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INTRODUCTION 
 
 “The Search is ON, A Job Hunter Guide” is designed to help individuals define what they 
want in a career opportunity, and to develop a strategy and plan to get it.  This guide kick starts 
a job search by providing organizational tools to maximize your time and efforts.  Job seekers, 
at any level of their career, can benefit from these suggestions.  Thought provoking exercises 
are included to assist you in defining your career development.  The work plan and job activity 
tracking tools will keep you focused on your goals.  Additional job search information is included 
to assist you in resume development, networking and interviewing.  
 
To begin a job search, you must first define your career goals. Then you can create a winning 
strategy followed by a detailed action plan to meet your objectives.  With a clear objective, a 
strategy for success and prepared execution of action items, you will find the right job that can 
change and enhance your life. You determine the time frame for your success.  If you have an 
idea of where you are going and develop a plan to get there, you increase the chances of 
getting what you want.   
 
As you start the job search initiatives, your goals should be realistic. You must continually 
evaluate your career, money and lifestyle to ensure you are getting the most value for your work 
time.  Work is a necessity and adds many things to our lives…it is even more enriching when 
you are doing the job you love.  
 
 

“To be successful, the first thing to do is fall in love with your work.” 
---Sister Mary Lauretta 

 
 
Attitude is everything!  Today is the day you decide to change your life for the better.  Leave 
negative attitudes and behaviors behind and begin to work on a “new and improved” you.  
Discipline and focus will bring rewards in all areas of your life.  Begin a new exercise program 
and spend time with people who exude positive energy.  Drink lots of water, eat healthy foods 
and get plenty of sleep to stay on top.  If you are unemployed, finding a new position can be a 
stressful event, so it is important to feel good physically and keep a sharp, positive attitude.   
 
Finding a new job should be an adventure.  Embrace the opportunity to evaluate your life goals, 
financial situations and job dreams.  This is a time for renewal.  Change can be good, even 
when it is forced upon you.  Take this moment to recommit yourself to you.  Be your own boss 
by taking control of your life and remaining positive.  Good things are about to happen…if you 
let them. 
 
 

 “It is never too late to be what you might have been.” 
---George Eliot 
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JOB SEARCH PROCESS 
 
A successful job search begins with organization, ends with a new position, and has disciplined 
action and plenty of networking in the middle.  After organizing and reviewing your financial 
situation, you can create a strategy, develop a work plan and take the action needed to secure 
the job you want.  Job search activities should continue whether you are actively employed or 
not.  If you commit to staying organized and maintain a plan to stay on track, you will succeed in 
securing your desired position every time you are in the job market. 
 
 
 
 

Finances 
Strategy 

& 
Work Plan

Organization 

Networking

Action 

New Job!

Job Search Process 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
It is important to address each phase described in the job search process every time you begin 
to look for a new position.  As you become established and begin to incorporate the job search 
disciplines into your lifestyle, certain activities will only need to be re-visited periodically.   
 
The job search process consists of the following: 
 

 Organization 
 Finances 
 Strategy & Work Plan Development 
 Action 
 Networking 
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ORGANIZATION 
 
The more organized you are in your job search efforts the more opportunities you will uncover.  
To reach many people you have to be efficient in your networking and in the follow-up to 
employment details.  To begin, create an office space to organize the essential tools needed to 
conduct your job search activities. It is especially necessary when you are actively pursuing a 
new career opportunity and need to find immediate employment. The area should be 
inspirational and private. 
 

A Quiet and Secluded Place to Work 
 
Claim an area in the house that will be yours, and yours alone during the time you are 
conducting job search activities.  Whether it’s a spare bedroom or a corner in your living 
room, establish boundaries with family, especially if you are unemployed.  If you are not 
working, people have a tendency to believe that you are available when you are really 
trying to get things done.  Keep in mind that it’s easier to ease up on rules than it is to 
stiffen them later. 
 
A Phone with Voice Mail 
 
You will be on the telephone a significant amount of time and have to have a dedicated 
phone accessible for incoming calls and voice mail.  If you are sharing the family phone 
line, set rules and boundaries with family members regarding the use of the phone 
during working hours.  If you have a mobile phone or a 2nd phone line in your home, 
dedicate that number to “career business”.  Record a professional greeting on the 
voicemail for people to leave messages and have it available at all times.  Family 
members should be advised on the importance of business calls and how to take a 
professional message including the callers name, company, number, and job 
information.  
 
Email and Internet Access 
 
Access to email and the Internet is a must for finding a new job.  Most companies prefer 
you submit a copy of your resume through email or through their website.  If you don’t 
have a PC, borrow a friend’s, or locate a facility that offers public use of PC’s (i.e. Public 
Library, Unemployment Office, Prior employer, etc.)  There are many full-service, 
printing shops that offer access to Internet wired workstations for a nominal charge. 
 
A simple phone line can get you connected to the Internet very quickly by using AOL, 
AT&T or other regional phone carriers.  There are many Internet Solution Provider’s 
(ISP’s) offering various levels of Internet access solutions.  The installation is simple 
and, depending on access speed, is reasonably priced.  Don’t forget a printer and fax 
access.  
 
Contact Database 
 
If you don’t have a centralized address book, now is the time to put one together. There 
are several software programs available that can store names, addresses, telephone 
numbers and email information on all your family, friends and business associates.  A 
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simple address book (if you are still working without technology) or an on-line address 
book like Outlook, AOL, PDA, Excel Spreadsheet or database is required.  Microsoft 
Outlook, or similar programs, can work as a contact database and is easily synchronized 
with other devises.  Add new contacts and make revisions on a regular basis and back 
up the data often. Ensure that the information is available in two locations and is backed 
up frequently so data is not lost.  A hard copy of the database should be printed once a 
month (at a minimum), as additional protection against data loss. 
 
Business Cards 
 
To give you confidence and a sense of identity while you are unemployed, have 
personal business cards printed.  Include your name, phone number and a tagline about 
what you do.  Use them to network and give them to everyone you meet during your job 
search.  Business cards help people remember you and the type of position you are 
seeking. With today’s technology, it is very inexpensive to create a business card at the 
local print shop or on your own PC. 
 
Filing System 
 
Create folders on your computer hard drive to store all job search information.  This will 
include your resumes, company information, cover letters, activity worksheets, etc.  You 
may also want to print this information and keep a hard copy of your job search 
information in files for easy access when contacted by a potential employer.   
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FINANCES 
 
When making a job change, it is a good time to evaluate other areas of your life including 
finances, health and life goals.  If you are contemplating a career change, have been effected 
by corporate downsizing, or just need some time off from work – you must take a real hard look 
at your finances and cash flow.   
 
If you have not automated your finances, this would be a great time to set up a personal finance 
program such as Quicken or Quick Books to help manage your money.  These types of 
software applications makes it easy and efficient to map out your financial goals, keep a budget 
and pay bills.  Look at this as a way to increase your own business efficiencies…remember you 
need the information to make sound financial decisions for your future. 
 
It is important that you understand your complete financial situation and to create a budget 
during an unemployment situation.  Review savings account, 401K investments, mutual funds, 
insurance policies and stock holdings.  Get a copy of your credit report to know exactly where 
you are with your debt.  You can obtain a credit report from any of the three national credit 
bureaus: 
 

Equifax – 800.685.1111 or www.equifax.com 
Experian – 888.397.3742 or www.experian.com 
Trans Union – 440.779.7200 or www.tuc.com 

 
There are many websites available that make setting goals and creating financial budgets easy.  
Try an Internet search to get ideas on financial planning and money management.  

Create a Financial Statement 

Facing financial reality is a good place to spark change and re-evaluate career objectives.  
Gather all income information, credit report, bills and expenses and put together a Financial 
Statement and budget. The worksheet below will help you begin the budget process and 
determine the cash flow situation you are in today.    
 
First, list all sources of income you will receive in the next 90 days.  After you have determined 
your cash flow and can see where the money is coming from, complete a list of monthly 
expenses.  This should include food, gas, entertainment, credit card debts, etc.  Look at your 
bills from the prior month and log the amounts.  Finally, take a hard look at the expenses and 
find areas that you can reduce spending, again be realistic.  Keep your long-term goals in 
mind…this will help you sacrifice in the short term.  After determining what you can do to reduce 
your monthly overhead, revise your budget to fit your new goals.  List the new monthly 
expenses and commit yourself to the new budget.  This may take a couple months to 
coordinate, so be patient with your results.  For some people, not spending money is hard.  Be 
disciplined and reaffirm your goals, daily if needed, and you can do it. 
 
When creating a budget, be realistic with your spending habits and think of things that can be 
eliminated from the day-to-day spending routine.  Awareness brings control - think before you 
take out your wallet - do I really need this right now?  
 

 
 10  

http://www.equifax.com/
http://www.experian.com/
http://www.tuc.com/


TTTHHHEEE   SSSEEEAAARRRCCCHHH   IIISSS   OOONNN   
 

If cash flow is positive, congratulations on managing your money wisely and saving for the 
“rainy day”.  You should feel good about living within your means and about being prepared for 
life changes.  If you are in this situation, you may want to establish an Equity Line of Credit 
and/or increase your credit card limits, in case you find yourself unemployed longer than 
expected.  This is what credit cards were intended for…emergency spending. 
 
If the cash flow is in a negative, you need to work at decreasing expenses and finding avenues 
for immediate income.  If there is no way you can meet your monthly expenses, it is now time to 
make some serious adjustments to your budget. There are non-profit organizations that offer 
Credit Counselors who will help you with a budget, call creditors and negotiate reduced 
payments. These services are free or available for a small donation.  Look at the government 
websites in your state or perform an Internet search to obtain further information. 
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Worksheet 1:  Financial Statement 

List all sources of Income 30 Day Income 60 Day Income 90 Day Income
Unemployment Benefits
Severence Pay
Vacation Payout
Spouse's Income
Child Support
Stock/Mutual Funds
Garage Sale
Roommate Income
Other

Total Income -$                            -$                           -$                                  

List all Expenses Monthly Expenses Reduced Spending New Budget
Rent or Mortgage
Water
Gas
Electricity
Telephone
Cellular Phone
Cable TV
Internet Connection/Access
Health Insurance
Home Insurance
Auto Insurance
Food 
Taxes
Auto Loan
Credit Card
Credit Card
Credit Card
Other Loan
Clothing
Entertainment
Transportation
Other  

Total Expenses -$                            -$                           -$                                  
Cash Flow -$                           -$                          -$                                 

Subract the total expenses from the total income to determine a positive or negative cash flow
 
 
 
 
 

 
 12  



TTTHHHEEE   SSSEEEAAARRRCCCHHH   IIISSS   OOONNN   
 

Reduce Expenses 

We live in a consumable society that spends money on things that we could probably live 
without.  If you are unemployed, the money you spend should be for things you absolutely need 
to survive or to secure future income. Period. Here are some ideas on how to reduce your 
expenses. 

