. This narrative summary markets your key qualifications and career achievements. (See Chapter 9 for more about profiles.)

				[image: check.png] Leadership initiatives summary. A compendium expanding an executive or managerial resume that describes how you excel at being a person others will follow. The summary gives chapter and verse to the favorable results of your leadership.

				[image: check.png] Cultural fit statement. A subjective look at how well you’re likely to blend in with the home team. It may include clues to your personality, attitude, work habits, mannerisms, dress code references, values, and goals.

				[image: check.png] Salary history. A sheet itemizing your compensation record by job title, employer, dates, and annual pay. (Tip: Don’t volunteer this doc. And first read salary negotiation guides to protect your best interests, to avoid “giving away the store.”)

				[image: check.png] Education achievements. Start with a record of the physical educational institutions you’ve attended and what you’ve learned. Typically, this sheet includes brick-and-mortar colleges, universities, and vocational/technical schools.

						Additionally, include distance education coursework and degrees, whether free or paid, credit or noncredit, as well as substantial educational lectures. 

						Do not include fake education degrees from a diploma mill, typically an Internet scam offering worthless credentials for a price. Employers are wise to this fraud.

				[image: check.png] Training snapshot. A document that itemizes job-specific training. Typical sources include on-the-job training, apprenticeship, internship, vocational/technical school, military training and distance study, including online work-related courses.

				[image: check.png] Project plan. A document showing how you planned, executed, and brought to fruition any substantial project, from construction and architecture to software development and company histories. You demonstrate ability, follow-through, and responsibility.

				[image: check.png] Mini portfolio. A multipage showcase of your best work, particularly for creative professionals in marketing, media, advertising, and design. Architects and artists use mini portfolios as LBs, as do interns and new graduates.

				[image: check.png] Certification achievements. A roster of career-boosting certifications that you’ve earned. Certs are available in most career fields, from technology and health care to financial management and human resources. Certs suggest you’re a pro.

				[image: check.png] Performance snapshot. Extracts from performance evaluations, praise from customers and managers, and any other factor showing you’re a top performer for the kind of job you want. See Chapter 12 for additional performance-rating sources.

				[image: check.png] Strengths summary. A list of proven workplace abilities, such as good management skills, dedication to meeting deadlines, quick learning ability, skill in solving problems, willingness to do extra, and proficiency in building teams. Include only strengths related to the position you want.

				Writing Effective Leave-Behinds

				Which topic do you choose for your LB? How much detail do you include? The choice is your call. You’re getting in on the ground floor of using leave-behinds to lasso a job, so few guidelines apply yet.

				But consider these four common-sense keys to writing successful “self-marketing copy” in job search letters:

				[image: check.png] Select content from the viewpoint of how an employer benefits by hiring you.

				[image: check.png] Write as if you’re speaking to one person, and spell the words correctly.

				[image: check.png] Ask a friend with good business judgment to review your copy.

				[image: check.png] Customize your leave-behind for each employer.

				Nothing about the topic, writing, or presentation of leave-behinds is chiseled in stone. Some leave-behinds can be conceptualized from other chapters in this book. Some you will discover in other places. Some you will invent based on your own strategic goals.

				Many leave-behinds are straightforward and presented in an uncluttered design; others are sophisticated and incorporate graphs, charts, maps, statistical summaries, news clippings, and info graphics.

				Review Samples of Leave-Behinds

				The six leave-behind samples that follow illustrate a variety of presentations and formats. All but one are single-page presentations; the other is a two-page format.

				
Make contact management a snap

				Use your smartphone to take a picture of new business cards you receive. Smartphones can pull the cards’ information into their contact base with such programs as Business Card Reader (businesscardreader.com) and CardMunch (cardmunch.com).
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				Stephanie Clark, CRS, CIS — Nanaimo, B.C., Canada

						[image: 9781118436417-un1002.eps]

				Jane Roqueplot, CPBA, CWDP, CECC — West Middlesex, Pa.
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				Stephanie Clark, CRS, CIS — Nanaimo, B.C., Canada
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				Jane Roqueplot, CPBA, CWDP, CECC — West Middlesex, Pa.

						[image: 9781118436417-un1005.eps]

				Debbie Ellis, MRW, Phoenix Career Group — Houston, Texas

						[image: 9781118436417-un1006.eps]

				Laurie Berenson, CPRW, CEIC — Franklin Lakes, N.J.

				

			

		

	
		
			
				Chapter 11

				References and Recommendations

				In This Chapter

				[image: arrow] Realizing that reputation is everything

				[image: arrow] Mastering the art of gathering praise

				[image: arrow] Writing job refs vs. personal refs

				[image: arrow] Surviving loss caused by lousy refs

				

				If you done it, it ain’t bragging.

				This insightful judgment comes from one of America’s most celebrated literary figures, the 19th-century poet, essayist, and journalist Walt Whitman. In a society where modest self-appraisal has been the norm, Whitman’s view is materializing often these days in the intensely competitive 21st-century job market where you score only when you can differentiate yourself.

				Yet merely bragging about how great you are isn’t the same as being able to prove it. If you rely only on your word without presenting tangible evidence to support your self-praise, other people may not believe you or take you seriously when you speak of a past workplace deed — even if you’ve done it. References and recommendations go a long way toward proving your claims.

				Validating claims is why the management of job references has emerged as a hot strategy to promote promising career development. This chapter explains how to maximize the power of your references and recommendations.

				Reference ABCs You Don’t Want to Miss

				When it’s no secret that you’re going to leave your current job, ask your company’s human resources specialist to explain the company’s policy for providing references. Here’s why you want to know:

				[image: check.png] Although a former employer legally can say anything about your work performance that’s factual and true, legal advice to ward off defamation lawsuits causes many employers to limit reference information to dates of employment, position, and compensation. If you’re an ace, that puts you on notice to cultivate recommendations from many sources.

				[image: check.png] You may find out that your company is outsourcing reference data to private companies that charge a fee to prospective employers for your reference information. For more information about this practice, search for “outsourcing reference checks” on the web.

				[image: check.png] You may discover that your employer uses software to numerically measure your value, using such companies as SuccessFactors, Halogen Software, and Oracle.

						A numerical presentation creates a ranking value. For example, if the ranking scale is 1 to 10 and your performance is ranked at 9.5, you’re a star; if you’re ranked at 2.5, you’re in trouble. A numerical ranking is intended to be highly confidential company information that’s used for merit increases and bonus money, for example — not as the basis for an employee reference. Confirm that if a numerical rank is in your files, it won’t be used in your employee reference.

				[image: tip.eps]	While you’re checking out details on what to expect on the reference front from your current employer, also obtain a written copy on letterhead of your work history before you leave your job. You never know when the work history document will come in handy to save a prospective employer time, money, and frustration.

				With the Right References, You Rock!

				[image: remember.eps]	Without question, little today does more to put a high shine on your hiring halo than strong positive statements others have expressed about your abilities and work value. The following strategies, tactics, and document samples can make that happy glow happen for you:

				[image: check.png] Reference lists

				[image: check.png] Reference commentaries

				[image: check.png] Job search letter quotes

				[image: check.png] Letters of recommendation

				[image: check.png] Personal character references

				[image: check.png] Social media references

				Reference lists

				Reference lists are “people” lists provided when an employer wants to “check references.” Usually a one-page document (sometimes two pages), a reference list is delivered at an employer’s request. At a minimum, a reference list provides names with contact information for each person on it.

				An ideal reference list adds perspective by summarizing the basis of your relationship with each reference and includes the qualifications you possess that the individual reference can address.

				[image: tip.eps]	Your reference list can include more than your immediate supervisor, department manager, and HR contacts. Think about obtaining references from second-level management people who direct a division or a unit of a department.

				You want to create a reference list separate from your resume to avoid the risk of reference fatigue. You don’t want to burn out your references by giving too many casual callers access to their names and contact information. Employers typically don’t spend the time and money to check references until after you’re interviewed and are on the short list of potential hires.

				[image: tip.eps]	Sending reference lists or recommendation letters with your resume to recruiters isn’t a cool idea, counsels Jim Lemke, this book’s technical adviser. Recruiters may assume that the documents either are bogus or were written by close friends, to make you come across as a desperate and weak candidate.

				Three savvy reference list samples (TEAGUE, JAMES, MORENO) follow in this chapter.

				
Helping others help you

				An efficient way to compile short reference documents and blurbs is to write them yourself and offer a selection of your compositions to the people who want to support you and your career.

				If you know the potential recommenders well, you can simply ask if you can save them time by drafting a statement for them, subject to their editing. Busy people often are happy to toot your horn but appreciate your doing the writing for them.

				When you don’t know the reference giver all that well, tactfully ask if you can suggest a focus (which you choose among a variety of different selling points about you) and provide examples of the short blurbs others have written.

				At the very least, enclose a suggestion sheet of points you hope to have each recommender make — and, of course, include your resume.




				Reference commentaries

				A reference commentary (also called a recommendation report) is a modern format that often appears as a one- to two-page document of short testimonial quotes. Each quote is expressed in a few sentences — and sometimes in a single sentence. The quotes are similar in style to the laudatory blurbs about a book or an author that appear on book jackets.

				A reference commentary is useful in multiple phases of your job search, from initial contact through the interview stage. For example, you can present a reference commentary early in an interview, using it as an ice-breaker to kick off conversation and set up a favorable impression during the interview. Say something like this:

				I’m assuming that at some point you may want to check my references. In the meantime, this commentary reflects a quick glance at the endorsements of people who know my work as it relates to this position.

				Typically, a commentary features a half-dozen or so blurbs — each one focuses on a different selling point about you. Blurbs appear on pages that maximize white space, for speed reading. Some reference commentaries are pitched in straightforward, linear designs. Others are eye-catching, with creative, abstract touches.

				[image: remember.eps]	The reference commentary is a first-impression marketing tool; it supplements but does not replace full letters of reference from former employers and associates that you may need when hiring is imminent.

				This chapter includes two samples of reference commentaries (KENNEDY, MUNROE).

				Job search letter quotes

				In addition to creating a reference commentary, you can add luster to virtually any of your job search letters with blurbs that zero in on your potential contribution to the type of job you seek. Consider a couple blurb examples:

				Arthur is the go-to leader in his mastery of state agency financing policy.

				Her helpfulness and sunny disposition make Nadine my number one choice when I choose a check-out register at my supermarket.

				Look for samples of blurb-enriched letters throughout this book.

				Letters of recommendation

				A letter of recommendation isn’t wildly effective, but it’s better than nothing in cases when a company disappears, your boss dies, or a reference is difficult to contact. Begin now to round up praise in a reference folder, also called a reference dossier. Routinely collect a letter of recommendation whenever you, a supervisor, or a coworker says goodbye.

				A recommendation letter affirms your experience and competence, and adds credibility. An excellent letter provides some combination of the following:

				[image: check.png] Introduces the recommender, explaining the recommender’s basis of knowledge for your reference

				[image: check.png] Confirms dates and job title(s)

				[image: check.png] Identifies skills, competencies, and other qualifications that make you an ideal candidate for a potential employer

				[image: check.png] Describes your performance and attitude

				[image: check.png] Highlights several of your exceptional qualities, using examples

				Consider this excerpt of an effective employment recommendation letter:

				Jane was able to develop her assertiveness skills under my supervision. When she first came into the department as a payroll clerk, she was not as assertive as was necessary in dealing with the other departments.

				After taking an assertiveness course and developing great self-confidence, Jane was able to develop her conflict-resolution skills, and she was promoted twice in the accounting department before leaving the company to take a manager’s position elsewhere.

				I highly recommend Jane for her willingness to work on areas in which she needed improvement.

				This example — straightforward and sincere — praises a quality of interest to all employers: Willing worker accepts criticism and takes steps to improve job performance.

				
Interns get specific

				For interns, a letter of recommendation is a written statement supporting an application for a specific internship program or fellowship. You can store reference materials and letters of recommendation online at a for-fee service, Interfolio.com.




				This chapter includes two sample recommendation letters (DEVRIES, SMITH).

				Personal character references

				Employment references come from people who are directly familiar with your work. By contrast, personal references discuss your positive personal attributes. They’re written by people who typically are familiar with your behavior outside the workplace.

				Although employment references are the heavy hitters in the hiring game, personal references have their uses, as About.com job searching guide Alison Doyle explains:

				If your work record isn’t perfect, you can bolster your candidacy with a good character reference. If you are looking for your first job, you can use personal references instead of employment references.

				Sources of personal references

				Who do you ask to write a personal reference for you? You have many prospects, including the following categories of people who know the real you:

				[image: check.png] Relatives and friends

				[image: check.png] Neighbors and acquaintances

				[image: check.png] Coworkers and trade association acquaintances

				[image: check.png] Businesspeople and professionals

				[image: check.png] Fellow religious worshipers

				[image: check.png] Fellow volunteers at nonprofits

				[image: check.png] Professors, teachers, and sports coaches and teammates

				Content of personal references

				What should a personal reference say? When commenting on general qualities, give an example. One page of several paragraphs is usually adequate. Among the personal attributes your recommender can comment on are the following:

				
					
						
								
								Capable

							
								
								Helpful

							
								
								Persistent

							
						

						
								
								Charming

							
								
								Intelligent

							
								
								Punctual

							
						

						
								
								Confident

							
								
								Motivated

							
								
								Reliable

							
						

						
								
								Conscientious

							
								
								Observant

							
								
								Stylish

							
						

						
								
								Creative

							
								
								Optimistic

							
								
								Trustworthy

							
						

					
				

				Social media references

				You can find all the types of references and recommendations described in this chapter on the social media channels of information distribution.

				
Customized references are well worth the effort

				You probably know that customized resumes aimed at a specific position or career field are leagues more effective than generic resumes. The same principle applies to references and recommendations. The cream of the crop are tailored to fit a specific opportunity.

				But reference givers aren’t on your payroll. You can’t ask them to spend their free time customizing praise for you by rewriting it again and again. So what’s the answer? Build a large roster of potential recommenders, and try not to ask too much too often.

				Here’s what legendary executive job search guru John Lucht (RiteSite.com) recommends:

				“No matter who you are, always keep a secret list — with current contact information — of everyone who’s a logical reference on every job you’ve ever held. Your main focus is on the past five to ten years, of course. Except for jobs requiring a security clearance, normally, no one snoops back 15 or 20 years.” Lucht illustrates who should be on a manager’s list:

				[image: check.png] Each of your superiors in each job.

				[image: check.png] Some enthusiastic subordinates from each job.

				[image: check.png] Prominent coworkers. Perhaps peers. The vice president of finance or the controller, if you’re in marketing or manufacturing (or vice versa).

				[image: check.png] Third parties, such as customers, suppliers, and even competitors you know from industry committees.




				Whether you ask for personal or employment recommendations on social media, be selective by tapping well-regarded recommenders whom you know well — or who at least know the quality of your work.

				How valuable are the seemingly endless verbal hugs plastered all over LinkedIn and other social media websites? Aren’t they regarded as a dime a dozen? Well, no.

				Recommendations found on social media are like money in the bank because people risk their own good names by choosing to go public to recommend you. These people have worked with you, supervised you, done business with you, or have some reason to know how special you are and can verify that you are who you say you are.

				Handle Reference Problems Skillfully

				References are deal breakers if something goes wrong and you fail to respond to bad news with effective repair moves. References can also hang you out to dry when you’re making a secret search and are exposed by the gathering of recommendations. Here’s what to do when you get bad news.

				Fighting back in reference trouble spots

				When you’re walloped with an unacceptable reference that seems sure to sink your search, never roll over and play dead. Get up off the mat and start punching, whether the reference-based turndown isn’t your fault or whether you deserve the trashing.

				Strategy when you’re blameless

				If you’re ever victimized by untrue words that threaten your employment future, fight back with the following script suggested by author and media celebrity Tony Beshara, a top-flight placement and recruiting professional in Dallas (tonybeshara.com).

				In Beshara’s scenario, personable office clerk Katie and jealous office supervisor Jenny have a toxic workplace history because Jenny thinks the company’s owner shows favoritism toward Katie. Jenny fires Katie and lies to prospective employers in reference checks, telling them that Katie didn’t do her job and wasn’t a good employee. Katie fails to make a new work connection but eventually discovers that Jenny is the villain.

				Here’s how Beshara suggests that Katie solve her problem:

				Speaking in a calm, nonthreatening tone, Katie should call Jenny and say nicely but firmly that the negative reference is closing employment doors and must stop.

				If Jenny is unresponsive, won’t come to the phone, or won’t return a voicemail — which is very likely — Katie should write a letter to Jenny with the same message and send a copy to the owner of the company. Katie need not threaten defamation litigation in her letter because the owner, using common sense, will figure out the company’s potential risk.

				Additionally, Katie should call the owner, review the situation, and say that although she doesn’t want to cause problems, she does want to be able to go to work and support herself. Katie then can ask the owner to be the one to provide future references for her, since he has firsthand knowledge of her work and she’s only asking that he tell the truth.

				Strategy when you’re at fault

				If you were invited to depart for cause, move immediately to your best damage-control mode. Even if you snagged a basic reference letter on your way out the door, try to arrange a meeting with your previous manager to neutralize your relationship and improve the reference you’ll likely receive when potential employers begin inquiring about you.

				Because of the uptick in wrongful termination lawsuits, most employers are willing to discuss giving a more positive reference if the booted employee agrees not to pursue litigation.

				Ask your old boss if you can meet to reach an agreement on how the company will respond to future reference requests. Detail the great lessons that you’ve learned from your termination, and thank your ex-boss for helping you to see the light.

				Then say, “I’m worried about getting work in the future. Can we come up with something so that this learning experience doesn’t stand in my way?” If you get a cold shoulder, be gracious, smile, and thank your ex-boss for considering your request. This sincere effort on your part may prove to be surprisingly helpful on the reference front.

				Can’t you just forget to mention your former direct boss, who may well blow the whistle on you? No. That omission is a red flag for employers, signaling that something’s off base with your performance.

				A classic tactic for this dilemma is to crowd out a bad reference with multiple good references. Another tactic: Concentrate your job search on small firms that may not check references or that may be more inclined to take a chance on someone.

				Tiptoeing under the radar screen

				A stealth job search has always been tricky to pull off without risk. If you give your boss as a reference at your current company, your secrecy jig’s up and you may find that pink is the color of your next pay envelope.

				Worse, in this age of digital danger, that risk has shot up to red alert.

				For example, do you sync your personal and work mail accounts on your smartphone? Are the messages archived? Are sent messages accessible? How far back do they go?Do you have apps installed that provide direct access to your social networking accounts, including Facebook, Twitter, and LinkedIn?

				Browse for Google’s privacy policy and understand what user data may be spread from one Google product to another, including Gmail. Similarly, revisit privacy policies for social media you use.

				Consider four suggestions to rack up references while keeping your job search under wraps:

				[image: check.png] Use the names of former supervisors at other companies, preferably individuals you’ve kept in touch with and tipped off in advance that you’re on the move.

				[image: check.png] Call on reliable contacts you’ve made at professional organizations.

				[image: check.png] Never ask for praise from coworkers or current vendors. They may innocently let it slip to your supervisor that you’ve already mentally left your job, or even purposely curry favor with your current management by whispering in the boss’s ear.

				[image: check.png] Emphasize to prospective employers that your job search is confidential. When an offer is near, say that, upon receiving a signed offer letter, you’ll be pleased to have the prospective employer check with your current management and that, if you don’t stack up as advertised, you understand that the job offer is null and void.

				Anticipate who you’ll need as references, and clue them in on your undercover search as your faith in their discretion allows.

				Put Time on Your Side

				Three out of five employers (62 percent) report that when they contacted a reference listed on an application, the reference didn’t have good things to say about the candidate. Such is the word in a 2012 survey by CareerBuilder (careerbuilder.com), a leading global company in the human capital solutions industry.

				Harris Interactive conducted the study among 2,494 hiring managers and human resource professionals, and 3,976 workers across industries and company sizes.

				Most employers (80 percent) confirmed that they do contact references when evaluating potential employees. And get this: A majority (69 percent) said speaking with a reference has changed their minds about a candidate.

				Now you know why Rosemary Haefner, CareerBuilder‘s vice president of human resources, urges that it’s vital to “Make sure you are including your biggest cheerleaders among your job references.”

				[image: remember.eps]	It’s also vital to give yourself as much lead time as possible to drum up reference deliveries from people who admire you and want to cheer you onward and upward. In other words, start now. Your cheerleading team won’t respond with the same sense of urgency you feel when you’re in full job search mode and need those references yesterday.

				Turn the page to begin your review of a tasty collection of reference and recommendation samples.

				
A surprisingly simple move generates references

				When you don’t have references from people who work in the company you’re leaving, try the “one good word deserves another” approach. After you’ve made your exit, send your former boss and some coworkers appreciative e-mails. Spell out how much you enjoyed knowing them, how much you learned, how you hope you’ll see them in the future, and so on.

				By return e-mail, you’ll probably receive right-back-at-you good wishes. The e-mail’s header will show the author. Print and add each e-mail to your reference folder.




						[image: 9781118436417-un1101.eps]

				Dan Dorotik, NCRW — Lubbock, Texas

						[image: 9781118436417-un1102.eps]

				Jane Roqueplot, CPBA, CWDP, CECC — West Middlesex, Pa.

						[image: 9781118436417-un1103.eps]

				Tamara Dowling, CPRW — Valencia, Calif.

						[image: 9781118436417-un1104.eps]

						[image: 9781118436417-un1105.eps]

				Louise Garver,CPBS, JCTC,CMP, CPRW, CEIP — Broad Brook, Conn.

						[image: 9781118436417-un1106.eps]

				Jane Roqueplot, CPBA, CWDP, CECC — West Middlesex, Pa.

						[image: 9781118436417-un1107.eps]

				Debbie Ellis, MRW, Phoenix Career Group — Houston, Texas

				
15 job references you never want

				You don’t know when you’re going to need a reference from the company where you work. Because of legal risk, it’s become a widespread policy for large employers to limit their reference comments to a confirmation of employment, time of service, and position. But small firms may not be HR savvy enough to stick to the game plan of name, rank, and serial number. And you never know when a brutally honest blast will pop out of a manager’s mouth when asked about a former employee.

				Your goal, of course, is for references to salute your talent and character, not the other way around, as these totally made-up one-liners suggest:

				Let this not be said about you

				[image: check.png] “You must be kidding me. He didn’t actually give my name as a reference!”

				[image: check.png] “There’s nothing wrong with him that a miracle couldn’t cure.”

				[image: check.png] “She insisted on playing loud music throughout work hours.”

				[image: check.png] “He was very insistent on making his own schedule and rules.” 

				[image: check.png] “She said she’d worked for a specific agency, and we found out that she didn’t.”

				[image: check.png] “She always gave 100 percent at work: 10 percent Monday, 23 percentTuesday, 40 percent Wednesday, 22 percent Thursday, and 5 percent Friday.”

				[image: check.png] “This employee reached rock bottom and started to dig.”

				[image: check.png] “He works well when under constant supervision”

				[image: check.png] “I’ve never heard of this person.”

				[image: check.png] “She must have two brains: one is lost; the other is out looking for it.”

				[image: check.png] “He was hyper and off the wall.”

				[image: check.png] “I was told that the candidate didn’t do the work she claimed to do during the interview.”

				[image: check.png] “He has the mind of a man who falls for everything and stands for nothing.”

				[image: check.png] “He works eight hours and sleeps eight hours. I fired him because they’re the same eight hours.”

				[image: check.png] “She can’t be beat. No one is her equal at hitting the nail squarely on the thumb.”




			

		

	
		
			
				Chapter 12

				Online Portfolios, Prezis, and Videos

				In This Chapter

				[image: arrow] Marketing yourself online with a work portfolio

				[image: arrow] Selling your talents in living color with a prezi

				[image: arrow] Exercising caution with videos in your search

				

				Are your space-limited resumes and public profiles robust enough to rake in job interview invitations? If you’re not sure recruiters really get you — your super work experience, credentials, accomplishments, skills, competencies, personality essence, and winning track record — think about adding online platform tools. Specifically, consider work portfolios and prezis that include video clips.

				If the term “prezi” is a stranger to you, join the crowd. A prezi is constructed with dynamic presentation software that opens a new world between whiteboards and slides. Its zoomable canvas makes it an adventure to explore your marketable qualities. (Check out more prezi details later in this chapter.)

				[image: remember.eps]	The new types of online platforms this chapter describes don’t replace your customized resumes or public profiles, which are — and, for the foreseeable future, are likely to remain — the Western world’s dominant job search documents.

				 Best Prospects for Telling Your Story

				Certain occupations benefit from digital getting-to-know-you media far more than others. Although creative professionals steal the show, in random order, here are a few of the many good bets for work portfolios and prezis.

				artist, graphic designer, architect, fashion designer, journalist, photographer, actor; manager in advertising, promotions, public relations, marketing, and sales; teacher, chef, baker; real estate professional; fundraising executive; lawyer; business manager; engineer; health care professional, veterinarian; information technology expert; accountant, financial manager; auto body repairer, tree trimmer, gardener, house painter

				A common thread for individuals in these types of occupations — whether they work sitting down or standing up — is a requirement to reach goals or solve problems. They devise a plan to do so, carry out their plan, and come up with rewarding results they can show to the world via media and technology. A few specifics illustrate their techniques:

				[image: check.png] Creative workers use all media to show their talent, from broadcast and print, to photos and film, to art and video.

				[image: check.png] Engineers and programmers show results with impressive building projects or new technology developments, perhaps sprinkling in a few audio-recorded references.

				[image: check.png] Accountants and financial managers load up with charts and graphs.

				[image: check.png] Trades workers score with before-and-after photos of their work.

				By contrast, even excellent workers who perform repetitive tasks — on a production line, for instance — are challenged to reap a return on investment for their time and expense when creating strong online presentations.

				 Rewards of Online Presentations

				If you think your occupation is a natural for online presentations and decide to try it, four advantages are waiting in the wings for you:

				[image: check.png] You call the shots. One of the first moves hiring authorities make after identifying an attractive lead is Googling the person. Displaying your credentials on a work portfolio, a prezi, a video, or even your own website gives you the edge in exerting a degree of control over what they find. Job seekers have a story to tell, and you can best tell it in your own way on your own terms.

				[image: check.png] You stand out. Visual examples of your accomplishments, milestones, and completed projects are more believable when seen than merely read. You have visual proof that you can do what you say you can do.

				[image: check.png] You enlarge the picture. A resume doesn’t have enough space for bullet points, several paragraphs, and a blurb of endorsement to tell your entire work story. Online presentations have room to show who you are, where you’ve been to gain your qualifications, and what you can accomplish in the future.

				[image: check.png] You spread the word. Refer to your online presentation platforms — especially your work portfolio — in all your application materials. Put the word out by using social media; use active links in your social bios to connect potential employers to your presentations. Your chances of inspiring hiring authorities to tap you for interviews expand substantially as you document the talent you deliver.

				[image: remember.eps]	Researchers say that vision trumps all our other senses and speak of a theory called the picture superiority effect (PSE) to explain how humans absorb information. One PSE report notes that 72 hours after an oral presentation is concluded, only 10 percent of the audience can remember what was said — but when the presentation includes visuals, 65 percent of the audience can recall the information. Visuals apparently not only catch the eye, but also boost the power of memory.

				Think about your own information processing: Do you remember more details when a presentation includes images, slides, photos, videos, color, and design?

				The next two sections discuss docs that raise your “remember me” score.

				Attract Interest with a Work Portfolio

				Your goal in presenting an online work portfolio is to make readers feel as if they know you, respect you, and like you. By inviting hiring authorities to view a close-up of your talents and personality, your online presentation opens the door to conversation.

				Portfolios can range from something as uncluttered as a long version of your resume, to a website well endowed with materials. Keep your portfolio up-to-date, with no broken images, broken links to other sites, or stale information.

				
Company business stays company business

				Even if you don’t work in a highly regulated industry like financial or legal services, beware of posting details of your company-related accomplishments online without express written permission from your employer.




				
Stashing online portfolios

				Pick your best platform to host your online portfolio, advises popular career authority Heather Huhman (heatherhuhman.com).

				“Choose a platform from countless hosts for online work portfolios that is specific to you and your goals,” Huhman says.

				“Google ’free online document storage websites’ and ‘free online storage apps.’ You’ll find many offers of free storage. In the Internet space, what’s available today may be gone tomorrow, so periodically check back to confirm that the online storage site or app you select is still up and running.”

				You can also look at fee-based document storage websites, such as InterFolio.com, and easily present your work online to prospective employers and educational institutions.

				For additional helpful advice, search for (1) “The Online Portfolio: How It Can Help You Land a Job,” by Heather Huhman, and (2) “Preparing Content for a Website Portfolio,” by Eric Miller.




				Your basic online portfolio includes your contact information, your resume, your cover letter, and a customized assortment of other illuminating content, such as the following information, which I identify in random order:

				[image: check.png] Career summary and goals. A capsule statement of where you’ve been, where you hope to go, and what you bring to the table. Get ideas on what to include and how to express yourself in Chapter 9.

				[image: check.png] Reference blurbs, letters. Short endorsements and references, especially potent in a video showing the reference giver speaking. For more ideas, review Chapter 11.

				[image: check.png] Lists of accomplishments. A consistent record of success stories on how you have benefited or will benefit employers. Accomplishments aren’t job duties and responsibilities or personal achievements, such as college graduation. Find a sample accomplishment sheet in Chapter 3.

				[image: check.png] Degrees, licenses, and certifications. A listing of details on how you gained qualifications in your career skills: college, vocational/technical school, state testing, or a professional organization, for example.

				[image: check.png] Samples of your best work. A collection of samples in any media, such as video, film, reports, papers, brochures, projects, photos, structures, products, art, designs, published books, and more.

				[image: check.png] Case success studies. A showcase of problem-solving talent and leadership qualities. The C-A-R method (challenge, action, result) is a popular format; the candidate uses video and displays documentation.

				[image: check.png] Marketable skills. A group of skills, competencies, and qualities that employers will pay for. For example: “Demonstrate technical skills, management skills, and communication skills.” Read Chapter 17 for suggestions of skills.

				[image: check.png] Awards and honors. An assemblage of any certificates of awards, honors, and industry recognition. Recent college graduates should include evidence of scholarship awards and elected offices.

				[image: check.png] Conferences, workshops, and industry expos. A roundup of professional or industry conferences, seminars, workshops, expos, and conventions that relate deep interest in and connections to career fields or industries.

				[image: check.png] Professional development. A listing of professional association memberships and participation, including committee memberships and chairs, offices held, and reports written.

				[image: check.png] Military records. A listing of military service, military occupational specialties useful for civilian employment, and badges and awards of personal valor or exceptionalism.

				[image: check.png] Blogging. A blog reflects you professionally and personally. You may be blogging about your concern for animals, or maybe you’re on the membership committee for the local Toastmaster’s Club.

				[image: check.png] Volunteering. A description of volunteer activities as it relates to your career. Community service can be invaluable for new graduates and for re-entry women who return to work after raising children.

				[image: tip.eps]	Don’t overload your portfolio with information that can’t support its own weight in marketing you for employment. If you suspect that a recruiter can’t grasp your subject in a few minutes, give it a makeover.

				Electrify Employers with a Prezi

				[image: standout_coverletter.eps]	Confession: I don’t know as much as I should about prezis. Consolation: Not many people do. This deficit can well work for you because it offers a chance to jump ahead of the pack and stand out from your competition.

				Prezi fundamentals

				A prezi is relatively new presentation software that explodes with excitement on a computer screen. At a viewer’s direction, topics zoom in and out of the spotlight — what tech buffs call “a zooming user interface.” No one falls asleep watching a prezi. 

				The word prezi in lowercase letters is a short form of the Hungarian word for “presentation.”

				The capitalized word Prezi refers to the leading commercial company for prezis: Prezi.com. The company’s presentation templates are free to job seekers. If you’ve never seen an example of this high-octane technology and want to jump right in, the Prezi.com website is the place to start.

				Prezi job seeker samples

				To quickly grasp how a job seeker’s prezi impacts viewers, get blown away by viewing the following samples; use the Google URL shortener assigned to each. The links are case-sensitive and will not work if you do not type them exactly in the capital and lowercase letters shown next.

				[image: tip.eps]	The basic navigation principle for a prezi is “follow the arrows.” (If you still can’t figure out how to jump from one stunning attraction to another, do as I do — beg a teenager for help.) Check out this trio:

				[image: check.png] Justin Mason, web design/library specialist
http://goo.gl/ukiZK

			    [image: check.png] Marie Maurannes, instructional materials designer
http://goo.gl/bq12M

			    [image: check.png] Katherine R. Hale, human resources professional
http://goo.gl/qlkbG

				 Video: Hiring Tool or Turnoff?

				Video resumes are risky for job seekers because they invite discrimination. That’s the finding of a recent survey, noting that even the best-trained managers have been known to practice subtle discrimination against candidates. They do it on the basis of race, age, gender, looks, and sexual orientation — or as one responder added “old, fat, ugly.” 

				The discrimination finding was reported in the “2012 Global Hiring Trends Survey” of recruiters, human resources professionals, and business owners. It was conducted by Career Directors International, a leading organization of professional resume and career writers.

				So, if a first video look at you can kill your job chances, why does a second video look at you make a big difference? After you’ve been evaluated and added to a short list of potential hires for a job, hiring authorities now want to discover every useful fact about you. A short videoclip then becomes a welcome addition to your online presentation.

				
Can you really keep a lid on job search?

				Even if you aren’t looking for a job, should you maintain an online work portfolio because it showcases your accomplishments and industry activities? And should you then worry that doing so will raise the alarm in your boss’s mind that you may not be currently satisfied, are wide open to competitive offers, and are no longer trustworthy to share inside company information? Maybe.

				Here’s what an experienced manager, who wishes to remain anonymous, says about the secrecy issue:

				The online world is now an open kimono. When I look at the LinkedIn profile of an employee and see that ‘open to jobs’ is in the employee’s profile, I get nervous. If there were two competing employees for one position and they had similar capabilities, I would promote the one who did not have ‘open to jobs.’

				Some career advisers emphasize that everyone’s going digital today and that you can paper over a loss-of-confidence threat by letting your boss know about your status statements and making clear that they’re part of your long-term career goals. Maybe.

				Although the jury’s still out on the online potential to expose your secret job search, here’s how I see the issue:

				[image: check.png]  When the job market is slim-to-none for your type of work, think hard about how your online presence may reflect on your boss’s trust of your veracity and the possible consequences.

				[image: check.png]  In an opportunity-rich job market, seeing your online presence may instead cause your boss to more quickly promote you, or to give you a raise because you’re too good to lose.




				You can personally create a brief and simple but effective video segment, as the following sample illustrates:

			    Graeme Anthony, British public relations professional
http://goo.gl/WbBya

				View more samples of basic videos by hopping onto YouTube.com and searching for “job search.”

				 Virtual Job Search is Racing Ahead

				New tools and practices, many of which evolved from the explosion in the use of social media, are shaking up the ways jobs and people find each other, as the growth of online presentations illustrates.

				Job seekers who don’t want to be left behind history’s hill will commit themselves to learning more about how technology is changing the job market day by day. Some will self-educate, others will line up tutors, and still others will seek out continuing education courses and workshops.