 
$ Refinance your home or consolidate debt.  Interest rates are constantly changing 

and this could reduce the monthly payment significantly. 
 

$ Put away the credit cards and pay only with cash.  Forget about spending any 
money you don’t already have.  Immediate discipline and focus will save you 
from going deeper in debt. 

 
$ Call your credit card companies and explain your current situation.  Losing your 

job is a critical event and most companies will work with you on reducing the 
monthly payment.  Communication is the key - the sooner you notify them, the 
better chance you have of receiving a positive outcome.  Don’t just stop paying 
your bills – you must live up to the agreement you made when accepting the 
credit cards.  There may be ways to help reduce your monthly payments. 

 
$ Review long distance and cell phone bills and shop around for a better value.  

Telecommunications products are competitive and monthly costs can be 
substantial reduced by the new product offerings.  Call your existing carrier to 
review statements and see how they can help you cut costs. 

 
$ Try to not read marketing advertisements in the newspaper or sale notifications 

you receive in the mail – throw them away – you are not spending. 
 

$ Stay out of the malls, unless you have a specific need and the cash to pay for the 
purchase. 

 
$ Grocery shop once a week with a list and coupons.  Coupon clipping can save a 

tremendous amount of money and the list will keep you from additional 
purchases that you don’t really need.  Buy generic brands for further savings, cut 
out the junk food.  Buy fresh foods and prepare your own meals – no packaged, 
process foods that are more expense.  Fruits and vegetables are the best source 
of vitamins and are cheap. 

 
$ Make a special meal, light a candle and enjoy a romantic dinner in the comfort of 

your home for half the cost. 
 

$ Turn the lights and appliances off when they are not in use.  Turn the AC up or 
heat down and use fans and sweaters to control the electricity bill.  Use electricity 
during off-peak hours for additional discounts and do full loads of laundry to 
reduce costs. 

 
$ Look at the entertainment budget and how you can reduce spending.  Review 

spending habits of movies, video rentals, cable TV, books, CD’s, software 
games, sports and hobbies.   
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$ Live like you did your first year away from home.  Bring back some fond 

memories.  You made it then, you will make it now. 
 

$ Review all future travel plans, the investments made, and determine if it makes 
sense to postpone the trip until new employment is found. 

Generate Immediate Income 

Be creative and think of things that can generate income.  While you are looking for a new 
career adventure, exhaust all resources for getting cash today.  Here are some ideas on how to 
generate additional income, while you are reducing expenses. 
 

$ Sell stock.  If you have shares available, cash in. 
 

$ Check into unemployment benefits, if you qualify. Each state has an 
unemployment office and a website address for benefit information. 

 
$ Collect old debt.  Now is the time to get back the money you have loaned.  

 
$ If you have a college education, consider getting a teaching certificate and 

become a substitute teacher.  In many states, all that is required to be a 
substitute teacher is a college degree.  Flexible hours and schedule allows time 
to job search and interview.   

 
$ Get a roommate. 

 
$ Sell jewelry and family heirlooms you never really liked or have thought of getting 

rid – now is the time to get appraisals and decide if you want to part with it.  E-
Bay (www.ebay.com) is a great source for selling and auctioning valuables. 

 
$ Take an inventory of household and personal items that you no longer use or 

need and find an avenue to sell it.  Things like furniture, kitchen sets, freezer, 
power tools, telescope, baby cribs, musical instruments, sporting good 
equipment, 4-Wheelers, etc.  Research the costs and benefits of placing 
newspaper ads, online auctions or online advertising. 

 
$ Have a garage sale.  Anything that is no longer in use or lying around collecting 

dust could put money in your pocket.  Clean out the closets, bookcases, 
entertainment center, toy chest, tool kits, office, kitchen and put a price tag on it.  
Talk with neighbors to see if they would like to contribute items and split the 
advertising cost.  This will draw a larger crowd and more traffic to the house.  

 
$ Get rid of the luxury items…boats, mink coats, second cars, and motorcycles if it 

can improve your overall financial situation. 
 

$ Get a part time job.  Advertise your skills or services to friends, family, neighbors 
and the network to generate income. 
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$ Register with a temporary service.  Be available to do any type of work that you 
are comfortable with and still allows you to search for a new position.  

Tax Considerations 

When planning your career evolution, think of the tax consequences of changing positions at a 
different salary level.  Make sure you look at the overall picture – how will a new salary with 
different benefits affect your tax bracket.  For example, if you are going to be receiving money 
that will be taxable from another source, it maybe a good time to make a career change at a 
lower salary. 
 
Being unemployed does have one advantage…your tax liability is lower for the year.  Job-
hunting expenses can be tax deductible, as long as you are pursuing a position in the same 
professional field. These expenses are reported as miscellaneous itemized deductions.  The 
actual amount you can take is whatever is left after you subtract 2% of your Annual Gross 
Income (AGI).  Among the deductible costs:  
 

 Resume development 
 Postage and printing 
 Travel to interviews at 36.5 cents per mile 
 Airfare associated with job interviews 
 Magazine subscriptions 
 Professional dues 
 Placement agency fees (deductible even if they don't find you a job) 
 Career counseling (as long as it's in the same trade or business) 
 Education expenses maybe deductible (check with your accountant)  
 Insurance premium payments/Cobra 
 Relocation costs with out of state moves 

 
There are limits. You can't buy a computer and deduct it for job-hunting expenses.  You can’t 
deduct the cost of a new interview suit, or dry cleaning – the IRS has already said no to that 
one.  As a first-time job seeker, or recent college graduate you can’t deduct the expenses 
associated with a job search. 

Independent Contractor and Self-Employment 

During your search for the Ultimate Job you may want to consider self-employment or becoming 
an independent contractor.  This is another avenue to make money while finding a new career 
adventure.  There are many temporary and outsourcing services that need specific skills on a 
contract or part-time basis.  You may also market yourself and work directly with a company as 
a temporary employee.  Keep your options open and explore opportunities that may give you 
flexibility while you are seeking new positions. 
 
Before you begin exploring self-employment or marketing yourself as an independent contractor 
determine your hourly wage.  Review the last paycheck statement you received and divide the 
net income earned by the number of hours worked.  This will give you the hourly rate.  There 
are 2080 hours in a work year.  (For example, if you earned $45,000 in a six-month period, you 
would divide $45,000 by 1040 hours).  Your hourly rate would be $43.00.  This is the wage you 
were earning without consideration of additional employee benefits or taxes.  To determine a 
comparable earning situation, add 35% of the hourly wage to compensate for the benefits cost.  
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Adding 35% to $43.00 an hour ($15.00 an hour) to your minimum requirement makes your rate 
$58.00. 
 
If you do decide to become an independent contractor or self-employed, you must file a 
Schedule C with your tax return on the money earned and pay the self-employment tax.  Self-
employment tax includes Social Security and Medicare. The employer pays up to half of this tax 
when you are a full time, permanent employee and you pay the remaining portion. When you 
are self-employed, you pay the whole thing. It's generally around 15%, though you'll get a 
deduction for one half of that total tax on your Form 1040. You should receive a Form 
1099MISC for any payments you receive of $600 or more. If you don’t receive a 1099 MISC 
form from the employer – still report the income on your tax return. Chances are the company 
reported it to the IRS and forgot to send your copy.  It is not worth the chance of an audit. 
 
As an independent contractor or self-employed, you can offset the income with legitimate 
business-related expenses - include advertising, telephone, Internet, 50% of total travel, rental 
cars, hotels, meals and entertainment.  In some cases, your home office can offer a tax 
deduction; refer to IRS Publication 587 for the details.  Keep your statements and receipts for a 
minimum of three years.  The Schedule C might raise a red flag at the IRS, so be honest. 
Subtract all of the business expenses from your earned income.  You have until the time you file 
your tax return to make a contribution to a SEP IRA, an IRA for self-employed, to further reduce 
your tax liability. You can contribute up to 20% of your net earnings or $40,000, whichever is 
less, and get a deduction for the contribution. 
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STRATEGY DEVELOPMENT 
 
Now that you have had a chance to get organized and have reviewed your financial situation, it 
is time to create a strategy to get your Ultimate Job.  After understanding your cash flow 
situation and financial resources available, you can now start defining your career objectives.  
This is a critical and necessary part of strategic job planning.  You have to know where you are 
financially and be proactive in finding alternative ways to generate income until you have 
secured the position you are targeting.  Knowing when you need to earn a paycheck, and for 
how much, will keep you motivated and aware if you need to adjust your strategy.  
 
Strategies are developed to ensure an overall objective is clearly defined.  Work plan 
development immediately follows to identify, schedule, and monitor the progress toward 
achieving the objectives.  In most corporations, executives develop the strategy, management is 
responsible for the work plan development, and the workforce performs the action items.  As the 
strategy and work plan is implemented, progress is tracked and recorded by management. 
Management then presents the status reports to the executive board where it is reviewed and 
adjusted based on progress and cost.  This cycle continues until the objectives are met. 
 
 
 

Management Reports 
Progress to Executives

Action 
Workforce 

 
 Complete 
Tasks 
 Follow 
Schedule 

Progress tracked by 
Management 

Work Plan
Management 

 
 Identify 
Tasks 
 Schedule 

Strategy 
Executive 

 
 Objective 
 Priorities 
 Measures 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The same holds true in personal career development.  A strategy is developed to include an 
objective, priorities, and measurable goals.  A work plan is then developed to identify the tasks 
and schedule activities.  Action is performed based on the work plan detail and schedule.  The 
only difference is that in career development, you, the job seeker, serves as the executive, 
manager and workforce focused on successfully implementing a new career.   
 
A strategy defines a vision, establishes boundaries and creates a road map for success.  A 
strategy consists of an objective, a list of priorities and measurable goals.  It is important to 
understand what you want, what you need to get there and when to know that you have arrived. 
 

a. Objective:  What is my Ultimate Job? 
b. Priorities:  What is important and in what order? 
c. Measurable Goals:  How will I know if I’m succeeding? 
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For example, you decide to buy a new vehicle (i.e., the objective).  To achieve the goal of 
buying a new vehicle, you first develop a strategy that defines your vision of the vehicle you 
want and a plan of how you will achieve this objective.  A strategy ensures you get the car you 
want, in your price range, and in the timeframe you establish.  Whether in your head or on 
paper, your vehicle purchase strategy will look something like this: 
 
Objective 

Trade in current car for a truck 

Priorities (listed in order of importance) 
1 Make/Model:  Ford F250  

2 Inclusions:  4 wheel drive, extended cab, A/C, CD Player, Power windows, power brakes, 
manual transmission 

3 Budget:  $29,000 
4 Financing:  no more than 4% interest 
5 Age:  New 
6 Color:  Black 
Measurable Goals 
 Must complete within four months 
 Need at least $2500 for a down payment 

 
Now apply the same strategy development techniques used in a vehicle purchase, toward your 
career.  To achieve the outcome of anything you may want in life, you must be able to visualize 
the results.  Defining what you want to do for a career and creating a strategy ensures you are 
clear on your objectives.  Developing a work plan keeps you focused on achieving the goals. 
The objectives you identify will be the focus of all your career development activities, so it is 
important to spend some time thinking about them.  You should know where are you today and 
where you want to go.   
 
 

“Constantly reevaluate your lifetime plan.  
 If you fail to plan, you may inadvertently be planning to fail.” 

--- Author Unknown 

Maslow’s Hierarchy of Self Actualization 

In the development of personal career objectives, consider the work of Abraham Maslow. 
Maslow said there are two processes necessary for self-actualization:  self-exploration and 
action.  The deeper the self-exploration, the closer one comes to self-actualization.  Maslow 
intended his theory to be used for educational purposes and it fits perfectly in making the point 
of evolving your career.   
 
Abraham Maslow, a well respected psychologist, (1954) is best known for establishing the 
theory of Hierarchy of Needs, which states that human beings are motivated by unsatisfied 
needs, and that certain lower needs have to be fulfilled before higher needs can be satisfied.  
Maslow once said, ”A musician must make music, an artist must paint, a poet must write, if he is 
to be at peace with himself.  What a man can be, he must be.”  This is the need he called self-
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actualization.  It refers to man's desire for fulfillment, to live to your potential:  to become 
everything that one is capable of becoming. 
 
According to Maslow, there are general types of needs that must be satisfied before a person 
can move toward meeting self-actualization.  As each stage is achieved, more self-confidence is 
gained and the ability to try new things increases.   
 
 

Maslow’s Hierarchy of Self-Actualization 

Self Esteem Needs

Love and Belonging Needs

Safety Needs

Physiological Needs 

Self-Actualization

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The stages to self-actualization are described briefly below to give you an idea of the theory and 
how satisfying each level brings you closer to the top of life’s pyramid. 
 
 

STAGES OF SELF-ACTUALIZATION 

PHYSIOLOGICAL NEEDS 

These are biological needs found at the fundamental level of 
the hierarchical triangle. They consist of our need for oxygen, 
food, water, and a relatively constant body temperature. 
They are the strongest needs because if a person were 
deprived of all needs, the physiological ones would come first 
in the person's search for satisfaction. 

SAFETY NEEDS 

When all physiological needs are satisfied and are no longer 
controlling thoughts and behaviors, the needs for security 
can become active. Adults have little awareness of their 
security needs except in times of emergency or periods of 
disorganization in the social structure (such as widespread 
rioting). Children often display the signs of insecurity and the 
need to be safe. 
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STAGES OF SELF-ACTUALIZATION 

LOVE AND BELONGING 
NEEDS 

When the needs for safety and for physiological well-being 
are satisfied, the next class of needs for love, affection and 
belongingness emerge. Maslow states that people seek to 
overcome feelings of loneliness and alienation. This involves 
both giving and receiving love, affection and the sense of 
belonging. Humans have a desire to belong to groups: clubs, 
work groups, religious congregations, families, gangs, etc. 
We need to feel loved and accepted by others. We need to 
be needed. 

SELF-ESTEEM NEEDS 

When the first three classes of needs are satisfied, the needs 
for esteem can become dominant. These involve needs for 
both self-esteem and for the esteem a person gets from 
others. Humans have a need for a stable, firmly based, high 
level of self-respect, and respect from others. When these 
needs are satisfied, the person feels self-confident and 
valuable as a person in the world. When these needs are 
frustrated, the person feels inferior, weak, helpless and 
worthless. 

SELF-ACTUALIZATION 
NEEDS 

When all of the foregoing needs are satisfied, then and only 
then are the needs for self-actualization activated. Maslow 
describes self-actualization as a person's need to be and do 
that which the person was "born to do." The need for self-
actualization is "the desire to become more and more what 
one is, to become everything that one is capable of 
becoming." People who have this can maximize their 
potential. They can seek knowledge, peace, self-fulfillment. 

Career Evolution Hierarchy 

Take the basic premise of Maslow’s Hierarchy of Needs and apply similar steps to achieving 
life-long career objectives.  Comparing the self-actualization of Maslow’s theory with the 
Ultimate Job, we are suggesting that we should continue to strive to make a career out of 
something we love to do.  We seek a job that invokes passion and satisfies the requirements of 
meeting our potential.  Using our special talents and maximizing our abilities in a career is 
having the Ultimate Job.   
 
Like Maslow’s process to self-actualization, there are several steps along the way to finding the 
Ultimate Job.  To get there, you must get in touch with yourself and make a plan…”self-
exploration and action”.  
 
 

“Find out who you are, and then do it on purpose.” 
--- Dolly Pardon 
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To evolve career objectives you must practice self-exploration, know your interests, and 
continue educating yourself to new things.  Education pushes us to new levels.  There are so 
many courses available through state universities, community colleges, online web based, 
specialized schools – there is always an avenue to absorb new knowledge.  Obtain certifications 
and additional training in your chosen profession.  Arm yourself with information to advance.  
Classrooms are a great way to network and meet new people with similar interests.  You will 
find opportunities while you gain education.   
 
Like Maslow’s Hierarchy, the Career Evolution Hierarchy is made up of stages you progress 
through to get to your Ultimate Job.  It begins with the “Bio Job” and progresses up to the 
Ultimate Job, with every level having a different meaning to each individual. You define what 
each level means to you by listing and then prioritizing job and life criteria.  Your criteria of each 
level may change as you gain more knowledge of yourself, lifestyle or of new found interests.  
By examining career objectives often, you can incorporate your personal criteria into a job that 
maximizes and prompts your self-esteem bringing you closer to your career self-actualization.   
 
The definition of each level of the Career Evolution Hierarchy is defined by you and will be 
different for everyone.  In developing your Career Evolution Hierarchy, there are no wrong 
answers.  This is your life…your personal Career Evolution Hierarchy is created by you.  One 
should never let someone else define the path.  You will never become whom you were meant 
to be if you allow other people to craft your agenda.  As your priorities change in life, so will your 
Career Evolution Hierarchy. 
 
The Career Evolution Hierarchy is presented below, followed by a more detailed description of 
each level. 
 
 
 

Valuable Job 
Provides Self Esteem

Compatible Job 
Adds value to life 

Security Job 
Steady, pays the bills 

BioJob 
Covers the basics to survive

Ultimate Job 
Self Actualization Achieved 

Fulfills Long Term Goals

Career Evolution Hierarchy  
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STAGES OF CAREER EVOLUTION 

BIO-JOB 

The “BioJob” is the starting point of the career hierarchy. 
Everyone must have shelter, food and water to exist.  To 
have these basics, it requires minimal money to cover the 
bare necessities. BioJobs are the most readily available, 
have flexible hours and usually pay a minimum wage. To 
ensure that the basic needs to survive are met, there is 
always a job available to make money.  It may not be the 
dream position, but it can provide a paycheck for performing 
labor.  These positions require minimal skills, no experience 
and can be found rather quickly.  The BioJob will have a set 
hourly, minimum wage and usually offers no benefits and 
limited growth options. During your career evolution, you may 
need to work in this level for a variety of reasons; to get 
additional work experience, make money while attending 
school, or to supplement income.  Retired people may 
choose this level to enjoy the team environment of a work 
atmosphere and to get out of the house.  Some people may 
have built up a cushion of funds and want a break from a 
stressful position; these jobs offer them something to do 
while changing career focus. 

SECURITY JOB 

The Security Job provides the financial safety to maintain the 
required housing, food, clothing costs…it pays the bills.  
These positions provide minimum wage and some benefits.  
These jobs may require a minimum high school education 
and specific skills.  The Security Job is readily available and 
easily obtained.  This can be an entry-level position leading 
to growth opportunity, with the right circumstances.  It offers 
an additional layer of safety and security for individuals.  
Some may see this level as the “first rung on the latter”, a 
place to start toward achieving the Ultimate Job.  Others may 
see this as their Ultimate Job…a job that simply pays the bills 
– giving them time for education, or other personal agendas. 

COMPATIBLE JOB 

The Compatible Job goes beyond meeting the minimum 
survival requirements of life and provides a sense of 
belonging to a work group. The Compatible Job offers an 
adequate salary, benefits and potential advancement toward 
the Ultimate Job.  The Compatible Job adds value to your life 
and offers an agreeable work environment…a job where you 
can continue to learn new skills and contribute to a team 
effort. 
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STAGES OF CAREER EVOLUTION 

VALUABLE JOB 

The Valuable Job satisfies self-esteem needs and offers 
substantial career satisfaction.  The Valuable Job usually 
requires specific skills, education and training and offers 
growth and future opportunities.  The career needs are being 
met, self-esteem is high and the work environment is 
stimulating and provides an opportunity to perform unique 
skills.  The Valuable Job provides comfort and becomes 
easier to maintain the longer you are performing the tasks of 
the position.  The Valuable Job makes you feel important, 
needed by others and contributes to your self-respect. 

ULTIMATE JOB 

When you have reached the Ultimate Job – you will know it!  
It will meet all the needs that a job offers and you will be 
jumping out of bed each morning because you can’t wait to 
get to work.  You will be doing what you love on purpose and 
have become self-actualized in the pursuit of the career 
evolution.  Of course, you will want to continue evolving and 
set new goals when you have reached this level.  You will 
want to continue to polish your skills and unique contributions 
to what you are doing. 
 

 

Defining the Ultimate Job (Objective) 

The first step in defining the Ultimate Job as Maslow encourages, is self-exploration and action.  
A series of exercises are provided to stimulate thought about “who you are” and “where you are 
going”. Find a place where you can be alone and away from distractions.  Take a walk to a park, 
go to the coffee shop…get out of your “regular” environment…ALL ALONE.  This is a critical 
step for building the foundation of job search activities.  They will be helpful for later use in 
completing job applications and engaging in other job search activities. 
 
Think outside the box…what are your real interests, talents and desires and how can you 
incorporate these into a job.  Be realistic, but imaginative of the types of positions that are 
available that could match your requirements of an Ultimate Job. 
 
 

“How exciting are your dreams?   
Most people don’t aim too high and miss, they aim too low and hit.” 

--- Author Unknown 
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Exercise 1:  Who am I really? 
What do I want to be when I grow up?  Have you thought about that lately?  Remember when 
you were nine and someone asked you that…what did you say?  This exercise is for you, so 
write down the first thing that pops in your head…there are no wrong answers.  Include your life 
goals and family.  Start dreaming.  Start dreaming big! 
 
If I could do anything, what would I do for a career? 
If you could do any job (which you can) what would it be?    
 
 
 
What professional activities / tasks do you enjoy doing? 
Example:  Working with people, planning activities, presentations, writing, etc. 