				
Sell the steak along with the sizzle

				When you’re marketing yourself in glamorous and creative new kinds of presentations, don’t forget about the fundamentals of selling yourself. And give earlier generations a pat on the back for knowing plenty about selling when telling.

				The most famous piece of sales advice ever — “Don’t sell the steak, sell the sizzle” — is a maxim popularized by American super sales trainer Elmer Wheeler in the 20th century. It means that, when selling a product or an idea, smart sellers focus the audience’s attention on the benefits (the sizzle), not on the features (the steak).

				Selling the sizzle for a standby electric generator, for example, may look like this:

				Protect your home and family against power outages every day, whether you are home or away.

				But after the sizzle’s hook has captured the consumer’s attention, the question is how the generator can protect home and family. How does the consumer know the claim has a basis in reality?

				A good start on answering the how question is to modify the maxim and sell the steak, like this:

				Our top-rated standby generator reliably provides whole-house backup power within 10 seconds of a power outage.

				When building job-search presentations, the product you’re selling is you and your ability to do a superior job. Don’t be stingy with the sizzle — but don’t overlook the steak. When you claim status as a top candidate for anything, remember to give the reader a basis for believing that you aren’t making the stuff up by including facts and numbers.

				Online portfolios, prezis, and videos are ideal platforms to sell both your sizzle and your steak.




			

		

	
		
			
				Chapter 13

				Getting Ahead in the Job You Have

				In This Chapter

				[image: arrow] Creating a range of workplace communications that work like a charm

				[image: arrow] Skillfully tooting your horn with written words that pull in the cash

				[image: arrow] Composing documents that make others see you as an up-and-comer

				

				No matter how much or how little you write on the job, every word you put on screen or paper has the potential to add zing and zip to your career’s forward momentum.

				Even when you’re better at talking than writing, if you don’t make good use of written communications, you’re leaving opportunity on the table to earn more money, get bumped up to a higher level, and cement good relationships with coworkers and bosses.

				This chapter focuses on expanding your use of digital and print letters, memos, notes, reports, and other documents where you now work. The big idea is to impress the higher-ups and give you a future edge if you decide to try moving up a few job titles. 

				You’ll find suggestions ahead that you may not have considered important in bygone days when jobs were falling out of the sky and you could grab them with one hand tied behind your back. Times have changed.

				Messages That Grow Your Career

				When you’ve been in the same job for a long time, it’s easy to grow stale by drifting into a rut. The rut may be old-shoe comfortable, but do you really want to keep doing the same old, same old in the same old way forever?

				Where do you want to go in one to three years? And what if your company lays off gobs of employees, moves to a faraway location, or shuts down entirely — would you survive? Unlike earlier generations who counted on having a good job for as long as they wanted one, you can’t depend on today’s employer to keep you onboard until you’ve finished your working years.

				One good answer: Refresh your career development with the types of communications this chapter describes and illustrates.

				Asking for a pay raise

				As the familiar adage goes, “When they say it’s not about the money, it’s about the money.”

				Sometimes the truth is stark. In late 2012, an online Harris Interactive survey for Career Builder sought to pin down which job factors are most important to today’s workers.

				The survey found that 70 percent of nearly 4,000 full-time workers nationwide said “Show me the money.” Employers were sent the message that increasing salaries is rated the best way to keep employees from departing the premises. Other factors count, too, but bumping up paychecks is the name of the game.

				So now you know what you need to do if a pay raise doesn’t appear automatically as part of a normal performance review cycle: You raise the issue of your raise.

				Obviously, it’s a misstep to burst in on your boss unannounced and exclaim, “Hey, Scrooge, you owe me a pay raise!” You need an appointment to discuss the seriousness of your request. But exactly how to set up that appointment is the great divide where opinion splits. Both sides have merit, depending on differing situations.

				Opinion A: Ask to meet, but don’t say exactly what about

				[image: tip.eps]	Face-to-face is always the best way to discuss compensation so that you have the opportunity to develop a two-way dialogue about your hoped-for raise. So when you ask for an appointment, it’s a good idea to be a bit vague about your objective.

				But won’t your manager feel sandbagged if you gloss over the purpose of the appointment only to be put on the spot without advance notice of the topic? It could happen. On the other hand, if you define the topic in advance, it’s much too easy for your manager to reply that a raise isn’t possible at this time and refuse the meeting. “Don’t let that happen!” advises Debbie Ellis, MRW, of the Phoenix Career Group in Houston, Texas.

				Here’s Ellis’s sample phrasing for an appointment-seeking e-mail that doesn’t shut down your prospects too quickly:

				Because being successful in business is a two-way street, I am very interested in talking with you about how I can contribute more to the bottom line of ABC. May we set aside 20 minutes next week to discuss my role and development? I appreciate your advice and am willing to make myself available at a date and time that works for you. With my thanks in advance for your consideration.

				Opinion B: Ask to meet, but be direct about the topic

				[image: tip.eps]	Write the boss an e-mail treating your appointment as a business meeting, which it is:

				Working here is my ideal job, and I’m grateful for the opportunity. I would like to meet with you to further discuss the financial value I bring as a player on your team. Please let me know the best time for you.

				Alternatively, when you’ve been tasked with additional duties, try this e-mail approach:

				I’m delighted you have chosen me to handle additional responsibilities. I won’t let you down. I hope to meet with you as soon as your calendar is open to talk about some details of my new responsibilities and the possibility of a pay increase for accomplishing them to your satisfaction.

				Still another approach to set the tone of the raise appointment reflects an employee writing as a mentor for an unpaid intern:

				You appointed me to be Karl Witt’s mentor during the past five months of his internship. Karl is graduating this year and I’d like to meet with you next week to discuss why I think he should be retained for regular employment at the normal starting rate. When would be the best time for you? My week is jammed Tuesday and Wednesday, but otherwise, I can bend my book to make room for this important conversation.

				Regardless of which approach — vague or specific — you choose to book an appointment to discuss your hoped-for raise, begin immediately to compile your persuasive facts.

				Right things to say

				Keep the following points in mind when preparing your face-to-face statement:

				[image: check.png] You enjoy your job and very much like working here.

				[image: check.png] Your accomplishments matter to the company: Give one or more examples. Especially mention several times when you went beyond your job description to make money or save money for the company.

				[image: check.png] Mention what you’ve done to overcome your deficits, such as achieving additional education or training, self-study, or practice. Show your commitment. Show that you know how to learn.

				[image: check.png] Conduct market research on such free salary websites as salary.com, payscale.com, glassdoor.com, and indeed.com. Knowing current market rates for what you do arms you to speak knowledgably about pay for your job. If you say that you’re being paid under market rates, you need authoritative data to back up your claim.

				[image: check.png][image: remember.eps] Incorporate such phrases as “I hope you’ll consider” and “when the timing is right.” You’re not demanding; you’re negotiating.

				Wrong things to say

				Never say “Give me my raise or I quit” or “I have another offer. Can you match it?” No one is irreplaceable. When backed against the wall, many managers will simply ask how soon you want to leave. Negotiate on your own merits without a high-drama threat.

				Present a request statement at your pay raise meeting

				At the beginning of your appointment, hand your manager a short letter that makes your case. Your statement will facilitate the discussion, as well as provide a record of it for final decision makers.

				Review two sample raise letters at the end of this chapter (PFAUTCH, CHURINOV).

				Requesting a promotion

				Did your earlier push for promotion fail? Recover by realistically identifying the reasons your bid went nowhere. Among the possibilities: Were you passed over because of how you’re falling short in your current job? Was it because you have certain correctable weaknesses? Was it because you don’t project a positive attitude with a smile on your face?

				Whatever the cause, you can take three steps to engineer a brighter tomorrow for your career.

				First, take an honest inventory of yourself as a candidate for promotion. What can you offer in a higher-level job, such as competencies, skills, judgment, and, most of all, profit-producing behaviors, to put yourself on a fast track with a promotion every couple years?

				Second, conceptualize a plan by figuring out how you can magnify your strengths and correct any deficiencies.

				Third, work your plan by drafting a statement with your persuasive facts onscreen or on paper.

				Right things to say

				Keep the following points in mind when preparing your statement:

				[image: check.png] In requesting a promotion, write of your capacity for growth and what you’re doing about it, such as taking extension courses, learning through online training, or tapping subject experts in your network. Concentrate on the several most important areas in your work that will allow you to make and be recognized for important contributions.

				[image: check.png] Fine-tune your timing. Commenting that a company expansion is on the horizon, noting that a promising new account has just come in the door, and observing that someone in your logical promotion path is about to leave the company are all examples of opportune times to make your pitch. The right timing isn’t when your company has just lost a major account or is surfing bankruptcy.

				[image: check.png] A note of appreciation to an executive for allowing you to attend an industry seminar with your immediate boss is both appreciated and strategic. As career coach and author Donald Asher suggests, “Praise your immediate boss, explaining how much you and your boss learned and accomplished at that Chicago trade show.” This great idea is both subtle and effective.

				[image: check.png] When asking for a promotion that would leave your current job vacant, mention that you’ve trained (or can train) one or more subordinates to seamlessly take over your job when you leave it. The message is clear: The work you accomplish for the company is being left in good hands when you’re elevated to the next level.

				Wrong thing to say

				Never claim that you’re indispensable. Your bosses may decide that you’re too valuable where you are, that your departure would leave a void, and that you can’t be replaced.

				Write a formal request for promotion

				In this example, the employee seeking promotion doesn’t ask for an appointment, but instead hits the issue head-on with a letter to his manager asking for more responsibility and a higher-level position.

				Review the sample promotion request letter at the end of this chapter (GORDON).

				Applying for an internal job vacancy

				When you hope to rise through the ranks to nab a specific internal job, adequate research is a must. Sniff around for information among coworkers in the department housing the vacancy to find out what the job’s really about and why the previous job holder left. You want to be sure that the job is worth your effort to land and that you will accept it if offered.

				[image: remember.eps]	The people you’re talking to may also be applying for the position and purposely not share the real deal. Discretely try to get the facts before you show your hand.

				Stephanie Clarke of New Leaf Resumes in Nanaimo, B.C., Canada, suggests that you seek a meeting and use a short e-mail note to schedule it with the appropriate manager. Here’s Clarke’s sample phrasing:

				Undeniably keen on continuous improvement, one that includes fostering a lean workforce, I am submitting my application for the position of Continuous Improvement Coordinator.

				My resume and cover letter provide examples of continuous improvements in identifying opportunities, building interdepartmental teams, providing staff training, writing reports, creating presentations — a full cycle of CI project rollouts.

				With results that have, for example, recaptured $35K in AR write-offs, increased assembly by 200%, and saved $175K/year in staffing requirements, I hope you will see the benefit of meeting for further discussion.

				I look forward to hearing from you.

				[image: pratfall.eps]	Don’t apply for every open position at your company, even if it offers more money, more prestige, and more room to grow. Doing so dims your chances of being taken seriously. Your objective is to show that you’re perfect for some jobs and you’re cultivating a career path within the company — not merely looking to make more money any way you can.

				Right things to say

				Keep the following points in mind when preparing your statement:

				[image: check.png] Remember to show courtesy, tact, and charm in your writing style.

				[image: check.png] Make sure your manager knows that you’re pursuing another position within the company. Involve your manager from the beginning, and mention in your statement that you have your manager’s support.

				[image: check.png] Highlight your history of positive job performance and your desire to keep expanding your contribution.

				[image: check.png] Close the letter with a sentence or two talking about your loyalty to the company and enthusiastic expectation of a continuing relationship.

				Wrong thing to say

				Never hint that you think the company already has someone lined up for the position. (Even if you’re right, they won’t appreciate your cynicism.)

				Tossing your hat into the ring for an open job where you work and expecting no competition is naive. Instead, take pains to write a first-rate statement of your interest, as the final two sample letters at the end of this chapter demonstrate (MERCADO, PETERS).

				Asking for a lateral move

				A lateral move is a career positioning tactic. It occurs when an employee changes to an equivalent role in an organization, typically for similar pay and a job title at the same level. It’s a sideways move, not a promotion.

				Until the last half-dozen years, the good life in the corporate world was achieved with only one direction: up. Ambitious people went “up or out.” Now that lateral movement has become a viable career tactic, you can say that “over joins up.” The ladder of yesteryear has morphed into a lattice.

				The lateral tactic has special advantages for middle managers. A manager who’s had cross-training has a leg up on understanding how multiple departments function and interact with each other and is primed for top management.

				What’s in a lateral move for you? The following quartet of situations unveils some of the most popular reasons:

				[image: check.png] You require additional skills for your target position and need a “feeder” job to beef up your qualifications.

				[image: check.png] Your work is being outsourced, but you want to remain in the company.

				[image: check.png] You’re in school and can’t handle the stress of a promotion at this time.

				[image: check.png] You’re at war with your boss and seek an escape.

				Before writing your statement asking for a lateral slot, hop online to read the excellent article “How to Make a Smart Lateral Career Move,” by Jena McGregor, Fortune Management.

				Right things to say

				Keep the following points in mind when preparing your statement:

				[image: check.png] Show appreciation for what the company has done for you already. Mention specific considerations, kind acts, and your promotions.

				[image: check.png] Explain why you’re applying for a lateral position. Perhaps you’re preparing for future career progression and you’ll be even more valuable to your company after you hone your talent package in the XYZ function.

				[image: check.png] Mention your competencies and skills that will be lost to the company if you’re forced to work for another company: “My performance reviews have recognized my accomplishments and expertise in [list in bullet form]. I really want to continue my record of job excellence within this company.”

				[image: check.png] If your reason for a lateral move in another locale is actually a personal transfer request (perhaps a member in your family is ill, and the treatment center is in a city where your company also has a facility, or your spouse has been transferred to another locale), say so and offer a written plan for the transition.

						Close with a simple assurance that you recognize that the company would be doing you a favor:

						You have known me to be conscientious and reliable. I hope we can work together to effect a smooth transition that meets both of our needs. Thank you for your consideration.

				Wrong thing to say

				In explaining your itch to switch sideways, don’t focus on what you want — keep the focus on what the company wants.

				Cover Your Bases with Workplace Docs

				You’ve just read about the benefits of written requests for raises, promotions, internal jobs, and lateral moves.

				But there’s much more to using documents to your advantage in a modern workplace. Whether your message is good, not-so-good, or neutral, present it in a positive light. Here are five categories with document examples.

				[image: check.png] Keeping management current with status reports and time targets. Examples: 

					•	a project status summary

					•	request for project deadline extension

				[image: check.png] Aiding company with risk management issues. Example: 

					•	request for additional security guards

				[image: check.png] Showing you follow company policies and procedures. Examples: 

					•	request for employer’s consent to moonlight 

					•	request for clarification of non-compete agreement

					•	request for clarification of company overtime pay rules

					•	rules for use of company credit card

					•	request to see your HR file

				[image: check.png] Assuring management you take performance evaluations seriously. Example: 

					•	concrete plan to improve your performance 

				[image: check.png] Confirming you’re a team builder by introducing top talent. Example:

					•	recommendation of candidate to company hiring authority

				What other kinds of helpful written workplace messages did I miss? You can e-mail me at jlk@sunfeatures.com.

				
Smartphone rudeness in the workplace

				Want to be popular at work? Show respect for co-workers during talks and walks. No one feels appreciated when forced to compete for attention with your digital device as you text or tweet, or make your digital footprint too loud in the next cubicle. Who will cheer for you when you demonstrate your attitude: “You’re not important enough to gain my full attention”?




						[image: 9781118436417-un1301.eps]

				Debbie Ellis, MRW, Phoenix Career Group — Houston, Texas

						[image: 9781118436417-un1302.eps]

				Debbie Ellis, MRW, Phoenix Career Group — Houston, Texas

						[image: 9781118436417-un1303.eps]

				Jane Roqueplot, CPBA, CWDP, CECC — West Middlesex, Pa.

						[image: 9781118436417-un1304.eps]

				Melanie Noonan — Woodland Park, N.J.

						[image: 9781118436417-un1305.eps]

				Vicki Brett-Gach, CPRW — Ann Arbor, Mich.

				

			

		

	
		
			
				Part IV

				Best Writing Elements

				[image: 9781118436417-pp04.eps]

				In this part . . .

				Make your job search letters sing your praises. The chapters in this part guide you toward crafting home run messages. You find suggestions for adding zing to your words, starting your letters with verve, and closing with a line that puts you in command and in demand. You get writing guidelines that make sure your first impression is faultless and great tips for representing your skills at their attention-garnering best. 

			

		

	
		
			
				Chapter 14

				Writing Your Way to a Job

				In This Chapter

				[image: arrow] Feeling blocked? Overcoming word jams

				[image: arrow] Getting a leg up with powerful messages

				[image: arrow] Knowing what to do in any situation

				

				When should a resume risk its reputation by going unescorted into the mean streets of the job search without a cover letter? Almost never. One exception is when your resume is parked on a job site database where you hope it’ll be the reason for a recruiter’s aha moment.

				But when your resume is making the rounds of prospective employers, send along a bodyguard — a cover letter or note. I mean whether you’re communicating in response to a job post/ad, or sending an unsolicited prospecting letter, or making a networking effort. Cover letters forever!

				Today’s cover letter for a resume usually arrives via computer or other digital device, but occasionally it shows up on paper. Whichever medium you use, the important cover letter — as well as its extended family of job search letters — is a vital tool you definitely need to grow your future.

				Zooming In on the Basics

				“Not so fast!” you say. You can barely write your name, much less a killer job search letter. I’m betting you can do much better than you may think.

				If not, consider hiring a professional writer. (See the Directory of Job Letter Writers in the Appendix of this book.) Or if you have the strategy but lack language skills, maybe you can find a word-wealthy friend with whom to trade a few home-cooked meals or tickets to a hot event in exchange for well-chosen verbs and nouns.

				At the very least, this chapter coaches you to recognize a Stand Out job search communication when you see one.

				
IF U R interested, plz . . .

				Text-speak is a no on cover letters. Y? The texting made popular by cellphone-accessorized thumb jockeys is a different language, one not appropriate for business writing. The brevity of language demanded of text messaging doesn’t meet writing standards, as in “I’m applying for your GR8 job.” Yes, there are still standards, and they are enforced by people who read job search letters. Text-talk, and they won’t CU later.




				Advantages of Stand Out Letters

				When your letter or note attracts interest, employers read your resume to confirm a positive first impression. (Alternatively, other employers turn first to your resume and, when they like what they see, page back to your letter to glean other gems about you.) The trick is to make your letter qualify for the short stack of keepers, not the big pile that gets passed over. So what’s the trick?

				[image: standout_coverletter.eps]	Five hallmarks define a Stand Out cover letter, separating it from a one- or two-sentence yawner attached merely to restate the obvious — that your resume is attached. These hallmarks are

				[image: check.png] Strong personalization

				[image: check.png] High energy

				[image: check.png] Relevant information

				[image: check.png] Moderately informal

				[image: check.png] Interesting to read

				Admittedly, creating these works of job-hunting art takes time. But there are at least ten good reasons why a Stand Out letter is worth every minute you spend working it up:

				[image: check.png] Making a good first impression: As your first knock on the door, a Stand Out letter grabs the attention of a hiring professional: “Hey honcho, stop! Look at me! I have the qualifications that you need to make money for you or to save money for you. Here’s what I can do for you!”

				[image: check.png] Putting focus on an employer: Psychologists are right — we all like to think about ourselves. That goes double for employers. The Stand Out letter focuses on the employer, in contrast to the resume, which focuses on you.

				[image: check.png] Selling your benefits, not features: As sales aces know, customers buy benefits, not features. They buy the sizzle, not the steak. Your letter is a great chance to personalize your qualifications in terms of benefits. By correlating an employer’s requirements with your top competencies and skills, your knowledge, your work experience, and your achievements, you can believably claim that a specific organization is a perfect place for you to make a valuable contribution.

				[image: check.png] Showing savvy without boasting: A Stand Out letter demonstrates your ability to understand and fulfill a company’s specific needs. It shows that you are smart enough — and committed enough — to scout the company’s products, services, markets, and employment needs.

				[image: check.png] Warming up your audience: Somewhat like the built-in acceptance that occurs when a studio announcer warms up the audience before a TV star appears, a Stand Out letter presells your attractiveness as a candidate. It predisposes the hiring professional to like you, forming an image of you as qualified, personable, and superior among competitors in a high stack of applications.

				[image: check.png] Keeping a measure of control: A Stand Out letter puts a degree of control in your hands. It sets up a reason for you to contact an employer, if the employer doesn’t beat you to it. By promising contact within a given time frame, when you do call, you can truthfully get past a gatekeeper by saying that your call is expected. And when you’re blocked by voicemail, a good tactic is to leave another message saying when you will call again. And do it, showing that you are a candidate of your word.

				[image: check.png] Indicating that you do good work: A Stand Out letter is evidence that you’re able, knowledgeable, and talented, and that you take pride in your work. By contrast, a poor and boring letter suggests that your work will be poor and boring.

				[image: check.png] Confirming critical thinking skills: A Stand Out letter shows the employer how your mind works — how you formulate ideas and pull them together into a rationale that makes sense. Moreover, your letter proves that you can communicate your thoughts in writing — a useful requirement for sales letters, memos, and reports.

				[image: check.png] Taking years off your image: If you’re a job hunter more than 15 years out of school, make a point in your letter of showing that you don’t believe the way you worked yesterday is necessarily the best way to work today and tomorrow. Mention major changes that a target industry is undergoing and explain what you’ve done to keep pace. A letter is an ideal place to convey that you’re leaning forward.

				[image: check.png] Knocking on new doors: When your most recent work experience is different from the career field you want to enter, use your letter to accent your skills that best match the new field. Should you mention why you want to switch? Doing so just calls attention to your less-than-perfect match for the job. At times, though, it may be necessary. Suppose that you worked for four companies, each of which was sold. You might conclude your letter by saying something like this:

						I am well qualified for a small company where wearing many hats is useful. I gained broad experience in different environments during [dates] at four companies: A, B, C, and D. Each company was acquired, resulting in changes of management. Despite departures of key personnel, excellent references about my successful performance at each are available.

				Disadvantages of Stand Out Letters

				There aren’t any.

				Unfreezing Writer’s Block

				When you find yourself struggling with writing a letter, a very big reason may be that you haven’t thought through your career goals. You really can’t do your best writing about where you want to go until you know where that place is.

				Even when you’re certain of your direction, you may be stuck at square one. This phenomenon is called writer’s block.

				[image: tip.eps]	One cure professional writers use to break through writer’s block is called freewriting. Writing becomes a problem for some people when they try to start at the beginning. When you freewrite, take about 15 minutes to randomly pound away at your computer keyboard. Do not slow down to organize or edit. After you’ve keyboarded for the full 15 minutes, read over your work. Highlight ideas, words, and phrases you can use in your letter. You may wish to freewrite several times until your thinking ink warms up.

				Another technique to stop staring at a blank screen is to first try to understand the reader’s viewpoint. Human images help set up the tone of the letter. Picturing the reader is easy when you know the person, but if your words are addressed to a stranger, take your best guess. 

				Once you’ve visualized the reader, kick-start your writing by answering the following questions:

				[image: check.png] Which qualities do you want to emphasize in your letter?

				[image: check.png] Why will your letter be interesting and important to the reader?

				[image: check.png] What benefits do you bring to the reader’s company?

				[image: check.png] What special skills or talents set you apart from the competition?

				[image: check.png] Why do you think your employability (person-specific) skills will help you fit into a new company?

				[image: check.png] How are your previous jobs similar to those you now seek? If the jobs are different, what skills are the same and cross over?

				[image: check.png] What do you like about the company to which you are applying?

				[image: tip.eps]	Here’s a tip for people who speak better than they write. Recruit a friend to engage in a recorded discussion about the target job. Tell the friend why you are a hot prospect to fill it. From that recording may come sound bites that lift your letter out of humdrum oblivion.

				As you embark on the process of learning to write Stand Out cover letters, keep in mind that your first draft is probably going to be shredder food for ground squirrels, but your editing and refining can fix almost anything.

				Ugly Typos, Sloppy Letters, Few Offers

				No self-respecting guide to better job letters would dare omit a finger-wagging warning against sloppy word work. So here’s a stern but true lecture.

				In my contacts over the years with thousands of people who hire people, never have I known even one hiring authority to preach the virtue of goofy grammar, bizarre punctuation, keyboard errors, wayward lowercase, texting abbreviations, or other crimes against accepted business language usage. Everyone who reads jobs letters and resumes for a living is against that sort of thing.

				[image: pratfall.eps]	Watch out for these familiar missteps:

				[image: check.png] UnAcxeptable spelling. No large academic studies have confirmed it, but anecdotally, it’s no surprise that spelling shockers are responsible for big numbers of rejections for blundering job seekers. My assessment comes from nearly constant reports of such blunders as managers who attempted to describe their previous rolls (they meant roles) and applicants who could not even spell the word error correctly.

						If you’re writing too fast to be accurate, remember that simple mistakes can put your brand at risk. Fast is good, but accurate sells.

				[image: check.png] Grammar gaffes. Spell checkers can’t help letters that say things like “would of known” instead of “would have known.” For a crash course in good grammar, see handbooks published for administrative assistants and secretaries; otherwise, retake English 101.

				[image: check.png] Poisoned proper nouns. Addressing a letter to “Mr. Michael R. Forest” (when his name is correctly spelled “Mr. Michael R. Forrest”) won’t win over an employer; it just convinces him that you have a short attention span. (I actually did exactly that on a book cover.)

				[image: remember.eps]	The moral to this warning: Proofread until your eyes fall out of your head. Many hiring professionals blow off a qualified candidate if even one typo appears in a letter or resume. Hiring success is in the details.

				Overcoming What-If Worries

				What-if questions are legitimate puzzlers when writing job search letters. The best answers aren’t always obvious. Here are solutions to some of these common concerns:

				[image: check.png] What if I’m responding to a recruitment ad? To whom should my cover letter be addressed?

						Send your Stand Out letter with a resume (see my book Resumes For Dummies) to the individual named in the ad. Follow instructions.

				[image: check.png] What if the ad’s instructions say to send the letter and resume to the human resources department?

						Do it. The resume will likely be put into a digital database and stored for a long time; you may be considered for a number of open positions. In addition to following instructions, send a Stand Out letter to the name of the department hiring manager (your prospective boss). Say that your resume is on file with HR. Get the hiring manager’s name by anonymously calling, or use the social networking connections I describe in Chapter 2.

				[image: check.png] What if I don’t know enough about the position to write a Stand Out letter?

						Look up job descriptions for similar positions and read recruitment ads. Try to make online contact with people in the target career field or industry. You can also go after a long shot: Try to get through on the telephone to a person who does similar work for a competitor.

				[image: check.png] What if I’m responding to a third-party recruiter? Do I send the same materials?

						Yes, but mention that although you’re very interested in this position, you would like to be considered for other jobs if this one doesn’t pan out.

				[image: check.png] What if I’m initiating a possible opening at a company that hasn’t advertised one?

						Research to determine who has the authority to hire you. Send your self-marketing materials to that person. Even more effective is to meet your target at a professional meeting or find a third party whose name you can use as an introduction.

				The Anatomy of a Job Search Letter

				Every letter contains the same bones beneath its unique skin of qualifications, experience, and focus. The upcoming sections take you from head to toe of a job search letter.

				Contact information

				Your postal mailing address, mobile and home telephone numbers, e-mail address, Skype number, blog address (if you have a business-related blog, not a party blog), and Twitter address, if you have one, appear first on a job search letter.

				[image: tip.eps]	When applying for an international position, spell out your state, followed by a comma and USA (as in Mesa, Arizona, USA). A Skype number for video calls on the last line of the contact information encourages response. Also, putting your contact phone number in international format (+1-555-555-5555) shows you are hip to the international scene.

				For contact information layout ideas on your letters, look at the sample letters in Part II and Part III.

				Date line and inside address

				Place the date two lines below your contact information, and place the inside address two lines below the date. Aligned with the left margin of the page, enter the name of the person to whom you’re writing.

				Traditionally, you include the correct prefix, such as Mr. or Mrs., Dr., or Rev. But this is no longer a cut-and-dried rule — contemporary letters do not always include a prefix, especially when addressed to decision makers in informal workplaces.

				If you know the job title of the addressee, include that information on the same line as the addressee’s name or on the following line.

				The next line contains the organization name and is followed on the next lines by the address.

				On the right side of the page, aligned with the inside address information, you can include a subject line labeled RE: (which is an abbreviation for Regarding) to highlight the reason for correspondence.

				Salutation

				Your salutation is like the eye contact that establishes a connection and begins the dialogue. Do your best to identify the person who will read your letter and address that person directly. Not only does your reader appreciate being addressed by name, but this personal bit separates your letter from the ones written by people who didn’t take the time to do a little research into the company.

				If you absolutely can’t uncover the name of the hiring manager, write Dear Employer or Good Morning. It’s a cheerful way to begin. Because no one enjoys reading mail addressed to a generic person, never address your letter to Dear Sir or Madam or To Whom It May Concern.

				[image: remember.eps]	Try, try, try to discover the name of your reader. It’s courteous, it takes initiative, and it indicates genuine interest in the company and, most important, in the job.

				Introduction

				Your introduction should grab your reader’s attention immediately. (See Chapters 16 and 17.) As the kick-off to your letter, it grabs your reader and cements interest to compel a hiring authority to keep reading.

				All sorts of rules are given for ways to start your letter. Some say, don’t start with I. Others advise shock value and creativity, a risky approach unless you’re a skilled writer. Still others suggest that you begin with the name of a mutual acquaintance. The most important rule is to compel the reader’s interest in sticking with you until you’ve said what you want to say. (Glance ahead to Chapter 16 and 17 for examples of engaging openings to your letter.) 

				Body

				The body of your letter communicates essential information that the employer should know about you — skills, accomplishments, education, training, and quantified statements. Remember to focus on the benefits you bring to the employer’s table. Work in a branding statement, if you have one. (See Chapter 9.)

				The body of your letter should include a very brief background summary of your relevant experience. This material is information that the reader can get from your resume, so don’t spend too much space on it in your letter. But don’t be tempted to leave it out. Without this key selling point, your reader may never get to your resume.

				Conclusion

				The last segment of your letter expresses appreciation for the reader’s time and explains what happens next. It says when you will call to set a time for an interview, or it motivates the hiring authority to call you before anyone else does.

				Closing, signature, and enclosure line

				The closing section is the handshake before parting, sincere and warm. Sincerely, Sincerely yours, and Very truly yours are the most popular, but other choices include Best regards and All the best or just All best. Don’t forget to put a comma after your closing line.

				[image: tip.eps]	Even if your name appears with your contact information at the top of your letter (highly recommended), type your name below your signature (four lines below the closing) so that there will be no confusion about spelling.

				After you’ve motivated your reader, the enclosure line provides a direction. Indicate the item that you’ve sent with your cover letter, such as a resume or portfolio. This line directly follows your signature and typed name.

				In communicating online, you can sign off with only your typed name, or you can use a cursive typeface. (Search online for “cursive fonts.”)

				Get Ready to Write

				To supercharge your career for takeoff, make your cover letters terrific! Take more risks, offer more surprises, and find fresh ways to sell your benefits and skills. Pledge to never send a run-of-the-mill letter again. From now on, you’re in Stand Out mode!

				
Even great job letter writers can flub

				Gonzo journalism is slang for freewheeling, exaggerated, outrageous writing.  The term reflects  an  off-the-wall approach,  pushing modernism to an extreme kind of writing. The biggest name in gonzo writing was the late journalist and author Hunter S. Thompson.

				In 1958, Thompson applied for a job writing for the revitalized Vancouver Sun newspaper in Canada. He launched his campaign by mailing The Sun’s editor a prospecting letter.  Here are a few samples from what became a legendary communication.

				Giving an frank opinion

				Thompson’s letter opened with an attention-grabber:

				“I got a hell of a kick reading the piece Time magazine did this week on The Sun. In addition to wishing you the best of luck, I’d also like to offer my services,” he said. His next paragraph was a doozy:

				“Since I haven’t seen a copy of the ’new’ Sun yet, I’ll have to make this a tentative offer. I stepped into a dung-hole the last time  I  took a job with a paper I didn’t know anything about  (see enclosed clippings) and I’m not quite ready to go charging up another blind alley. By the time you get this letter, I’ll have gotten hold of some of the recent issues of The Sun.  Unless it looks totally worthless, I’ll let my offer stand.”

				Pouring salt on wounds

				The great gonzo guy continued to say that his arrogance was intentional, that he’d rather offend The Sun’s editor now than after he started working for him. Thompson embellished his sentiments,  adding complaints about the current state of journalism, which among other choice condemnations, he described as “generally stuck in a bog of stagnant mediocrity.”  Thompson’s description of his current boss — the “lad” he worked for — was even more poisonous.

				Thompson’s closing paragraphs are memorable:

				“Most of my experience has been in sports writing, but I can write everything from warmongering propaganda to learned book reviews. I can work 25 hours a day if necessary, live on any reasonable salary, and don’t give a black damn for job security, office politics, or adverse public relations. I would rather be on the dole than work for a paper I was ashamed of.”

				Is extreme frankness risky?

				Did gonzo Thompson land the job at The Sun? No.  Although Thompson’s letter stood out, he didn’t get the job. Why not? A man I’ll call Steve, presumably a reader participating in thefuturebuzz.com discussion about the legendary prospecting pitch, said he thought that Thompson’s s letter  was “funny” and “interesting,” and that he might call the writer of such a letter in for an interview just to meet him, but then Steve dropped the bomb:

				“I can’t see myself hiring someone who so enthusiastically displayed and highlighted their copious baggage.”




			

		

	
		
			
				Chapter 15

				Language That Snap-Crackle-Pops

				In This Chapter

				[image: arrow] Pepping up your words

				[image: arrow] Selling yourself with style

				[image: arrow] Reaching into a grammar first-aid kit

				

				I once asked a friend who writes and publishes career books whether he genuinely likes to write. “Well, no,” he responded, “I like to have written.”

				That sentiment sums up everything for many who do almost anything to avoid writing but who know that they can’t escape this lifetime without learning to write certain things — self-promotional job letters are some of those things.

				Armed with the pointers on language, grammar, and organization included in this chapter, you will be well on your way to writing an awesome job search letter.

				Refreshing Your Language

				Make the writing task easier for yourself not only by reviewing a few rules of grammar, but also by reminding yourself to answer the big “So why?” and “So what?” questions in every letter.

				So why are you writing?

				Never assume that the purpose of your letter is obvious to your reader. You are writing a job search letter — or another type of job doc — ultimately aimed at employment or career growth.

				
[image: tip.eps]Visualize your audience

				As you work to get the right razzle dazzle into your cover letter, here’s a writing tip from the pros: Visualize your reader and write specifically for that reader. Speaking directly to your reader may seem obvious, but this tenet is said to be one of the most overlooked aspects of effective writing. Writing to a real person makes your letter more personable and interesting to read. It shows that you have considered your reader and want that person to understand what you have to say.

				If your blank sheet of paper is beginning to look like the place where you’ll spend eternity, rip a page from a magazine featuring a picture of someone who could be reading your letter, tape the picture to your computer, and write to that specific person. Who cares if you select a picture of a conservative middle-aged man with gray hair when, in reality, the reader of your letter is a vivacious young woman with bouncing red curls? No matter. The process — the visualization allowing you to target a particular human being — is what counts.