 
 
 
What professional activities / tasks would you like to perform? 
Example: Supervising, engineering, editing movie films, etc. 
 
 
 
 
What do you enjoy doing for pleasure? 
Example: Hiking, painting, watching football, video games, reading, etc. 

 
 
 
 
What skills have you fully developed and rely on most often? 
Example:  Customer Service, Quality Control, technical writing, artist, etc. 

 
 
 
 
What do you want to do? 
Example:  Play in a band, build bridges, decorate houses, be my own boss, etc. 

 
 
 
 
What industries would mix your skills and pleasure interests? 
Think out of the Box!  You may have computer skills but love movies.  Why not consider the movie industry, working as a 
technician while you learn the business. 
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Exercise 2: What is my Ultimate Job? 
This exercise is designed to make you think realistically about your Ultimate Job.  
 
What specifically do I want to do?  Be responsible for?  Change Careers to become?  
Secure a position in IT Management, become a teacher, become a property manager in 1 year, etc. 
 

Where do I want to work? 
Walking distance, relocation, downtown, in a hospital, near a mall, near the school, etc. 
 

What size company do you desire? 
0-50 employees, 1000-5000 employees, >$10 million revenue, >$2 billion revenue, etc. 
 

What market / industry do you want to target? 
Nursing, IT management, child development, teaching, financial, etc.   
 

What is your required salary range? 
Note the lowest salary you will consider, and optimum salary goals. Include bonus and benefits. 
 

How many hours do you want to work/ attend school per day? 
Full time position, 40 hours per week while attending nursing school part time in the evenings 
 

Will you travel?  Relocate? 
If willing to travel, note what % of time?  If relocation, what would the criteria be?  (moving expenses, etc.) 
 

What other requirements would you like to include for your perfect position? 
There’s a position for my wife at the same company, 401K matches, specific benefit requirements, etc. 
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Exercise 3:  Formalizing Ultimate Job Objective 
 
What is your Ultimate Job? Use the exercises above to formally describe your Ultimate Job 
below.  You will use this exercise to develop your resume, job board submissions, employment 
applications and to assist with other job search activities. 
 
Position Objective 
“To secure a position as a technical writer within a software development organization that specializes in health care solutions.  
Work best in a team oriented atmosphere where everyone strives to succeed.  Would eventually like to become a software 
developer in which formal education is currently being pursued.” 
 

Company Objective 
“Desire a position within a company who’s primary focus is the development of Health Care solution software.  Would prefer to 
work for a fortune 500 company, with annual revenues of $1 billion.” 
 

Location 
“Willing to relocate and/or travel up to 50%” or “ Prefer North-West Phoenix or North Scottsdale areas.” 
 

Benefits 
“Require standard health care offerings, medical, vision, life, and dental.  Immediate 401K qualifications with employer 401K 
match of 50% after 1-year employment.  Two weeks vacation time after one year, and sufficient personal time allowance.  All 
holidays paid.” 
 

Schedule 
“Prefer to work a full/day time position.  Will consider contract position depending on offer.” 
 

Ultimate Salary Desired Salary Acceptable Salary Minimum Required 
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Establishing Priorities 

The next step in the development of a career strategy is determining what’s important to you in 
a job.  If you prioritize the factors that contribute to your feeling good in a work environment, you 
will have a better chance of finding your Ultimate Job.  This self-exploration and awareness will 
lead you to the types of positions you really want.  It is a necessary step in determining the 
priorities of your job search.  Be aware of the things that you value as important to your job 
growth.  All things should be considered in ranking your priorities; money, family, position, 
commuting time, education, growth potential, etc.  
 
Use the exercise below to help you determine and prioritize the most important things to you as 
they relate to your career and a job.  Compare the list in the Criteria 1 column against the list in 
the Criteria 2 column.  Highlight or circle which of the two is more important to you.  
 
In the example below, when comparing Position to Location, Location is determined as the most 
important between the two and circled.  On the next line, Position is determined to be more 
important than Company Size and is also circled.   
 
 

Example:  Prioritizing Job Criteria 
 

STEP 1:  COMPARE  STEP 2:  RESULTS 
Criteria 1 Criteria 2 Criteria Total 
Position Location Position 7 
Position Company Size 

 

Location 8 
 

STEP 3: PRIORITIES 
Priority 1. Location 
Priority 2. Money 
Priority 3. Position 

 
 
When you have finished making your comparisons, count the number of times each criteria was 
selected and enter the total in the Total column under Step :2 Results.  In the example above, 
Position was selected four times, and Location was selected eight.   
 
Now, starting with the critieria with the highest number in the Total column, begin filling in the 
Step 3: Priorities section.  The criteria with the highest total being placed in the Priority 1 slot, 
the next highest total placed in Priority 2, and so on.   
 
In the example, Location had the highest number in the Total column, so is listed as Priority 1.   
 
Let’s say Money and Position both had the next highest total, and were tied for Priority 2.  To 
break the tie, they were again compared to each other, the winner earning the Priority 2 slot, 
and the loser Priority 3.  In this example, Money won the tie-breaker and was place in Priority 2, 
leaving Position for the Priority 3 slot.   
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Exercise 4:  Prioritizing Job Criteria 
 

STEP1:  COMPARE  
Criteria 1 Criteria 2   
Position Location   
Position Company Size   
Position Industry   
Position Money   
Position Travel   
Position Timeframe   
Position Working Hours   
Position Bonus   
Position Benefits   
Location Company Size   
Location Industry STEP 2:  RESULTS 
Location Money Criteria Total 
Location Travel Position  
Location Timeframe Location  
Location Working Hours Company Size  
Location Bonus Industry  
Location Benefits Money  

Company Size Industry Travel  
Company Size Money Timeframe  
Company Size Travel Working Hours  
Company Size Timeframe Bonus  
Company Size Working Hours Benefits  
Company Size Bonus STEP 3:  PRIORITIES 
Company Size Benefits Priority 1. 

Industry Money Priority 2. 
Industry Travel Priority 3. 
Industry Timeframe Priority 4. 
Industry Working Hours Priority 5. 
Industry Bonus Priority 6. 
Industry Benefits Priority 7. 
Money Travel Priority 8. 
Money Timeframe Priority 9. 
Money Working Hours Priority 10. 
Money Bonus  
Money Benefits  
,Travel Timeframe  
Travel Working Hours  
Travel Bonus  
Travel Benefits  

Timeframe Working Hours  
Timeframe Bonus  
Timeframe Benefits  

Working Hours Bonus  
Working Hours Benefits  

Bonus Benefits 
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Measurable Goals 

To achieve an objective you must have measurable goals and milestones.  The final step in 
developing career strategy involves the establishment of milestones, which are simply review 
points used to determine if the objective is being met.  It is important to check your progress 
throughout the job search process so you stay on the right path.  If you are not meeting your 
goals, you may need to adjust your strategy, expand your target market, or extend your 
timeframe.  This will all depend on your personal needs, financial situation and your job criteria.  
Be flexible in changing milestones to ensure you are maintaining other areas of your life and 
financial balance.  A strategy is rarely perfect the first time and should be reviewed on a regular 
basis.  Strategies evolve and change with personal needs, interests, and economy.  It is 
important that your strategy is reviewed and updated periodically to ensure that your goals 
remain realistic. 
 
Consider your objective, priorities, finances, and personal career status when establishing 
measurable goals and milestones.  What do you need to have accomplished, and by when?  In 
the earlier example of the vehicle purchase, two measures were noted:  
 

1. vehicle was to be purchased within a four (4) month timeframe  
2. a goal of $2,500 was set to put toward the down payment   

 
With these two measures in place, you will know when you are successful as your savings 
account grows, and when you have made the purchase final and driving the truck you wanted.   
 
In career development, your measures may include: financial status, securing a new job, getting 
a promotion, completing education, achieving a certain job title, earning certifications, relocating, 
etc.  Only you can establish these measures.  
 
 
Example Measurable Goals: 
 

 Secure position within 3 months (financial stipulation) 
 Initial focus on a valuable or compatible job 
 Expand to safety and bio positions if a valuable or compatible position is not  

secured within 2 months 
 Achieve Ultimate Job in one (1) year 
 Complete this year’s PMP re-certification requirements 

 

Formalizing Strategy using the Career Evolution Hierarchy 

Executives summarize company strategies in somewhat lengthy documents.  Company 
strategies have to be thoroughly documented so communication to management is clear.  Your 
personal strategy is for your reference, and is as detailed as you need it to be.  It must be 
readily available to review when planning your daily activities.  Use the Career Evolution 
Hierarchy to document your job strategy and to use as a visual aid in your office.  The Career 
Evolution Hierarchy documents your strategic career goals and ties to your overall career 
evolution.  It should remind you of where you currently are in relation to where you are going.  
The Ultimate, Valuable, Compatible, Safety, BioJob, priorities and measurable goals are 
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defined.  Think of the types of jobs you would enjoy doing at each level, just in case you have to 
react quickly to a financial situation.  You can find rewarding experiences as you evolve your 
career in all levels. 
 
Review the exercises completed earlier and complete the Career Evolution Hierarchy worksheet 
as follows: 
 

Step 1:  
 
List your priorities from the Prioritizing Job Criteria exercise completed earlier.   
 
Step 2:  
 
Note the measurable goals that will monitor your progress and determine when you are 
successful. 
 
Step 3:  
 
Summarize your meaning of each Ultimate, Valuable, Compatible, Safety, and Bio Job 
noting the characteristics of each.  Please refer back to the Career Evolution Hierarchy 
section where each level is explained in detail.  