				If you’re writing a cover letter, you want to land an interview. Say so. Try to maintain control by saying that you will be in touch at a specified time to see whether an interview is possible. When this approach seems impractical, like when you respond to a blind recruitment ad, close with a benefit you offer — “My former boss describes me as the best multimedia designer in the state. Can we talk?”

				If you are writing another type of job letter, tell your reader exactly what you want. Leave no room for guessing.

				So what? How does it matter?

				For each sentence you write, ask yourself, “So what? What does this information mean to my reader — a benefit gained, a loss avoided, a promise of good things to come — what?” Don’t, for instance, merely list a bunch of skills and achievements — what good will those skills do for the person who reads your letter?

				Must you always interpret for the reader the benefit of your skills and accomplishments?

				[image: check.png] Yes, if a ghost of an outside chance exists that the benefits of your skills and achievements will not be evident to the reader.

				[image: check.png] No, if the listing of your skills and achievements is so strong that an eighth grader will get the message.

				For more illustrations of when you must interpret your benefits, look over the sample cover letters in Part II.

				[image: remember.eps]	Getting into the habit of asking yourself “So why?” and “So what?” boosts the power of your job letters by 100 percent.

				Technical versus nontechnical language

				Tailor your language to your reader. If you’re an engineer writing to another engineer, use technical language. If you’re an engineer writing to a director of human resources, your reader may not understand technical engineering language; explain any technical terms in simple, everyday language.

				Concise but thorough

				Because your reader may be pressed for time, aim to write a concise but thorough letter. In a cover letter, for example, tell your reader as much about yourself as you can, but don’t make your reader wade through extra words and unnecessary details. Consider the following example:

				I am a person who believes that the values of fervent dedication, cooperative teamwork, dynamic leadership, and adaptive creativity really make up the cornerstones and are the crucial components of any totally successful sales venture.

				Revised using concise but thorough language, the same sentence now reads:

				Dedication, teamwork, leadership, and creativity are essential to successful sales.

				Use short words, sentences, and paragraphs. Avoid cramming too many ideas into each paragraph. Logically break long paragraphs into several short ones.

				Write in specific terms; avoid vague descriptions. Use numbers, measures, and facts — detailed information rather than unquantified generalities. Consider the following example:

				I saved the company a fortune when I instituted a new system for scheduling.

				Now read the same example, revised for specifics:

				I saved the company more than $1 million in production when I instituted a new system for production scheduling.

				Table 15-1 provides a list of word baggage to avoid and Stand Out words to replace them. Avoid using the words marked with “eliminate.”

				Table 15-1	Stand Out Replacements

				
					
						
								
								Instead of

							
								
								Write

							
						

						
								
								able

							
								
								can

							
						

						
								
								about

							
								
								approximately (be precise)

							
						

						
								
								above

							
								
								this/that

							
						

						
								
								absolutely

							
								
								(eliminate)

							
						

						
								
								according to

							
								
								said

							
						

						
								
								ad

							
								
								advertisement

							
						

						
								
								advance planning

							
								
								planning

							
						

						
								
								advise

							
								
								write/perform

							
						

						
								
								aforementioned

							
								
								this/that

							
						

						
								
								ahold

							
								
								reach/get hold of/obtain

							
						

						
								
								along the lines of

							
								
								like

							
						

						
								
								alot

							
								
								a lot

							
						

						
								
								a lot of

							
								
								many/much

							
						

						
								
								alright

							
								
								all right

							
						

						
								
								arrived at the conclusion

							
								
								concluded

							
						

						
								
								as per

							
								
								according to

							
						

						
								
								as to whether

							
								
								whether

							
						

						
								
								at a later date

							
								
								later

							
						

						
								
								at the present time

							
								
								now

							
						

						
								
								at the present writing

							
								
								now

							
						

						
								
								attached herein

							
								
								attached/enclosed

							
						

						
								
								attached hereto

							
								
								attached/enclosed

							
						

						
								
								Bachelor’s degree

							
								
								Bachelor’s

							
						

						
								
								bad

							
								
								poor/inappropriate

							
						

						
								
								beneficial success

							
								
								success

							
						

						
								
								better than

							
								
								more than

							
						

						
								
								between each

							
								
								between every/beside each

							
						

						
								
								between you and I

							
								
								between you and me

							
						

						
								
								bit

							
								
								(eliminate)

							
						

						
								
								but however

							
								
								but or however

							
						

						
								
								but that

							
								
								that

							
						

						
								
								cannot but

							
								
								(eliminate)

							
						

						
								
								can’t hardly

							
								
								can hardly

							
						

						
								
								city of San Francisco

							
								
								San Francisco

							
						

						
								
								close proximity

							
								
								close or proximity

							
						

						
								
								close scrutiny

							
								
								scrutiny

							
						

						
								
								close to the point of

							
								
								close to

							
						

						
								
								cohese

							
								
								cohere

							
						

						
								
								concerning

							
								
								about

							
						

						
								
								concerning the matter of

							
								
								concerning/about

							
						

						
								
								continue on

							
								
								continue

							
						

						
								
								disregardless

							
								
								regardless

							
						

						
								
								due to the fact that

							
								
								because

							
						

						
								
								each and every

							
								
								each or every

							
						

						
								
								end result

							
								
								result

							
						

						
								
								entirely completed

							
								
								completed

							
						

						
								
								equally as

							
								
								as or equally

							
						

						
								
								estimated at about

							
								
								estimated at

							
						

						
								
								every other

							
								
								every (second) day

							
						

						
								
								ex-

							
								
								former

							
						

						
								
								fewer in number

							
								
								fewer

							
						

						
								
								file away

							
								
								file

							
						

						
								
								for the purpose of

							
								
								for

							
						

						
								
								for the reason that

							
								
								because

							
						

						
								
								for your information

							
								
								(eliminate)

							
						

						
								
								gather together

							
								
								gather or together

							
						

						
								
								good success

							
								
								success

							
						

						
								
								he is a man who . . .

							
								
								he . . .

							
						

						
								
								he or she

							
								
								he

							
						

						
								
								idea

							
								
								belief/theory/plan

							
						

						
								
								i.e./e.g.

							
								
								that is/for example

							
						

						
								
								if and when

							
								
								if or when

							
						

						
								
								important essentials

							
								
								essentials

							
						

						
								
								in accordance with a request

							
								
								as you requested

							
						

						
								
								inasmuch as

							
								
								since/because

							
						

						
								
								in connection with

							
								
								about/concerning

							
						

						
								
								in excess of

							
								
								over/more than

							
						

						
								
								in order to

							
								
								to

							
						

						
								
								in respect to the matter of

							
								
								about/regarding

							
						

						
								
								in spite of

							
								
								despite

							
						

						
								
								in the amount of

							
								
								for

							
						

						
								
								in the area of

							
								
								about

							
						

						
								
								in the field of medicine

							
								
								in medicine

							
						

						
								
								in this day and age

							
								
								now/today

							
						

						
								
								irregardless

							
								
								regardless

							
						

						
								
								join together

							
								
								join or together

							
						

						
								
								keep continuing

							
								
								continue

							
						

						
								
								kindly

							
								
								please/very much

							
						

						
								
								kind of

							
								
								rather/somewhat

							
						

						
								
								know-how

							
								
								knowledge/understanding

							
						

						
								
								known to be

							
								
								is/are

							
						

						
								
								large portion/number of

							
								
								most of/many

							
						

						
								
								last but not least

							
								
								(eliminate)

							
						

						
								
								like for

							
								
								like

							
						

						
								
								like to have

							
								
								(eliminate)

							
						

						
								
								lot/lots

							
								
								(eliminate)

							
						

						
								
								love

							
								
								(eliminate)

							
						

						
								
								magnitude

							
								
								importance/significance

							
						

						
								
								Master’s degree

							
								
								Master’s

							
						

						
								
								more essential

							
								
								essential

							
						

						
								
								more perfect

							
								
								perfect

							
						

						
								
								more specially

							
								
								specially

							
						

						
								
								more unique

							
								
								unique

							
						

						
								
								most carefully

							
								
								(eliminate)

							
						

						
								
								most certainly

							
								
								(eliminate)

							
						

						
								
								mutual cooperation

							
								
								cooperation

							
						

						
								
								mutual teamwork

							
								
								teamwork

							
						

						
								
								near future

							
								
								soon

							
						

						
								
								needless to say

							
								
								(eliminate)

							
						

						
								
								new innovation

							
								
								innovation

							
						

						
								
								new record

							
								
								record

							
						

						
								
								now pending

							
								
								pending

							
						

						
								
								of between/of from

							
								
								of

							
						

						
								
								optimize

							
								
								increase efficiency

							
						

						
								
								outline in detail

							
								
								outline or detail

							
						

						
								
								overall

							
								
								comprehensive/final

							
						

						
								
								per

							
								
								(eliminate)

							
						

						
								
								per annum

							
								
								yearly

							
						

						
								
								per diem

							
								
								daily

							
						

						
								
								period of

							
								
								for

							
						

						
								
								plan ahead

							
								
								plan

							
						

						
								
								please be advised

							
								
								(eliminate)

							
						

						
								
								point in time

							
								
								now

							
						

						
								
								presently

							
								
								now/soon

							
						

						
								
								qualified expert

							
								
								qualified or expert

							
						

						
								
								rather unique

							
								
								unique

							
						

						
								
								reason is because

							
								
								because

							
						

						
								
								reason why

							
								
								because

							
						

						
								
								regarding

							
								
								about

							
						

						
								
								represent

							
								
								composed/made up of

							
						

						
								
								respecting

							
								
								about

							
						

						
								
								revert back

							
								
								revert

							
						

						
								
								scrutinize closely

							
								
								scrutinize

							
						

						
								
								seem

							
								
								(be more specific)

							
						

						
								
								seriously consider

							
								
								consider

							
						

						
								
								several

							
								
								many/numerous

							
						

						
								
								should/would/must of

							
								
								should/would/must have

							
						

						
								
								spell out in detail

							
								
								spell out or detail

							
						

						
								
								subject

							
								
								(be more specific)

							
						

						
								
								subject matter

							
								
								subject

							
						

						
								
								subsequent to

							
								
								after

							
						

						
								
								sufficient enough

							
								
								sufficient or enough

							
						

						
								
								take for example

							
								
								for example

							
						

						
								
								take into consideration

							
								
								consider

							
						

						
								
								target

							
								
								goal/objective/quota

							
						

						
								
								thank you in advance

							
								
								(eliminate)

							
						

						
								
								that

							
								
								(eliminate if possible)

							
						

						
								
								there is/are/was/were

							
								
								(eliminate)

							
						

						
								
								true facts

							
								
								facts

							
						

						
								
								try and

							
								
								try to

							
						

						
								
								unknown

							
								
								unidentified/undisclosed

							
						

						
								
								unthinkable

							
								
								unlikely/impossible

							
						

						
								
								very unique

							
								
								unique

							
						

						
								
								was a former

							
								
								was/is a former

							
						

						
								
								way in which

							
								
								way

							
						

						
								
								whatsoever at all

							
								
								whatsoever

							
						

						
								
								with the exception of

							
								
								except/except for

							
						

						
								
								yet

							
								
								(eliminate if possible)

							
						

						
								
								you know

							
								
								(eliminate)

							
						

					
				

				Active versus passive voice

				Passive voice indicates a state of existence with words like be, is, was, were, are, seem, has, and been — the 90-pound weaklings of verbs.

				Instead of mucking up your cover letter with wimpy passive-voice verbs (“Production processes were reformed by my innovation, and $12,000 per month was saved by the company.”), choose active-voice verbs to show off your accomplishments: “My innovation reformed production processes and saved the company $15,000 per month.”

				Active voice does the heavy lifting you need in your letter; it’s strong, vibrant, and vigorous — qualities you want to show off to hiring managers yourself.

				Past versus present tense

				For the most part, use present tense as you’re writing. After all, your letter is something you’re creating now. When you refer to accomplishments, use past tense.

				[image: remember.eps]	When your resume says you are currently employed (20XX–Present), remember to use present tense if you refer to your current job in a cover letter. If you slip and use past tense, the reader may assume that you’ve left the job and are pretending to be currently employed.

				Tune Up Grammar and Punctuation

				Grammar slips sink jobs. Many employers see language skills as an important aspect of potential job performance, and nothing says language skills like attention to grammar and punctuation. To help you over some areas that many job letter writers find tricky, here’s a brief overview of frequently made mistakes and how to correct them.

				Sentence fragments

				Sentence fragments signal incomplete thoughts. They neglect essential components. For example,

				Although I work in Detroit, making $200 an hour.

				This fragment is missing the subsequent subject and verb needed to finish the “Although I work . . .” component.

				Although I work in Detroit, making $200 an hour, I would prefer to work in Atlanta to be near my family.

				To test your sentences, speak each one aloud, out of context. Imagine walking up to someone and saying that sentence. Would the sentence make sense, or is something missing? If so, add the missing information.

				Run-on sentences

				Run-on sentences are two complete sentences written as one. For example,

				I finished writing my cover letter, it’s great!

				This run-on should read:

				I finished writing my cover letter. It’s great!

				Each sentence contains a complete thought and stands on its own.

				Run-on sentences stand out as grammatical errors.

				Dangling participles

				Dangling participles are words ending in -ing that modify the wrong subject. For example,

				Running across the water, we saw a huge water beetle.

				This sentence literally means that we saw a water beetle while we were running across the water — a Guinness Book of Records feat! Try this instead:

				We saw a huge water beetle running across the water.

				Dangling participles are good for laughs, but they indicate imprecision or lack of care.

				Misplaced modifiers

				Like dangling participles, misplaced modifiers modify the wrong subject, often resulting in hilarious miscommunications. For example,

				Ben taught the dog, an inveterate womanizer, to bark at all blonde women.

				The dog is an inveterate womanizer? Probably not. Revised, this sentence makes more sense:

				Ben, an inveterate womanizer, taught the dog to bark at all blonde women.

				Semicolons

				Semicolons can be tricky, so avoid them if you don’t feel comfortable using them. In essence, semicolons are weak periods; they indicate a separation between two complete sentences that are so closely related they shouldn’t be separated by a period.

				As you can see, this definition is not specific. You may simply use periods between every sentence. You won’t break any rules, and you’ll avoid using semicolons incorrectly.

				The only rule for semicolons is as follows: When you introduce a list of complete sentences by using a colon, separate each sentence with a semicolon. For example:

				I accomplished the following: I networked all the computers, company-wide; I designed a new system for scheduling; and I broke the world record in typing speed.

				Again, you can avoid this use of semicolons in your cover letter by placing each item on a separate line set off by bullets. No punctuation is necessary at the end of each line. For example,

				I accomplished the following:

					•	I networked all the computers, company-wide

					•	I designed a new system for scheduling

					•	I broke the world record in typing speed

				Punctuation in parenthetical expressions

				If a parenthetical expression occurs in the middle or at the end of a sentence, place the punctuation outside the parentheses. Some examples include the following:

				Cover letters are essential (see Chapter 4).

				Cover letters (and resumes) are essential.

				Cover letters (and resumes), essential to the job search, are important.

				Question marks and exclamation points, when part of a parenthetical expression occurring in the middle of a sentence, are the exception to this rule. Some examples include the following:

				The interview (or was it an inquisition?) was a disaster.

				My cover letter (a masterpiece!) took four hours to write.

				If a parenthetical expression stands alone as a sentence, place the punctuation inside the parentheses. For example,

				(I will discuss these skills in a moment.)

				Hyphens

				When you use two words together as a description of another word, use a hyphen. Examples include

				next-to-last job

				long-range plan

				To test whether you should use a hyphen, take out one of the descriptive terms and see if the description still makes sense. For example,

				next-to-last job

				without one descriptive term, becomes

				to last job

				Doesn’t make sense, does it? Because the three words “next to last” cannot be used individually as a description and still make sense, you need hyphens between them.

				The same rule applies for two nouns used together to express a single idea. Examples include

				light-year

				life-cycle

				For greatest accuracy, check a dictionary, such as www.Dictionary.com.

				Abbreviations

				Use abbreviations only if you have previously written out what the abbreviation stands for. For example, do not write UCSD if you have not previously written University of California, San Diego (UCSD). Never assume that your reader knows or will be able to figure out what an abbreviation stands for.

				Exceptions: Abbreviations such as AIDS and DNA are so well known that they do not have to be defined. Also, some technical jargons commonly use abbreviations. In that case, write to your reader. If your reader will understand the abbreviation, use it.

				Numbers

				When you use two numbers in a row, avoid confusion by writing out the shorter of the two numbers:

				six 9-person teams

				Or revise your sentence to separate the numbers:

				six teams of nine people

				Whenever a sentence begins with a number, write out the number instead of using numerals. Better yet, revise the sentence so that the number does not appear at the beginning.

				Commas

				In general, use commas anywhere you would pause if you read the sentence aloud. If you’re a person who pauses often while speaking, this quick tip probably won’t work for you. My advice is to ask several people to read your letter for punctuation and grammar, and follow their suggestions. Or get a good punctuation guide and follow it.

				Whenever you have a series of terms separated by commas, use a comma after the next-to-last term for clarity. Some examples include the following:

				Cover letters, resumes, and interviews make up part of the job search process.

				Dear Mr. Barnes, Ms. Collins, and Ms. Schultz:

				This technique is called the serial comma. Newspapers don’t use serial commas because they slow down reading. Be consistent in your use of commas. Don’t use a serial comma in one paragraph and no serial comma in another that calls for one.

				Capitalization

				Any official name of a company, department, agency, division, or organization should be capitalized. Examples include

				U.S. Department of Labor

				Department of Safety

				Don’t capitalize words such as department, company, or organization when used as a general word rather than as part of a specific title. For example,

				I work for a division of Toyota.

				Getting Your Grammar Guide On

				Table 15-2 provides a handy chart to guide you through grammatical thickets.

			    [image: Stand Out Grammar Guide]

				Organizing Your Information

				Following are several formats to suggest how to organize your letter. You can use any organizational format with any occupation:

				[image: check.png] Problem/solution: The problem/solution format starts with “Here’s the problem” and ends with “Here’s how I solved it.” Case histories and success stories blossom in this favorite format for job search letters and resumes.

				[image: check.png] Inverted pyramid: News stories use this format. You start with a lead paragraph summarizing the story, with the following paragraphs presenting facts in order of decreasing importance. In your cover letter, you state a comprehensive goal, career desire, or position at the beginning and then provide specific examples in the following paragraphs to support your aim.

				[image: check.png] Deductive order: Much like the inverted pyramid, the deductive order format starts with a generalization and ends with specific examples supporting the generalization. For example, you can start by making a general statement about a skill and then support that statement with facts.

				[image: check.png] Inductive order: Begin your letter with a story or anecdote, and then lead the reader to the conclusion you want him or her to draw from the story or anecdote. Explain how that story or anecdote supports your ability to succeed at the job you’ve targeted.

				[image: check.png] List: Separate your letter into distinct points and set off the points with headings, lines, bullets, or numbers. Put the most important point first, as illustrated in the Gerard Kelham letter in Chapter 4. This format is especially effective for enumerating experience and skills. 

						Alternately, you can combine distinctive point data with the two-column format of the T-letter, as shown in the Lori Armstrong letter, also displayed in Chapter 4.

				Reading for Smoothness

				When you finish writing your letter, read it over just to check its organization. When you read it, each line should fit into the other. You shouldn’t really notice that a new sentence has begun. You should feel prepared to understand everything that you’re about to read.

				To avoid jarring the reader with an abrupt change of subject, ask yourself, “Why did I place this sentence or paragraph after the one before it?” If the answer isn’t obvious in your letter, the flow of your text is probably choppy and unclear to the reader. Analyze what’s not working, and rewrite until the letter reads smoothly.

				
[image: standout_coverletter.eps]Three simple tips to improve your letters

				Highlight short sentences and lists with bullets, asterisks, or em dashes. For example,

				[image: check.png] 	Won Orchid award for building

					*	Won Orchid award for building

					—	Won Orchid award for building

				[image: check.png] Start with a short quote that reflects the employer’s policies or values.

				[image: check.png] Reword portions of the employer’s mission statement or other documents, and work these phrases into your letter as you describe your skills, work ethic, and values.




			

		

	
		
			
				Chapter 16

				Great Lines for Success

				In This Chapter

				[image: arrow] Twenty-seven knockout opening statements

				[image: arrow] Thirty-five powerhouse mix-and-match phrases

				[image: arrow] Sixteen action-closing statements

				[image: arrow] A last line that’s impossible to ignore

				

				Suppose you open a novel that begins with this sentence:

				It was a bright cold day in April, and the clocks were striking twelve.

				That line might not entice your reading interest.

				But suppose you open a novel that begins like so:

				It was a bright cold day in April, and the clocks were striking thirteen.

				That line is different. That line is ominous. That line provokes curiosity. That line lassoes your attention and ropes you into reading further to find out what message is being communicated with such an odd statement. That opening message begins George Orwell’s classic 1984 and is ranked as one of the 100 all-time best first lines from novels.

				I’m not suggesting that you launch job letters with odd-ball quotes or wacky claims.

				I’m pointing out that you must work to immediately grab the reader’s attention and then hold it tightly throughout the complete text of job search correspondence.

				This chapter outlines strategies and words designed to do exactly that. You can use a variety of approaches, ranging from riding on the coattails of a personal connection, to responding to the requirements of a job ad, to creating drama with words that intrigue, words that excite, words that zing!

				Great Starts for Your Letter

				Get your job search letter started with a great opening. You want to grab your reader’s attention right away so you don’t lose him from the get-go. Check out the following notable letter openers to get you started. (Read “A Sampling of Grand Openers,” in this chapter, for specific examples.)

				Dropping names

				[image: standout_coverletter.eps]	The best information to pop into your opening line is a known name. A personal referral works wonders. In this approach, you begin with the name of a mutual connection — someone whom the letter’s recipient likes or respects or, at least, has heard of. Name dropping virtually guarantees that your letter will be read. Additionally, you can score points by identifying yourself as a member of an affinity group, such as the alumni of a college or member of a civic organization. Name is the game!

				Defining your wants

				In addition to dropping names, here’s another high-octane approach: Launch your letter with a clear statement of what you want, quickly followed by the qualifying benefits you offer that directly relate to the requirements the hiring company seeks. Or turn it around — lead with the skills and benefits you offer before saying what you want.

				Telling a story

				Still another way to energize your opening: Create a narrative hook (. . . and the clocks were striking thirteen).

				In the broadest sense, a narrative hook is a literary technique in the opening of a communication that “hooks” the reader’s attention to keep eyes scooting down the page or screen. It often is a thematic statement of who you are in the world of work: butcher, baker, or candlestick maker.

				Here’s an example of a successful thematic opening hook for a woman who, after a two-year absence, wanted to return to her original career in the automotive industry:

				Any claim that the grass is greener outside the auto-industry fence is a myth! At least, it is for me. After 20 years of rock-solid experience in our industry, a series of outside opportunities briefly tempted me to cast eyes elsewhere. But not for long.

				My inner voice keeps shouting loud and clear that the auto side is where I belong, and that’s why I’m selectively contacting you. I hope you will see how adding me to your quality operation will be a big win for Stanford Motors.

				[image: remember.eps]	Sell, don’t tell! Job search letters in today’s marketplace are really sales letters. Or they should be! Instead of whispering through an old-school letter of transmission — Please find my resume attached, Your Royal Honor — open your job search messages with a strategic bang!

				A Sampling of Grand Openers

				As your mom probably told you, you really don’t get a second chance to make a good first impression. Openers count!

				So what do contemporary openers look like? Review the following Stand Out opening line examples that are sure to make a job letter jump out of the pack right from the start. Read and grow creative:

				[image: check.png] I recently met with James Smith from your firm, and he strongly recommended that I send you my resume. Knowing the requirements of your open position for a financial analyst, he concludes that I am the ideal candidate. Your opening does seem to be tailor-made for my experience at CityWide Financial Services.

				[image: check.png] During your visit to UCSB last fall, I had the pleasure of hearing you address the issue of FuelCO oil rigs off the coast of Santa Barbara. As a UCSB June graduate, I . . ..

				[image: check.png] My computer skills developed from childhood, plus my well-honed interest in technology advances and my recently completed education in computer science, make me a strong candidate for a position as an entry-level software engineer at your highly regarded company.

				[image: check.png] I recently graduated with a 3.75 GPA from the University of California, where I was a research assistant to Dr. Joe Famous, engineering department chair.

				[image: check.png] Since you will soon be working on photo sessions for the spring catalog, I enclose my portfolio showing how ideal my background in photography and design is for your marketing strategies.

				[image: check.png] Juliette Nagy mentioned that your company has opened a division of sporting goods and suggested that I contact you. As a former high school coach for several sports, I believe I have the mix of skills and knowledge you’re looking for.

				[image: check.png] Your speech was inspiring, Ms. Luna-Mendez. Soon I will have completed my Master’s degree in physical therapy, just in time for your entry-level openings in the PT ward.

				[image: check.png] The breakthrough research being conducted at Hughes Medical Labs is too exciting to miss out on! I’m looking forward to following up our phone conversation with a sit-down meeting to explore how I can make a contribution as a member of the early warning symptoms task force. I provide a link to relevant information about exactly what I can add as a biology researcher who has managed several challenging projects.

				[image: check.png] I enjoyed our meeting at the Rancho Santa Fe Garden Club and, as you suggested, am sending you this additional information to review before we get together.

				[image: check.png] Chaim Isenberg of the Grenwich and Co. accounting firm suggested I contact you regarding opportunities in your warehouse division in Champagne. My background documents considerable success in the areas of loss prevention and asset recovery, which I understand are high on your list of requirements.

				[image: check.png] Noting your posting for a civil engineer with environmental experience, here’s my question: Will your environmental services department reach its Green Acres corporate goal of providing a “turnkey” approach to environmental investigation and remediation, or will it always struggle with solving complicated projects, from engineering and design issues through remedial construction? You’ll never know without the best person for the job to follow through for you. Arguably, that’s me and here’s why: (bulleted highlights of achievements, experience, education, awards, and quotations from satisfied clients).

				[image: check.png] I thrive on challenge. When I read your posting for a corporate fitness trainer, I thought lightning had struck and you wrote about that opportunity hoping to find me. I have three years’ experience in freelance fitness training following my military service, and, IMHO, an opinion confirmed by clients, I’m fired up and ready to go!

				[image: check.png] You mention several things in your posting for a reality show screener that make me think you’re looking for someone with my proven assets. Let me briefly explain.

				[image: check.png] Terry Ann Torre, who supervised my work as an intern with your company, recommends that I apply to you for the position of assistant customer service manager. Here are some of the reasons Ms. Torre is recommending me: (bulleted list of reasons).

				[image: check.png] Serendipity! As a graduating senior, I am delighted to learn that Wonderful Merchandising Magazine has just named Better Bargains Inc., a company I’ve long admired, one of the top ten best places to launch a career!

						After developing good skills in fashion merchandising, personnel practices, and salesmanship in my cooperative education program, I have begun to search for a position in retail marketing. I will graduate June 2 and am crossing my fingers that you’ll be one of my first interviews.

				[image: check.png] After working four years on The Hill as a legislative assistant on the House Rules Committee, I understand the inner workings of the political system and could prove to be a valuable asset to a firm such as yours. A few of my areas of expertise: (no more than six bulleted items).

				[image: check.png] Are you in the market for a sales pro who has set sales records for four different companies and trained dozens of high-performance sales reps?

				[image: check.png] Congratulations on the opening of your new insurance branch. Watching your progress over several years, I’ve seen that A-123 Insurance Company has earned “street cred.” That leads me to believe that you and I see the insurance business through the same lens: excellent customer service!

				[image: check.png] I have a successful and reliable work history dealing with the public that would make me an excellent employee for your new store. Interested? My resume would like to meet you, and so would I. Here’s why:

				[image: check.png] Velia Acevedo has suggested I forward my resume to you for consideration for a current administrative assistant opening in the escrow department. Through conversations with Velia at a continuing education class, I learned what it takes to be a successful support professional at your firm. I am confident that I have the head for numbers and word-processing skills to make the grade.

				[image: check.png] Road-tested but not battle-scarred, I offer the necessary qualifications and experience to deliver real revenue results during my first 30 days as a senior sales representative. Please allow me to document my abilities when we sit down and talk about my becoming part of your team.

				[image: check.png] Preparing to respond to your ad in today’s (name of publication) newspaper, I did some research and discovered that we’re both (name of college) grads. Is this serendipity or what? I hope our mutual alma mater is a harbinger of good things to come and that we’ll be cheering on the same side in the workplace as well. As this letter very briefly outlines, my qualifications and your requirements for an industrial engineer are joined at the hip.

				[image: check.png] Chances are excellent that I’m the multitalented graphic designer you seek in your “multitalented graphic designer” post on (name of website). With extensive experience in multimedia, marketing, and print design, I work within budget to deliver world-class catalogs and brochures, logos, website design, Flash, video photomontages, mobile websites, and cover design.

				[image: check.png] As a new (name of college) graduate, I’ve been hoping to find the kind of position you’re staffing because I have exactly the background you’re asking for. Specifically, the following columns match item for item: (List the company’s requirements in the left column and, in the right, list your matching qualifications.)

				[image: check.png] I understand that your firm is in search of individuals with (skills) and (qualifications). I think I’ve hit the jackpot, and maybe you have as well. Don’t you love finding the perfect match?

				[image: check.png] In reviewing my resume, you will find that I possess all the attributes of a perfect match, from (skills) to (experience or attributes). I am excited to learn of your job opening because I have been searching for a company just like yours to make real use of my experience.

				[image: check.png] (Mutual contact) thought my resume measures such achievement in the function you supervise that he assured me he would pass it on to you; in the event it hasn’t yet reached your desk, here’s a copy.

				What makes these opening lines work?

				[image: check.png] Some drop names.

				[image: check.png] Some connect to a common experience.

				[image: check.png] Some reveal knowledge of the company involved.

				[image: check.png] Some use a narrative hook.

				[image: check.png] Some aim at alumni of a graduate’s college.

				[image: check.png] Some ask a question.

				[image: check.png] Some refer to the content of an employer’s ad.

				All show that the person writing the letter is someone who goes the extra mile to do a superior job, a person who has just the kind of motivation that employers hope to hire. But not everyone gets it. Read on.

				Leadoff Losers

				[image: pratfall.eps]	This section shows you how not to open your letters. These leadoff losers are snatched from real correspondence supplied by recruiters and HR specialists. Comments in italics that follow each line colorfully express the employer’s silent point of view. Read and be warned!

				[image: check.png] I was recently let go due to a reduction in force, which is why I wish to apply for your position in merchandising.

						Nothing like starting on an upbeat note.

				[image: check.png] Having recently completed an assignment in the Commonwealth of Independent States (the former Soviet Union), I am interested in pursuing and advancing my career opportunities into this arena.

						Arena? What arena? Here . . . there . . . where?

				[image: check.png] In most organizations, job performance, whether excellent or inept, doesn’t count, as long as you conform and play politics. I believe that performance does count! I have recently been notified by Dunnie Pharmaceuticals that my R&D position will be eliminated in the near future.

						Does this translate to, “I wasn’t much of a team player?” Is that why the job seeker’s position is being eliminated?

				[image: check.png] I am currently in search of a job; I have no particular preference for any area, for as you can see from my included resume, my experience includes a broad range.

						One who will take anything masters nothing. As movie pioneer Sam Goldwyn once said, “Include me out.”

				[image: check.png] I am writing in response to the advertised position for a production coordinator. I am very interested in advancing in my field and making a transition into the aspects of the communications profession described in your ad.

						Do you want to advance in your field (which is what?), or do you want to make a transition, or do you want to do the work I need done?

				[image: check.png] If you or someone you know could use a graphic designer, please pass my resume to interested parties, or call me as soon as possible.

						If you’re asking me to be your agent, remember, agents get 15% off the top.

				[image: check.png] My partner and I are dissolving our business after 15 years of working together. I am interested in a position at Fred & Associates and have enclosed a resume for your review.

						A business divorce is rarely just one person’s fault: Are you a pain-in-the-back-country? And what is it you want to do for me?

				[image: check.png] When a customer calls for a quote, your firm’s future is in the hands of the sales staff. I have big hands.

						Huh? Close, but no cigar. And keep your hands to yourself.

				[image: check.png] To maintain solid growth, a company must have marketing and sales professionals who can jump on a market before the competition does. My background proves I can do that.

						Tell me something I don’t know. I’ve been in this business for 30 years.

				Learn from your false starts. As the Japanese proverb has it, “Fall seven times, stand up eight.”

				Salutation Snoozers

				Although not the dead-letter-walking mistakes of the leadoff losers in the preceding section, these salutation snoozers do have sedating effects:

				[image: check.png] In response to your recent job posting for a hospital clown, please accept the enclosed copy of my credentials.

						Earth to bozo: The sick kids in this hospital need cheering up by an imaginative, funny clown who colors outside the lines. Next!

				[image: check.png] In a recent edition of Craigslist, your ad for a television producer piqued my interest, and I have therefore enclosed a copy of my resume.

						Yawn.

				[image: check.png] Please accept this letter and resume for the product marketing manager position as referenced on your company’s website. I am sure that my work history and educational background will benefit the future endeavors of your company.

						Your letter is boring; you’re probably boring, too. About 500 people answered our ad, and most are just as mediocre as you seem to be.

				[image: check.png] I am very interested in opportunities within your company. Enclosed please find my resume for your review.

						Sure you are — you and hundreds of other unfocused job hunters who will take whatever jobs they can get.

				Letters and resumes begin to blur after skimming a dozen or so of them. Just imagine the glazed-over eyes after a hiring professional reads hundreds of job search letters! Some letters jump out of the stack, enticing the reader to tackle the resume; in other words, they make the cut. Others may as well be stamped with invisible ink: Ignore me.

				Power Phrases to Use Anywhere

				After you’ve punched out your openers, keep your job search letter mojo going as you flesh out the middle with paragraphs and lines that strongly emphasize your belief in yourself and your strengths.

				Don’t be shy about listing education and training, skills, competencies, and accomplishments. Use numbers wherever you can.

				When you spot a concept you like in the following examples, think of a way to adapt it to your situation. Or mix and match the ideas expressed:

				[image: check.png] I am particularly well qualified for your (job title) position, as the following highlights illustrate. I would enjoy the opportunity to meet with you to explore how I can contribute to your organization.

				[image: check.png] For your convenience, I will keep this letter especially brief. The job you’re trying to fill (job title) seems to have my name on it, thanks to my qualifications in (skills) and (experience).

				[image: check.png] Your position for (job title) strongly appeals to me because (tell why).

				[image: check.png] If our meeting confirms my understanding of your open position for (job title), I am confident that, with my skills in (name skills), I can make an immediate and valuable contribution to (name of employer).

				[image: check.png] My successful background demonstrates the skills you require in (name of position). Briefly, I offer (bulleted lists of accomplishments and achievements).

				[image: check.png] As my resume shows, I have substantial and successful experience in (career field/industry/position/skill).

				[image: check.png] As we discussed earlier, my extensive professional experience can benefit virtually any employer. However, (company name) is of special interest to me because (explain why).

				[image: check.png] (Name of employer’s company) ranks number one in companies I prefer to join.

				[image: check.png] I look forward to meeting with you to further discuss my background and to show you some of the (skills or competencies) that I have developed.

				[image: check.png] I’m working to be a part of a company that wants to be recognized as a leader in both ___ and ___. When I have the opportunity to meet with you, I believe you will agree that you want to use my skills and competencies on your watch.

				[image: check.png] What you’re asking for and what I can deliver sound like a match!

				[image: check.png] As one of six siblings, I was born in a team environment and understand the payoff of pulling together for a successful endeavor.

				[image: check.png] During my three years in purchasing with Tidewater Productions, I’ve been credited with yearly savings in the $50,000-to-$75,000 range. This resulted from a combination of skillfully negotiating and replacing underperforming vendors. Wouldn’t you like me to save money for your company?

				[image: check.png] My experience with women’s health issues, coupled with demonstrated successful performance in the offices of medical school clinics, suggests that I could make a significant contribution to your practice. Perhaps we could meet to more thoroughly explore this possibility.

				[image: check.png] Because I haven’t yet notified my current employer of my intent to leave, I count on your treating this response to your posting with appropriate sensitivity. (Note: Employers often prefer to hire employed candidates rather than unemployed candidates.)

				[image: check.png] I am happy with my job and am considered to be a high performer by my current employer. Unfortunately, I do not see a path to advancement in the foreseeable future. That is why I am contacting you about future openings in (career field or functional area) at (name of organization).

				[image: check.png] One of my friends, Salvador Rondavi, works for your company. He recommends that I contact you about a position as a management trainee. He is more than satisfied with his work and, from what he says, I am sure I would like it as well. I will do my utmost to win your professional praise.

				[image: check.png] Please allow me to highlight some of my accomplishments that are relevant to your requirements.

				[image: check.png] Staying current with new technologies and products, and applying those that offer improved profit results, is a point of pride for me.

				[image: check.png] As a versatile IT trainer, I bring significant experience and fast-moving flexibility as new products are introduced to your workforce. Additionally, my B.A. in psychology has given me a useful depth of knowledge in successful motivation practices.

				[image: check.png] I am long on effort and enthusiasm, although short on experience. Examples of my passion for doing the job well are in references I gained as a student from my employers and customers for the following accomplishments: (list three references and a brief accomplishment statement for each).

				[image: check.png] I completed a number of successful projects for the physics department in my capacity as student administrative monitor. I believe the knowledge I acquired there would transfer extremely well to your engineering department.

				[image: check.png] Jason Luo, my former manager, now retired, complimented me for being the hardest-working and most reliable assistant he’d had in his 40 years in the casino business. He was especially impressed with my (name top accomplishment).

				[image: check.png] As a member of The World Tomorrow Society’s Green Futures Committee, I focused on the impact of reusing and recycling waste on various industries, including ours. I’d be delighted to share that data with you when we meet to explore ways I could be useful to Command Construction.

				[image: check.png] When my last fundraising goal went over the top, I was credited with a big slice of its success because I encouraged everyone’s input and buy-in. My talent for inclusiveness brings in record contributions.

				[image: check.png] I’m proud of a track record that’s tops with managers, clients, and coworkers, as this single example from Shelly Kornfield, my former supervisor, illustrates: “Give the assignment to Pam, and you won’t have to think about it anymore.”

				[image: check.png] In my last position, managing an assisted-living facility, I saved 8 percent of the annual budget without compromising care; I would welcome sharing the details with you in a meeting to discuss the possibility of my joining your well-respected organization.

				[image: check.png] After completing two baccalaureate degrees in just four years, I believe that my education, student employment experience, and dedication to hard work and problem solving make me an A-list candidate to join your workforce.

				[image: check.png] My senior year’s academic result: A 3.7 GPA with President’s Honors, despite my student job requiring 30 hours a week, illustrates that I know how to dig in and get the job done.

				[image: check.png] Given my global supply chain experience, I believe that we may have mutual interests.

				[image: check.png] With my technical skills and understanding of your market, I can step into the position and be immediately productive.

				[image: check.png] At my previous position on the East Coast, within two years I received praise for playing a key role in raising my branch’s basement ranking for customer service (#57 out of 60 stores) to top-ranking customer service (#3 out of 60 stores) in the nationwide organization.

				[image: check.png] Accustomed to doing more with fewer resources, I can help your firm ride out a financial storm in a tight economy. After meeting with me and assessing my ability to run a tight ship that sails upright, you may decide you can’t afford not to hire me.

				[image: check.png] While I was the fundraising chair for my PTA organization, I planned the campaign, wrote the appeal to potential donors, and organized an e-mail solicitation tree. The result: We raised $27,000, a 130 percent increase over the previous year.

				The power phrases in the preceding list are anchored with accomplishments, skills, competencies, the promise of a benefit, or personal characteristics that suggest you will be a likeable model of efficiency, either making money or saving money for your lucky future employer.

				An Action Close to Keep Control

				After you write a great letter extolling your major match-up for the job you’re chasing, maintain momentum with a close that brings you closer to your goal: an interview. You have three basic choices: an action close, an action close plus, and a no-action close.

				Action close

				Close your letter by telling the reader when you will call for an interview. By setting the agenda, you assure your reader that you will follow up with an action step that brings together a competent candidate with a lucky employer. An action close says that you’re on the scene to help and will contact the employer at a specified time:

				I’m ready to make money for you and look forward to speaking with you personally. I will call you early next week.

				
Words that stick when you’re stuck

				When you’re struggling to capture the exact verb that expresses the vigor of your background, glance at this list to jog your wordsmith talents.

				Do you need more ways to say what you’ve done? Try this quick free fix: Type “list action verbs” on Google or another search engine. Stand back for an avalanche of words.

				    [image: sidebar mini table]




				Action close plus

				Pump up an action close with a suggestion for action sooner rather than later — “I’ll call you, but if you’re ready to roll, you can call me right away.”

				An action close plus is the best choice for many situations. Your enthusiasm suggests that you’re organized and vigorous, but adding a note of urgency by inviting an employer to call you may motivate the employer to prioritize the interview and move up the timetable for a meeting.

				Turning an action close into an action close plus is simple, requiring merely one line at the end of the close. The line is, “If you would like to meet with me sooner, you can reach me at (phone number, e-mail, or Twitter).”

				I’m eager to sit down with you to discuss the contribution I can make to ABC Organization as it works to create a regional planning group. I’ll follow up with a call Wednesday, or you can reach me immediately on my mobile phone, at 888-888-8888. Thank you for your time and consideration.

				
Let the employer chase you

				A-list job seekers with high-demand skills — a rare bunch — can make a case for using a no-action close to avoid looking too eager. The strategic merit of presenting yourself as so attractive a candidate that employers will bust their chops to hire you was straightforwardly expressed by master yogi Baba Hari Dass: If you chase the world, it runs from you. If you run from the world, it chases you.

				Everybody else: Resume cover letters are a form of marketing. Hang on to control of your interviewing process by using an action close.




				No-action close

				A no-action close hands control of the interviewing process to the employer. It essentially says that you’ll sit tight and wait for an employer to call. This is the weakest way to close your cover letter:

				A copy of my resume is enclosed for your review and consideration. If you have an interest in my background, I would be pleased to hear from you.

				Examples of the Action Closes

				You need a competitive edge to get ahead in a competitive market today. You can do that by taking responsibility to follow up. Here are 16 solid closes to help you score that interview:

				[image: check.png] I look forward to our conversation. I’ll e-mail you in a few days to coordinate a time that’s convenient for you.

				[image: check.png] Because e-mail can’t replace face-to-face discussion, I’ll call soon to set up an interview.

				[image: check.png] Thank you in advance for reviewing my resume. I enthusiastically anticipate discussing my qualifications in an interview. I’ll contact you on Thursday to validate your interest.

				[image: check.png] I look forward to speaking with you personally to discuss your specific needs and my ability to meet them. I’ll call your administrative assistant next week to see what time would be most convenient for you.

				[image: check.png] I welcome a personal interview to discuss how my qualifications can augment your company’s excellent reputation for purchasing acumen. I’ll e-mail you on Tuesday to see whether we can meet.

				[image: check.png] I’m excited about employment opportunities within your agency and hope to explore contributions I can make. I’ll tweet you within the week to see when your calendar is open.

				[image: check.png] I hope to play an active role in the future prosperity of your organization. I’ll contact you next week to talk about this job or other positions where your needs and my talents meet.

				[image: check.png] As you requested, here’s my resume. I’ll check back with you next week to flesh out any blank areas. Thanks for your interest.

				[image: check.png] My resume follows. I’ll telephone you next week to answer any questions you may have and, I hope, set up a time convenient to meet in person.

				[image: check.png] Recognizing that you may be difficult to reach, I’ll check with your office next week to set a convenient time for us to meet. Flexibility is my middle name, and I’ll be glad to meet during or outside normal business hours. Thanks, and I look forward to meeting with you personally.

				[image: check.png] Thank you for calling me back today. I’m sorry I was not in but will telephone you tomorrow to find a convenient time to speak with you on the phone and meet you in person.

				[image: check.png] I’ll contact you within a few days to determine if and when your schedule will allow us to meet. Meeting you will not only be a pleasure, but offers profitable vistas for both of us. My thanks for your time.

				[image: check.png] As a resume is limited in the information it conveys, why don’t we meet in person? If you need additional facts before arranging an interview, call me at 888-888-8888. Otherwise, I’ll e-mail you next week to confirm your interest.

				[image: check.png] My salary needs are in line with the position’s description and what I bring in abilities. I’ll e-mail you Tuesday to see when we can explore specifics.

				[image: check.png] Perhaps we can meet and jointly explore the many ways I can save your organization considerable time and money. I’m flexible on timing during business hours or afterward. I’ll check your availability next week.

				[image: remember.eps]	The purpose of a cover letter is to sell an employer on reading your resume and being motivated to take your call for an interview or to contact you for an interview. Without an interview, you’re unlikely to be offered employment.

				
When an ad forbids you to call

				How can you use an action close in responding to a job ad that says “No phone calls” or “Don’t call us; we’ll call you if you match a job opening”? Here are a couple of moves to consider in writing your cover letter:

				[image: check.png] Substitute e-mail. You can still use an action close by changing your promise from “I’ll call you” to “I’ll e-mail you.”

				[image: check.png] Play the coincidence card. Send your cover letter (with an action close) and resume to the company president or hiring manager. Don’t mention the ad. The employer’s assumption will be that your timing is serendipity — you just happened to apply at the same time the company needs someone with your assets. The company president most likely will forward your material to the hiring manager or HR department with a note calling attention to you. That’s a good thing.




				P.S. A Final Important Point

				Your effort to write a Stand Out letter in your job search is time well invested in your future. And now for one last tip that direct marketing writers have known for light-years — add a P.S. after your signature. And not because you’re forgetful.

				Adding a P.S. (postscript) to your letter is a spotlighting technique. In this usage, the P.S. doesn’t communicate a point that you overlooked; instead, it communicates a point that you want to stand out and be read. What information can you put in your P.S.? You have two basic choices:

				[image: check.png] Communicate the single most important thing you want an employer to remember about you. Dangle a benefit. Here’s an example of dangling a benefit:

						P.S. I’m eager to tell you how I increased the net profit by 12% for my employer last year. Let’s talk soon.

				[image: check.png] After your action close (note, not an action close plus) and signature, say something to drive the employer to call you first. Here’s an example of urging an employer to pick up the phone and check you out:

						P.S. I would work my heart out to be your best hire of the year. As mentioned, I will call you next week, but if you want to visit sooner, my smartphone is 999-999-9000.

				
Letters that give something to get something

				The following illustration of a graduating senior’s cover letter to the marketing manager of a large private student loan company is a bit of a tease. The letter’s promise of a substantial benefit — two unpublished survey data points and the hint of more later — speaks directly to the marketing manager’s need to identify criteria that can attract potential customers to his product. All he has to do to gain this benefit is agree to meet with the job seeker.

				Dear Mr. Jones:

				Students on my campus are scrutinizing private education loans with a new intensity following a batch of high-profile bad press in recent years.

				After becoming aware of their increased caution while working as an intern in my college’s financial aid office, I followed up with a personal research project surveying 300 students about their criteria for choosing a student loan provider. The project was the basis of a term paper required for my degree in marketing.

				Among the marketing conclusions I reached as a result of my research project are these two points:

				(Use a paragraph to describe each of the two points).

				I hope you will find this information useful, Mr. Jones, and also will consider me for your next marketing associate position. To make that decision, you’ll need to know more about my background and abilities; my resume is attached. I’ll call you Thursday morning to set up an interview. Many thanks.




				Great Lines to Woo Reluctant Readers

				If your job search letters fall in a noisy and crowded marketplace and no one is paying attention, will they make a sound? Make your words clear, concise, and interesting to read, and your message will wake up the neighborhood!

				

			

		

	
		
			
				Chapter 17

				Job Seeker’s Skills Finder

				In This Chapter

				[image: arrow] Adding muscle to your cover letters with skills language

				[image: arrow] Highlighting skills that people will pay you to use

				[image: arrow] Transferring crossover skills to ease job changing

				

				Are skills central to driving your workplace wins? Short answer: Don’t let your job search letters leave home without them. As you read this chapter, forget about being a grammar snoot; instead, laser your attention on your developed abilities.

				No matter which niche you occupy in the workplace — technician or green-collar worker, professional or manager — mastering the discussion of skills you can use and skills that employers are willing to pay you to use translates into a wonderful employment insurance policy, a giant umbrella to keep you from getting soaked when economic thunderstorms rain on your parade.

				[image: standout_coverletter.eps]	Learning how to identify your skills and to believably write and talk about them will be transformative to your job hunt. The payoff is moving from the crowd to the choice. This chapter shows you how to do that, beginning with the way skills are classified.

				Decoding the Skills Lineup

				I’m the first to admit that the classification of skills, like beauty, is in the eye of the beholder. But we have to start somewhere, so based on government and academic classification systems, here’s a no-frills framework to guide you through the thicket of workplace skills.

				[image: tip.eps]	One of the noun terms you often find in a discussion of job requirements is skill set. If you’ve wondered what it means, here’s a simple definition: A skill set means the skills needed to accomplish a specified task or perform a given function.

				Foundation skills

				The foundation skills are appropriate for everyone’s skill DNA. They’re organized into four groups: basic, people, thinking, and personal qualities.

				Basic skills

				When you have basic skills, you can read, write, perform arithmetic and mathematical operations, listen, and speak:

				[image: check.png] Reading: You can locate, understand, and interpret written information such as manuals, graphs, and schedules.

				[image: check.png] Writing: You can communicate thoughts, ideas, information, and messages in writing and create documents such as letters, directions, manuals, reports, graphs, and flow charts.

				[image: check.png] Arithmetic/mathematics: You can perform basic computations and approach practical problems by choosing appropriately from a variety of mathematical techniques.

				[image: check.png] Listening: You receive, attend to, interpret, and respond to verbal messages and other cues.

				[image: check.png] Speaking: You organize ideas and communicate orally.

				
You have skills because . . .

				Here are four springboards for writing and speaking of your skills. You can infer your skills based on history, simply assert your skills, refer to others who identified your skills, or be tested by professional bodies:

				[image: check.png] Inference: Your prior education and experience suggest your skills.

						With my degree in civil engineering, I am competent to design bridges.

				[image: check.png] Assertion: You claim you have skills.

						I can design and sell a program of services to the Spanish-speaking market.

				[image: check.png] References: Others act on your behalf to claim skills.

						My former manager, Carlyle Sangi, says I put together a budget better than anyone she knows.

				[image: check.png] Certification: Testing and peer evaluation document your skills.

						As a certified industrial ergonomist, I can evaluate your workplace and make required changes to conform to new OSHA rules.




				People skills

				These skills allow the “wonder of you” to mesh well with others. They include social, negotiation, leadership, teamwork, and cultural diversity skills:

				[image: check.png] Social: You respect the feelings of others, assert yourself when appropriate, and take an interest in what others say and why they think and act as they do.

				[image: check.png] Negotiation: You present the facts and arguments of your position, listen to and understand the other party’s position, create possible ways to resolve conflict, and make reasonable compromises.

				[image: check.png] Leadership: You communicate thoughts and feelings to justify the position you champion, encourage or convince others, and motivate people to believe in and trust you.

				[image: check.png] Teamwork: You work cooperatively with others, contribute ideas and effort, and do your share of the work.

				[image: check.png] Cultural diversity: You work well with people who have different ethnic, social, or educational backgrounds.

				Thinking skills

				These skills enable you to think creatively, make decisions, solve problems, visualize, and know how to learn and reason:

				[image: check.png] Creative thinking: You generate new ideas.

				[image: check.png] Decision making: You have the ability to specify goals and understand reasons not to do something.

				[image: check.png] Problem solving: You can recognize a problem and devise a plan of action to deal with it.

				[image: check.png] Visualizing: You can picture symbols and organize them in your mind’s eye.

				[image: check.png] Knowing how to learn: You are able to use efficient learning techniques to acquire and apply new knowledge and skills.

				[image: check.png] Reasoning: You concentrate on discovering a rule or principle underlying the relationship between two or more objects and then apply it to solve a problem.

				Personal qualities

				Classified as skills, these personal qualities include responsibility, self-esteem, sociability, self-management, integrity, and honesty:

				[image: check.png] Responsibility: You put forth a high level of effort and persevere toward reaching your goal.

				[image: check.png] Self-esteem: You believe in your own self-worth and maintain a positive view of yourself.

				[image: check.png] Sociability: You show understanding, friendliness, adaptability, empathy, and politeness in group settings.

				[image: check.png] Self-management: You have a realistic view of your knowledge and skills, set realistic personal goals, and monitor progress toward those goals.

				Where there’s a skill, there’s a way

				The foundation skills group isn’t the end of the story. Other groups of skills are identified by whether they have market value to employers (marketable skills), can be carried around like a mobile phone from one employer to another (crossover skills), or are super-glued to a specific type of work or workplace (job-related skills). Still another term describes skills you’re really good at because you love using them (motivated skills):

				
Understanding competencies versus skills

				Competencies, which are also sometimes called success factors, key characteristics, or behaviors, go deeper than skills, according to one definition. A competency is a relatively enduring characteristic that makes possible superior performance in a particular job or role.

				In brief, a competency is the X-factor in why, of two equally skilled employees in the same company, one hits a home run and another hits a double.

				Competency recruiting is an evolving human resource management concept. Study corporate websites and determine whether competency recruiting is the policy at your target company. If so, analyze the position you want and develop statements for each competency it requires. If a company is looking for a candidate who has shown “creative leadership,” for example, write examples of when you’ve demonstrated such behavior. Explain how you did it, distinguishing yourself as a top performer.

				As I say in my book Job Interviews For Dummies, 4th Edition, in today’s world, “The operative words are skills (what you can do) and, increasingly a newer and broader employment concept termed competencies (how well you do what you do using natural talents). The competencies concept includes skills and such related characteristics and natural abilities as motivation, industriousness, and attitude.”

				The competency program looks at the whole package as it relates to the job the employer wants done. If a company’s website or recruitment materials mention competencies, you mention competencies in your letters. If not, don’t refer to competencies, but stick to skills.




				[image: check.png] Marketable skills: Simply stated, marketable skills are ones that an employer will pay you to use. They’re often identified in job posts and ads. By contrast, unmarketable skills are those that no one is likely to pay you to use — the ability to bounce for a mile on a pogo stick, for example. Also unmarketable or barely marketable: obsolete skills, such as changing the ribbon on a typewriter.

				[image: check.png] Crossover skills: You may have heard these skills referred to as transferrable skills. To my ear, crossover is a more modern term. Crossover skills are portable skills that you can use in a wide variety of jobs.

						For example, employers value communications skills in positions ranging from apple grower to zookeeper. You can transfer these skills from job to job, from industry to industry, or even from one career field to another. I illustrate with a checklist of selected crossover skills in the next section.

				[image: check.png] Job-related skills: Job-related skills are also called technical or professional skills. Because they’re suitable for a particular type of job, they assure an employer that you can actually do the job. You can’t always move job-related skills from one employer to another, but sometimes you can. (To gauge mobility, ask yourself, “Who would pay me to use this skill?”)

						Three examples of job-related skills: the ability to use a certain brand of mold-injection machine, the ability to perform cataract eye surgery, and the ability to spot cheating players in a casino.

				[image: check.png] Motivated skills: “Do something you’d do for nothing” is the theme song of motivated skills. These are the developed abilities that you enjoy doing. Describing a motivated skill in a cover letter is a subtle way of saying you’ll excel at a specific assignment: One of my motivated skills is ____.

				Speaking Out about Your Skills

				Because spelling out your skills adds substance to your claims of being able to put more money in a company’s bank account than it will spend to employ you, I’ve compiled a couple of checklists to help you claim those you own.

				Read through the following checklist of foundation skills and the checklist of crossover skills. Mark the words and terms that truthfully apply to you. Include the terms as part of your skills language to use for job search documents and job interviews.

				[image: tip.eps]	Speaking of interviews, when you claim ownership of a specific skill, be prepared in interviews to give a brief example of how you used that skill and its benefits. If you’re asked and all you can come up with on the spot is babble, the interviewer will think you’re an inventor, but not the good kind.

				While these checklists aren’t exhaustive, they’re a good start; you may think of other words and terms to use as well.

				Foundation skills checklist

			    [image: A 1]

			    [image: B 1]

			    [image: C 1]

			    [image: D 1]

			    [image: E 1]

			    [image: F 1]

			    [image: G 1]

			    [image: H 1]

			    [image: I 1]

			    [image: K 1]

			    [image: L 1]

			    [image: M 1]

			    [image: N 1]

			    [image: O 1]

			    [image: P 1]

			    [image: Q 1]

			    [image: R 1]

			    [image: S 1]

			    [image: T 1]

			    [image: U 1]

			    [image: V 1]

			    [image: W 1]

			    Crossover skills checklist

			    [image: A 2]

			    [image: B 2]

			    [image: C 2]

			    [image: D 2]

			    [image: E 2]

			    [image: F 2]

			    [image: G 2]

			    [image: H 2]

			    [image: I 2]

			    [image: J 2]

			    [image: K 2]

			    [image: L 2]

			    [image: M 2]

			    [image: N 2]

			    [image: O 2]

			    [image: P 2]

			    [image: Q 2]

			    [image: R 2]

			    [image: S 2]

			    [image: T 2]

			    [image: U 2]

			    [image: V 2]

			    [image: W 2]

			    
No frills, just skills

				Define your skills and what you bring to a new job. When prospecting for your skills, review your last job or college post and think about these issues:

				[image: check.png] What did you do?

				[image: check.png] What did you direct others to do?

				[image: check.png] What did you manage, create, approve, or instigate?

				[image: check.png] What was the outcome of your actions?

				[image: check.png] More profits? (How much?)

				[image: check.png] More revenue? (How much?)

				[image: check.png] More savings (How much can you claim?)

				[image: check.png] More accounts (How many? What are they worth?)




				

				[image: tip.eps]	You can track down more specific skill words in three main ways:

				[image: check.png] Search job posts and ads. Pay particular attention to each job’s requirements.

				[image: check.png] Search online for “sample job descriptions.” You may have to surf a large number of sites because each typically offers only a half-dozen occupations.

				[image: check.png] Go to a Department of Labor website, O'Net Code Connector, www.onetcodeconnector.org, where you see the skills required for an occupation of interest. The skills are called "Detailed Work Activities."

				Showcasing Popular Skills that Employers Want

				After pinpointing the skills that sell your value, how do you know which of those skills most help you stand out from the crowd?

				[image: standout_coverletter.eps]	A roundup of several surveys suggests skills and qualities that employers often admire. The following list is representative but not comprehensive:

				[image: check.png] Effective communication: Employers seek candidates who can listen to instructions and act on them with minimal guidance. They want employees who speak, write, and listen effectively; organize their thoughts logically; and explain everything clearly.

				[image: check.png] Computer and technical literacy: Almost all jobs now require an understanding, ranging from basic to advanced, of computer software, word processing, e-mail, spreadsheets, and Internet navigation.

				[image: check.png] Problem solving/creativity: Employers always want people who can get them out of a pickle. Problem-solving ability can aid you in making transactions, processing data, formulating a vision, and reaching a resolution. Employers need the assurance that you can conquer job challenges by thinking critically and creatively.

				[image: check.png] Interpersonal abilities: Relationship building and relationship management are high priorities with many employers. These skills confirm that a candidate can relate well to others, both coworkers and customers.

				[image: check.png] Teamwork skills: The ability to work well with others while pursuing a common goal is a long-running favorite of employers. But so is the ability to work with minor supervision.

				[image: check.png] Diversity sensitivity: In today’s world, employers highly value cultural sensitivity and ability to build rapport with others in a multicultural environment.

				[image: check.png] Planning and organizing: Workplace life requires prioritizing and organizing information. Employers value people who, metaphorically, dig a well before they’re thirsty.

				[image: check.png] Leadership and management: Leadership consists of a strong sense of self, confidence, and a comprehensive knowledge of company goals. These qualities motivate and inspire, providing a solid foundation for teamwork.

				Year after year, in survey after survey, employers continue to look for assurances that you can in some way either make money for them or save money for them. If the employer is a nonprofit organization, generally you should substitute the skills you can bring to bear on helping the organization fulfill its mission (unless the mission requires selling products to earn money). Skills useful in saving money are universally desired, including by the nonprofits.

				Identifying Personal Qualities That Employers Want

				In the Great American Skills Sorting, some list makers mix in personal values, personality traits, and personal characteristics with skills — and that’s okay with me. But I’ve made a second list focusing on a few personal qualities that employers rate highly:

				[image: check.png] Adaptability and flexibility: Nearly half of employers in a recent survey gave a high rating to “openness to new ideas and concepts.” They also like candidates who can work independently or as part of a team, changing gears when required, whether multitasking or adapting working hours and locale.

				[image: check.png] Professionalism and work ethic: Employers seek productive workers with positive work ethics who stick with challenges until they meet them.

				[image: check.png] Positive attitude and energy: The last to be picked and promoted are candidates who show gloomy outlooks and emotional immaturity. Exhibit a sunny outlook and energetic, organized behavior.

				[image: remember.eps]	Everyone wants to hire a paragon of virtue, a model of excellence and perfection. Don’t overlook adding your personal qualities — and the behaviors they drive — where appropriate when composing your job search correspondence.

				Giving Serious Thought to Certifications

				A professional certification can be a kind of passport, identifying you as a citizen of a career field with all its rank and privilege. In other words, professional credentialing is one way to document your ownership of the skills you claim.

				[image: tip.eps]	Not all credentials are worthy. A credential is worth the effort only if it has industry recognition and respect.

			    Crash course on certification

				Differences in certification exist, but for ease of communication, I include other terms of validation, such as registered, accredited, chartered, qualified, and diplomate, as well as certified. Whether the professional designation carries statutory clout or is voluntary, common elements include professional experience, often between two and ten years, sometimes reduced by education. Education standards are included, which may call for minimum levels of both academic and professional education.

				Certification examinations are uninviting to many professionals; generally, they require time-consuming study and may include both experience-based knowledge acquired working in the field and curriculum-based knowledge gained by assigned learning texts.

								
Shopping for skills

				Small businesses are creating most of the new jobs. But small companies have fewer resources to use in training new hires. For most jobs, then, you’re pretty much on your own to acquire the skills you need.

				Although large companies offer fewer jobs in the aggregate, they’re still the best places to work to acquire up-to-date skills you can market on future jobs.




			    What’s certification worth?

				Is certification worth your effort?

				Certification has strong appeal in your early career — say, the first 12 to 15 years — as a technique to control your earnings environment. But in business, certifications lose their luster at the vice president level and above. Why? Certifications zero in on specific skills, while top managers are more concerned with the big picture.

				For consulting, medicine, law, and technology careers, professional certifications never lose their punch, especially for people who hope to work internationally. Continuing education may be required to keep them updated and active.

				The credential may be a license awarded by a state board, such as the familiar Certified Public Accountant (CPA), or a voluntary program sponsored by a professional organization, such as the Accredited in Public Relations (APR) designation awarded by the Public Relations Society of America.

			    Good Luck on the Great Skills Search

				When you’re really stumped on naming specific skills that make you stand out and need more help than this chapter or your informal efforts provide, the Internet beckons: Call forth the genie of Google and type “discover your skills.” More than 2.5 million resources are yours to mine.

			

		

	
		
			
				Part V

				The Part of Tens

				[image: 9781118436417-pp05.eps]

				In this part . . .

				Turn to the pages in the chapters in this part to discover social media etiquette, and gather tips on job hunting via the massive search engine, Google.

			

		

	
		
			
				Chapter 18

				Remember Ten Social Forget-Me-Not Tips

				In This Chapter

				[image: arrow] Being smart about what you reveal through social media

				[image: arrow] Reviewing key tips for success in new ways to nail jobs

				[image: arrow] Matching social media to the type of job you seek

				

				A dictionary definition explains social media as “forms of electronic communication, such as websites for social networking and microblogging, through which users create online communities to share information, ideas, personal messages, videos, and other content.” That’s a mouthful!

				The formal explanation isn’t always crystal clear for newcomers to the social concept — which we all were not so long ago. If you’re finding the idea a bit murky, back up to Chapter 8 for additional illumination about social media and social networking.

				Job hunters who like getting to the point immediately may prefer the following shortcut to decipher the social concept. (This shortcut is available in a number of versions on the Internet, but its origin is unknown.) Presented here in good fun, this rendition pairs each of seven social media websites with the stereotype of the purpose the site supposedly serves. Smile awhile:

				[image: check.png] Facebook: I like donuts.

				[image: check.png] Twitter: I’m eating a donut.

				[image: check.png] Foursquare: This is where I eat donuts.

				[image: check.png] Google+: I’m hanging out, eating donuts.

				[image: check.png] Quora: How do you eat donuts?

				[image: check.png] Pinterest: Here’s a donut recipe.

				[image: check.png] LinkedIn: My skills include donut eating.

				Going Social on the Job Front

				Social media is experiencing astonishing, explosive growth. Facebook alone claims 1 billion users worldwide, and Twitter boasts 100 million users across the globe. Social media and social networking can’t be ignored in a world that changes communication models seemingly overnight.

				[image: remember.eps]	The difference between social media and social networking is observation and interaction. Social media enables social networking. In other words, social media can exist without social networking, but social networking can’t exist without social media. Consider an example: When a recruiting professional views an online profile posted on a social media website such as LinkedIn, the recruiter is observing — but when the recruiter is motivated to contact a person he’s observing, the recruiter is interacting.

				To gain more know-how for a successful ride aboard the social job search bandwagon without falling off, bear ten tips in mind.

				Spread job search news with caution

				When you’re between jobs, keeping people in your network alerted through social media that you’re looking for a particular type of job is a smart move. It’s not so smart when you’re employed — unless you don’t care whether the boss finds out that you’re looking to leave and helps you out the door.

				The risk that your employer may get wind of your greener-pastures itch isn’t your only concern. Identity theft and fraud have entered the mix in recent years. As one privacy consultant has said, “It’s hunting season, and you are the game.”

				The biggest names in social media websites for job hunters are LinkedIn, Facebook, and Twitter. Newer sites include Google+ and Pinterest. Others are already here or on the way. Look critically at each social media site to assess whether you can live with its privacy protections.

				Establish yourself as an expert

				Use social media to be seen as someone “in the know” about what’s happening in your industry or career field. For example, use your status updates on Twitter to tweet about industry topics, new developments, advice, and anything of interest to people in your line of work.

				Find role models and mirror them

				Use LinkedIn to identify role model networkers who have the kind of job you want. See which groups they belong to, and join those groups. On the other side of the coin, look at who has viewed your profile and, if appropriate, add viewers to your network.

				Send thank-you notes to new connections

				Form the habit of sending a quick personal note to every person who accepts your invitation to connect on LinkedIn. Online commercial greeting card services save time. Jacquie Lawson e-cards, for example, include a collection of artistic note cards to make saying “glad to know you” easy, gracious, and fast.

				Such human touches set the table for the times when you need favors from your connections for introductions, referrals, and news of job opportunities.

				Sleuth for useful company research

				Many employers, especially large employers, have a presence on Facebook, Twitter, and LinkedIn. Although their Facebook profile probably is on private status, check it out. Cruise additional social sites for other nuggets of information about a company you hope to join.

				Regularly check your social sites

				When you’re connected — following and friending people, and monitoring favorite companies — stay on your toes. Don’t let your Twitter feed, LinkedIn updates, and Facebook Wall wither and go stale with inattention. Keep your eyes open for any mention of job openings at companies you like, as well as advice on how to apply for them.

				You can send your Facebook contacts direct messages asking about jobs or where they work. Also look on the Glassdoor website (www.glassdoor.com) at its "Inside Connections" tool to uncover who you may know at companies through your Facebook friends list that can promote your resume or even secure an interview.

				Tweet for quality, not quantity

				Regular tweets about interesting news, articles, personnel changes, and tools for your industry raise the balance in your professional standing bank. But sending out too much too often draws down that balance.

				By another measure, the vast majority of what you share on Twitter needs to be helpful, relevant information, either retweeting followers or connecting with others. You then have acceptance to ask for help whenever you need it.

				If your knowledge of how to use Twitter is sketchy, you can get up to speed by watching a few of the many free tutorials on the YouTube website (www.youtube.com).

				Use common sense to avoid rejection

				You’ve read plenty of warnings about reputation-management issues, such as the bad judgment of posting photos that show you guzzling alcoholic drinks. Belief issues can be just as damaging to your employment prospects.

				While having an online presence is important to your job search, do make sure that anything you post on a social networking site isn’t going to alienate a potential employer.

				What do you think would happen if you were being vetted by a recruiter whose client is a big bank and the recruiter came across a blog you wrote about your strong belief that no bank should be too big to fail? Look left and right before you write.

				Match social media to your type of job

				Opinions differ about which social media sites pay off best for which type of job hunter. Following are impressions, not scientific studies:

				[image: check.png] LinkedIn has been labeled the “suit-and-tie network” that’s useful for finding professional jobs in traditional industries.

				[image: check.png] Facebook is rewarding for jobs in health care, manufacturing and other blue-collar jobs, and seasonal work in delivery services and retailing.

				[image: check.png] Pinterest is a handy hub for spotting jobs in the design and interior decorating fields.

				[image: check.png] Google+ appears to be tilted toward tech jobs.

				Never jump from one social networking site to another on a whim. Just as one joke doesn’t make a comedian, one interesting job posting doesn’t make a favorite social site. Study and reflect on your options before you spread your time too thinly, unless you have 48 hours in your day to devote to social networking.

				Don’t assume that social is all you need

				Alison Doyle, the respected job search guide for About.com (see her profile sample in Chapter 9), advises balance in your search efforts.

				“The reason I’m not recommending you count only on online networking [social media] is that many employers still recruit candidates in what is an old-fashioned way. They expect candidates to apply with a resume and a cover letter via the company website, or on a site where they have posted the job opening,” Doyle says.

				Susan Heathfield, About.com’s guide to human resources, agrees with Doyle’s advice: “Despite the proliferation of social professional networking, such as that on Twitter and LinkedIn, some traditional components of the application process still work best for the job searcher to find out about a job, or even ask questions. When you apply, employers still expect a resume and cover letter.”

				As Doyle explains, “to have a well-rounded job search, you still need to search for jobs and to take the time to apply.”