 
Ultimate Job:  Self-actualization reached 
Valuable Job:  Offers high self-esteem 
Compatible Job:  Adds value to life with a productive environment 
Safety Job:  Pays the bills and allows you to just get by 
BioJob:  Entry level position 
 

Step 4:  
 
Note the target schedule established for each level.  Remember to consider all personal 
factors (i.e. finances, education, etc.) when setting goals and make each realistic and 
achievable.   
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Example Career Evolution Hierarchy: 

 
PRIORITIES IN ORDER MEASURABLE GOALS (MILESTONES) 
1. Location:  Less than 

30 min from home 
6. Travel:  Min. travel 

required 
 3 months to secure a Valuable or Compatible position 

2. Money: $70 - $90K 
annual 

7. Timeframe:  Need a job 
now! 

 After 2 months, expand search to include Safety and Bio 
positions 

3. Position:  Project 
Mgmt 

8. Industry:  IT Consulting  Secure Ultimate Job in 1 year 

4. Working Hours:  6 – 
12 mo contract 
durations 

9. Company Size  Complete and submit this years PMP recertification 
requirements by December 

5. Bonus Opportunities 10. Benefits   

 
 

 
Ultimate Job 
 Self Actualization 
 Fulfills Long Term Goals 

 
Goal:  December 2003 

Sr. Project Manager 
Close to home 
$70 - $90K annual salary 
Self Managed 
6 – 12 mo contract durations 
Bonus opportunities 
Low Travel 
IT Consulting Industry 

 
Valuable Job 
 Self Esteem 
 Fulfills Career 

Satisfaction 
 
Goal:  March 2003 

Project Manager 
Travel Required 
$70K plus annual salary 
Interesting Projects 
Leadership Role 
IT Industry 
Large Company 

Compatible Job 
 Sense of Belonging 
 Adds Value to Career 

 
Goal:  March 2003 

Project Lead or Project Administrator 
Contract or Permanent 
$50 - $60K annual salary 
8 – 5 working hours 
Not a leadership role 
Mid-Size company 
No Travel 

Security Job 
 Safety 
 Pays the bills 

 
Goal:  April 2003 

Project Coordinator or Admin Assistant for a Project 
$20 – $25/hr 
Contract or Permanent 
Any hours 
Any industry 
Any size company 
No Travel 

 
Bio Job 
 Survival 
 Provides the Basic 

Necessities to Live 
 
Goal:  April 2003 

Waitress, Store Clerk, House Cleaning, Child Care, Bar Maid 

3

4

1 2
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Worksheet 2:  Personal Career Evolution Hierarchy 
 

PRIORITIES IN ORDER MEASURABLE GOALS (MILESTONES) 

   
   
   
   
   

 
 
 

Ultimate Job 
 Self Actualization 
 Fulfills Long Term Goals 

 
Goal: 

 

Valuable Job 
 Self Esteem 
 Fulfills Career 

Satisfaction 
 
Goal: 

 

Compatible Job 
 Sense of Belonging 
 Adds Value to Career 

 
Goal: 

 

Security Job 
 Safety 
 Pays the bills 

 
Goal: 

 

Bio Job 
 Survival 
 May Need 2 Jobs to Pay 

the Bills 
 
Goal: 
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WORK PLAN DEVELOPMENT 
 
You now have a solid career strategy defined, complete with an objective, priorities, and 
measurable goals.  With this in hand, you have everything you need to begin defining what 
activities you will focus on, and when each of these activities will be performed.   
 
 
 

Management Reports 
Progress to Executives

Action 
Workforce 

 
 Complete 
Tasks 
 Follow 
Schedule 

Progress tracked by 
Management 

Work Plan
Management 

 
 Identify 
Tasks 
 Schedule 

Strategy 
Executive 

 
 Objective 
 Priorities 
 Measures 

You 
are 

Here

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As mentioned earlier, the work plan serves two purposes: 
 

1. Identify tasks – What needs to be done 
2. Schedule tasks – When it needs to be done 

 
Creating a work plan will help you stay on track and focused on the activities that will help you 
progress toward reaching your Ultimate Job.   

Identify Tasks (Gap Analysis) 

One of the tools used by management to identify tasks is a gap analysis.  A good work plan 
includes the use of gap analysis to ensure all tasks are identified that will help you reach your 
goals.  The gap takes a detailed snapshot of where your career is today, compares it to where 
you want to go in the future, and makes it easier to uncover what needs to be accomplished to 
get there.   
 
The first step in performing a gap analysis is to define the specific requirements of your Ultimate 
Job.  What specifically would the recruiters, interviewers, and hiring managers be looking for in 
your Ultimate Job position?  You need to understand and meet as many of the requirements of 
your Ultimate Job as possible.  To do this, you’ll want to research and gather information related 
to: education, experience, job skills, and professionalism.  Don’t assume you know what’s 
required,  rather take the time to research and have accurate and current information related to 
the position you are striving to secure.   
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Education 
 
To gather educational requirements, research current job postings at work and on-line 
job boards.  Read the job descriptions that meet within your strategy, and see what the 
employers are requiring.  Keep in mind that many employers accept job experience in 
lieu of a college degree, even though it may not be written in the job description.   
 
You can also contact Human Resources or a recruiter that specializes in your Ultimate 
Job.  They will have the educational information readily available and should be willing to 
share it with you.   
 
Experience 
 
Required experience can also be found in job descriptions for the posted positions.  
Most job descriptions will spell out what specific experience is required.  As with 
education, you will want to review several job postings to get a good overview of the 
experience desired by employers for the position you want.  
 
Find someone that is or has held a position that meets the definition of your Ultimate 
Job.  Don’t hesitate to ask them about their personal experience.  Everyone loves to talk 
about themselves.  They know this topic better than anyone, and, if they have the time, 
would love to tell it to anyone who will listen.  Be a good listener, pay close attention, and 
ask questions.  Ask them where they learned their skills and how they gained 
experience.  You may find a mentor who would be willing to take you under their wing 
and help you achieve your goal.   
 
Job Skills 
 
Again, job postings are where you want to go to research what specific job skills are 
desired by employers.  Employers don’t waste time considering candidates that lack the 
skills they need.  Specialized skills and industry knowledge are just a couple examples 
of what employers may note in a job description.  
 
Professionalism 
 
Professionalism includes all the “other” qualities an employer looks for in your Ultimate 
Job.  These are normally “undocumented” requirements that you will have to dig a bit 
deeper to uncover.  For example, would the perfect candidate for your Ultimate Job need 
to portray strong verbal skills and confidence?  How about leadership or ability to clearly 
communicate thoughts?  Are they organized?  What makes them respectable?   
 
Gathering information involves paying attention to and/or researching people you 
admire, those who currently hold or have previously held your Ultimate Job, or those 
who hold a position at the level you desire.  Pay attention to the way they dress, the way 
carry themselves, how they react to different situations, etc.  Watch how others react to 
them.  Read articles about or written by those who hold similar positions or who possess 
qualities you desire.  Pay attention to their techniques, how they write, how they carry 
themselves, etc.  Notice everything.  Looking to others as a model is a great way to 
uncover areas needing improvement. 
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“Successful people spend at least fifteen minutes every day  
thinking about what they are doing and can do to improve their lives.” 

--- Sigmund 1999 

 
 

As you complete your research, document your findings using the gap analysis worksheet 
provided after the example below.  Organize each requirement in the appropriate category as 
provided on the worksheet.   
 
If you look ahead to the example gap analysis, you’ll notice two additional categories: job 
search and finances.  Tasks in these categories are associated with preparation and actual job 
search activities.  Each of these rate as critical components of a successful job search, and 
need to be addressed in your work plan. 

 
Job Search 
 
Job search requirements should include, at a minimum, the following: 
 

 Marketing (i.e. resume development, job board postings, etc.) 
 Interviewing skills 
 Networking skills 
 Negotiating skills 

 
Finances 
 
Personal finance activities should also be included in your work plan.  Refer back to your 
financial statement and Career Evolution Hierarchy and note what needs to be done to 
meet within your plan.  This may include having a garage sale, collecting debts, applying 
for a school loan, etc.  You never want to lose sight of where you are financially, what 
adjustments need to be made, and when they need to be completed. 

 
Once you’ve uncovered and organized your Ultimate Job requirements on the gap analysis 
worksheet, take a moment to establish the order of importance for each category.  Based on 
your research, which category would you say is the most important toward achieving your 
career objective.  Place a number one (1) in the Priority column next to that category.  Decide 
which category is the next important and place a number two (2) in the Priority column.  
Continue until you have placed all your categories in order of importance.  This will determine 
the placement of categories on your work plan. 
 
Next, place an “X” in the column titled 100% for all requirements you currently feel you meet.  
These requirements will not be addressed during job search activities, so be confident that you 
have completely met the requirement before noting as such.   
 
For requirements that you partially meet, place an “X” in the greater than zero ( >0% ) column, 
and for those that you don’t meet at all, place an “X” in the zero ( 0% ) column.  These are the 
requirements you will be focusing on throughout your job search activities.   
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For our contract project manager example, the completed gap analysis may look something like 
this: 
 
Example:  Task Identification (Gap Analysis) 
 

Priority Category Ultimate Job Requirements 100% >0% 0% 

5 Education 
BS degree or higher 
PMP certification 
Annual recertification requirements 

 
X 

X 
 

X 

 

6 
Project 
Management 
Experience 

Fifteen (15) years in the IT industry 
Five (5) years in a management or leadership role 
Ten (10) years in IT consulting 
Experience managing ten (10) or more resources 
Two (2) years international project experience 
Five (5) years managing $1 million budgets 

X 
X 
X 
 

 
 
 

X 
X 
X 

 

4 Job Skills 

Microsoft Project 
Visio 
Microsoft Office 
Contract negotiations 
Human resource management 
Procurement / vendor management 
Schedule and cost control 
Scope management 
Quality control 
Communications – written, verbal, formal, informal 
Risk management 
Integration management 
Strong leadership skills 

X 
X 
X 
 

 
 
 

X 
X 
X 
X 
X 
X 
X 
X 
X 
 

 
 
 
 
 
 
 
 
 
 
 
 

X 

3 Professionalism 

Portrays confidence 
Trusted 
Knowledgeable of business and technologies 
Dedicated 
Dependable 
Not afraid of failure 
Not afraid of confrontations 
Organized 
Disciplined 
Well dressed and groomed 
Poised 
Healthy 
Efficient 
Stays out of the politics (keeps negative opinions to self) 

 
 
 

X 
X 
 

 
X 
X 
 
 
 
 

X 
X 
X 
 
 

X 
X 

X 
 
 
 
 

X 
X 
 
 
 

X 
X 
 

2 Job Search 
Marketing (resume, job board postings, etc.) 
Interviewing skills 
Networking skills 
Negotiating skills 

 X  
X 
X 
X 

1 Finances 
Garage sale to raise $1000 
Refinance house to save $300 month 
Cash in stock to raise $3500 

  X 
X 
X 
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Worksheet 3:  Task Identification (Gap Analysis) 
 
Priority Category Ultimate Job Requirements 100% >0% 0% 

 Education 

    

 Experience 

    

 Job Skills 

    

 Professionalism 

    

 Job Search 

    

 Finances 
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Formalizing Work Plan 

Now it is time to formalize your work plan.  Use your gap analysis and the blank work plan form 
provided below to define the major tasks required to fulfill each requirement.  Start with the 
category marked as priority 1 and focus on the first requirement you marked as incomplete (“>0” 
or “0”).  Think about the main things that have to be accomplished in order to complete this 
requirement.  Detail activities will be addressed during Daily Activity planning discussed later in 
this guide.  
 
In the above example finances is rated priority 1, or the most important category.  The main 
requirements listed under finances include:  garage sale, refinance of home, and the sale of 
stock.  Consider each requirement individually and identify the major tasks involved.   
 
Transfer this information to the work plan by listing the category first followed by the associated 
tasks.  Compare the example task identification (gap analysis) to the example work plan.  Notice 
where each category is listed with individual tasks itemized directly below.  The priority of the 
category is noted in the priority column.   
 
Once each category and associated tasks are listed on the work plan, start scheduling the 
completion dates.  You will need to refer to your completed Career Evolution Hierarchy 
(strategy) to ensure that your schedule meets within your guidelines. 
 