				What’s Next in Social Search

				A decade ago, Friendster, the pioneering social media site, was at the top of the social heap. Fast-forward a few years, when Facebook (and, for awhile, MySpace) grabbed the spotlight. As time passes, new social media sites are likely waiting in the wings to emerge, and some current social media sites will probably age, shed users, and fade.

				Here’s why you care. After you master the do’s and don’ts of job hunting in today’s social world, you can’t forever count on the hunt you know. Dynamics change. Connections change. Enterprises change. (Friendster is now a gaming site based in Kuala Lumpur, Malaysia.)

				Before you plunge into a fresh job search a few years down the road, you’d be wise to confirm that the media sites you now count on for employment mobility continue to be the best tools to take you wherever you want to go.

				
Clap hands for social media’s good news!

				Are you hanging back from trying to find a job through social networking because you think it’s a loser for you? If so, which of the following reasons fuel your rejection — one or all of them?

				[image: check.png] You’re concerned that you’ll waste too much of your time on social networking

				[image: check.png] You could care less that you don’t even have a social media account 

				[image: check.png] You shrug off social networking because you’re not good with using technology 

				[image: check.png] You’re scared silly that your employer will find out you’re on the move and dump you

				[image: check.png] You’re not sure you want to expose yourself to the social world because you’re an aging job seeker and unfamiliar with this new way of networking 

				[image: check.png] You worry (with reason) about crooks snatching your personal online information 

				[image: check.png] You’re simply a private person and need not explain anything to anyone about your online issues

				[image: check.png] You suspect that recruiters really cruise social media sites to look for reasons not to hire you 

				OK. To go social or not is your call. But new information expressed by the hiring crowd of why they scout social media may change your mind.

				A 2012 study conducted by job board CareerBuilder.com asked 2,300 hiring managers and human resource professionals if, how, and why they use social media in their hiring process.

				About 37 percent said that they screen potential job candidates on social networks, checking out their character and personality on social media profiles.

				Beyond sizing up your qualifications, recruiters are on the lookout for a good fit with company culture, reasons not to hire you (your suspicion was right), and whatever else they find, such as indications of the following factors:

				[image: check.png] Good personality

				[image: check.png] Well-rounded person

				[image: check.png] Professional image

				[image: check.png] Great references

				[image: check.png] Creative talent

				[image: check.png] Communication skills

				Now here’s the good news: the Career Builder survey revealed that 29 percent of the surveyed hiring managers found enough positive factors on a profile that caused them to offer the candidate a job. 

				The upshot: Social networking advocates say that the time has come to consider putting yourself out there when you’re looking for employment bliss.




			

		

	
		
			
				Chapter 19

				Top Ten Google Tips forJackpot Job Search

				In This Chapter

				[image: arrow] Googling surprising ways to find and win prize jobs

				[image: arrow] Making sure you’re a winner when employers Google you

				[image: arrow] Working with Google to avoid missing out on hidden jobs

				

				In this fast-paced, digital-everything world, job hunting has become a different pursuit than it was a short dozen years ago. No technology better illustrates the dramatic shift than the search engine Google, with all its services that the vast majority of job seekers don’t know about. Here’s your chance to gain a “secret” advantage to become what you want to be: employed.

				Welcome to the Wide World of Google

				Google is technology with arms that spider into almost every realm of job search, from standard search function and subject alerts, to job finding and reputation monitoring.

				The Google wealth of free services to all who are chasing a new job is so extensive that expert Susan P. Joyce has prepared the following primer to show you how to max out opportunities that have eluded you. She's the chief executive officer of NETability, Inc., and of the websites Job-Hunt.org and WorkCoachCafe.com. Here are her ten high-performance Google tips.

				Learn Google ground rules

				Google tries to help you find what you’re looking for, but sometimes it helps too much by offering too many options.

				Help Google out

				When you type your search terms (keywords) into the Google search bar, the search engine busts its digital chops to deliver your target data, but you have to help. The following functions illustrate:

				[image: check.png] Ignoring your (bad) spelling and capitalization. Fortunately for many of us, spelling doesn’t count much in your search. Google corrects your spelling mistakes and asks you either “Did you mean . . .” or “Showing results for . . ..” Capitalization (or lack of it) usually doesn’t matter.

				[image: check.png] Presuming and — not or. When you type two or more words into its search bar, Google assumes that you want to find pages containing all those words, regardless of how connected or separated they are on a page. In essence, Google thinks you intend to use and between your search terms. In Google’s mind, your instruction looks like this:

						accountant (and) bookkeeper.

						When you’re actually searching for either an accountant or a bookkeeper job, inform Google of your intent by connecting the words with the conjunction or in capital letters. Your instruction then looks like this:

						accountant OR bookkeeper.

				[image: tip.eps]		Be sure to capitalize the word OR in this situation. If you don’t, Google sees or as one of the keywords you want it to find.

				[image: check.png] Ignoring meaningless words. Google passes over some of the words in your queries that it considers unimportant. Google ignores words like the, in, of, and for. You need not use such function words and prepositions.

				[image: check.png] Trying to read your mind. Google may be creative in the different versions of the words it finds for you. If you type “administrative assistant jobs,” it may return pages containing “admin assistant jobs” as well as “administrative assistant jobs” because it thinks you probably want those pages as well.

				Verbatim stops all that help

				If you want to turn off all of Google’s help (such as correcting spelling and ignoring some words), you can ask it to search exactly on the keywords you’ve typed into its search bar.

				Google calls this feature Verbatim. Find it by clicking the All Results option in the Search Tools menu above the results on your Google search results page.

				Search for bingo! answers

				Fine-tune your Google searches to find exactly the answers you want by simply adding punctuation and a few more words. Here are seven easy examples:

				[image: check.png] Basic search term. When you want Google to find exact words in a phrase, enclose the words in quotation marks. You then see only pages that contain the words side by side. Write it like this:

						“administrative assistant jobs”

				[image: check.png] Don’t wants. To avoid administrative assistant jobs that include receptionist duties, tell Google by attaching a minus sign to the front of the word you want excluded. Write it like this:

						“administrative assistant jobs” -receptionist

				[image: check.png] Do-and-don’t wants. When you want an administrative assistant job without receptionist duties, but you want it to be in Atlanta, add Atlanta to your query. Write it like this:

						“administrative assistant job” Atlanta -receptionist

				[image: check.png] Want this or that. Perhaps you’ve had a change of mind and decided that, although you favor Atlanta, you’re also fond of Savannah. Write it like this:

						“administrative assistant job” -receptionist (Atlanta OR Savannah)

				[image: tip.eps]		Enclosing in parentheses the either/or part of your search tells Google to treat that part of the query separately from the other parts.

				[image: check.png] Fill in the blank. If you’re not sure about the best words for your query, allow Google to come to your rescue by replacing the void with the asterisk character.

						To illustrate, maybe you’re thinking that the job title “administrative assistant” is too limiting, and you’re curious what other assistant jobs are available. Instruct Google to find out with a new query using the asterisk. Write it like this:

						* assistant

						assistant *

				[image: remember.eps]		You must leave a space between the search term and the asterisk.

				[image: check.png] Expanded help. When you prefer that Google become more creative with your search, it’s easy to make your wishes known. Merely attach the tilde character (~) in front of your basic search term. Google not only delivers hits on the original query, but also brings back additional results in the neighborhood.

						Assume that you want Google to find jobs for drivers — truck drivers, taxi drivers, and chauffeurs. Write it like this:

						~driver jobs

						Or assume that you want to see jobs for a lawyer, sometimes called an attorney. Write it like this:

						~lawyer jobs

				[image: check.png] Single-site search. When you want Google to prowl through a specific website, use the action word site followed by the website you want it to search. Suppose that a job as an administrative assistant at a large Atlanta employer Bank of America is on your wish list. Write it like this:

						job “administrative assistant” -receptionist (atlanta OR savannah) site:bankofamerica.com

				[image: tip.eps]		Google often pays attention to the order of your search terms, so put the most important word first in long queries — in this case, job.

				Search many faces of job titles

				Choosing the best job title for your search is more complicated than it seems. Multiple titles may apply to the same basic jobs. Some titles are employer specific. Some are industry specific. And some are illogical.

				Using the Google fill-in-the-blank (*) feature described in the previous section, I found 20 variations of the administrative assistant job title. I searched with three queries:

				Assistant * jobs

				administrative * jobs

				admin * jobs

				Search examples

				
					
						
								
								administrative assistant

							
								
								admin assistant

							
						

						
								
								administrative asst

							
								
								administrative support assistant

							
						

						
								
								staff assistant

							
								
								office assistant

							
						

						
								
								unit admin

							
								
								receptionist administrative assistant

							
						

						
								
								administrative assistant / receptionist

							
								
								office administrative assistant

							
						

						
								
								administrative assistant – junior

							
								
								junior admin assistant

							
						

						
								
								jr admin assistant

							
								
								junior office assistant

							
						

						
								
								senior administrative assistant

							
								
								sr administrative assistant

							
						

						
								
								executive administrative assistant

							
								
								executive assistant

							
						

						
								
								exec assistant

							
								
								executive admin

							
						

					
				

				See what’s going on? Certainly, there’s a difference between “junior admin assistant” and “executive assistant,” but there’s probably very little difference, if any, between “administrative assistant” and “admin assistant.”

				Evaluate job descriptions

				Are you targeting major universities? The administrative assistant position in major universities seems to be called “staff assistant” fairly often. In a hospital, virtually the same job may be called “office admin” or “unit admin.”Read the job descriptions for different titles to figure out which ones best fit you.

				[image: tip.eps]	Research with Google to find the most appropriate job titles that your preferred employers use often. Use those titles in job search letters and documents.

				Monitor your good name

				An estimated 80 percent or more of employers use Google to form an opinion of job seekers. At least once a week, practice defensive Goggling. Using the versions of your name on your resumes and profiles, run a query and review the first five pages of results. Additionally, set up Google Alerts (discussed later in this chapter) for your name.

				Keep an eye out for bad stuff that seems to be about you, as well as bad stuff that’s really about someone else who shares your name. If bad stuff is associated with your name, even if it belongs to someone else, your resume is toast.

				[image: tip.eps]	A 100 percent complete and public LinkedIn profile is a good defense against online mistaken identity.

				Find and use a clean version of your name — one that you know isn’t associated with evildoing — for your job search. Then quickly research and implement additional methods of reputation repair.

				You can’t address a reputation problem if you don’t know about it. You can’t know about it if you don’t practice defensive Googling.

				Uncover hidden jobs

				Jobs are posted across the Internet, especially on job boards and company websites, where they attract intense interest and competition. Look for jobs in less obvious places. Here are several examples of where you may find more elbow room in job hunting:

				[image: check.png] Association websites. Hundreds of thousands of professional and industry associations exist to unite and inform people who work in the same occupation or industry. The associations offer excellent connections for networking. Usually these organizations have websites, and the websites frequently have job postings.

						When you know of a relevant association for your target job or employers, visit it and look for a “career center” or “job board.”

						Can’t find job postings in an association career center or job board? Before assuming that you’ve struck out on association sites, try the Google single-site search. In this search, pretend that the name of the association you’re digging into is Example.org. Write it like this:

						(~job OR ~career) site:example.org

				[image: check.png] Domain name categories of websites. Internet domain names are always a part of any website address. They have names like Amazon.com, Yahoo.com, Harvard.edu, and Senate.gov.

						Domain names are divided into large categories called top-level domains. The names of top-level domains always have a period placed in front of them. Dot-com (.com) is the largest top-level domain category.

						Among thousands of top-level domain names (their numbers keep rising), in addition to the most common .com, the three names .edu, .gov, and .org are likely to be used most often.

						The following two examples spell out how to do job tracking by domain name categories.

						Higher education job: Say that you’re scouting for employment as an administrative assistant in a college or university, but you don’t have a particular school in mind. Your search includes only college and university websites. Write it like this:

						“administrative assistant job”(atlanta OR savannah) site:.edu.

						Don’t forget the DOT in .edu.

						Federal government job: Say that you want an administrative assistant's civil service job with the U.S. federal government. (Start at the feds' official website, www.USAJOBS.gov, but don't stop there.)

						A domain category search may reveal jobs that the official government website may not mention, for some reason. Write it like this:

						“administrative assistant job”(atlanta OR savannah) site:.gov.

						Don’t forget the DOT in .gov.

				Unless you specify otherwise, Google assumes that you don’t need only the newest information available in your search results when older information remains accurate and relevant. When you want to see only jobs posted in the past 24 hours or so, activate the Search Tools feature on the Google search results page and choose the time frame you prefer from the “time” options.

				Pinpoint recruiters and hiring managers

				Software technology impersonally rejects most job seekers today, creating one of the most frustrating problems job hunters everywhere face: the challenge of uncovering the names of human job deciders to whom they can present their qualifications.

				With a job and an employer in mind, calling on Google’s long research arms shifts the odds in your favor of finding the names of the relevant recruiting and hiring managers.

				Recruiter search

				Recruiters may be “internal” employees who work in a company’s human resources department or “external” professionals who work in independent third-party firms. To find recruiters no matter where they office, tap into the following search suggestions:

				[image: check.png] LinkedIn single-site search. Using Google to search LinkedIn (www.linkedin.com) is often useful to identify recruiters for large employers. Suppose you want to spot the recruiter(s) at Amazon. Write it like this:

						recruiter amazon site:linkedin.com

						Look for a search result titled “Amazon Recruiter profiles| LinkedIn” (or something similar).

						The more LinkedIn connections you have, the more details you see about the recruiters Google finds when you click the LinkedIn results page.

				[image: check.png] Company (employer) single-site search. Hunt for recruiters on the target company’s website using the Google single-site search method. In the following search query, example is the name of the company you’re targeting. Write it like this:

						~recruiter site:example.com

						“human resources” site:example.com

						“~staff directory” site:example.com

				[image: remember.eps]		Be sure there’s no space between site: and the domain name, which, in this case, is example.com.

						Attaching the tilde to the front of the word recruiter tells Google to look for all variations of the word, as described in a previous section of this chapter. Be sure to substitute the correct domain name for example.com, or use the appropriate domain name category, like .gov or .edu, for a search across all government agencies, or colleges and universities.

				[image: check.png] General search. Perform a standard Google search on the employer’s name plus the word recruiter so that Google will look over every digital hill and dale as it searches the entire Web.

						For example, if you want to spot the recruiter(s) at Amazon, write it like this:

						amazon.com ~recruiter

						“recruiter at amazon.com”

						~recruiter amazon.com

						Double-check the age of the results you find, to be sure you aren’t pulling up obsolete data.

						Reminder: Attaching the tilde to the front of the word recruiter gives Google free rein to find variations on the word recruiter, like “head hunter” and “staffing manager.”

				Hiring manager search

				Spot hiring managers based on their job title or department. Start with the information provided on a recent job description for important details, such as the hiring manager’s job title (“job reporting to . . .”).

				For this illustration, assume that the position you seek is in the marketing department. You can employ the following queries:

				[image: check.png] LinkedIn single-site search. Because job titles vary (remember administrative assistant earlier in this chapter), using a multipronged search strategy is wise. Consider six examples. Write it like this:

						“(vp OR vice president OR director) marketing” “employer name” site:linkedin.com

						“[probable hiring manager title, like “engineering director” or “customer service manager”]” “employer name” site:linkedin.com

						“marketing manager” “employer name” site:linkedin.com

						“marketing * manager” “employer name” site:linkedin.com

						“marketing *” “employer name” site:linkedin.com

						manager -project “employer name” site:linkedin.com

				[image: check.png] Company (employer) single-site search. Also search the employer website using the Google single-site search option for the same search queries as the LinkedIn searches, plus these six additional queries:

						“[probable hiring manager title]” site:example.com

						“marketing contacts” site:example.com

						~contacts site:example.com

						~team site:example.com

						“~directory” site:example.com

						~organization site:example.com

				[image: check.png] General Google search. Set Google loose on the whole Web to find the names you need. You can ask Google to find the answers to these six queries:

						“(vp OR vice president OR director) marketing” “employer name”

						“[probable hiring manager title]” “employer name”

						“marketing manager” “employer name”

						“marketing * manager” “employer name”

						“marketing *” “employer name”

						“~staff directory” “employer name” marketing

						Check the date on your results to be sure the information isn’t several years old. You don’t want to be sending a letter to the person who left the job in disgrace five years ago. As a double-check, consider calling the employer’s general number and asking, “Is So-and-So still working there as the [whatever job title you have]?”

						If the person is still there, you’re good to go. If not, ask for the name of the new person in that job. You may or may not get the new name, but it’s worth a try.

				In the previous examples, replace marketing with the department the job description indicates: accounting, administration, purchasing, customer service, engineering, production, and so on.

				Think like a detective for interview prep

				Employers go for candidates who are really interested in working for them, as opposed to candidates who merely show up for the interview. Many hiring managers view the job interview as a demonstration of the kind of employee you would be.

				[image: tip.eps]	Get the edge on the competition by spending a couple hours transforming yourself, demonstrating to decision makers that you’re Number One on going the second mile.

				After you scour the organization’s website, call Google in to help by using queries like these:

				“employer name” “(ceo OR president)”

				“employer name” officers

				“employer name” “expanding in *”

				“employer name” (announced OR introduced)

				“employer name” “new * announced”

				“employer name” (growing OR planning)

				“employer name” (launched OR launching)

				“employer name” (awarded OR won)

				“employer name” (chosen OR selected)

				“employer name” “opening *”

				“employer name” “venture funding”

				“employer name” “quarterly financial results”

				“employer name” “beginning production”

				“employer name” “acquiring *”

				“employer name” ~competitors

				The last query about competitors brings back interview kudos plus. By identifying the target company’s competition, you can discuss how much better the target’s products and services are than those of their competition.

				And if the interview doesn’t spark a job offer, you’ll have a head start on researching competitors where you might next apply. It’s a win–win.

				Avoid layoffs and sidestep bad jobs

				The last thing you want to do is land a job with a company that needs to lay off staff. You may be conducting a new job search much too soon! So do this research as part of your interview preparation, and then possibly do a double-check before you accept a job offer.

				You have no guarantees, of course, but Google may find signs of recent or pending layoffs. Basically, you’re looking for bad news.

				Do these searches:

				“employer name” (~layoff OR “laid off”)

				“employer name” layoff *

				“employer name” “~head count reduction”

				“employer name” “closing *”

				“employer name” “resigned unexpectedly”

				“employer name” ~losses

				“employer name” “ending production”

				“employer name” restructuring

				“employer name” “acquired by *”

				“employer name” “indicted”

				If Google shows you bad news, double-check that the timing of the bad news is new news. This research also enables you to carefully ask about what’s planned for the company’s future.

				When you are employed, tracking this kind of information can be helpful for your own self-defense so that you aren’t the proverbial last person jumping off a sinking ship.

				Sometimes job postings aren’t genuine. When you find a job posting that looks promising but is listed by an employer you’ve never heard of, use Google to do your own verification that the job is real before you entrust the company with your resume or fill out an application.

				Search for the employer name. If all Google shows you are job postings — no employer website, no employees on LinkedIn, no products or services for sale — neither the employer nor the job are likely real.

				Use alerts to stay alert

				You can see what employers are finding out about you when they track what’s visible for your name. You can also monitor what’s happening in your industry or to a competitor. The Google Alert site explains the mechanics, including the following two key options:

				[image: check.png] Do you want Google to search for one or more versions of your name? (Hint: Choose all versions of your name.)

				[image: check.png] Do you want Google to send you updates as they happen, once a day, or once a week? (Hint: Once a day works well for most job seekers.)

				As a job seeker, you can find many uses for Google Alerts, as the following three categories suggest:

				[image: check.png] Research employers. When you’re interested in employers that are reputed to be good places to work, that pay reasonably well, and that hold good prospects for the future, set up a comprehensive Google Alert for the employer by name, followed by the word jobs.

						When you want to shadow more than a single company, you can specify as many as eight companies, as long as you string them together with the word OR spelled in capital letters. Write a three-company query like this:

						jobs “Company A” OR “Company B” OR “Company C”

				[image: check.png] Research new local jobs. Suppose that you live in Michigan — or want to relocate to Michigan — and want to get a heads-up when a Michigan employer plans to expand and add new jobs. Write it like this:

						“new jobs” OR “expansion” Michigan

						If you’re interested in only jobs in Detroit, change Michigan to Detroit.

				[image: check.png] Research industries. When you’re interested in a specific industry, set up a Google Alert for that industry (or career field). Google then keeps you in the loop with industry updates, and you’ll be the smartest candidate in the interview room.

				Explore the Google universe

				Most of us don’t use 0.01 percent of the endless and expanding cosmos of Google. In addition to Google’s default general search, it offers plenty of options to reach out for facts, figures, and futures, as you’ll vividly realize by examining the following two websites.

				Google Local (local.google.com)

				A Google local page features a map you can adjust to highlight your own target work area. Type the city and state or Zip Code you want into the Google search bar.

				Use the Google search bar at the top for your query. For example, if you want to work for a hospital, type the word hospital into the search bar; the map then lights up with dots indicating the locations of hospitals near you.

				On the map, the dots that Google thinks are more relevant to you have little lettered flags that correspond to information in the left column of the page (usually), like the website, contact information, and sometimes reviews. Result: Potential target employers’ locations and commute.

				Google News (news.google.com)

				This website is another tip-off to what’s going on in a local job market: local employers that are growing bigger companies (or shrinking them), businesspeople who are becoming increasingly visible, and changing laws that may impact your work life.

				More Google Secrets

				Latch on to still more job-finding nuggets from search authority Susan P. Joyce. Look online for “Guide to Using Google for Job Search,” a free collection of how-to articles on job-hunt.org.

				New Game: “Hide and Seek and Find”

				Comedian Jimmy Wales comes close to today’s digital reality with his statement, “If it isn’t on Google, it doesn’t exist.”

				Susan P. Joyce comes closer: “If you can’t find it on Google, give up. Wait . . .. No! Keep trying! The job jackpot is there somewhere.”

				Not only are job search letters tools of our times, but knowing where to send them makes all the difference between a winning move and a writing exercise.

				

			

		

	
		
			
				Appendix

				Directory of Job Letter Writers

				The talented professional letter writers whose work appears in Parts II and III are experts at creating the quality of self-marketing job search documents you need to stand out from your competition.

				The writer’s name and locale appear at the bottom of each sample. When you want to contact a specific professional, refer to this appendix. It presents each writer’s contact information, a glossary of professional certifications, and a directory of professional writing and career-development organizations to which many of the sample writers proudly belong.

				About the Sample Writers

				The following directory lists each sample writer’s name, stated certification designations, location, telephone, and e-mail address. The writer’s firm name, fax and toll-free phone numbers, and website are included when available.

				Deborah Barnes, CPRW, JCTC 
Nahant, Mass.
Phone 781-598-1127
E-mail debnahant@comcast.net

				Karen Bartell, CPRW
Best-in-Class Resumes
Massapequa Park, N.Y.
Phone 800-234-3569 or 631-704-3220
Fax 516-799-6300
E-mail kbartell@bestclassresumes.com
Website www.bestclassresumes.com

				Laurie Berenson, CPRW, CEIC
Sterling Career Concepts, LLC
Franklin Lakes, N.J. 
Phone 201-573-8282
Fax 201-255-0137
E-mail laurie@sterlingcareerconcepts.com
Website www.sterlingcareerconcepts.com

				Marian Bernard, CPRW, JCTC, CEIP
The Regency Group
Aurora, Ont., Canada 
Phone 905-841-7120 
Fax 905-841-1391
E-mail marian@neptune.on.ca
Website www.resumeexpert.ca

				Sharon M. Bowden, CPRW, CEIP
SMB Solutions
Atlanta, Ga. 
Phone 404-264-1855
Fax 404-264-0592
E-mail Sharon@startsavvy.com
Website www.startsavvy.com

				Vicki Brett-Gach, CPRW
Best Resume, LLCA
nn Arbor, Mich.
Phone 734-327-0400
Fax 734-913-0633
E-mail bestresume12345@aol.com
Website www.BestResume12345.com

				Donald Burns
Career Defense, LLC
New York, N.Y.
Phone 917-519-0487
E-mail dburns1@donaldburns.com
Website www.careerdefense.com

				Freddie Cheek, CCM, CPRW,CARW, CWDP
Cheek & Associates, LLC
Amherst, N.Y.
Phone 716-835-6945
Fax 888-227-9957
E-mail fscheek@cheekandassociates.com
Website www.CheekandAssociates.com

				Stephanie Clark, CRS, CIS
New Leaf Resumes 
Nanaimo, B.C., Canada 
Phone 855-550-5627
E-mail newleafresumes@gmail.com
Website www.newleafresumes.ca

				Laura DeCarlo, CMRW, MCD, CCMC, CP-OJSRM, CEIC, JCTC
Career Directors International
Melbourne, Fla.
Phone 321-752-0442
E-mail laura@careerdirectors.com
Website www.careerdirectors.com

				Dan Dorotik, NCRW
100 Percent Resumes
Lubbock, Texas
Phone 806-783-9900
Fax 806-993-3757
E-mail dan@100percentresumes.com
Website www.100percentresumes.com

				Tamara Dowling, CPRW
Seeking Success
Valencia, Calif.
Phone 661-263-8709
E-mail td@SeekingSuccess.com
Website www.SeekingSuccess.com

				Debbie Ellis, MRW
Phoenix Career Group
Houston, Texas
Phone 281-571-3223
Fax 866-856-1878
E-mail ellis@phoenixcareergroup.com
Website www.phoenixcareergroup.com

			    Wendy S. Enelow, CCM, MRW, JCTC
Career Thought Leaders Consortium
Resume Writing Academy
Coleman Falls, Va.
Phone 434-299-5600
E-mail wendy@wendyenelow.com
Website www.wendyenelow.com

				MJ Feld, CPRW
Careers by Choice, Inc. 
Huntington, N.Y.
Phone 631-673-5432
Fax 631-673-5824
E-mail mj@careersbychoice.com
Website www.careersbychoice.com

				John Femia, CPRW
Custom Resume & Writing Service
Schenectady, N.Y. 
Phone 518-357-8181
E-mail customresume@nycap.rr.com
Website www.custormresumewriting.com

				Arthur I. Frank
Resumes "R" Us
Flat Rock, N.C.
Phone 866-600-4300 or 828-696-2975
Fax 828-696-2974
E-mail af97710@bellsouth.net
Website www.PowerResumesandCoaching.com 

			    Louise Garver, CPBS, JCTC, CMP,CPRW, CEIP
Career Directions, LLC
Broad Brook, Conn.
Phone 860-623-9476
Fax 860-623-9473
E-mail LouiseGarver@cox.net
Website www.CareerDirectionsLLC.com

			    Judith L. Gillespie, CPCC, CPRW, CEIP
Career Avenues by Judy
West Melbourne, Fla.
Phone 850-524-2917
Fax 321-953-8361
E-mail judy@careeravenuesbyjudy.com
Website www.careeravenuesbyjudy.com

				Susan Guarneri, MRW, CERW,CPRW, CPBS, NCCC, DCC
Guarneri Associates
Three Lakes, Wis. 
Phone 715-546-4449
Skype susan.guarneri
E-mail Susan@Resume-Magic.com
Website www.Resume-Magic.com

				Divya Gupta, ACPEC, CCC, PCC
Confident Career
Herndon, Va. 
Phone 703-953-1154
E-mail divya@confidentcareer.com
Website www.confidentcareer.com

				Gay Anne Himebaugh
Seaview Secretarial Solutions
Corona del Mar, Calif.
Phone 949-673-2400
Fax 949-673-2428
E-mail resumes@seaviewsecretarial.com

				Phyllis G. Houston
The Resume Expert, Mobile Resume Service 
Upper Marlboro, Md.
Phone 301-574-3956
Fax 301-574-1191
E-mail phyllis_houston@msn.com

			    Kristen A. Jacoway, CRC, CPRW, CCC, CPBS
Career Design Coaching
Auburn, Ala.
Phone 334-610-0105
E-mail Kristen@careerdesigncoach.com
Website www.careerdesigncoach.com

				David J. Jensen, CEIP
Ascension Writing Services
Salt Lake City, Utah
Phone 801-755-4364
E-mail djensen962@msn.com

				Erin Kennedy, MCD, CMRW, CPRW
Professional Resume Services, Inc.
Lapeer, Mich. 
Phone 877-970-7767
E-mail erin@exclusive-executive-resumes.com
Website www.exclusive-executive-resumes.com

				Wendi W. McAfee, CPRW
SMB Solutions
Atlanta, Ga.
Phone 404-351-1360
E-mail wendi@startsavvy.com
Website www.startsavvy.com

				Karen Mitchell
Limelight Career Consulting
Lititz, Pa.
Phone 717-468-9601
Fax 717-626-3443
E-mail karen@limelightcareers.com
Website www.limelightcareers.com

				Kevin R. Morris
Career Mobile
Naples, Fla.
Phone 239-207-5149
E-mail Kevin@goCareerMobile.com
Website www.goCareerMobile.com

				Melanie Noonan
Peripheral Pro, LLC
Woodland Park, N.J. 
Phone 973-785-3011
Fax 973-256-6285
E-mail peripro1@aol.com

				Don Orlando, CPRW, JCTC, CCM,CCMC, CJSS, MCD
The McLean Group 
Montgomery, Ala.
Phone 334-264-2020
E-mail dorlando@yourexecutivecareercoach.com

				Barb Poole, CCMC, CLTMC, CMRW, CPRW, PHR
Hire Imaging, LLC
Maple Grove, Minn.
Phone 877-265-2750
E-mail barb@hireimaging.com
Website www.hireimaging.com

				Haley Richardson, CPRW, JCTC
Resumes Done Right
Minneapolis, Minn.
E-mail resumesdoneright@rocketmail.com
Website www.resumesdoneright.com

				Jane Roqueplot, CPBA, CWDP, CECC
JaneCo's Sensible Solutions
West Middlesex, Pa.
Phone 888-526-3267 or 724-528-1000
E-mail janeir@janecos.com
Website www.janecos.com

				Barbara Safani, CERW, NCRW, CPRW, CCM
Career Solvers
New York, N.Y. 
Phone 347-480-1827
E-mail info@careersolvers.com
Website www.careersolvers.com

				Joellyn Wittenstein Schwerdlin CCMC, JCTC
Career-Success-Coach.com
Worcester, Mass.
Phone 508-459-2854 
Fax 508-459-2856
E-mail joellyn@career-success-coach.com
Website www.career-success-coach.com

				Tanya Sinclair, CHRP, MCRS
TNT Human Resources Management
Pickering, Ont., Canada
Phone 416-887-5819

				Billie R. Sucher, CTMS, CTSB, JCTC, CCM
Billie Sucher Career Services
Urbandale, Iowa
Phone 515-276-0061
E-mail billie@billiesucher.com
Website www.billiesucher.com

				Linda Tancs
Get Smart Consulting
Hillsborough, N.J.
Phone 908-428-4475
E-mail info@getsmartconsulting.com
Website www.getsmartconsulting.com

				Kathryn Kraemer Troutman
The Resume Place Federal Career Training Institute
Catonsville, Md.
Phone 888-480-8265
E-mail Kathryn@resume-place.com
Website www.resume-place.com

				Edward Turilli, CPRW
AccuWriter Resume Service
North Kingstown, R.I.
Bonita Springs, Fla.
Phone 239-298-9514
E-mail AccuWriter@comcast.net
Website www.resumes4-u.com

				Rosa Elizabeth Vargas, MRW, CERW, NCRW, ACRW
Career Steering Executive Resume Service
Orlando, Fla.
Phone 321-704-7209
Fax 888-448-1675
E-mail writer@careersteering.com
Website www.careersteering.com

				A Glossary of Professional Certifications

				Ever wonder what the letters behind someone’s name mean? Initials behind the sample writers’ names designate certifications each has voluntarily earned. A professional organization awards the designations based on a candidate’s professional evaluation, usually measured by formal testing, of the candidate’s level of expertise in a specific skill area.

				The certification examination process generally requires time-consuming study and may include both experience-based knowledge acquired in the field and curriculum-based knowledge gained by study of assigned learning texts.

				Certification is an indication that the certified professional is a player in a field’s large body of knowledge and that the professional meets documented standards and achievement requirements.

				Many — but not all — of the certifications accorded to this book’s sample writers were awarded by one of the professional organizations listed in the following section. (Other certifications are awarded by a variety of professional organizations not represented here.)

				[image: remember.eps]	Certification evaluations are voluntary for professional writers. For their own reasons, not all of the experts whose excellent work appears in these pages have sought credentialing.

						ACRW — Academy Certified Resume Writer

						CARW — Certified Advanced Resume Writer

						CCM — Credentialed Career Manager

						CEIC — Certified Employment Interview Consultant

						CEIP — Certified Employment Interview Professional

						CMRS — Certified Master Resume Specialist 

						CMRW — Certified Master Resume Writer

						CPCC — Certified Professional Career Coach

						CP-OJS — Certified Professional in Online Job Search

						CPRW — Certified Professional Resume Writer

						CRS+X — Certified Resume Specialist

						CWPP — Certified Web Portfolio Practitioner

						MCD — Master Career Director

						MRW — Master Resume Writer

						NCRW — Nationally Certified Resume Writer

				Professional Organizations

				Professional writers of job letters belong to professional organizations to stay current with new ideas, continue professional development, and connect with other serious experts. The professional organizations that follow are responsible for inviting their members to contribute their best work to this book. The certification designations awarded by each organization are noted.

				Association of Online Resume and Career Professionals (AORCP)
Certifications awarded:
Certified Master Resume Specialist (CMRS)
Website www.aorcp.com
Contact Karen M. Silins, 
Karen@aorcp.com

				Career Directors International (CDI)
Certifications awarded:
Certified Master Resume Writer (CMRW)
Master Career Director (MCD)
Certified Resume Specialist (CRS+X)
Certified Advanced Resume Writer (CARW)
Certified Employment Interview Consultant (CEIC)
Certified Professional in Online Job Search (CP-OJS)
Certified Web Portfolio Practitioner (CWPP)
Website www.careerdirectors.com
Contact Laura DeCarlo, 
laura@careerdirectors.com

				Career Thought Leaders Consortium (CTL)
Certifications awarded:
Master Resume Writer (MRW)
Credentialed Career Manager (CCM)
Website www.careerthoughtleaders.com
Contact Wendy Enelow, 
wendy@careerthoughtleaders.com

				The National Resume Writers' Association (NRWA)
Certifications awarded:
Nationally Certified Resume Writer (NCRW)
Website www.nrwaweb.com
Contact Marie Zimenoff, President, 
president@thenrwa.com;
or Administrative Manager, 
adminmanager@thenrwa.com

				Professional Association of Resume Writers & Career Coaches (PARW/CC)
Certifications awarded:
Certified Professional Resume Writer (CPRW)
Certified Employment Interview Professional (CEIP)
Certified Professional Career Coach (CPCC)
Website www.parw.com
Contact Frank Fox, 
parwhq@aol.com

				Resume Writing Academy (RWA)
Certifications awarded:
Academy Certified Resume Writer (ACRW)
Website www.resumewritingacademy.com
Contact Wendy Enelow, 
wendy@resumewritingacademy.com

				About Hiring a Professional Job Search Letter Writer 

				Now you know that an effective communications-supported job search counts more than ever in a time when technology seems to change every 15 minutes.

				Even so, maybe persuasive writing isn’t your talent or keyboard gymnastics your skill. The obvious answer is to get help and move forward with your life.