Take another look at the example work plan form.  Notice how the columns to the right are 
divided into “Short Term (Week #)” and “Long Term (Week #)”.  These are to be interpreted as 
“short term goals in weeks” and “long term goals in weeks”.  The numbered columns indicate 
the week number scheduled for your job search activities.  Activities that need to happen quickly 
will be reflected under the “short term” section, and those that are planned for the future are 
noted under the “long term” section.   
 
Refer to the “measurable goals (milestones)” section of your Career Evolution Hierarchy.  On 
your work plan form under the “job search” category, list the measurable goals (milestones) as 
tasks.  (Note:  Make sure you don’t duplicate tasks identified during the gap analysis exercise.  
Each task should only be listed once on the work plan regardless of how many categories they 
may be associated with.) 
 
Start with the first measurable goal (milestone) and determine which job-hunting week it is 
scheduled to be completed and place a star (“ ”) where the milestone description (horizontal 
row) intersects with the week number (vertical column).  In the example work plan, a star (“ ”) 
was placed to indicate: 
 

 12 weeks (3 months) to secure a Valuable or Compatible position 
 8 weeks (2 months) expand job search activities to include Safety and Bio jobs 
 50 weeks (1 year) to achieve Ultimate Job 
 45 weeks (just under 1 year) to complete and submit PMP recertification 

requirements 
 
Follow the same process to locate the intersection between each remaining task and the week 
number they are scheduled to be completed.  Place a diamond “ ” in the corresponding cell.   
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Week # Task 
1 2 3

    
Task 1    
Task 2    

Intersection 
of task 2 
and week 3

 
Begin with the tasks listed under the category established as priority 1 and proceed through 
each category until all tasks are scheduled.  As you establish the completion week for each 
task, be sure to consider the completion dates you’ve already scheduled.  The work plan needs 
to be carefully scheduled to ensure realistic goals.   
 
Once you’ve established the completion week for each task, schedule each activity.  Refer to 
the example work plan and notice the “X’s” indicating when activities are scheduled to occur.  
For instance the first task, “garage sale”.  It is to be completed in the second week (“ ”) with 
actual activities starting in week 1.  The second task, “research mortgage lenders and interest 
rates”, is scheduled to be completed week 3.  All activity for this task is also scheduled during 
week 3.  “Refinance mortgage” is scheduled to be completed week 6, and the activity is 
scheduled to start week 3 and continue through weeks 4 and 5.   
 
When planning activity duration (“X”), start from the completion date (“ ”) and work backward.  
If you believe it will take four weeks to complete a task, place an (“X”) in 3 of the proceeding 
cells considering the completion week (“ ”) the fourth week for activities.  If a task will be 
started and completed in the same week, place both the “ ” and the “X” in the same cell.   
 
We recommend you use a pencil to develop your work plan.  As you schedule completion dates 
and activity durations, you may find adjustments are required.  Keep your schedule realistic with 
your completion dates obtainable.  Set yourself up for success…rather than failure.   
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Example Work Plan / Schedule 

Short Term (Week #) 
 Task 

      
Priority Task 

4     5 6 7 8
Category:  Finances         
   

Long Term (Week #) 
9 10 12 24  35 40 45 50

1 Research mortgage lenders and interest rates              X   
1 Refinance mortgage X 
1 Submit forms to sell $3500 in stock 

   
2 Update and polish resume X                

 2 Develop “Elevator Speech” 
X X  

 
1 2 3 11

         
1 Garage Sale             X     

   
               X X     
               X     

Category:  Job Search               
   
  2 Post resumes to at least two job boards X                 

              X    
  2 Develop and practice interview questions                 
  2 Practice networking skills (gain confidence) X              X X X X X X X X X X    
  2 Research and practice negotiation skills              X X     
  2 Secure Valuable or Compatible position X              X X X X X X X X X X    
  2 Expand search to include Safety and Bio Jobs X              X X X X X X   
  2 Secure Ultimate Job X                X X X X X X X X X X X X X X X  

Category:  Professionalism 
   

                 
3 Research and understand current business and 

technologies X              X X X X X    

  3 Identify someone to model after X                 
  3 Practice confidence in daily activities (store, etc.) X              X X X X X X X X X X    
  3 Go shopping for new attire, professional and casual               X   
  3 Practice: trust, confidence, knowledge, risk, dealing 

with confrontations, organization, discipline, and 
avoidance of negative politics) Volunteer for ??? 

X              X X X X X X    

   

  3 Develop exercise schedule X                 
  3 Begin strict eating and start exercising to schedule  X                 

Category:  Job Skills                  
  4 Research and understand contract negotiations               X    
  4 Research and understand HR management              X X X X     
  4 Research and understand procurement/vendor mgmt               X X X    
  4 Research and understand schedule and cost control               X X X    
  4 Research and understand scope management               X X X    
  4 Research and understand quality control              X X     

4 Research, understand, and practice communications X                X X X X X X X X X X X X X X X  
  4 Research and understand risk management               X X    
  4 Research and understand integration management              X     
  4 Identify model and polish leadership skills                 X X X X X X X X  

Category:  Education                  
  Determine remaining college credits required for BS                X   
  5 Research financial aide               X    
  5 Complete 40 credits for PMP re-certification X               X X X X X X X X X X X X X X   

Category:  Professional Experience                  
  6 Secure mgmt position, intl, and/or >$1 million budget X                X X X X X X X X X X X X X X X  

5 

Priority, Category, 
and Task 

http://www.mapquest.com/


 
Worksheet 3: Work Plan / Schedule 

Short Term Week # Long Term Week # 
 Task  

             
Priority Task 

1 2 3 4 5 6 7 8 9 10 11 12 24 35 40 45 50
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ACTION 
 
You have done self-exploration and defined your career objectives, now you’re ready for action.  
You have created a job search strategy and work plan to help organize and schedule your job 
search.  You are now ready to begin working through the action items you have detailed and 
scheduled on the work plan.  It is time to stay organized, buckle down and make things happen.    
Let’s review where we are. 
 
The executive (you) has developed a strategy, the Career Evolution Hierarchy.  Management 
(you again) has further broken down the strategy into smaller, more manageable tasks, 
scheduled the activities and established a tracking mechanism with your work plan.   
 
 
 

Management Reports 
Progress to Executives

Action 
Workforce 

 
 Complete 
Tasks 
 Follow 
Schedule 

Progress tracked by 
Management 

Work Plan
Management 

 
 Identify 
Tasks 
 Schedule 

Strategy 
Executive 

 
 Objective 
 Priorities 
 Measures 

You 
are 

Here

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Daily Activity Worksheet 

To assist in your organization planning and tracking of the job search details, a Daily Activity 
Worksheet is used to stay focused on your objectives. The Daily Activity Worksheet is designed 
to help job seekers stay organized with their daily efforts that are scheduled on the work plan.  It 
also provides a history to be used when re-evaluating strategies and approaches.  By reviewing 
the past activities, you can see which specific tasks were used and when the best job search 
results were experienced.   
 
Each morning, before beginning your job search activities, take a moment to plan your day 
using your work plan and Daily Activity Worksheet.  Complete your Daily Activity Worksheet 
over coffee, while downloading email, or listening to your daughter talk about her plans for the 
day.  Just make sure it’s the first thing you do in the morning, or the last thing you do the prior 
evening.  You should have a directory on your PC to save each worksheet, and/or file a hard 
copy to use later for reference and to evaluation your progress.  
 
The Daily Activity Worksheet includes the following information as presented in the example 
Daily Activity Worksheet below: 
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1. Date:  Note the day the activities are scheduled to be conducted 

 
2. Job Level:  Circle the Career Evolution Hierarchy level of job you will be focusing on this 

day:  U (Ultimate), V (Valuable), C (Compatible), S (Security), or B (Bio Job).  You may 
be focusing on more than one level depending on your strategy.  Note the priority of 
each level; U, V, C, S, and B, and the timeframe you are scheduled to achieve each.  In 
the example, the strategy and work plan call for one year to secure an Ultimate Job (U), 
two months to secure either a Valuable (V) or Compatible (C) Job, and three months to 
secure at least a Security (S) or Bio Job (B).  Because a “V” or “C” job is scheduled in 
the first two months, they are both assigned priority 1.  On this specific day, looking for 
an “S” or “B” level job will not be a focus, so they are assigned priorities 3 and 4.  
Working toward achieving “U” is assigned priority 2 as it is the primary objective and, per 
the work plan, should always have activities scheduled. 

 
3. Priorities:  List each of your top priorities from your Career Evolution Hierarchy 

(strategy). 
 

4. Other Scheduled Activities:  Refer to your work plan and note activities required on 
this day toward meeting the schedule.  Use your work plan to ensure you are on 
schedule, starting, and completing task activities on time.  If you are scheduled to work 
on a particular task this week, make sure you note the specifics on your Daily Activity 
Worksheet.   

 
5. Job Search Activities:  This section is for tracking job search activities.  Each day, you 

will identify and list the companies you will target based on the job level your scheduled 
to focus on.  Note the priority of the target company per the priorities established above 
in #3.  As you gather information regarding each opportunity, note it on your worksheet.  
There is a field for the date each position was posted to the public, resume and cover 
letters sent, the format sent in (i.e., email, job board, personal, etc.), and for tracking 
when items are completed (“X”).  

 
6. Networking:  This section is used to identify and track networking activities.  The “Type” 

column notes which networking contact applies: 
 

Type 1:  Personal – close friends, co-workers, neighbors, and family 
Type 2:  Professional – co-workers, friends, vendors, and acquaintances 
Type 3:  Potential – referrals, network groups, contracts you don’t know 

 
There is also a place to note when a follow-up needs to be made, and a column to “X” 
when each contact has been made.  This is used later when transferring incomplete and 
follow-up activities to subsequent Daily Activity Worksheets. 
 