				The 42 contributors of sample letters to this groundbreaking work are at the top of their profession. If you need a hand, you may want to seek the services of the career professional who wrote your favorite sample in this guidebook, or perhaps you’ll want to consider several writers before making a choice. Turn the page for suggestions on choosing with confidence.

				5 Tips for Choosing Job Search Writers

				Selecting a professional writer to move your career forward can be daunting if you’ve never before called out the heavy artillery. The following tips will help you make a wise choice.

				Getting to know you

				Many professionals offer a free consultation. To get the most from this opportunity, jot down every question you can think of about job search letters before you meet with any professional. That will insure the time you spend together will be well tailored to your specific needs.

				Once hired, a top professional writer spends at least an unhurried hour on the phone with you getting to know your background, what you want in a job, your personality, and other factors that are critical to writing great messages that can change your life.

				Getting to your writer

				Do check the writers’ credentials and references, which services and goods they offer, and how each will benefit your job search. Those who want to write your letters should hold certifications in the field, present workshops to the public and colleagues, write for publication, and be active members of at least one career professional organization. 

				Ask about a worksheet workload. You may not want to fill out extensive worksheets, effectively writing the basic documents yourself. A writer must spend considerable time with you to capture your word choice and philosophy well enough to reflect the best you.

				Industry awareness

				Workplace jargon is everywhere. Each industry and career field communicates its own insider language. A strong writer can research and overcome not having a command of the specific lingo, but your messages must sound as though you wear the correct secret decoder ring and know what you’re talking about.

				Out-the-door price 

				Follow the taxi principle: Find out what the total ride will cost before you get in. Writers cannot guarantee you’ll land a job based on their work because too many other factors — from interviews to background checks — are in play. 

				Delivery dates

				If you must have new employment by a specific date, ask about the writer’s delivery schedule. Highly successful writers may have weeks of work lined up that extend beyond your deadline.

			

		

	
		
			
				About the Author

			    Joyce Lain Kennedy is America’s first nationally syndicated careers columnist. Her two-times-weekly column, CAREERS NOW, syndicated by Tribune Media Services, appears in newspapers and on websites across the land. In her four decades of advising readers — newbies, prime-timers, and in-between — she has received millions of letters inquiring about career moves and job search and has answered countless numbers of them in print.

			    Kennedy is the author of seven career books, including Joyce Lain Kennedy’s Career Book (McGraw-Hill), and Electronic Job Search Revolution, Electronic Resume Revolution, and Hook Up, Get Hired! The Internet Job Search Revolution (the last three published by Wiley). 

			    Job Search Letters For Dummies is one of a trio of job market books by Kennedy published under Wiley’s For Dummies branded imprint. Job Interviews For Dummies, 4th Edition won the gold medal, the coveted Benjamin Franklin award for best career book of the year. The other guide in the suite is Resumes For Dummies, 6th Edition.

				Writing from Carlsbad, California, a San Diego suburb, the country’s best known careers columnist is a graduate of Washington University in St. Louis. Contact her at jlk@sunfeatures.com.

				About the Technical Editor

			    James M. Lemke has earned a reputation as a leader in talent strategies and processes. He is Vice President, Human Resources, for Finca International, a global nonprofit financial services organization. 

				Jim has held executive positions with Opportunity International, Wachovia Bank, TRW, UCLA, Walt Disney Imagineering, and Raytheon. Previously, Jim spent 15 years as a human resources consultant and hiring authority. His client list included: Real Networks, Southern California Metropolitan Water District, Northrop Grumman, Southwest Airlines, Jet Propulsion Laboratory, United Arab Emirates University, and the White House.

				Jim resides in Buckeye, Arizona. Contact him at jamesmlemke@gmail.com.

				Author’s Acknowledgments

				Endless thanks to the following superhero-helpful individuals. (Next time, I’m sending each of you a cape along with your copy of this book.)

			    James M. Lemke, technical advising all-star, human relations vice president of a major international humanitarian organization, and globe-trotting business traveler. Jim vetted the professional practices I describe in this book, and, luckily for thee and me, Jim tracks all the new trends and technology.

			    Linda Brandon, For Dummies editor at the top of her game, shepherded this guide through a myriad of publishing hoops and oops, always making spot-on suggestions and corrections.

			    Yevgeniy “Yev” Churinov, computer whiz, mobile early adopter, and social networking guru, contributed both technological clarity and practical production assistance.

			    Lindsay Sandman Lefevere, For Dummies executive editor, stands out as this book’s wise godmother. 

			    Krista Hansing, five-star copyeditor whose sharp eyes, sound judgment, and editorial skills made this challenging work a far better guide.

			    Susan P. Joyce delivered invaluable knowledge of contemporary job search in the new digital age; Kathryn Kraemer Troutman generously shared her incomparable grasp of the federal job market and its often confusing documents; Allison Doyle came through with Doyle alerts to winners and losers in this decade’s deluge of new recruiting technology; and Debbie Ellis confirmed herself to be a leading career management professional who never met a job search letter she couldn’t improve.

			    Gail Ross, literary agent-attorney and longtime friend, continues to keep me out of trouble in the publishing world.

			    Special appreciation of the 42 richly talented professional writers who contributed sample letters, notes, emails, and other job search documents to these pages: Deborah Barnes, Karen Bartell, Laurie Berenson, Marian Bernard, Sharon M. Bowden, Vicki Brett-Gach, Donald Burns, Freddie Cheek, Stephanie Clark, Laura DeCarlo, Dan Dorotik, Tamara Dowling, Debbie Ellis, Wendy S. Enelow, MJ Feld, John Femia, Arthur I. Frank, Louise Garver, Judith L. Gillespie, Susan Guarneri, Divya Gupta, Gay Anne Himebaugh, Phyllis G. Houston, Kristen A. Jacoway, David J. Jensen, Erin Kennedy, Wendy W. McAfee, Karen Mitchell, Kevin R. Morris, Melanie Noonan, Don Orlando, Barb Poole, Haley Richardson, Jane Roqueplot, Barbara Safani, Joellyn Wittenstein Schwerdlin, Tanya Sinclair, Billie R. Sucher, Linda Tancs, Kathryn Kraemer Troutman, Ed Turilli, and Rosa Elizabeth Vargas.

			    Publisher’s Acknowledgments

			    Acquisitions Editor: Lindsay Lefevere

			    Project Editor: Linda Brandon

			    Copy Editor: Krista Hansing

			    Technical Editor: James M. Lemke

			    Art Coordinator: Alicia B. South

			    Project Coordinator: Kristie Rees

			    Cover Photos: © cogal / iStockphoto.com
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				To access the cheat sheet specifically for this book, go to www.dummies.com/cheatsheet/jobsearchletters.
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				Find out "HOW" at Dummies.com
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Subjoct Associate Dirocto, Business Dovelopmont (Req: 5667)

Bon B, HR Drcto, Cloar Pharmacautals, Inc.
Dear . Bot,

From your company’s wsbsi,  lsamad o th job openin for Associate Director,
Business Developront (Red: 3967).Im chomping at he i 0 tacl s posion wih
Cloar Pharmacicals because my skls and experonce are cusom mado for your
ocuiroments!

Work History Snapshot: At 821 Pharmactals | workd colbarativly wih high
level and midevel government offcils, publc and prvale secorsakehaders, and
intomational rganizations. Al Tosata HealhCaro Systos, | eiablhod and Brought 1o
5226 the sustanablo supply chan sslams which capturd 1% growth i markel
‘opportunies wih ocalbusinesses. | can make sriarprofiabl conbuions 0 your
eam ot Cloar Prmacoutcat.

Former managers wl ol you ot | am vey creatvo, productve, and wrk offctiely
Torg taam anvionmant. My rosume s ambedded (ck hre)for yourroiow.

m fascinatod it Clear Pharmaceutcas an s inpraseive RAD pipsine! il ook
forward o taking wih you rogarding thischaleging openig.

Sicaroly,
O Patal
(855)426-1111 | Skype: dhrvp | Emal ahuvp@malcom
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DAPHNE MURPHY

25 Roling Water Lane < Scarsdale, NY 10583 (914 358624 daphemurphyogmaiLeom

With a background working with youn adults in academic and counselin setings coupled with
experience in corporate managerial roles, my trengthsaign well with the qualications oulined for
youridel candidate:

Asther s nothing more

Staong & Inspiring Leadership Skill: Managed texms natonvide with Bloomberg Markets
0 Support 2000+ aliets nd ired, trained, and mentored #11anked 15 person sles tar
with WPS Media,

12+ Years of Seniorlevel Management: Corporate background includesseven years with
Bloomberg Markes s a Vice Presdent and Managing Diretor and five years with WPS
Mediaos the Los Angeles Buresu Sos Manager with a rcord of chieving consisent, high-
qualityresuls

Budget & Revenue lanning Experience: Well-vrsed in managing Pl responsibility via
Seniorevel managerialrles in bwo lrge corporations and a5 n enrepreneur establihing
and managing the day-to-day trategic, nancial,and operational aspects of wo iche
businesses.

Experience Developing Senior Leadership: Identified nd culivated isng leaders smong,
srong performers by mentoring, poviding opporturitesfo growth, and grooming for
promotion and incressed responbity.

Collaboratve Work Across Departments: Wel-versed in aclaing progress in both
academic and corporate stings, inchding recent commic roles and ccess conneting an
ducatonal nonproft with the COO and stafof Baruch College fo  fture parinershi,

Staong Presentation & Communiction Skils: Curently lectur in lassroom seting 2 an
adjunct collegeprofesor, mentor nd lise with students one-on-one, and voluntee 4 rict
Tacitatorfor children and theirfamilc n addition 10 accepting spesking engagerments and
delivering presentatons inprior corporate rols.

Knowledge o Higher Education & Educational Access: My commiment to educating
today's underserved youth s part o  careerlong focus on education. Presenly esching at
an urban colege campus and working o set s long tem growih sirategy by seving o the
Sehool's Advisory and Retention Commitee

A than empowering today' diverse young dults o further thei education,

lly support the vahues and mision o The Scholas Foundation and welcome the apportunity o oin
Your management eam





OEBPS/images/9781118436417-tb1715.png
2 Patience
JPersistence
2 Pleasant

2 Positive

2 Pragmatic
1 Progressive
2 Punctuality

P

QPerfectionist
QPersonable
QPoised

Q Powerful
QPresence
QPrompt

QPersevering
QPioneering
QPolite
QPractical
QPride in work
QPrudent





OEBPS/images/9781118436417-un0406_fmt.png
Mark Forsyth
—_—

—

oaie]
Namo of iing Manager]

el e store Manger osiion
(Campany) Adverted nCoorado Resd
{ndarmss]

ear N o Hrig Manager

A5 fomar member ot Unted Satos Ay, 2 Ca of aadership bacam sl i o
lrious,Cres, Communicat, Charace, Courage, Conviction, Chaisms, Competant, and.
‘Common Sense. And hore's mors 1w g ot o o oo hanager 1 aty o ik on

Ty fot i et 1 prvids encalantcutoma s i Garss poptators. and n et o
ncreas sales hrough promaional events.

A8 Custamor Sonico Manogar,my oxparience has ught e how o et and axcoed 0ach
Gustorsr s axpecitons wih sonica inat sl | hav asatad  os fcotorers il e of
Sotings 1 aaizs th Imporanc of 5c3uningand mainamag lya fopea busness. Postong

3 Company ot btieroxposur an reter markelabiy 3 ncion it have o wih
Success many s

A3 huan rsourc spaclst, | am an exceptional rainor who scieves 000 success i
¥ Toams by busdng morae, mainGinng tams' sl conence, and rain tea mambers 0
i o sl by mproung e poope sl

ook forwer o mootng wih you o discuss i reter etallyour roqtomeris and my qalficatns
nhe meantin, o0 have any Questons,pease fel e 1o Cotac o 55,553,555 o e-ma
mo at name@ooncastnl

Thak you foryour considraton,
Sicarsy.

MarkForsyn

Endosuo:Rosume






OEBPS/images/standout_coverletter_fmt.png
@5@





OEBPS/images/9781118436417-un0907_fmt.png
Internationsl Commerce Manager

Results-drven expert in trad, customs, export controls, ariff clasifications,priing, and
tax compliance who effectvely ulizes a frstrat understanding of the world's
individual business cultues and monetary systems o apprecably expand client base.
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CONFIDENTIAL Wil rcate toBatimoro

John Connolly
35934 County Road 1 Valley Grande, AL 36715
2 IohnConnolly$144@bellouth net % 394555555 - THS55.6666

Date]
Jonathan R.Killey

Chair, Pastor Search Committee

‘The Central Baptist Church

PO Box 555

Centerville Maryland, 21200

Dear M. Killy:

Aftermy time with you, your commitie, and your chuch, m first thought was o
it o convey my thanks immediately. But that wouldt have been flly satisying to
either o us.

Even before our conversation, | bound mysel 0. ingle goa: o listen realy isten, to
what’s on the heartsand minds o your church. Since my return,there has rarely been a.
‘moment when | haverit beein prayerfulreflection about how I migh do the Lord's
bidding i serving and supporting Central Baptist Church.

Your members have devoted a lfetime of service t builda strong congregation, one
that will contie doing the Great Commissio. It heartens me to see then seeking
ways o accommodate change.

And s i there wasfust one thing | could do for Central Baptit, it would be o support
our church by helping ll o us urn away from the secular view of hange as threat,
toward the Christian e of change as opportunity.

I have some familarity with that, using the Nehemiah Principa to uide others facing;
those same challenges to succes, It works so well because it ises above blame and.
personal interest o help us do our work beter than even we might imagine.

161 werefortunate enough toserve as your nextpastor, | would devote my first year o
learning raching out, building reltionships based on trust with every member of oue
congregtion.

“Servant eader” has bocome acliché because the conceptis tre. 1 would apply both of
those words with complete commitment —and in prcisey that order. The leader can
only lead if he s first the lstening servant of the Master

Iwant to keep our conversation going, May I callina few days to benefit fom your
resctons to what you have just ead? Looking forward to that time,

Yoursin Chris,

John Connolly

CONFIDENTIAL
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M. Loraine Lutz
Seror Dircto of Sales

Gibal Tochnologies Company, nc.
446 ASvoal SW

Now Roading, Ponnsyvania 80000

R Fild Sales Management
ear s, Luz:

Yourjob postingfo an experienced, 0 evel el sales manager i fghton target o my curnt
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srongth rovel Nighand management qualis, sueh as commimen, ingrty, fust, and nsight
‘hen dealng wih personnel undermy superviion. | have mofated my salesSastowork at
arming igh commissions andprai for reacing argeled produeivty whie mainiainng customer
Sattacion, eainioglyalcht base, and expandng now business

Below s bt overviow o th value | can bng f i by your fim:

Broad Exporionce Fieen yoas of compatont, rltle, rustworhy sence o
clans and emplyoes i  ighy respocied mutinatonal
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Commitment to High onergy leador it aprovenrecordof superir toam-
Excollnce. buling qualles atInspio sals parsonnel ot 109
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Adtculat, pracise, Excllentcommuricatons abites tht facitate the work of
and Confdent ecruing,vaining. coaching. team-bulding, moivatng,
and creative problam-sohving.
Stratogic Planning Reached prftabity arge of 8 milin doas through

motcious saing and -depth schocing o 17 P10 Shops.

11you oo  strategicsalos manager withimpressive business acumen and out oL he-box
proban-soiing aentbended wi proacive toam ieadershp and th abify (0 xocute tactcally.
hon | am your candida. 1 would welcomo i apportnty o domonsiata now | coul benoft your
organization. I wilcall 0 aange a maetng convesent o your calendar. Thark you for your mo
3 norest in considering my appicaton o i postion.

Sncarly.

Miton W. Sheids

Enciosure
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Law Enforcement Specialst

A trustworthy individual with strong communication skill and understanding of human
nature who is dedicated to safeguarding lives and property. Praised for always
maintaining a high degre of professionalism and remaining clear thinking and decisve.
i stressfl ituations. Technically savvy and practied incivlian and miltary security,
law enforcement and training.






OEBPS/images/9781118436417-tb1742.png
1 Saving

1 Schooling

1 Screening

1 Selecting

1 Sequencing

1 Settling

1 Situation analysis
1 Solidifying

1 Sorting

1 Specialization
A Speech

1 stirting

1 Strengthening
1 Substituting
1 Supplementing
1 Surveying

1 Systematizing

1 systems
perception

QScanning
QScience
QScruting

Q3 Selling

QSening

Q Shaping

2 Sketching

(3 Solution appraisal
O Speaking
QSpecifying
QStabilizing

Q1 Storing information
QStructuring

0 Summarizing

Q Supporting
QSustaining

3 Systems analysis

QSystems
understanding

QScheduling
QScientific reasoning
QSearching
QSensitivity

QSetting up
QShielding

3 Social networking

3 Social perceptiveness
QSolving

Q3 Spearheading
QSpeculating
QStimulating
QStreamlining
Qstyling

Q Supenvising

Q Surmising
QSynthesis

3 Systems management





OEBPS/images/9781118436417-un0934_fmt.png
‘Meet The Bg Three Guy: Software, Projects, Slutions
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and implemeninginnovaiv tchnology solutions that align with clen objectivs and corporate.
goals.Outsianding leadeship, problem-slving, and analytcal skills using cuttingdge.
evelopment toas and. industry Knowledge. Diligent prject exesuion wilh precision and
patene.
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Sclentist/ General Engincer / Mechanical Engineer / Project Manager / Program
Manager /Naval Architect - BIOTECHNOLOGY

17 yrs in Navy R&D on naval, acrospace and sensor platforms
7 yes in private sector R&D on Biosensor plaforms

Masters in Mechanical Engincering, University of Califoria Los Angeles, 1995
Masters in Engineering Management (EMGT), George Washington Universiy, 1991
Bachelor's in mechanical Engineering, 1985, Virginia Tech, Blacksburg, 1985
NAVSEA Certified Submarine Hydrodynamics Trials Dircctor, 1991

Granted Confidentil and Top Secret Clearances.

Expertisc:
« Biosensor R&D

Sensor networks and sensor concepts

Hydrodynamics

'DOD and US Federsl Government Contractor

ess Innovative Research (SBIR)

Program Manager, Program Developer

Project Manager, R&D, Testing, Evaluation, Intelcctual Propety Licensing

Concept demonsiraton team lad for engincers, rescarchers

Innovative Methods Designer

‘Small Busi






OEBPS/images/9781118436417-un0307a_fmt.png
SUSAN L. BAKER
123 ol Dr. # Occanside CA 92057
el 7605550112 6 Home 605,011 Enma: s S00haker@raboosom

M. Astorio K. Gar DisctorofSevice )
BN Dedrs,Fscondido

125 Aot Pk oy

Eucondido, CA 1295

Dese e, G

Ay i tha the s i s ouside he st sty . ! Al o

A 20y frock il xpesince i urndosy, s ofosid opporunis
oy emped e 0 cs yes et B ok ot o

My i e kepsshning o ad e that the o ide s where el ad that's
ey T ey contacting you - opeil, o il hov adin o w o Gy
operson el be i win o (e of compr).

My progesivly esponsibl xperince ncdes erice management,servce
consuing nd senice witing o, v o e i caned i o
fcion s e s e oot 0y documenied e

# Semice Manser, Sae Mercses e, Cabd, CA: Managed l ustome e
operaions. e, rined nd saperised s ety diverse workfoee o 1.
‘Addiional, 5 merberof a eadeship managenent Qa0 maraged
parte deparment of 3 Al e worke. | e  cusomee isicion ining
e i the 05, o g score i ah T whe 1wk sponsiity, s

+ Srvce Morager, S Honss, Carbad, CA: Mg ll cser seri persos,
P e e T ——TY

{rind,and peried 3 saff of M empopec, It cross il g, i
S of Caforni “Grecn Shop”ccifaton. [0

& Seice Mansee/Service Adsisor, Plnct Acur, Prshe, & A, Carbad, CA
Nimaine csomsessfcion o of 0% highe o 10 e wih icrsiog
responsiiti, incding ranging l < recondioing, Promoted o e
manage poston wher | ninaied cusomcr senie tasacions for il hee
nesUsled manufaces marketingtol (0 et cstomes stsfcion-
st mangs, ] rasnt of "t operston” eports s






OEBPS/images/9781118436417-un0506_fmt.png
CINDY A. CALL
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opportunity.

Cindy A Call
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TONY L. ARMSTRONG
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Retail Manager

Covers Key Points

‘Subject:Store Manager Racks Up Proft - For You?
Hello M. Harison:
s an xperiencd stor manager, 1 hav a big numbers rack recod n operaions managennrt,

merchandising, and customer sevie. | would ke topalay my cxpets o asisting your
company inexceeding s revenue oals at e Hutingon location.

My leadersip kil ar bestdemonstaed by my frequent promsions. Asthe atached resume
indicaes, 12 havesigniicant experence i sl analysis and xpense control. And fnlly, 'm
Hard worker. Anyone who's bee i eail for more than 30 it hs o 0 be!

“The apportuity o interview would b st welcome 'l check back withyou very son. 1 hape
we can profitbly connct

Alliebest,
Mary Jane Farel
mjfarel@mailcom
a0y sssoiil
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COLTON DRAKE
ctreoneestca 5555551111

MARKETING EXECUTIVE
“an Innovative thinker who challenges the businessstatus auo".

Coton Drake b recoprize for gt maketng and busies developmen, acumen n erstns,and 3
ot ffney orcunching ad ain orecasOng and udesng fnancals.H award-wonig, rocvave
processes 3 products 5ot both bt e ad tap e g

1 th pstion of Onine Product onogerwith ABC Canod, Goton was chlnged 1 um rcnd -
Company' rgest bl mot negected poduc 1, whh nforunaey resided na ot sty secter

Result Wi o years, Coton e s e o devio a e poduc 100 mp,restord e by
60 poren,and e 3 rew ke segnt thtscored an aionai 33 prcnt i rovenue. e
egotated' Gsribuionareemen n a1 uvelzad maket segmentand, w18 mants, ealzed §ilon
e evens. Whether 528 o B2C oo . rstive cotayst o nientid opprunaes.

LeadershipsUnderiobly compettie (s vestige f i dys o contenderfor Olrpc swiing competion),
Coon knows o o i s e H dreams g and Tk oog e, and iy recagizes tat gle
ltone wil it 106, “Cotasretest Srength 3 G i aiy 1o commoncate
il a0 explan how tht s S i 0 theager ttey a  igh vl and the ddy ok requied at
3 ower v, how onpe efnd Con's iyt pln ad e

Metris: Cotos vio, Inovaton, and metics sowy moved  business model fom 3 ariaie vl 03 fxed
et ht proded now evrs o e evene and 3 hew o 1 mandge ot coss, koo
leeragng techology o e et o s rvenu 1ot cos, Coton s narg
Iovestgaieproces g s your questors.

Teamwork: Recogiang he vlu of resive prtersips, Con everages s tlerss and nawedg or
h restet cxprai 900, Ho s el el 2 ol tas. The eptameof 3 7000 s,
one wholssupprtie, Incksv,andaer-fcused on proftabity,Coo a0 ckTvdgesthe e of ey
03 R working enionmen, and deighs i Sl ih s playtl we.

Colto'stalents will e be appreciate by a company that demands coninuous
Improvement, xhorts Saf o urture deas, champions frue teamwork or higher
performance evel, and £ ready to “break out of 3 radtonal mold, embracng technology
and innovation tospur business growth.
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tarketing Researcher

el my name i Elaine Slatr. 1 am an expeicnced markctngrscarcher with dep expertise

in advrtsing and product racking stdie. This inclodes quesiomaire design, dataanalysis and
eport wriing. My major prescntation o company exeutives hav repeatedly led o her buy-in
o rieal stdics When ca et upa personliterview t el you more bt my qualifctions”
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Business Event Specialist

Tam a self-mativated and highly organized professional with srategic vision and botiom
line orentaton to coordinte all phass of pojectstha include: corporate

sicleconferences,training/ladership programs, new product launches, academic
events and programs, medical education meetings, conventions and rade shows, as well
a5 outings and informa events

1 have planned and managed events budgeted up (0 $1 millon and atended by up (0
4,000,

‘Amang my accomplishments, | have incrcased exhibiorship and meetin attendance by
20% through effctive sales and marketing efforts and strong follow-through. As a result
of mintaining quality throughou events and satisfying client nccds,  have been sble o
‘enerae substania repeat and refera business. | offer

‘Venue slection based on sie visits and recommendations
Contract negoriaton for meeting centers and services

Logisics coordinaion (gucst accommodations,speakers’ needs,ctc)
Scheduling and timelines

Exccution of xhibits and sponsorships

Budget and quality standards development

Conference materia production

Meeting room set-uplagendas

Supplierand service staff management

Pre- and post meetng expense tracking variance snalysis
Contingency planning for emergencies

Contact:brendasevens @eventsrus com
(503) $55-0001 - Poriand, Oregon
www linkedin.com/pubydir/Brenda/Stevens
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Harold S. Otten
Chief Executive Officer + OO
‘Tumaround Specialist  Business Bullder - M&A Integration Expert

interim CEO for Private Equity Firms
Board Observe

“Good intentions are not enough I¢s resuls that count, and [ manage by the numbers,” says Harold
Oten, an Inerim CEO and Tornaround Expert.

Shorlyaficr graduating from MIT with a dual BS. in computer sience and
business mansgement, Otten joined General Electric (GE). He started as 3
financial analyst and was quickly promoted through GE's finance and
operational ranks.

Halfvay through his 20-year carcer at GE, Otten was handpicked by senior
excutives for partcipation in a two-year Corporate Restructuring Project
that sunched him into general management and, eventuall, senior leadership roles.
“Lwas given an opportunity to lear fisthand from the business world'sleading operational and.
financial minds,” he said. His experience at GE provided the foundation for all hisleadership,
operationl, and financial kil

Although he's camed a reputation for turing around troubled companies, Otten says his greatest
Sense of satisfaction comes from building businesses. “I love sceing the resuls of a successful
tumaround. Increasing sales, profis, and cash; creatng new obs; and delivering exceptionally great
products that serve grateful customrs.”

Career Highlights
Rosch Corporation 20052010 Interim CEO. Theee BU Turnarounds

Penn Technologies 20032004 VP Operations Company Turnaround

USST Corporation 1999-2002  General Manager Increased Sals and Profiabilty

Aviation Service  1981-1999  General Manager Increased Sales and Profiabilty
Top Management Strengths

« Corporate Tumarounds (Rosch): Took charge of 3 roubled business units and reversed
downward spiral for each. Jump-stared cash flow and sabilized company within 8 monihs.

« People Skills (Penn Technologies): Within 1 month, persuaded a hostle union that
working cooperatively would benefit all takeholders. Within a year, the union was touting
Penn s & success story attheie annual meeting.

« Dual expertise, Finance and Operations: Launched three joint ventures, and led 6 major
MAeA transactions. Led over 250 qualiy improvement intiatives.

B, Computer Science (Minor: Business Management), MIT, Cambridge, MA, 1980

50 Coy DB Ratn, L 21077+ Gl +1 (13) 5330534 Emt olston@gmaion
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REFERENCES SUMMARY

Relatonsip

Stacy Thomas- Distrct Manger, Foa,
s55.485.50%
stacpsaegnalcom

Stacyand | worked together o achieve aanil,
nventor,and customer satfaction goas.She can
veriy my ity o deler reslts,aswel 5y
determination snd commtment o my employe.

John Fench:Store Manager, Wl Mot AZ
ss5 6064239

workedt promote John whie sering 5 3 Stre
Manger inAzona. ohn can atest tomy eaching
and mentoring abites,as wel s my in-Geth
Knowide of opratons and merchanding.

Gary Cerrant.Co Manager 20062010
8069533757

ary was my Co-Manager for 4 yers, and | worked
oy with it achieve th sl t the
Amril, T sore. Gy knows me vry weland
canspesk o myabilty o foster teamwork and my
Knowiedgeof i acets o stre opratons.

Mary Goniales Asstant Mansger, 2006-2010
555.678.9455

have worked with Mary in various capcises over
the st 11 years. She an acknowiede my concern
and nisence o imess towards ol employees, 5
el a5 my iy to e

Loy Harton-Co Worker, 1995 Presnt
806.783.9%00
Jeryts@earthinknet

Jerry would provide nformasin sbout .
umerous management sl reas. Ho knows my.
prfessions b s el 3 being 3 trusted,
Caing ndvidus that | ave maitsined  rndsip
it for over 16 year,
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J AMES E. MICHAELSON | Provide cost effective technology solutions
 improving business processs,

Junctionality,and development tears.

oxe)

Cnsige agaress, saltaton)

1 your organization is in need of a techicall competent Software Development lesder for
enterprise-wide prejects, wa snould tak. My resume 1S anciosed fo your review and consideratin.

Hy value o Viacom lles In the foundation of my experience In people, process and performance.
leadership, What sets me apat from others s my coe understanding o how 1o break things down,
Simolfy 1 for 31 aroups 9ng Gentry th ot efecie souton. Alond with these srengtn, 1 hove
Deen instrumental n

+ Project estimations, business analysis. fo technicl requirements, and defntion of new
CENice, ransactions and communéation ayers.

+ Business process engineerng Incuding business objecive identicatio, gools and needs,
Gotherng, documenting 3nd SnBlEIng. Dusiness. requrements. ond_ wansiotng hesé
Feaureménts nt techncal specfcatons

+ Training, mentoring and leading staff through the Saftware Development Ufecycle (SDLC)
e 0040,

- Aa a Tecmicl Lead, provided solutions to ssues/problems and braught them to 3 spesdy
resoton

Whie my core competencies e i software dsign and developmen fo a wide arity of systems,
undaubtacly my greatest strengths can be found In my abily 1o Incorporae software processes
Into business analysi, convincing management and sa 3k of he corparste valoe 5 be Gained
Through speedy resoltons t oppIKAtaN ssues uncovered during testing

Confident that 1 would acd immense value o Viacom, 1 would weicome the cpportunty to discuss
Gppartuniies to Jain your IT department where meights n designing and. developng sotware
Sottons wil 650 in Sgnficant top and bottom e Growth. To hat end, 1 hove aken the erty
ofancising & copy of my resume, whch hGhIGhts key successes throughout my career Bistory.

Sincerely,

sm Michacison

Enciosure
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MARY SCOTT

142 Cente Bl o Do T 78616 o (512 355011

Date, mame,nideaddres, salataion]

Tk you o your e snd oty during ot mstingon Wodresday. s plssd s more
bt yourcrgmsatio's it and crent et The e e, e e rthosn

St o e o ak o this xcing e posion o o ol Cnfden o oo o

my qulicton o togter ke wlt and pepper

YourNesos My Quaifcations

A prosciveindividus withboth Fciltis ol istory delverin i and cvent

nd Event Managammen xperti. Cooninaton nd management scos dvere
st nd et

Emergency Contrl Managementto ¢ Adinisationofconpany Emergeey

ensune compus ity and ity Program, o with cveighof e

Including cvacuaon planning,buling  Emergery ool ForeeTeam ol condita

security, and sccess contol, fulrange o sty and emergency evacuaions and
procedure.

Individus to provide endershipinshort ¢ Sold wardvinning experince infongrangs

and ong ange spac planning and bullding and spaceplanning o promote

Fenovation maragement eclopment,rorganisato, and enovation of

company facies
1 appreiate your comsideston and am exctd by the propectof leversgin my avard-wiving
ki Faciies an Event Managesnent 1o i your ogarisaton’s imeciat e long e
Sucsss. An citonal copy of y resume s enclosd fo your comvenince 1 1ok forward 18
Spesking with youagain soon

Sicerly,

Mary Seolt

Mary Scont
Encosare
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Registered Nurse

An accomplished, empathetic Regisered Nurse who s emotonaly and physically strong.
“works calmly and dciivly in igh-tessenvironments,and i “hooked on surgery.”
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“An outsianding commurity “Rose i  risng sart” Jose Alvarez, GEO, Pactory Presh nc.
leader, Rose was bor knowing
how o get diffrent “A firstrate exeuive, Rose
roups of people o put aside Kennedy never lesproects
{hei diferencesand work side. She understands cvery
topeher forthe good of all” partofthe word ‘deadine”.
Jim Page Rogers People ik working forher
‘Austin ity Couneil because she's e
Valia Acevedo.
Administatve Assistantto
City Mansgor

[21 Ausin Loadors have i own easons 1 appiaud Rose Kennedy.

Crystal Valey, Texas

“Rose Kennedy is a natural leader
who keeps chasing her mission until
she brings home the prize.”

Btty Jean Morris, Membership Chair
Crystal Valley Chamber of Commerce

“She's personable and you can't

elpbutadmive Rose'sabily

o gt tings done on e and

done ight”

Tim Barcolona

Litis Loague Cosch

Broward Couny, Texse “T've known Rose Keanedy for
20 yeas and hr tics ae the.
highest v ever scen her do
anything quesionble. Her
Word i her bon. Sign me up as

Loulsiana Gorp.

“Rose s very competent
ndividual who contnues o do
bang up job on cvery sk she
akeson

The Rov. Morton Jay.

Austin, Texas
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Noreen Applebee

et Bach, FL 32555 * 321.555.5555 # spples@ clrvsom

e
Ms. Terssa Michl Forest

Human Capito Manager RE: Pesonal Banking Officer
Stmart and Friendly Bank Experience witha smile

13 Dovntown Steet
Saelie Beach, FL 32500

Dear Ms. Formest:

Afe sl elocating fromthe Gulf Cost o Stelfe Besch and spttingyour opring.
fora Personal Banking Offcer,I'm tossing my best ht ito your ring of cadidaes.

& Why am 1 superb and amply qualficd match for your ob? Here are three
ighlihts of iy you should ire me

1) have significant banking expeience having worn many bats rom Telles t my most
recent position asa Persona Banking Offcr at the Community First Bank n Sasoa

21 ot the customer st profile customers o 1 can best deermine what tei eds are
and Talways follow-up withthem on  regular basis.

3) 1am checrfl,caeful,puncta, and  tcam player — and T canprove i wit efrences.
For example, co-workes fel comfortabe asking me questions. I don' know he anver,
1 doi pretend that 1 do, bt follow through by fnding out e corectanswer.

Ms. Forres,I've heard good hings about Smart and Friendly Bank from frends snd
collagucs on bth ide of the coust. I you beliee, s do1,that my commitment 1
ommunity banking will e of value o Smartand Frindy going forward, 1 welcome the
opportuntyto st with you — bopefully,next weck.

1 all your office on Monday o check your availabiityfor a st down o discus how |
itinto your planning forthe best Persona Banking Officerever o hang he profesional
Rt at Smart and Frendly Bank. Thank you.

Sincrely yours,

Noreen Applebes

Enclosures: Resume, Refrences
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Gary Henderson

30Marshllteetm Hanion, AL35570 » (205) 5550111 8 ay@hendersoncom.

fosel

e Thomas Zachery
Human Resources Bvector
i Corgaration

2100 Copl Hignay
Mool AL 35604

e zachry,

Folowing our il interview, some houghts cametomy ind tht 1 ol ke 0 shre withou. g
th istintImprossion thatyou et wasoverguaified o th psitn of ecurty manager at GHI
Gorporaton Whil that migh e ruesne | cme rom an excutve backgroun, 1 m certily o
ndar motataIfyourfea s tht 1l e when ometing betr comesslon, st sred ot
ek stage of my carer my Fnancial gosls are o op prioy.

Eventhoughyou thik | am qualfe for a higherevl psion, taking chage of yoursecurty s
exaty the kind of o st okin o, naditon, b uting me it U ol o shoud
apportuiy 1 move up W your organzation becoma avalable  th utre il have ey
proven myellcapale fling tatoperin I uch s h s, can mentor th erson whofoows
me i b, Hopefl, you wi g i makes good business sense

Pless give some sarious consdaration t my suggestors. 1 want you 1o know hat am extremely
Intrested i contrbutin o Your company’ uccssn any way ht o | ol wecome 3 second
Inteiew 5 that | may convinc you s your Vice Presiden of peraions that 1 am o beter choice
for e thanaking 3k on 3 ower ualty candidte.

Thank you for your imeand th courtesies youhav extended 0 me ths fr. il egery awat your
o contino the nteiew proces.

GaryHenderson
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SALLY SMITH
123.08C0 Gt « Anyuers, S 20665
605560111« amabsisou et

ate)

M Chares Jackson Washington
Amorcan Vocatoral Renabiaton Assocaton
9508 Cavsoway B

Chareson, SC 40000

ear Chare:

twas good 1 cae you at th st conerence. i ten, ve eamed that changa i n tha irin
my agoncy and Ive decided o chock outmy cplions sooner athr than lar. G you hlp ma
by lting e know of any atracie o operings you hear abou tha you thin Fm qualfed o
7 Hore's  capsulo of my background:

e S ——
b s e oot 1 Pl s 1 O
b s coentn my s 0 e i e e e of s
Copemence v o o S5 Pt e o e
P doped s Bk o s, e e, s, 4P
S g oo ko ot e b o e

My st o rangd fomSeor Vot RehblaionCoumslos, o DsitSpic,
0 i Reh Coumsor A s of m scconohmcns

= onared with h Emploos of Ve i b s Deparmes of Rl

 Wrse s ot grant propoa it e i et ks
Showeae o s i o vt B It b e 5 it 0
i o e o e .

 Cormthored eilaion wi S Do for St o sl .13t
i At S gt k. conpce, ik e e
ozl Ametcan S by PO b, ol e

 uanttable ucess o pscmets by pacing e 41l i compeivg
ooyt e Bty

harie, my rosum i attached. 4 o 0 stay n the Souih. Ploase gvo mo acalfyou hear

about someiing and g rigt back o yourlead hing authorty You know | apprc
Jour s, Thanks sovry much.

Arbost,

Sty Sith

Saly smin
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THOMAS R. DUVAL

19875 Washingon Biva. (555)s90.4487
Fredorcksbur, VA 22401 IevaissS@Maicom
sl

. Roger Gummins

Presont Thoo roasons to alk: Raising invostmnt capta,
CaptarInvestmants buling custome relaonshis, anddrving
24158 Froodom Way prftabl saes. That'swhat | 6o, And do wo.

Washingion, BC 20001
Dear . Cummins:

For mostof my caroer, my sales perormance has conisenty ranked i the fop % of
more than 200 rokers

Whon bogan working in e organzaton, | was chalnged withbudig a book of
proftabi clona whis a tho samo tme conlbuting o he ROI of my employor £ he
ook grow, 50 6 my omployersprofts. | knaw the that | hd found my che and my
passion ~ acing - and 1 nave boen Gang i succassily ever snc.

i now ata pointin my Ife when | seek naw prfessional chalienges 10 scal oven
g motntan. | niend o branch outand ise ove farger amourts of imvestment
i i contning f 5t on ading commatites and foancis

Ves, my cosng kil are above the industy avrage. | bul genuin ragpor quickly
‘and sl with ciens,provida them wih elabl mfomatn, and ulimatay ise o
oo

My oxperionce ack rocor of paformance, and doicaton o serving the clntcan
i moasurabi vaue o your aporatons. T ontac your offca ot week 6 arang an
Sppainmont fo s o moot atyourconvenience

Wi sincany,

Thomas &, Dual

Thomas R. Dural

Endosure

T owal Prospecting
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JOHN GORDON
P — Gan sssonn

[Due)

Dear Mr. Mans

Authis time, I would ik 1o take the opportunty o express my goals and aspirations o
e considered for a position with more responsibilty.  am confident in my a
perform capably at  higher evel. Let me share the essons why I fel this way.

Five yearsago, | came onboard at Health and Medica Care Solutions with  strong work
history, desie 0 succeed and th confidence that | could make positve contributions to
the Healthand Medical Car Solutions team. Over the years, | demonstrated dedicaion to
my work and consstenly ook on additonal responsibilites. For example, 1 0ok the

10 acquire my commercial diver's license (CDL), not only for my personal
benefit,butalo for the successof the company,as 1 il in for drivers when necded. Co-
workers recognize my skilsand apitude for soluton-fining and demonsirat their
confdence in my knowledge by coming to me for advice Three years ago, my
dependabilty, reliabilty and knowledge were rewarded by advancement from levelone.
pay scale o level two aftr oly two yearson the job.

el ready for the nextsep, confdent tha | can handle mare responsibility, and
respectully request a promartion andor o b considered as a candidate for supervisor
should a positon become available.

Thank you,

John Gordon

John Gordon
Bio-Technician/CDL Driver
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Transitioning Marine

‘el His Skils

‘Subject: Deivery facily operations; supevising skl Navy rained

Afe eading your nline job postingforan EXPRESS DELIVERY FACILITY OPERATIONS
‘COORDINATOR, my qualifications would ket intoduce themseles o your requirenens.
will lave the US. Marine Corps in two months afea ten-yesr assignment [-denify prsusive
civilian matching poins — such 8 oversesing high-volume ulosding opertions and
recistribting urgent materils]. These dutes demandd cam eadership Sl tong
communictions ity and areul tme management. My resume i us a uickclick away.

il locste 0 Lovsvll i Jun, Id spprecise  tlephone o online inerview befor then if
you'd ke o have  sharpe icture of how | could meet he neods of your irm. Please resch me
(5263550111
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SARAH M. SMITH S0y Lae, Matawan, N 0757
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ENTR-LEVEL MARKETING AND ADVERTISING PROFESSIONAL Expriene ot
ot wih i e rofesone et nd o v e " S ity

el

Ditorof Corporate Mrketing
Highlnd BevetogeCompany, e
1100 Hilop Avense

Summit N0

D Thomas,

have deniid you i s ane o wehic o b onare o work and woud i 0 e f my srength and
xperience cod il youe ned o 4 Mrheing st Cradsing s May it double for i Mrkeig.
P Advrisng 3 ocv o onin  conpaale arkein s i he food 4 everge nduey. Proses
ansgnen o rgiisaions) S devloped i . TN complement my scsdemcs

Wit demonstrted s work i, st commaication sk, the il t swih s b and
ik, would ke to e coerd o mploment Thre spciic s 0 onsde g e

4 Strong Problem Soting & Resarc Skill. Expercce i sl bnds-o cionments s sght e o
ik ctide ofthe o it s o, and ot TIPS grent gt o
Infrmtion whie e et changing s

+ Soal Media Savy. My st summer nership il boging about curnt sty news and
frnds, b, brand oo trough Facebook Twite scy, and Spasing mebshe fr B
Conent o e e,

+ OnCampus Practcum in Addion 0 Acadmis For adtoal coure crdi, ccod 0 paricipat na
ek ot 0t s e bra, rhain pla o, and st for Collcte P, o <o
pining company crving students d ey, T res word Sy appcs and esied e oo
e eamed e e,

For these ressons and more, 1 would ery much apprecte the apportniy o mect with you 1o dicus my
Compeence ki and b 5l b o it rd s SR o Yo ez,

il yous fic et woek ool up.Thankyofor you e and corsderton.

P—

S M. it

Aachment: Resue






OEBPS/images/9781118436417-tb1732.png
1 Identifying
akernatives

3 Identifying issues
J1dentiying problems
2 Impartial

3 Incitement
Jndoctrinating
Qnfluencing

Qnformation
organization

1 Infusing

2 Inspiring
QInstituting

1 Interaction
2 Interpretation
1 Interviewing
Qlsolating

3 Identifying causes

QO Identifying needs
Qliluminating
Qlmplementing
Qlncreasing
Qlinductive
QInformation gathering
QInformation receiving

Qlnsightful

Qinstallation
Qnstruction
Qlnterceding
Qinterrupting
Qintroducing
Q ltemizing

Q Identifying downstream
consequences

Qdentifying principles
Qllustrating

Qlimproving

Qindexing

Qlinductive reasoning
Qlnformation management
Qinforming

Qinspecting
Qinstiling
Qintegration
Qinterpersonal skills
Qlntervening
Qlnvestigation





OEBPS/images/arrow.png





OEBPS/images/9781118436417-un0404_fmt.png
SHAWN J. REDMOND g
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. Loura el Confidential

T Carpoaton

s Vegas, W 555
e lobl Markeing Diector
Dear . 8,

vt thebest and dchthe st ht 1 ope you'l do b penciing me i n yourcledar o teview 353
Candst fo yout new lobl markesog drectr

Mycuren postion carie ol ccounabiny — Internasions Markesig Manager, et & Food Sevices —
fo Fotune 00D compary. 1t bing me ront n cete i scing marketng nistes acros the word By
Growin oy poven lnts 23 makein e tegit.

My diecto has creied e fo maforcontribusonsnyrocketing proft by 17 L3t & Cerirl Amerca, 125
inEurope,and 11 n ap over th past e years My rfesiosl ecet  conistntydrivesls by
Combiing ol marketingexprtie il motvatonslaGes, AS | et achd ek, Ty
Sccomplshmans nthe followin res hveresuled n esie v gorarating kP

+ Marketig Ssles 8 Advertsing + Brand Buing & Postoring + ConserReserch
+ Glosa MarketDeveopment + Produc Launch + Team Devlopment & esdershp
ET— - Compettive MarketAnass + Busines llgence
Iyou don' bes me 1t and cll m o 55-55.5555) befre earl ext week 1 contact your ffice
e myClendarfor your best day o et On of mycompetncis s enacious oow-u. | on e p
brcause markeing s ever 00

Sicerel,

P ——

7.5 My nterest n exploring  new opprunty wih TT i confdental
¥ sur you il respecmy kst i espin i conidencl, Thank you.
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Robert “Bo” Talbot
EXECUTIVE MANAGER
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“To leverage global resources and technologies to reorganize, streamiine,
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of deliverables and increasing profitability”
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Get Smart at Dummies.com 4
Dummies.com makes your life easier with 1,000s >

of answers on everything from removing wallpaper
t0 using the latest version of Windows.

Check out our
“Videos
“llustrated Articles
- Step-by-Step Instructions

Plus,each month you can win valuable prizes by entering
our Dummies.com sweepstakes.*

Want a weekly dose of Dummies? Sign up for Newsletters on
« Digital Photography
« Microsoft Windows & Office
«Personal Finance & Investing
- Health & Wellness
« Computing, Pods & Cell Phones
~eBay
*Intemet
+Food, Home & Garden

Sveste oty aatenatcmiesvsimmecomtrorcares
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Project Coordinator / Manager

‘Adept communicator with  passon for conservation,animals, and nature whose
Versatility and business acumen helps ensure productive, cost-effctve, non-proft animal
and conservation efors
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Carla L. Johnson

“The actons: ad al theexpertseright in house:our sevice engincers.  asked them
how we could cutthe eight-hour down tme n al. It might have been the it time.
mansgement recogized them for he expertie

“The result:Soon we were eturing our customers ofll operation i half th tine. But
by the, the rlationship T bl with our engincers, and they with our customers,had
{taken on  momentum il s own. Eventualy the fime o retur to servie droppes rom §
hours o e than 90 minutes, We rarely st s customer t service concerns from ther n.

Motivating customers to help our cash flow:
“The problem: Over tme,weallowed our customers o take  casual view of our
payment terms. We were tellng people e wanted {0 be pad in 30 days, but we were
Sccepting most payments 4 days o more afer we delvered our products Thats why
‘e could rarely forecast our cash flovs wel. That's why our ablt to invest i growth
was crippled.

“The actons: knew our administrative saffelt somenhat underappreciated, Could
transform colections —ajob most people disked —into a mativato or this group? |
found the key in having them share intherewards through a bonus system based an
the amount thy collected,

“The reslts: Coletion tmes soon fll o ess than 30 days. 1 made sure everybody kneve
how our administrative staf ha positioned us for bettr and faser growth.

Expanding into an unknown market to meet very aggressive growth targets:
‘The problenn: The company that bought my firm demanded uncompromising growth:
25 percenta year! They asked me to help them expand into  new marke,some 250
il o thesouth,an area we Knew vry e about.

“The actions: We soon idenife two kel acquisition trgets: one barely making a
profit and snother in the ed. Ofcourse, we went beyand the usual,rigorous due
dilgence o find whatour new customers would want We not oly uncovered theie
wans,they helped us dentify the ocl sas “stars.* Tht'sal we needed 10 3ppy the
best pracice we had eared on our home ground toour new market.

“The reslts: We were up and runing injust under 18 moths Revenue n this new
growth market cxcalated from 18V 0 $6.0M n 9 years.
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Matthew J. Robertson

36 Park Circle « Indian Harbor Beach, FL 38555 « namo@ct .com
321,655 5555 (home) o 850.585.555 (col)

[Dae]

Name
Tile aformation Services Psiion
NEWIT Corporaion “SmartService with Sunshine!”
Strect Address

city, STZip

Dear [Name]

L appreciat that your tme i valusbi s | won't shssh my cnclosed esume. Insead, e me just
saythat  bring  th able 20 lus yarsofexcepionl ustomer service, admnistative,and
technical xperis anda “Can Do Spiit" A srong suit of mine i the managementof complex
dat bases, ecounts rceivable, and refned offce managemen sy

Curenly, 1 am an eneprencurproviding smal businsses withcyber or o st ofce sevics.
Prirto hs | mansged anextesiv liat daabasefo  privaily owned company providng.
naconaland iternatonal lent spport for medicl, rade, and sientifc assocaions.

have also workedina wide varityofareasfo  multi-illion dolla irct il company. And, |
‘was requested by Exccutive Management o ssis with the trining of new employees when the
Company made 3 srtegic busines dciion 0 move o majorty of the aperations o shoe.

[Name,the opporunityto work fr afader i irtual communictios i cxciin.Ifyou
v as 1 d,that 1 e the xperiene and experise tht will eve ABC's operatonal neds
Wel, T welcome th apportunty o meet withyou

“Thark you fo your ime and consideration. 1l follow up withcall e this .

Sincerely yours,

Matthew V. Rotertson
Matthew J. Raberson

Enclosue: Resume
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KEVIN S. FOSTER

4464 70" Road  Forest Hils, NY 11375 8 716-555-0111 a kevinfoster@gmai.com

(o)

M. Leonard Clemmons, CEO
Infosourc Inc

3 et 47 Sureet

New York, WY 10036

ear ir Clemmns:

My former profesr, o Seerris, recommends tht I conact you regarding your curent
oppartuntis or Business Solutians Cansultants. Wit over five years of experience n
7 business solutions roles, | andly beeve the my bockarund mesnes weh win e
necds of your organizatien.

In my current roleat Compusource Liited, 1 conduct extensive IT audts and needs
aSsassmants t aptimie the Speratons Infastrcture and Imprave Customer Senicing

¥ Injust one year I creaed a ticke tacking system o minimize prober
resauton tme, buit operationd! Scripts and lweharts t sueaming product
ey, ond wrote nnugural company polcies and procedures

Priorto my postion ot Compusaurc, 1 was a technology consuant for T8M where  project
maraged an Exchange migraton prgram for 25,000 users.

¥ ALIBM 1 rolled out 2 7,000-sat NT/Exchange and Outlok Initative, authared
how to repastory for users, and signicanty rimmed server down time
30 crashes by sudting server 1ogs.

Excited by your opportuny and impressed by your company's services, | would welcome the
Chance t meet Wi you It person. My resume s atached for your revew. Thak you.

Sincerely,
Kevin S, Foster
Kevn's. Foster

Attachment
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Page tort
st

TO: Workiorce Partnrship of Austin Task Force Sclction Comittee
‘Attation: Janna Ramirez and Pery Johansen, Co-Chairs

FROM: Edvward Hendrix, 936-$55-0111

“This reportoulines the focus 1 wilgive 10 your majo rcas o concen and expectatons fr the st hres
monihs ifyou slec me 0 serve a your new Exccuive Director President and CEO forthe Workforce
Parnershipof Austin. This plan,subjet 1 evision afe hie is based o the information now available 1o me.

Action Plan for the First 90 Days
Exccutive Overview

Resolveoffic lcae chokshold novw driing ageny funds
Estblish sirong apport with saffat alfciliies
Analyz ffctvencssofgratwiing fncton.
Review ntire funding system and auditing proections.
VisitOneStops: reiew job- and lbor-market reortingsysems; eview operting conrcts; moet
withcontmtor.
Appoint tak force o sses qualty o sining nd job sestch seviesto clints, nchding se of
Wb 20 iteraciv srviesto sped hifng ates. Review meshanism for ssurance of ongoing.
implementationofup-t0-datebet prctce.
‘+ Conside sppeintment of vlunice mbassadors 0 sid s promotin cmployers”partcipation i
Workloree Partership actiis
‘o Revisit mechanisnfo incoming reports fom headaquartessa and OneStop managers.
Issue concisc weekly progres eport o Policy Bourd.
‘o Make contact with managements of other workforee agencis.

Note: 10-pag rport ollows the xceutve summary)

Edvard Hendin, Cell(936) 50111
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Julia Martin, enp.

12 Cranwel Road St. Geneve, ON LSR 697 £ 20025 gemalcom % 9053555

[Date]

M Ken Courton
President

Provincil Institoe for Social Policy

1354 Wallington Srcet, West

3 Floor

Ottawa, ONKIY3C3

Dear M. Courto:

Fuwant o make it as casy as possble fo the Provincial Institue o add me to your team
a4 your newest Research Astocate. This leter and the atached résume are my first
Stepsinthat process.

My resume may not looklike others you have seen.  thought you deserved o read,
rightat the top of the first page, my pledge of value: capabiliis you willsce me.
demonstrate from the ist day.

Backing them up are more than  half dozen examples of research that cuts through
distractionstofocus on therght problem, increase program sustainabily, and boost
productiviy. Most important of all,they ilustrate my talent or giving clients powerful
ool they can use with confidence.

Hoved my swork teaching at  university. But something as missing: the chance to
harness my love of research to help people champion powerful deas well

16 my track record and philosophy appeal o you, I lke o hear about the Provincial
Institute’s specific researchrelated requirements from the prson with the biggeststake
inthe outcome. May | calin a few days to get on your calendar to do that?

Sincerely,

Julia Martin, PRD.
Encl: Resume.
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A moivated, dedicated recent honors graduate, loal team player, and decoratd millary
‘eteran with a sold eputation of providing qualty leadership whie “always going the
extry mile” who s eager to put business, accountin technology, communication, snd
computer skl 0 work.
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Kirsten Ann Greene
42 Kinney Road » Worceste,MA 01602

Kirsten green@anyispcom
Home Phane: 5555550111

November 1,201

Ms. Vivian Milr, Directorof Human Resources
Burns and Company, Inc

89 Mikon Street

Auburn, MA 01500

Dear s Miller:

“Thank you again forthe apportuniy o nterview for the positon o Executive
Administrative Assstan for Burns and Company, on October 5.

25 we agreed, Ivefollowed up withyou by phone on October 15; then twiceafter thatand
Sl haven' heard back from you. m assuming your hiring rocess may be akinglonger
than expected, which s totally understandable

I would relly,really love to work fo Burns and Company. Please et me know fyou can
give me atatus update by November 10

Once agan, thanks for your tme and consideration up tothis point. ook orward to
hearing rom you soon!

Sincerey

Kirsten

Kirsten Ann Greene.
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SAMANTHA ROCK sl

ate)

Jamio ison
‘Adminstatie Manger
Dounioun Caté

8745 Tropcana

Las Vegas, NV 89044

Re: Parttime Sorvor Position Adverlised in Tho Las Vegas Chronicle

ear s, Wison:

My supenisrs w conim that | am oxtremety professiona and rosponsibl n ol suations,
always havo § o on my ace, and am an a¢comphened multasker

1 5o vallao o sart wrk t the and of Jl and canbo conlctad beforo hen at
(702)587.3404or by 6-ma t sammy 1@l com. 1 havo it heard fom you by early
. Wil contactyour oo o aange an onvew.

Thank youfor yourconsideraton.

Sincoroy.

SamanthaRock

‘Samantha Rock
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An cntrprisin, congenial professionl recognized for inancialsavvy,integity, and the
abilityto meet sringent deadlines indiverse mrkets and high stess environments.
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From: Connie Anderson
o Margaet Wiite

Date: oate]

‘Subjects Gl Scouts o Wit s, New York

H Margarer,

My name is Conie Anderson and ' i b search networking group focitated by Jo Ame
Schmie.

Vinen | mentoned my upcoming nterview (o the positon of “Recrter/Membershps” it the
il Scous of Wit Pins, Jo e thought you might b abe o help me. She said you
worked fo s regon or 3bout o years 25 2 business development consukant.

O couse, [ buy G Scout cookieseveryyear o neighbars an fiends and am famiar with
the Gifl Scout mission. Bu 1d love togetan nidr's perspective about the organization, o
help me prepare for the intrview.

Can we schdu abrief phane chat o discuss futher? 1 would realy apprecite ny nsights
You can offes me.

Thanks very much i advance. ok forward to hearing rom you soon!

Sicerey,

Conne Anderson

conderson@anyisp.et
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M. Tony Marlton, PE
Dinstor

Center for Nucese Power Generaton
‘National Polyechnic Sate Uriversity
100 South Sundy Springs Parkway
Marieta, Georgia 30000

Dese Mr. Malston:

“The apprtunity ooin the eam developing the e healih physics curiculum appeals o e
grealy. My goulis 0 put my 22 years as  halth physicist, subject mater expert, and educator
St your disposal a4 soom 4 an.The bio v attched s my it tep toward that sl

Ireected condensing my CV a once. You deservemore tha selle s ofcrdentials o s,
presentations, and publations Rater | focused on o capsbiltie | hope il offr Nationsl
Polytechnc the most values  subject mater expertand aneducator.

The words “subjectmater exert” by hemscses, havenever told the fll ory: My rewrds
come not ot from puling ogether impertant nformtion quickly and eficently, bt in
elpin othrs find nevw and beter way 9 e that commocity. am happistwhen nformed
eaders hold me o those sandards,

“That philosophy lso diets my work s tescherand fcilator | s ranscend subject
Knowledge f poopl ar o wse it o think bter Thispersonl code diets my actione

@ Crita lstening s the first step toverd citicalthinking
 Knowing the bestquestionscan produce compeling,durable earing.
@ Knovwedg s anly powerful when s shard, not osrded

@ Eificiency and consensusar nosubstitates fo quality

Asinextstep, ke o explore how helping mitgae any obsacs sanding between,
National Polyechnic's gols and the currculum it will e prove o field. May 1<l n fee
daysta do tha?

Sincnly,
Stanly A Gigron
Suiey A Grgson,PAD.
Encs Bt o
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have atachod my rsue wihthe hope hat we can ave  conversaon sbout my
qualiicaons and whre | ightbest 1 n. 1 would ratlysppreciat your perspctve
and il llow p in e coming days e 4 mutaly convenentmecting an b
aranged.

Steele Magnolia
—

Atachment
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Amerian RedCross.
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Assistant Headlines

Industry Experience

Subjects Experinced Joe Smith for Manufctring Assistant psiion
Dear Mr Pt

With morethn v years ofexperience i ou ndustry, with gret terest | submit my.
ésumé for considration s Manufacturing Assstant with TRU Manufacturing. While
rowsing job postings on HiringBoardcom, 1 was dlighted o se an opportunity thatso
closelypars withmy qualifcaions.

I sdditon 10 my résumé you will find e of recommmendation fom pastcployers
Who will ey 1o my quality of work mansging s and producton incs.

Addiionaly, ook forwardt hearing from you o schedle an nterviw. 1 will be
contactingyou cary next weck o ensurs you've personlly eceived my pplicaton
matcrsl nd 0 snswerany qestons you may v,

Sincrely,

Joe Smith
2355501
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DAVID D. JAMES, DC, CPC, CCPC, CPMA

5555055050 ¢ ddjames@neo.rrnet + 55 Chostnut Drive ¢ Rermitage, PA 55555

REFERENCES o ENDORSEMENTS.

Joseph Sudar, D, CPC, CASCC, CUC, CHCC, Owner. 555.555.5555
SUDNRE SUDAR I Josephid@sudarsudarcom
5555 sland Avene

Monrocville PA 55555

Joseph can attst to my knowledgeof coding, complianceand documentaton..
especilly as i rlote o the chiropracic ield.

Dr.Roger Drew, Chirapractor/Owner. 5555555555
DRew ConAcTic rirew@livenet
5555 Arden Way Bivd

Meadvile NC 55555

. Drew s qualfied o speak to my proficiency n and passionfo coding, compliance and
documentation nth chiropractc fed and other professional qualfications of nterest

Dr. Kenneth Burger, Chiropractor/Owner 5555555555
BURGER CaoPRACTIC Kburgerdr@burger.com
555 River Drive,Suite§

Butler PA 55555

Dr.Burger wildiscuss his knowledgeregarding my work thicand all aspects o my abilty
o perform th dutesof my poston as an employee, plus my knowledge base
PeRsoNAL HIGHLIGHTS.
Profssiona Communictionand Behaviral Profle denfes specfic alents David brings o th o

anchor of

ity” 1n 2 “sea of contusion.

Davidca b extremelytenacious and willtay with i commitments .. e ends t b ncsive and
anaytcal. David can follow through with seemingly unnding patience.

Good lstener o Persstently seks logical olutions Concerned sbout quaiy work o Maitans standards
Conscientious nd steady o Consiston  Good 3¢ econcling actions i camin and 3dds sabily

swlinkedincom daviddjamesde.
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Opician

led professional whose focus on patients” needs,unerring eye fo accuracy,
 prowess,and technical aptitude optimizes profiability.
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Journalis

Multimedia savvy, deadline-oriented Journalist with great instncts and sound

investigative skils. A charismatic wordsmith known for versatilty and clear, concise,
and compelling prose.
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Disaster Preparedness Expert

Justin Buber, President of Be Prepared, i the go-to expert on disaster preparedness and.
business confinuity, as readers of his popular blog, Bepreparedforanythingblog.com,
attet, Justin’s brand of isk management services offers complete and hoistic plans
designed not only to address disaster recovery theareticaly but also to actively assist
clients during an event.

‘Through his disaster management experience and IT background in data recovery and
backup, Justin offers unparalleled personalized services that are quickly shaping the
standards and best practices of business continuity professionals across the country.

Large and medium-sized businesses benefit from his business continuity planning,
disaster recovery planning and offsite secure data backups. For small businesses, Justin
offers both free and low-cost planning options o assist with continuity planning.
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ANNE K. FREEMAN, M.S.W. MULTILINGUAL SOCIAL WORKER

“Speciatuing n the Developmentan Dlvry of Qualty inca Programs™
Intiive a0 versatie socil work professionsl with 12 years of hands.on experence 5% 5
rontlne coseworker working with dverse popultons. Employs muliple modalies to buld
herapeutic relatonships, Safe nvironment, and empawerment i high risk clents. A gfed
acitato with outstanding counseling abiies utizng 3 femiis 3pproach. A team leader
it strong case management skls who i dedcated o improving the well-being of wamen,
Cniren, nd fomles 2 on sdvacate and contributor ta communty ogencies

Keen intercs n women's isues ~ Fluent in ngish, Spanis, an Fench
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1 am Shirey Browne, n Intemet marketing specials. | exce at hlping small businesss o
quickly remove the roadblocks kecping them from makingthir webicsand nteme prescnce
profiabl. Withmy customized approaches using social mediaand the marketin ofproducts

and servicesonline, my cliets ypically seeat easta 0% increase in revenue itk three months.”
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Cafvin Simmons






OEBPS/images/9781118436417-un0605_fmt.png
CHARLES T. BORDEN 7733 Lionheart Lane, Alexandria, VA 22315

703-555-0111 - charestborden1 Gyanco.com

ate)

Name Tincreased sles 300% or my st emplyer
T Condo sgain for my et employer?
S The snswer 4 5 esaundng yo!
S 5125,

Dear (ame):

1 ocking or 3 new 5o, but ou need ook o furtne for 3 sales executlve wih  rack recordof
king quet challnges ot o the balpar.

Excaling with turmaround sales manogement chalenges, I've poid my dues by orchestrating company
e or Sl perarmance 4nd by 1ghing e beneoth o eriones an regon.

by rdsuré revest ity grty Getls, but her's oo fo thought: fve fast reasans why you should
Cansitar iing ma. Tois o rEAst Staned i frnaround Ses MaTagement ot e ranst a7
Ratons eveis 2 3 vertavle.

+ National Director o Sales: Reorganized twrnaround of srugling -vear-od startup
5 3t naionl ol quoas Wit 3 Mo fo Easter US e5on (Frammasystem).

- Reglonl VP: Acheved company ecor or hiting regionlrevene uotas i frt year
orlong sle-cycl, - tcke ad< qmant a7 devies 50 1 nespias i 15-
Sat rgion (HedEauphare).

* Reglonal Director of St
TorEoptal caupmart and s n s consecue yors Wi previuty

uertormed other regions o capture tap e roning

o (oot eciclProcessng & Sysers Automate)

- Reglonsl Business Director: Boosted istorclly sugis sae record for Suthern
D7ion t near-auots (55.5%) evls wihi 6 montn (CorpSo0Core).

+ Director of Marketing: Requesed by G0t sep o intrim ntiona|markesi rle
o one yoa 9% Gevie WiTIg arket sraegy- Acheved Hghest 633 generaton ote
I campany tory 3% 5 nh i o e productunch (CopB00Car)

inderparorming 20 state region. Wo Presdents o Regonol Hanoger o th Yesr |

4 you my next amployer? Letsplan o talkingsoon. 1 <ol you next week t st up
Vou e acton saaner rates han te, Yo ca re0¢hme on my coll pone: 703-355-0111.

Sicersy,

s T, orden






OEBPS/images/9781118436417-un0708_fmt.png
DEV PATEL

23 Lake Drive & Avtngion MA 01953
Telephonc/Fax: 617,555,011 # Mobil: 617,555,012
E i email@email com

D)

ISMIBC Comporaion
320-8 Scenic Road
Bosion, MA 01772

At Don Smith, Prinepal Engineer
DearDon

1 cnjoyed mestingyou and the team o June 13° and 21 and want o et my strong
intret i the Solutons Analystposion. | undersand that you ae looking at aditional
candidats and 'd ke o take his opportuity o review what | can bring 1o tis o or
he ISMIBC Corporation.

My experince has beena combinaion of pre- nd post-sses lways ceterd an the
busincss sspects ofIT. My rols have involved xchanging knowledge beween
Sule<Markeing and EngineeingServices deparanents, wih 3 ron customer focus

1 cnjoy changeand ook forvard o rle thatconstanlychallengesme with something.
new. 1 have sceessfally worked ndependently and i group. More speciialy, '
athered reqirements from varous experts and tkehalders, analyzed and symbesized
the nformaton and writen fnctonal,product,and technical specifictions, n addiion
10 being the primary responder 0 RFIS and RFs.

Whilenota enginer from e information storage and management ndusr, bl
my yeas of varied experenceinpr-and post sales, customer ocus, and people kil
will ring th e perspective ISMIBC Corporation s secking.

ook forward o hearing bk fom you.

Regards and best wishes,

Deo Putel

DevPmel

PS. Did | mention

st weck | escived my certifcation in IT architecture/ poject management?
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Financial Management Analyst/ Budget Analyst / Resource Manager

5+ Years, Bank of America Corporation
5+ Years, Financial Management Services
BS, Financial Services

Areas of Expertise:

‘Consolidated operating budget management
Performance and accountabilty reports

Improve intemal controls

Research and analyze budget shortfalls

Budget forccasting

Actvity-based costing

Resource management

Planning and defining objectives

Monitoring and analyzing trends

Spreadsheet and report designs

Narrative wriing, briefings and presentations

Efficiency processes

Problem.-solving, solutions and recommendations for managers
Customer Service,research and follow-up
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The 5th Wave By Rich Tennant
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1 Calculating QCalibrating QCataloging

1 Categorizing QChairing QCharting

1 Checking QClarifying QClassifying

2 Clerical abilty Q3 Coaching QCoaxing

1 Cognizance (1 Coherence Q Collaborative

1 Combining QComforting Q Commanding

2 Communicating 3 Comparing QCompetence

1 Compiling Q Complimenting Q Composing

1 Compromising QComputing QCondensing

1 Conducting Q Confidentiality Q Conflict resolution
2 Conforming 3 Confronting QConsolidating

1 Constructing QConsulting Q Contingency planning
1 Contracting QControlling QConverting

1 Comvincing 3 Cooperation QCoordinating

2 Copying  Correcting QCorrelating

1 Corresponding QCounseling QCounteracting

1 Counterbalancing 0 Counting QCreating

1) Creative writing D Crisiz management
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From Friend

10 Friend: Help!

Subjecs Wil you doyour pal Seve  vor?
Hey Bob!

1w chcking out some o opeings onlineand otced thre i  posiion listed fora
sales ep at EFG Corporaton. Dido't you menton that company is one of your vendors?
From he descriptiongiven n the posting, 'm ure | hve e necessary qulifications
they are looking or. | wouldgrealy sppreciat any help you can give me in making a
connecion with the person who s doin the hirin.

T'm ataching acopy o my resume with the hope thatyou wil forwad it 0 your contact
a1 EFG. I'm sssumingyou have  good relationchip wih him. Besur 0 tcl him you've
Known me for 12 yearsand an vouch formy characte, 50 thathe would be mare kely
10 pass my resume long o te hiving manage.

T call you n fow days 1 s how tingsare ging

Thanks a ot

Steve
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BARNEY L. HARRIS

00 North 204 v~ Sl ke Cly, Uish 84101
sssrsannt harbaemiicon
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Ms. Bridgee Pasons
Director: Human Resources
Borland Financil

123 Golden et

Salt Lk City, UT 84404

DearMs. Parsons:

Thank you for akin the time to meet with e on [Date] sboutthe Offce Mansger
posionat Borland inancial. enjoyedIeaing aboutyour company and the services
Jou povide.Having eamed sbout youroperaton and processes, st me — 1 can
‘quickly become productive member of your team.

Duing ou discusion, | mentoned hat | am profcentwith every componeat i the
Microsot Office Suie. 1 amaiso ighly organized s proven through five yearsof
managing he office safft CDE Insurance.

Lettherebe o doubt that L m very excied sbout you employmentapportniy! T have
‘worked ard 1 ctablish mysel in tis ndustry and  eleve that Boland Financialcan
enchit rom my il and expeicnce.

11 can b offrtherasistane i the decision proces, plase fel e 0 ontact me. |
Took forward o hearin from you shorly.