 
“Use each minute before it has disappeared forever.   Keep productive work available for odd 

moments, and you will achieve the desired result with a minimum time and energy.”  
--- Author Unknown 
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 Daily Activity Worksheet 

 
Date: ___04-30-03_________ 
 
 

PRIORITIES  OTHER SCHEDULED ACTIVITIES 
PRIO 

2 
1 
1 
3 
4 
 

TIME 
1yr 

2mo 
2mo 
3mo 
3mo 

 

 1._Location – 30 min 
drive 
 
2. Money - $70 - $90 
 
3.Position - Project Mgmt 
 
4.6 – 12 mo contracts 
5. Bonus Opportunities $$ 

6._Min. Travel__________ 
 
7._Timeframe__________ 
 
8._Industry___________ 
 
9.__Company Size______ 
 
10._Benefits__________ 

  
1.Determine garage sale items and price_______  __ 
 
2. __Update resume       ___________________   __ 

 
3. __Identify someone to model after _________   __ 
 
4. __Research Org’s to volunteer for _________  ___ 

   
     

   
     
    
    

1

6

U 
V 
C 
S 
B 

3 4
2

 
Job Search Activities Action Networking (Type 1 Personal)(Type 2 Professional)(Type 3 Potential) 
Prio Target Company Opportunity Date 

Posted Resume Cover 
Letter Sent Frmt Typ Name / Title Contact Information X Follow 

Up Due 
2 Susan Kramer 555-555-1212 X 6/1
2 Jose Sanchez 555-555-9876
3 ABC’s IT dept 555-555-1234 X 5/3 

  

 
1 

 
ABC Company 
123 W. Main 
 
 

 
Open PM
position 

 4/29 
  

ResumeA 
 
None 

 
X 

 
Job 
Bd 

1 Sami X
1 Dad X
3     XYZCompany 555-555-5432
3 Dad’s friend Jim 555-555-3322 X  

 
 
1 

 
XYZ Company 
Across from 
school 

 
Outsourcing IT 
department. 
Who’s the 
outsourcing co? 

 
Not 
postd 

 
ResumeM

 
CoverM 

 
 

 
 

     
 
 
3 

 
 
123 Company 
Denver 
 

 
12 mo 
Conversion 
Project 

 
4/30 

 
ResumeC 

 
None 

 
X 

 
Job 
Bd 

     
3 HR Dept at Co 555-555-7654   
1   Linda  
2 Amy from old job 555-555-3456   
 Bob from old job 555-555-3457   

 
 
2 
 

 
 
Large Company 
Downtown 
 

PMO Director 
Position 
 
Who works 
there????? 

 
4/27 

 
Resume 

 
CoverA 

 
X 

 
Job 
Bd 

     

5

 

     
     
     
     



 
 Daily Activity Worksheet 

 

 

 

Date:  

U 
V 
C 
S 
B 

PRIORITIES  OTHER SCHEDULED ACTIVITIES 
1.  6.  1.  

2.  7.  2.  

3.  8.  3.  

4.  9.  4.  

PRIO 
 

TIME 
 

 

5.  10.  

 

5.  

Target Research Action Networking (Type 1 Personal)(Type 2 Professional)(Type 3 Potential) 
Prio Target Company Opportunity Date 

Posted Resume Cover 
Letter Sent Frmt Typ Name / Title Contact Information X Follow 

Up Due 
 

 

 

    
     
     
     

        

     
     
     
     
     

       

     
     
     
     
     

        

     
     
     
     
     

       

     



 

Action Workflow 

The action workflow of activities of specific job search tasks is defined below.  Each task is a 
standard job search activity, and the arrows show the order and direction of the actions.   
 
First, and most important, you MUST create a target list of potential employers.  After you 
researched your target companies, find out if an open position exists.  As you research 
companies and find open positions, submit your resume and “network” to gain additional 
knowledge on the opportunity.  You will be contacting your network about the target company if 
there is an open position, or not.  The goal is to find an inside avenue to get your resume to the 
right person, your network can help you.  You will either proceed to the interview or not.  If not, 
you will continue to follow up with the company, network and gain inside information to get an 
interview.  If you get the interview and it doesn’t result in an offer, you will decide to continue to 
pursue opportunities with this company, or take them off your target list.  If you get the offer, you 
have succeeded in accomplishing your goal…new job. 
 

Action Workflow 
 

Network

Start
Target Company
Research
- Job Boards
- Network
- Staffing Agencies
- Search Firms
- Internet Sites

Yes

Open Position? No

Meets Criteria
from Strategy?

New
Career

Submit
Resume

Yes

Interview? Offer?

Yes

Update Contact Database
and Save info in

Target Company Folder

Network

Thank Network!
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Identifying Target Companies 

The first step in executing the work plan involves the identification and prioritization of 
companies that fall within the boundaries set by your strategy.  You will be more successful in 
getting the job you want if you invest time in researching organizations that meet your priorities.   
As you identify target companies, note them on your Daily Activity Worksheet as a priority.  The 
target companies will be the focus of subsequent job search activities; only include companies 
that match the criteria as stated on your Career Evolution Hierarchy (strategy).   

You must research and network to find target companies.  Use your references, work 
associates, network and people you meet to find out information about companies. Read the 
business journals and magazines and job boards to get ideas.  Don’t forget to explore the small 
and medium size companies that are growing, there are a lot of good opportunities at the right 
firm. There are many resources available to assist you in finding target companies.  The Internet 
is a wonderful tool – use it.  To get you started, check out the following resources: 

 Job Boards 

 Internet search engines – Google, Yahoo, etc. 
 Recruiters/staffing firms 

Once you have prepared your target company list, visit each company’s website. Gather 
information about the company and explore the possibilities of working there.  Take a look at the 
company from all angles… 
 

Saving Company Information 

File a soft copy of the link or the actual web page of each company so it is readily available 
when needed.  Knowledge of the target company is power and can set you apart from the other 
candidates.  When saving target company information, it is important that you file the 

 

 

 Classified help wanted ads in local newspapers 
 Chamber of Commerce 
 Book of Lists for your city 
 Business publications in area 
 Industry publications 
 Phone book 
 Driving around the location you desire 
 State Website – employer information section 
 Search firms 

 

 Company strategy 
 Location(s) 
 Contact information 
 Current job opportunities 
 Mission statement 
 Financial situation 
 Anything that may help you to get an interview 

 
Print a hard copy of their web site and file it in a binder or folder (optional, but is recommended 
for quick reference when you are contacted). 
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information in a way that can be easily identified and retrieve it when needed.  It is 
recommended that the information be saved as follows: 

 Company name 
 File type (you will be filing different types of documents for each company) 

 Date the file needs to be reviewed 

Using a standard naming convention allows you to quickly identify what each document is by 
viewing the directory of files.  Placing the planned follow-up date first, you will be able to sort 
your files by the date you need to perform an action.  An example of a standard naming 
convention is provided below: 
 

<YYMMDD follow-up scheduled>_<Company Name>_<Document Description>_<YYMMDD of last access> 

 
Note:  The year is noted first to accommodate year-end.  When sorting, you want to have the 
ability to easily sort 2003 files from those created in 2004.   

 

 Date the file was last accessed 

 

 
File Name Description 

030118_Company Name_WebPage_030115 Company’s Web Page accessed on Jan 15, 
2003 with a follow-up planned on Jan 18th. 

030117_Company Name_JobPosting_030116 A job posting at Company found on Jan 16, 
2003 with follow-up planned on Jan 17th. 

030118_Company Name_IntroLetter_030117 
The introduction letter you sent to Company, 
with resume on Jan 17th, 2003 with plan to call 
on Jan 18th. 

030118_Company Name_Resume_030117 The customized resume submitted to Company 
on Jan 17, with a follow-up planned Jan 18. 

 
Depending on the number of files you have, you may want to take your organization a step 
further by creating a sub-folder for each company, or grouping of companies, to store files.  You 
can also organize folders by activity rather than company.  For instance, create a subfolder for 
all resumes and introduction letters, another for all web pages, etc.  It is recommended, at least 
at the beginning of your job search, that you keep all files in a single folder.  As you progress, 
you will find a system that works best for you. 

Contacting Target Companies 

When you have complied a list of target companies, start gaining information from your network 
and ask for contacts that can help you get interviews. It is always an advantage to get an 
“inside” track…you must generate interest to get your profile circulated to the right people.  Talk 
to people, get knowledge, reach out and find avenues to decision makers.  As you get contact 
names to your target companies, ask for permission to use their names, when maneuvering 
through an organization. 
 
Each day, you should get new contacts into your target companies.  Pick up the phone and call 
each contact and try to secure an information interview, or if they have a current job opening 
that you are interested in, ask for an interview with the hiring manager.  Try to talk to a live 
voice.  Ask the receptionist or someone else designated on the voice mail, when the best time 
to reach the person is.  Typically, the best time to call is early in the morning, before all the 
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meetings begin, late afternoon or after 5:00.  If you can’t get the contact on the phone, leave a 
voice mail.  Only leave one voice mail.  Note the time and date if you have to leave a voicemail 
on the Daily Activity Worksheet.   
 
If you are having trouble making contact on the phone, use introduction letters to get the 
attention of the person you are trying to reach.  All the people that you leave a voice mail 
message should get an introduction letter explaining why you are trying to reach them.  Print a 
copy of your introduction letters and use them as a daily “to do” list.  Keep a copy in your target 
company folder.  Follow up each letter with a phone call.   
 
If you do get the target company contact on the phone, ALWAYS ask the person if this is a good 
time to talk, and let them know it will only take a few minutes.  If they are busy, immediately tell 
them you will call back later – ask what is a good time.  Be polite.  You want these people to 
help you, show good phone manners.  Ask them if they received your introduction and state 
again why you are calling.  Ask for a meeting, coffee, lunch or 15 minutes of their time.  This 
also gives you a chance to see the office, meet the receptionist and be seen.  Be polite to 
everyone you meet in the facility, you don’t know who they are.  Bring a resume and only spend 
15 minutes asking about the company, their position, and the best way to approach the 
company’s human resources and hiring managers.  See if you can use their name in obtaining 
additional information about the target company.  If you can’t get a meeting schedule, get any 
information that you can about employment with the target company.  Take notes of the 
conversation on the back of the introduction letters with any new leads and hiring process 
information you discover.   

After all contacts have been called and new information is gathered, go back and update your 
contact database with the new names and details.  Do this on a daily basis.  It will help you stay 
organized and all information will be current if you need to access it quickly. 

 

 
 

 
“If you don’t know where you are going, how will you ever recognize when you have arrived.” 

---Author unknown. 
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NETWORKING 
 
The best source to gather information on target companies, and to find existing or upcoming job 
opportunities, is through your network.  There is a reason that networking is so important – it 
works.  It is the most effective way to meet your career and life goals.  Networking is simply put 
"talking to people.”  Contacting people for information and advice, leads or support.  It is being 
specific in an approach to gather information and contacts that will lead to a new job.  
Networking takes effort, persistence and a good attitude to be successful. It helps you get what 
you want. Networking includes meeting new people, developing contacts and nurturing 
relationships.  If you have not already started to establish a solid network base, now is the time.   
 
When executing your work plan, engage in “proactive” tasks in your job search, rather than 
doing reactive activities that won’t work. Mailings and Internet job searches are reactive 
activities. Making phone calls and meeting people is where the action is and where real 
opportunities will develop. Networking is the golden key to finding a new career opportunity 
effectively. Make this a primary thought and practice it every day during a job search. Continue 
to make it part of your routine after you have landed a new position.  Networking is 
communication…a word of mouth campaign to get a message out to many people and to gather 
knowledge to find opportunity.  Remember, 80% of open positions are statistically secured 
through networking, with the remaining 20% filled through job boards and other avenues.  
Spend your time wisely. 
 