Sincrely,

Barney L Horia

Bamey L. Horris
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JAMES MUNROE

45 Mininet (595555555
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PROFESSIONAL REFERENCES

Martha Sutter
Rl G s
2223 Taylor Road
Wentild, MA 01055
el 555 555555
Relationship: Present Supervisor

" hase o i for e 15 yeurs s v worked ol with i for ey ofhe.
ialy e i ork tic nd tetion todetl, e o i mjraccompiments
ming amd s it oo poduciiy,customer ssfcion nd e metice.
el s o e ek hen e sderpeormin aes o dpartets.”

Ronald Lane
Regional Compliance Manager
Comeourse
2222 Taylor Road
Westfild, MA 01085
T 55 s
Relationship: Former Mansger

“have knon i forover 10ears and worked dietlywith i for 5y
Hewasasays someone o ca coudon, th consunmate et lser,loays hd positoe
it andfdbac. 1 ol eoyed working it ok H s e ahliy o el
with coery e ofthe oganization and portrays imsel i  rofesioal manrat .~

Forest Millr
BusinessSpecalst
Fimira Hectronics

3334 Sllvan Avene
Worcester, MA 99999
el 5 555555
Relaionship: Former Collegue

“Working cith i v the st 10 ses, bt et eort i and vty covorer,
[ A —
Thi i ust ne reson for s cntiedsces o 3 lewder.”
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professional Will consider relocation

Allen P. Morrison
100 Markwell Lane — Montgommery, Alabama 36100
© 334.555.0111 — 334.555.0112 (calblar) — 4 apmorscnecharer et

[Date]
M. Laura Worth

Soles Manager

Topline,Inc

320 Sun Parkway

Suite 17

Montgomery, Alabama 36100

Dear Ms. Worth

uwant you to et the credit for adding ROI o the TopLine sals team, Specifically, Id
ke o become your newest sales professional. And, perhaps the best way o link those:
w0 ideas i with this graph that shows how I performing right now.

S doint magic.just work harder and smarier
han my competiin by finding some prGiableway o
- e o ery customer anl poreril customer
stoo0 "My focus on your sales needs starts on the next pages. |
o wanied you o e e it fes mors o
- il et tion of o s an esponsiilie. Thas

why you'll fnd sx capbilties  want o putat TopLine's
disposalat ance. Backing them up are a dozen examplesof
Soles those capabiles inacton.

My company values what I do. And, f | thought our market was growing as fastas
yours, 1 would stay with them. While | cannot control masket conditions, am

intrested in making even greater contributions o my employer. That's why I'm
“testing the waters” with this confidentil spplication,

1do best using the consultative approach tosales,So,a a irstsep, [d ik to hear
about TopLines sales needs in your own words. May 1<all in  few days to armange:
time to do that?

Sincerely,

Allen P Morrison
Encl: Resume.






OEBPS/images/9781118436417-tb1708.png
2 Hard-working QHardy QHonest
2 Honor O Humble 0 Humorous
) Hustle





OEBPS/images/9781118436417-tb1717.png
2 Rational
JReceptive
J Reliable

1 Respectful
2 Restraint
) Risk taking

QRealistic
QReflective
QReserved
QResponsible
QRetention
2 Robust

QReasonable
QRelentless
QResolute
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QReverent
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& Exvuted customized ERP nd CRM systans g 3% gotalmargoms it or S
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vt
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Linkedia: Confidental search
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HenelSsxens@gnslcom
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Cher

A dynamie student (GPA 40) who presents  uniquely appeing blend of culinary ability
‘and business acumen. Eager and sble o contribute o your Team of Connosseurs.
(Note:long-time small business owner/president who changed carcers)
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Gerald F. Fox Chief Operations Officer
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accomplished achieved actively participated
administered codeveloped dealteffectively
decreased costs delivered established
exceeded target facilitated formulated

headed up investigated led

leveraged ‘managed marketed
negotiated orchestrated persuaded

planned played a key role produced

profitably project-managed restructured
scoped out solved supervised

‘took the lead in

turned around

‘ungraded
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Phicbotomist

'm Annie, a cancr warrior/ suvivo and op-of-th-clss plebotomist. | transform scary
unknovns and itations into welcoming visis with familylike support. A . Luke's Cancer
(Center, 1 drove atient survey satisoction atings from 11% o 7% my ist S months n e ob.
1 his intiny and visionary ways,from day-t-day personal care to two paient advocacy
programs that cot 7ero dollars o plement and un.
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JULIE E. YATES

5990 Rocky Point Road ¢ W_Vielboure, FL 32001 ¢ 3215550111 % cmal@ema com

e

M. Jonthan Burgess, HR Direcor Occupationsl Therapy Assistant
Wellnes Inc.

1333 Busines Place

Melbourne, FL 2901

Desr Mr Burgess:
From the time | was a Candy Strip bck n bigh school, I've shvays been passonstc

about helping peopl. Justtwo years ago | ralzed | could bestbe ofsrvic by pursing.
a carer inoccupstona theapy.

1was awarded my Occupational Thrapist Assista: degre his May t Keser University
Where T was n “A” student, and o e o ol and dean's st cach qarter

Addionaly 1 gaind vaable experence whiitemingat Medical S, LLC and
Heath Consitns, .

Warking my way through my occupstionltherapy tsining. | enjoyed my experiencesas a
swim nstrcto, waires,and escher. Whethr somcone i pre.School e, Seior iz,
o somewhere inbetwecn, | find I'm casily bl t ind common ground.

Working with pticnts, v leamed the special imporiane of bringing someone ou of
shellbecause “pit cquls outcome.”

Fim very excitd bout saing my new caree in oceupations]terapy nd am complecly
focused on providng hebest posiblepaient servie, I'm known fo being organized and
alvays cage 10 leam.

1 you blicve, ke 1 do,hat my qualifictions nd cxpeiences are of vale to Wellness
I, | would welcome the pportuity tomect with you. I'm cloing my résumé nd
refeencesfo you reviw.

Thank you very much for our tme nd consderaion. 1wl allowup next week.
Sincrely yours,

Jule E. Yites

Julc . Ytes
Enclosures: Resume; References
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2 Maintaining
confidentiality

2 Maneuvering
1 Marketing

2 Mathematics

1 Mediating

1 Mentoring

1 Minimizing

1 Modifying

0 Money management

1 Maintenance

O Manipulation
3Masking
QMeasuring

0 Meeting

3 Merchandising
3 Modeling
QModulating

2 Monitoring

Managing

0 Mapping
3 Matching
QMechanical abilty
O Mending

3 Minding machines
0 Moderating
QMolding

O Motivating
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GREG JOHNSON

3801 Grand Avonuo South  Mineapls, N 55402+ (612) 8556445 riobnsoarenee:

oate)

e patrick Trowe!
Prosident

Boocham, nc.

5000 Zonth Avone
Mineapolis, NN 55402

ear . Trawet:

1 ioroughly enjoyed our meting s moming and hope you agree that 1 was ime wel spet,
251 saned we connected n overymalr pot dscussed.

Yournsight on human resouces’ nlence on change was intiguing. 119 you that was.

Focognizod by Boston Uniorsyfor implomantng one of e st Iierato Barganng Uaining

Sessions i the U.S. (with Union and Company representatives). ale o s tat | 150

« Sorved on the Massachusots Hoalih Assosiaton Board and Nagotton Tear,
opresenting over 60,000 liie members n heathcar and oner benefts - vory iely
oxpar n todays Raticare rofrm cimate.

« Aoauired a Ford grant supportnga aning program i innovative, urique componants
hat parnered the Unempioyment and Tranng Gounci with Mihigan Siate Urversiy.

1150k  was lar that my hat's i the ng, To se he band gven e long ago by
colaguos, | can be Bascham's CPO - Ciaf Peopls Oficer 11 69 your et ot e
“What now?” quesions. Whats noxt 1o make this appen?

Warmy,

Greg Johnson

Grog domson
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GRIFFIN M. HANKERD

1732 Resor e amankeaigsolom Home: 135550111
Ut 255 e s ons
oe)

v im Edwards
Chief Executive offcer
08 Comne, Tnc
B750 W, Peasant Ave
Sackaon, w1 45372

Since we'va been unable o comnct personaly and have been spesking through Tony Manch for the
past week or 5o, T wanted o ety resume 1 you before ur July 7th meeting for your rview:

With over 25 years of success in lnking finonce to business operotions, the value 1 bing to US
‘Connect extends far beyond hat of 3 typica Chief Financial Offcer. ot only am 1 afective In
Geveiping srategic lons, budgts, and forecast, DUt T know what 1 (akes fo aparatons, marketing,
16 saes to successtully execute them 1o deiver strong 3nd sustanable ravenue, roft, and
pertormanca resuts.

My career has inciuded CFO roes in $140 millon base operations, with over 2,000 personnel. |
brovide  unique combinatin of tois 3nd drection t contnvaUsly NavRote fNancal, market, and
Sperationa succas a5 measured by

+ Best Practices Implementation to boost the value of employee productivity and process
improvements.

n Baghdad, ra.

- Project Management for A Force Defense Team. As project manager, complted 135 stes on
time and $750,000 under budget.

1 have bullt fiancil teams from the ground up, Implementing financil systems. and faiitating
merger Integraton and Change managemen Iniatives at have Secty. mpacted the 0p and
Bottom e,

Aware of the caber and reputation US Connect holds in the morketplce, 1 1ok forward to our
Continued dscusslon next week 25t it o many poskive communicatons.

Sincrely,

% M. Harkerd”

o M. Hankerd

Enciosure
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Science Marketing Specialst

Recogized for 20+ years of succes n linking science-based ahievements with decsive
market leadeship o build igh-performance organizations withsignificant fnancisl
revads. Led trategic and opersional breskihroughs i prosctive health informatics and
‘Communications technologics, evidence-based prevention and care managemen products,
and cost-effctive healtheare delivery systems. A true pioncer in wellaessand prevention
programs,disase management and population health
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sonia cher

registered holistic nutritionist

1 am 3 Regstered Holti otrtlons with  rofound knoiedgeof Rl ttion snd the
kst sy my recommendaton re pproprne, ComprEnerie,and edueaion.
Holsiceath Centrs il benfit. fom my dive 10 srv and G t spre change.

my favorite reading list

 Nourisiog Tradions: The Cookbookthat Chllnges Poitclly Corret utrtion and
he Die icacrats - y Sl Falon with My G. i

Th author dpes the myth of the Lo 4 1 i ractcal sndentrtiig book. It the
et ook have 3 1 hachs o 10 Coo 1 T8 i he Tt LTI
e, s long Wy pesoral phIsaphy tht shr s don 10 o lorg e
i ondors s 560 o Rt and noShin (0 5 pposed 1 Qi ad ey s,

® When he Bocy Says o Th Cost of Hiddan Sres by Gabor Hote, .0
Aptydescrbed a5 goundbeaking book, the author showshaw emoionad pychlagcal
s iy  poweru rle i th o f chone Hins, i research ubtanate 1 ou.
ot bl emotions lay a ge ol i pysa e, This hoal work has becore &
ke 5ot o prsonl andpcfeonl v a1 ecmend ot

* Miraci o Water - by Masru oo
3 g bok il of grippngybesutfl phatography nroduces and exalrs the concept
of eionane. o th ransmision of - enry. 1S Sook roduced e (o he
mpac s hav o th OlecAr Srucureaf wakr, e dht we o 70 watr, then
{hosgs bilutaly have 3 g mpact o o eath. Tis sprted iy own growth i e
mprtance of amotonshonesty. | Share that schof s s e capacy 1o crage o
indit, and empower pecpe i e nowlacge at they ave cptos.

® Aging Wet: Surprising Gudeposts t a g Lie from the Landmak Harvard Sty of
AdutDevelpmant - by Gors vl

A socal peron s, | cjoyed esmig tht yes, o o1 nd connectin with pele
Scilly & crtcal for & heldy longevity: The rsearch enorces th e (hat ly d
i crtotity e e important th e bypct Nfth Arericn it allows. Lng g
eSS th, i e (0 .| By S fon 2 Wl o5 Prd ks

778.555.
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LEGAL SECRETARY  PARALEGAL - § yoars of oxperience

S, Parsagal Studies  Sullvan College, Lexinglon, KY.

+ Highy profient n word processing,dataentry.and Dicaphons ranscripion using
Mictosof appicaton sofware; noiced for mainaiing consisianty Suporor evels of
acauracy

« Organizas, effcient, and thorough; maintains flexiity i changing work assigaments

= Perfor well under sires, taking pressur of superirs and peers

+ Profcentn the lanning and executon of ult-aceted projecs n tme-crical
onvronments

Dapendatio and successful problem rosouton and time-managamont solutons

+ Oulstanding ecord of prformance, rlsily, confdontlty and sica business.

standards
+ Computer skils incudo Microsoft Word 7. 2003, 2007 Windows, XP, Word Perect

famitarty with Exco, PowerPint, and Access. Typing ato 80 WPM
+ Complete resume and superior rferences avalable

iminal 1 Cvi Law, Powers of Attorey, Complaint, Domesii Relatons, Divorce, Exhits |
Winess List, Afidavts, Adoption. QDRO. Subposras. Probate, Persona nury, Motions, Wil
lont Interviowing, Orrs, Etalos, Roal Etal, Rosoarch, Workor's Componsaton, Morgages /
oo, Tie Search,

(Contact salysmith@yahoo com; Louisvil, KY - 555550111
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Business Manager / Restaurateur

Ethical professional versed in al aspects of developing and sustaining a profiable
business and highly functional in stressful vemues. A world traveler who has visited the
kitchens of the finest restaurants as wel s toured wineriesin the U.S.A.., Europe, Asia,
Australia, and Brazil.
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High-impact, multidimensional manager of People, Process, and Technology with a
verifable record of significant aceomplishments leveraging innovation, growth, and
profis.
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Richard C. Whitman

Motivational Speaker + Management Consultant + Financial Columnist

for Hands-on Leadorship Coaching for Fortune 100 Exacutive Teams

During my 20 years as a Navy fighter i, | enjoyed nothing more than
pushing tha trotle forward,spooling p the engines of my FI4D-Tomet,
and blasing off th deck of an irrafecuricr (0 10 200 mph in 1.5 second).
These days 2 2 Management Consulantand Leadership Conch ' no.
onger diing my FIAD. But | gt tha same feing of power and cxhilrsion
‘whenever 1 start the engines of n unde.performing company, e p the
emplopees and exccutive team, and watchthem blow avay the compedion.
Peopl oftn ask me, “How did you caapul from the cockpi ofa Tomeat
the cormer offce of an 8 millon management consuling "

Basically Pve applicd everyhing 1 eared in Naval Avistion - 3t supersonic
specds — and adapted my Top Gun tsning and experiences o the challeng of
turing sround a o or sagnating business.

Hore's Where the Book Comes In

T am passionately incrested in the art and sience of excutive ledershi, stacgic laning snd —

‘mostimportan — lawlessexccution. Afr 1 transiioned from the Navy o management consuling -

and, te,running  businees — 1 was shoked t s that so many good companies were wasting Sme.
osing opportuniie because of simple mistakes and omissons tht reslted in wesk exccuion

o1 startcd analyving the differences beeween Navy pilots and busines exccutivesdurin the planaing.
and exccution o cical missions, and eventully publshed 1 book about it 'm forever rteful o my
business and ladership mentorssnd d ke to convey wha ' lesrned fom them, for example

PAC
 Decision Making: On the morning of 9-11-01,  wasfng an F-14D and dreaded geting an

onder o shoot down 1 civian aicine. Could you shoot down a hiscked phne fll o innocent
passcngers o avoid an even worse caustzophe on the ground?

* Exccution: How consistently improved exccuton forover 20 Fortune 500 firms.

 Leadership: ve had the grea fotunc 1o meet — and be ed by some exceprionally good leaders
in busines and te milary. What sigle qualty makes cach of them such a grea leader?

ghts.

 Startups: Created three successfl busincsses,saning from seath: Sales News Nerwork
(SNN.com); Leadership Consuling Division for ABJ; and the Options Trading Channcl

Caraor Hi

* Tumarounds: Orerhasled underperforming operuions for numcrous Fortune 100 lens:
‘Quicklypinpoiated problems, strmlined operaons, and improved Ped.

 Transformations: Shificd th busines cutoe of Narel Tnestenents - from day-o-day i
1ol term stategic planning — which became a key dfve in Martlls explosive growth from
S50 t052.58 during 2006-2009.

Boton, MA » E-Maik: dbitman@DIV Mancgementcom + Call 617.743.9020
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Alumni Career Fair - Wednesday, April 18, 20xx

Thank you for patcipating n Vanderbi's Alumni Careor Fir. I 5 good o see [Company
Nama].such a woll ospoctod company. reproseniod today.As a Cias of 200« graduato
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> Provida comprahansive spprosch o tax planning for 16 companies with annual
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> Racognizod in wring by liens or utstanding achiovement n the areas of risk
managament, complance and feporing

> Selactad s  member of Vanderbit’s Distinguished Alumn Council

The odds are my fnancial acumen, discipine, and strong work sTic would bo an asset o
your organizaton. Addilonaly | am intefesiod n travelas | am luont n Engish Fronch,
nd Spanish and ived abroad or  numbr of yosrs. Again, hank you for your
considoraton, and | ook foard 1o 5peaking wih you I 1he nar fturo.

Sincerely.

Frak A. Stricklind

Atachment: Resume
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Fanging from Space Shutl main engine maintenance and boat consiricton o railroad
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Entry Marketing Poston

have workesin thertil indusieyfo th st e ycars. | now cvolled i the Marketing
program st Thurbridge Universy. My prvious employers have slways commented on my
siromg popleskills Last year | boosted sl by 33% b focusing o providingsinieic acount
‘managemeat and ensuring proscive service. In addidon, | have developeda sgnificat Jvel of
Knowledge from my marketng courss in product packagin, demographi esarch, and
consumer awareness. | am sceking anenry-level posiion in marketing sing my markeing
Knowledge, commnications, organiztonal, and seling skils
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Amanda Duvall Delivers

‘@ Preparc and g public prescntations on
Workfores Parincrsip s

 Treat cmployees, representativesof outside
agenciesand members of e pulic with
courtesy nd respect

@ A graduste degre isdesimble

@ Tenyears of exceutive lvelexperience
‘working withsror eve exccutives wikin
ovcrment and private secor
organizatons 35 wellas govening boards,
Councis and commitess

‘@ The individualsppoincd st ave a
reputaton thtrefectsthe ighest pblic
ctics,and persoal iy 5 el a3
Rexibly and cesiviy n mectng the
noadsof customers

& Posess knowiedgeofcurent and fture
‘workforce necds

& Possess knowledgeof St and Federal
employment and job raining programs,
Contractadministation, nd grants
management

& Possess knowledgeof publc and private
sector management pracics nd systems

¥ Given well-received presentations for StrPower Saffing
Inc, City of Crystal Valleyand at many other organizations.
Understand se of PowerPoint presenatons and ideo
tchnoogy.

¥ s rferences indicae, my inerpersonalrlatonships are in
ood shap. Behavioalcourtsy toward and respeet for
< emboded in my personality nd ahways hssbeen.

T ——
ezl nd o s, Uity of
firyniy

' Over twenty years a an executive in seven organizations.
Twelve yeas a5 ansectd ol

¥ Reernces document my reputaion for e highest public
tics and persoal intgrity:

o irst-hand experience *in the trenches with a number of
igh ech, bioech i generl business e, detemining
saing equirements. And am abreas of natioral and
Togional jobendsand sttisicl sources of dat.

¥ Created and negotiated three-blanket service contracts with
he GeneralServices Adminisaton (GSA) Have pased s
horough audiof srvicesprovided 0 fedralagey.
Have paricipaed infodera tminin programs on GSA.
contrcts. Have followed sae and fderal job riing
programs rom th oiginal CETA jobs program.

o Maintain knowledge and awareness of managerial practces,
systemsand tends hrough reding of jourmals such 35
Busiess Weck,Austin Bsiness Jourmal, radingof vaious
books, atendance a semiars from Softwar Industry
‘Counil Spotcheck webste news and blogs a well

Amanda Duvall, Cell(936) 5550111
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Lana Churinov, Retirement Benefits Manager

Commie 1 thecontnued succes of Tomiin Comulting sd having very much
oo m trseSeas i the Rerement Beneie Depiriment s masage. | am
v v in Y oo COmpensston o g 1o

iy proposs,examplesof st yea'scontribtions inclue the

By uncoveing seious non-complisnceissus st quarer's ending
Disness scquion Candiae, enced Cevenh hou pice POt
ReRatins 1o esoe .35 milon o enci ™

 Deliered an #% incrase in employce pariciption in the company's
4010 plan — withot icresing cos.

+ Constructed 300 plans fo 180 clints reresetin 2,500 crployees
(Grion nd nonasion workfores) 204 ahove gos.

Apprciaing he company’s policy orammul, Q4 salryreviews. | ndersand
R0 Feqist o s conseron may s o be et | Suggen.
HOVEVSE. et ke e compary 7 o n ket Shre i
by e e a3 o, Sy oprrclions by
D managers ad covoeses s isackasd compeosaion gt fof our
o s ey s o 0 SRt o g e 0 e e

Willng (0 caman increas andbappy 1o negorist, hope you will onsider s
Propasl snd omtchme i yout e

Wilhmy thsks, I sandiog by

Laxa Churinor
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‘Service-and People-oriened Leader
)

o T
S asury Warre i "
e
s

Fese sccept s e of et o he appitnet 1 1 hepion of New Chelefont Townahip Supervisor
et b Dabes one. 1 ol suoeg alemians g basincs ovRGrabip, dedowied SOy
Servce nd n o Interet i he irection o our townahip. HIgH e of m cperioc ahd e sy
e commenicton il et

ot vt TR 3R o e B, ® )

16 years 4 an ovener and operator of  successfl Jantorial service: 1 sl 10 gr sl
epeion, i e oy e b st

Exccutivedevel dirctorahip capaiics frum my s cxprkcne, (g my isvoherent il Litdeton
i Wiches e 2003 8 amiitor o & ol ol Diease Suppatgroup e 2009, 13 e s 5
Prsent o s Regonl M Bl eugu: Repesenie s o h e 1 in e Towt

Mimissteroghiztont bdges 1o Snanil st o fnding st ool nd rsod i,
Presde vebaads and comites, Establh commiteedearetal misions

et conteactswith uppliers,disbutors, el ad st sgecis.

 Reiewand s Townip Codea therprtient llaton, o, ubli iy

o gaering ot and making ot bsed detions: anda et h ok o procucrioe omproes
ook forwastthe ppotunity o et with o0 Tk ooy tin e conseation

Sy,
EFE
Tt lablel. R
ot

JantLoblock S vt my vebpae!
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Adoption Agent

Lyiew adapiona n opportnity o crat  postin,vlidatin,andsese-ofght placment
ol partes concrnad ey, the b parcnts, adoptive paents, nd th child

Forthe binh mother, choosing adopton an be. very difficult decision,with the bope tht e
child el oved snd s snseofblonging. From the adpiv preis o o view, ik
they desire 0 ove that specal hildandHave e child's bt neresta e or o all ey do.
{here can b rescrvtions, concens, fars, ad nscutis.

Last bt o st the hild iy havecomplx lings st r endr and aw bcausetey o,
10 el oved nd valud. The goal o the thee paris i realy on: o ko htthe hild s
Vi, Toved, and focl  senc f belonging.
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Alison Doyle
Aboutcom Job Scarch s Eployment E
Jobseachabouoom

Summary

b sarch nd cmploymentexpert with many years of experience in human resorces,
carer development and job huning with focuson jobseaching, cmployment s, and
Carcr options, a well s cmployment rends and echnologicsfr job scckers nd employers
ke,

e been theJob Search Guide for Aboutcom since 199, and have been quoted exensivelyin
majr onlin and print publicatons.

1 addion, T th author of Alson Doyl Jo Search Guidebook,Iniemet Your Way 03
NewJob: How o Really Find a Job Online and the Aboutcom Guide 0 Job Scrching.

Experience

Job Search Expert at About.com
June 1998 - Present

lison wies about b scarching and carers fo About com. YouTl findtps forlocating job
listings,findingcmployers,nctworkin and ther ways o ind he right job. Alison coves job
search echnology, onlin b sarhing, wiing resumes andcove leter,references,
unemploymen,and iterviewing il

14 ecommendatons availale pon request

Associate Director, Career Servicesat Skidmre College
September 1991 - Decemiber 2010

Develop informstion tchnology rsources o assiststdents and slna with hee srch for a
jobor temshi.

1 recommendation available upon reqest

Exccutive Administratve Manager a Tri-State Rtail Systems
1983 1991

Skills & Expertise
‘Social Mdia

Job Search

Carcer Mansgement

Career Servies

Carcer Advancement

Job Search Strategies

Employment
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Reaching out o riht person
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A e o e i et s Tt
Dl ofHuman esouees o s Sl 1o s Plos o o g
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BRISEYDA STEIN, &N
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03608603 ¥ [
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Providing cmprehnsive ursingcr, bl eyl e, an voltsing o s he gl of
et st hascomprie iy P e fot the s 15 yea. Hiving pionily and dsberily
el nege g e 0 st a3y peent e xpuene 8 et o listions
o mplemem exeuHenc Iy P cre. P e s o Ao o ER s on Yot .

Prio o my tenur o o Pain Management Specialis t Mermarial Health Hospitl, | sev in vty of

e and Jeadesip ol hich will be dvaniagous a1 sume he rle of ER nure b your facliy.

Fls i 1 . s for 8 detaed Scount oy orer huonogy. Additenaty, ko | have
Fummaizd nteworty hevements

Earmd  eutation s “The Good Nure” b on cosienly demonstrstig
e cmpathy d i depth knowlege o cmegency o nd ENT

Contributd o the proper cre of patents,eqiing. wide.rngeof vanced
St ad emergeny e rangin rom nans o cdrly paints.

Nortured dop medical knowlodg, ncldingadvancd g, compes
e, ctcl tevention, Y spy, V g, s, cardie
oriing e cspence il e B e

My dedicatontoptent cre i matched by advanced sl chniqos ] cn st iVl i 02 secondst-
e conens | il b 31 cxceptional ER Travel Nare o | adap gy and et immedily with
preencss

Nlow e o shre e following lory s vidence o my Spontancous el thiking: | accompanied  ltive
101 ER, Wik hre, gh e ey xurodan T quklyine the ER R o care o iy of
e vt | cred e o pr i o o 0 i i o el demnrce

“Thak youin advance o yourconsideraion. 1 willllow up e ek 0 e e st will e oyt for
ot el 7o it i v et ook oard i o perso
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Carla L. JOhNSOR 140 Carer ane Ko i, MO 64101 ci208@iniony e 1655011

“To: M. John Markwell, CEO, Bidkel

Leadership Addendum

Ploase dont ook for any generaized s of“qualeatons” haro. | houghtyou desorsed o s00
ocumntod poot o paromance, aignad ciosely wihhe vaues 19 ou i my o 110, |
Pope these condensed exampls éncourage you o oxplos how | migh seve Bzel

Refocusing an established corporate culture by capitalizing on best
technology and leadership practices:

‘The problemn: et  busines that had slowly changed ts sef image from
“sucessful” o-“comfortable” Our team thought we were inthe bsiness of st sling
products and service.They saw each new sal . discret vent,a number they
hoped would grow. st couldr't stand seeing o good people o getting saifaction
from ehatthey did. No wonder we ol keep a stable sals taff. It bothered me
that our customers often saw us s “order takers” In shrt, doing busines at arms
length s shorichanging everyone. | knew ourteam and our ustomers deserved ot
“The actons:First, | made sure every employee knew we sod podictty, ot product,
Then  resched ot 0 our customers with the same message, but pockaged n  weay |
Knew would appea o e we wanied to be the sucess parncrs. Soon my staff was
Secking ot v customers o ind altheis wants and thet s, Our people became.
mastersat what drove ou customers bsineses.

We automated what we eamed, nstitted data mining,optimized inventory order
points automatically i short, 1 gave ou people and o customers everything they
eeded to build mutual succes,

“The reslts: Soon our salesfor’scommissions were 300 percentgreater than bcfore.
Market share doubled injust 18 months.Soles emplayce turmover dropped from 20
percent a ear o les than 5 percent. Mostof all,employees wanted to come o work,
ur competitor' op performers wanted to work for us,customers wanted o see our
reps, and L coulkdt wait to eward excllenc llthough our i

Getting ahead of customer perceptions to beat the competition:
“The problenm: We almost became th vict of our oven succss. We convinced our
customers that we sld productivitythey had t have. But ehen our products needed
Service, st customersaccepted the esablished industy standard that dictated an
cight-hour deay befor they were up and runing well agin. That may have been the
dusty standard, bt it sure wasrt mine.

rof e o et st
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‘GLORIA J. TRIETELMANN, RN, BSN
Lowrsncovio NJ 08545

5097719008

Geratetamann@nmai com

[er——— ot 10 # 10000000

Pramasers o posing o a Phamnaceutica Sfes Torrry Manager Immeciay
Eopenadia T tac ot o o o calonc (et oo o S EWeD,

So,why shoid you consder me?

First 1 am  igh-porformanceproducer. A Seir Saes Specsst it a Fruna 10ptam. |
e roon s boom-poroming oo (chorarman v | o 11211 e o 5 s
ey and v D e yar iy e ks p 30 bk oS00k Qi 8 Swirds
o ourna g et v ese

Socond, myteam renatonand sirtegc salesplanning skils masn can 1 and elver
D e mraly Whons shoamasang now s oo ht gl sy ancer
Brysicons o miatng g Y31 vt e o BocaTa P rodees. | 1 Getarined
it et o ooy
T, my uslficatons mest i your stated redulramants (s resume snclosed:

9 Gacheorof Scianca Degre n ursing (BSM) » RN Licanas i Now Jrsey

gt yors of pharmscautical sis exparience i sl s Prcic | Procuct
Coneinte i stomer s o maaks spocies.

2 Patormance minsst: Rocognzas y regorl and naona managaren o s oo
N Naton Ses Cal Charon snd Nasond T1on Sar

A roent 3504100 anoymous oo sreychod my “can 5 e passionto s,
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Robert Rezendez
To 55555550 Ak et

ost]

amo)
el RE: Estimator Project Manager
{Company)
daross]

Dear Hiig Manager Namel

You asked for an Estimator Project Manager who can moet projectdeadines, mainain
‘qaly. Uoubleshoot and soke problens, and keep clens happy. That's whal you get
when you i e

My 12:year rack rocod n i haavy constcion ndusty domonsiratos my abily o

T onchatenges and meet icut stuatons hoad on,and lad b example

+ Priotzs projctsand etabish imeines, rauting i poject completon
on e and it ucget

« Propose,design andsuparvse nnovatons o treamine effciency and
‘communicaton,advance company’ misson, boostproductity,and grow
o botom o

= Wear many hats, incluing aining and motvating empoyees f o1 up
el siooves toGat he 0 dono.

My ack rocord gives me th assurance o predic | can make an immodiat cot
offecivo and veluabl conrbulon o your company. 1 il call you naxt wook t s00
W your calsncar s o t meet and iscuss your neece and my auatcaton.
Thark you for your consieraton.

Sincarly,

RobertRezendez
Endosure: Rosume
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QUINCY ANDERSON
946 Catar e Noshus, New Hampaie 14532 o 615-555011 o qonderson@gmicom o
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e Steven W, presicent
Pinceton Exuty Sevices.

150 Wanash e, S 120
Chiago, L G061

-

Sice i ur mesing on Thrsca, 1 have thught s retengh sbout cur s, e
emendouscppaunty i he Chicago marke, o the vl | riog o yourorganztn,

Frst and foremost, 1 am  deamaker and marktes, bl to ity and capute pportunitis 1 ive
100 revenue and aset prformance. 1 tackde each new Brject Wi a two-pronged s (1) regttethe best
posie ansacion for il parrars; an (2) crstsStede an tcicl marken programs 3t o senty
et vale, dornate and ctapk esrings.

y ot can ety b messures by s i ol sae e and nproved proect cash fows. ol
foancaldocumentaton ca be dcosed (o conceding e confdenialyof Dovs Propertes) T have
mimized h vk f 60 st nder gt and 1150763 avera propetes i (09 parformers.

You'e g 1 have never vk inthe Cricago market. Howeves, v demontrsed my byt b
presence Wit othr new mahes atomwce (6., Aa, Souhe Cofom). Furr | Favean exerive
Retwrk of cntacts 0 coony, many f whom 1€ wellconectd 1 Chcage d b o Sgnfcat
Ve facltang e st of my o rglna network

have ahys bcn fortunate i ht etworkig i 3 raturl process for e, et quickly sersn
Who1 s tat | st ablsh  eatonshi with, entfy heapproprtechanels 0 6 o, quckybein e
roces. I, deste oen nfamir e ad parsonaies,  have Gk e5ablhed mysl 1 Ky
s e om ht e b chalenge, Bt -sner OIS 1 e 3 bt 1

hope tht wehave the opportuny o conte our discussions and certainly pprecte the ameunt of
e you senk wih 0k ek | arane ht 1 cn oty et your xpectaions, b eceed e

Socaey,
Quincy
Quney odesn
exconre
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Table 15-2 Stand Out Grammar Guide

Eror Term ‘Definition of ‘Don't Do This Do This.
Term

Subject-verb Subjectand Ourteom, a5 Ourteam, as

disagreement verb don'tagree,  well as the wel as the
resulingina company, value  company, values
grammatically  ambiton. ambition.
incorrect
sentence.

Activevoicevs.  Active voice \wastrainedin  UC.. tainedme

passive voice relates an action  all aspects of inal aspects of
(good);passive  public relaions. _ publc relations.
voice elates
astate of exis-
tence (bad).

Sentence Phraselacksa  Unlike some Unlike some

fragment subjectandlor  applicants. applicants,
verb, revealing Ibringtalent and
anincomplete diversiy.
though.

Run-onsentence  Containsmore _ Every wiiter Every wiiter
thanone com- knows how knows the
plete thought; important gram- importance of
maylack maris, | know grammar. | also
punctuation. thatyoureally  understand that

value marketing,  you value mar-
andsales skils,  keting and sales

inyour business skl inyour
correspondence.  business

correspondence.
Subject- Pronounsdon't Whensameone  When someane
pronoun agree with reads, they reads, he (or
disagreement subject result-  should pay she) should
ginaconfus-  atentionto pay attention
ing o easily detail. to details. 0
misunderstood When people
sentence. read, they
should pay
attenton to
details.
Misplaced Incorrect Fallng more Wewatched
modifiers placementofa  than500feet, the daredevi
descripton of we watched bungeejump,
one subjectin  the doredevi falling more than
asenencowith  bungeeumpoff 500 feetoffa
two subjects; aciif, ciif.

resultis
confusion.






OEBPS/images/9781118436417-un0906_fmt.png
Virtual Marketing Manager

A communicaion vituoso and an indefatigable sceker of information with a proven
record ofsuccess providing th tools ll businesses ncd 10 thive in the 215t Century
marketplace
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Human Resources Generalist

Y am an experinced human resources generlis with PHR redentalin from he Sicy for

Human Resource Management. | have fllknowede of employment olicesand guidelines
‘whichcludescght years of experie i ntrviewing, ecuiing and counsclng. 1 have been
recognized by my priorcmployers o my bility o arter withthem 10 prodce bottom-ine
savings through stff eenton, delopment,and selecion.
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