A network is made up of people that you meet throughout your life and consists of family, 
friends, coworkers, supervisors, executives, peers, schoolmates, church members, neighbors, 
social gatherings, professional organizations, gym, vendors, clients, training sessions, 
educational classes, online communities, sports group, car clubs, people you meet on planes, 
trains, traveling – anyone that you connect with can become part of your network.  It is up to you 
to initiate contact with these people and nurture the relationships.  If you are seeking specific 
types of people to add to your network, go where these people will be.  Find events that cater to 
these types of individuals and attend.   

In networking, a good rule to follow is "givers gain."  Those who invest in relationships gain from 
those relationships. Don't look for immediate attention or a one-to-one return when you network. 
It doesn't work that way. Invest in relationships without expectation and the return you get will 
be surprising.  Set a personal goal of emails, phone calls, recruiter contacts per week, 
regardless of your current employment status.  Start making it part of your long-term process in 
evolving your career. Approach each contact from the perspective of "giving" rather than 
"taking” to become more effect in getting what you want.  Start to introduce yourself to people 
you don’t know, ”Hi, my name is…” you never know where the conversation will go from there. 

Elevator Speech 

 

While in a job search, think like a salesperson – you are the product.  As the product, you have 
to market your skills through multiple avenues and create interest to your audience.  The 
"Elevator Speech" is a tool used by good sales people and is a brief statement that tells people 
the most important information about their company or product.  It is part of the word of mouth 
campaign to generate leads and meet new people.  As a job seeker, you must have an Elevator 
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Speech and be ready to deliver it smoothly to everyone; hiring managers, recruiters, your 
network, industry events, career fairs, network mixers and strangers you encounter.   
The Elevator Speech is a concise introduction of yourself and your unique qualifications…a 
declaration of your value and contribution. It should also include a way to ask for help in gaining 
new contacts.  The Elevator Speech should include: 
 

 Name 
 Title 
 Occupation 
 Current interests 
 Desired position 
 Something unique about yourself 

 
Think of creating a special spin on your talents or the position you are pursuing to incorporate 
into your presentation.  Describe your unique qualifications and special skills, degrees or 
experience. The goal is to make a memorable introduction and stand apart from the crowd. 
 
When delivering the Elevator Speech, pronounce your name clearly, be upbeat and smile.  
Have a business card ready to hand out and look the contact straight in the eyes.  Try to set 
yourself apart from the average, by accenting your talents.  Revise the pitch until you are 
comfortable and can be able to deliver it without hesitation.  Call your voicemail and leave a 
message of your Elevator Speech and listen to how you sound.  Practice with friends and family 
and keep polishing the content and delivery until it flows without thought.  Always have an 
Elevator Speech ready, even if you are currently employed.  You never know who you will meet 
next…. 

I’m Tory Soli, CEO of I.T. Staffing Services, a full service staffing company that assist 
clients in maximizing their investments of technology professionals. I have been involved 
with the technology industry for over 18 years and have developed a worldwide clientele. 
This past year I wrote a book on evolving your career.  I’m always looking for new ideas 
in the technical industry to help people who need a new career adventure.  I find it very 
fulfilling helping people get the job they want.  If you know hiring managers that need 
help or if you know someone looking for a job, please refer them to me.  Can I give you 
my card?” 

The idea is to get a message out to many people and increase your opportunities of finding a 
new job.  As you make new contacts, note the date you met and update the contact information 
in your database.  Use the Elevator Speech to ask for contacts or get information on your target 
companies, industry and profession.  Keep in mind that you only have to tell one person to get 
the word out to ten.  Don’t be shy…ask for help…you need it right now.  

Always ask someone you meet for a business card.  After your conversation, immediately make 
a note on the card of your thoughts and key words to remember the encounter.   Jot down 
things you learned such as; where they work, martial status, children, ideas on contacts they 
may have, dress, hair color – anything that will help you quickly recall the individual.  This 
information should then be transferred to your database of contacts. 

 
Example Elevator Speech 
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Getting Ready to Network 

If you have not setup and populated your contact database, do it now.  It is imperative that you 
have all contact information in a single location.  Don’t ever delete or purge the contact 
database, rather focus on keeping it current and ever growing.  To get you started… 

 Compile a list of all friends, family, professional acquaintances, vendors, 
customers, teachers, competitors, church members, past coworkers, etc.  

 Store all contact information in a centralized location for easy and immediate 
access.  These contacts will be needed daily.  

Send an email or letter to your entire network and include a brief paragraph that you are 
currently looking for a new job and have these skills to offer an employer.  Include a copy of 
your resume and ask for help.  This will remind people of your skills and how they can help.  Do 
this every 6-8 weeks if you have yet to find a position.   

Types of Network Contacts 

Networking is one of the most successful tools you’ll use during your quest for a new job.  Each 
network contact offers a chance to gain knowledge that can lead to a new position.  The 
percentage of time spent with each network type should be balanced toward meeting you 
objective.  There are three types of network contacts: 

 

 

 
 Think of people that you know who have contacts at your target companies you 

have identified. 
 

 Research names or ask your contacts for people in HR, department managers, 
executives and peers with address, email and website information.  Collect 
information and centralize it to your database – be consistent so you know where 
to look in the future. 

 
Make networking an enjoyable experience.  You must be pleasant, approachable, engaging, 
open minded, non-judgmental and informational, but not arrogant.  Develop interests outside of 
your profession and remember that people outside of your profession or industry may not 
understand what you are talking about, or may not be interested.  Don’t get too long-winded and 
pay attention to body language and clues of how your conversation is going.  You don’t want to 
bore anyone while you are trying to gain knowledge and information.  Let them participate in the 
conversation.  Ask them questions.  Everyone likes to talk about them selves.   
 
Effective networking is building contacts to share information and is an unselfish act – you have 
to give something to get something.  Networking is a two way street where information 
continually flows in both directions.  The key to good networking is being in the “loop”.  If you 
want to be viewed as someone “in the know” or who can be helpful, offer suggestions, contacts 
and information to people who would be interested in certain information you discover along the 
path of life.  As people begin to see you as someone who is “connected”, they will stay in 
contact and may benefit you down the road when they learn something new that could be 
valuable to your career growth. 
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 Personal – family and friends 
 Professional – business associates, vendors, clients, coworkers 
 Potential – people you have not yet met 

 
Each type of network contact can offer career support, job information or direction.  The easiest 
of the levels to call is the personal contact, who will normally go out of their way to help you.  
Professional contacts are usually very willing to help give information and they may also need 
your help in the future.  Potential contacts are people you don’t know who have been referred to 
you by your personal or professional contacts, is an employee at a target company or a group 
member of a networking club.  Every one of these people may have a link to your future. 
 
The potential network call is by far the most difficult to make.  You don’t personally know the 
person, and they don’t know you, so it’s imperative that you are prepared prior to making 
contact.  It doesn’t take much time to share information about jobs.  The potential network 
contacts will have new sources of information that are different from what you already know and 
can produce new leads.  
 
The telephone is a great tool, the person can’t see you, and if they reject you, you won’t ever 
have to see them.  If they don’t reject you, you will be excited to meet them in the future.  You 
will know immediately if the person can or will help you.  Don’t ever take rejection personal.  
People are extremely busy and may not have time to return your call or they can’t help you.  Try 
a couple times to talk with them, then move on to the next contact on your list. 
 
The worst network calling mistake you'll make is to...talk too fast!  You must speak slowly or 
risk losing the person’s attention or ability to hear you.  It is unnatural, but you must talk 
excruciatingly slow, so your prospect can hear, register, and process your words.  A great way 
to get an idea of how you sound, dial your voice mail: leave your name, phone number, and 
state the purpose of your call. Then, listen to your message and ask yourself, "Based on your 
ability to clearly understand what you said, would you do business with you or help you out?"  

Network Call - Example 
 

 

1. Identify yourself to the caller:  “Hello Julie, this is Susan James.”    
 

2. Be friendly and cordial:  “Is this a good time to talk?  Do you have a moment, I just 
need a few minutes of your time.” (If they are busy, ask when a good time to call back.)  I 
wanted to talk to you about… 

 
3. State the intention of your call:  Give your “Elevator Speech” and ask for help.  

Remember to ask for referrals and if they know of anyone that is hiring people with your 
skills, before you hang up. 

 
4. If they don’t know of any open positions in the company:  “Thanks for the 

information on the current status of the job openings at your company, when you do start 
hiring, please keep me in mind.  Do you know anyone that may need my skills?  Any 
recommendations would be greatly appreciated.” 

 
5. If they have an open position in the company:  Find out what the hiring process is 

and the best way to get an interview.  See if you can send them your resume to get to 
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the right hiring manager.  Ask for the hiring manager’s name and get as much 
information on their background, the company and the hiring process.  Ask questions. 

 
6. Help them think of ideas:  “I know you belong to that “network association” and I 

thought someone from that group might have job ideas for me.” 

7. Get contact names and phone numbers:  “That would be a great referral, can I get the 
correct spelling of the name and the phone number?  Can I use your name and mention 
that we know each other?”  

Internet Communities 

There are several Internet Communities where you can share ideas and network with people in 
your industry or area of interest.  Perform a Google or Yahoo search to get links to online 
communities or ask other professionals for recommendations.  Most groups require you to sign 

 

 
8. Express Gratitude:  “Julie, thank you for this lead, I appreciate your assistance.  I will 

let you know how I make out with this contact.”   
 
9. Schedule a follow-up call, if needed:  “I will call you in a week to see if we can 

schedule a meeting?”   

Networking Groups 

Network contacts are also found at industry mixers, trade shows and networking groups.  There 
are several organizations available to meet new potential contacts.  Perform an Internet search 
for specific networking groups in your industry and profession.  Attend a meeting with the group 
you are interested in learning about, before you make a long- term financial commitment.  Most 
groups charge a fee per event or a discounted rate for an annual membership.  Make sure the 
group is right for you and that you will meet the people that can help you to evolve your career.  
Avoid the groups that don’t have the right mix of people for your needs.  Every time you leave a 
networking group meeting you should have at least 3 new contacts.  If you don’t, you maybe 
wasting your time.  If you have never been to a networking event, start with a small, local group 
that will be less intimidating than a large conference.   If you want to join a new group, call the 
individual who is in charge of new membership. Ask if someone within the organization can 
introduce you around at the next meeting. This will help eliminate the stress of making a first 
appearance. 
 
Don't attend networking events expecting to find a job, the goal is to expand your contacts and 
gather information.   You are trying to build new relationships, which takes time.  When 
approaching people you don’t know, be willing to share knowledge and offer assistance to them.  
Try not to immediately ask them for a job, you may put people on the defensive. The goal of a 
first encounter is to make yourself known and make the new contact comfortable. You're looking 
to build a relationship, and that can take time. 
 
If you are looking for a management or executive role, act like a leader.  Find a group that you 
enjoy and take on the profile of a leader. Run the meetings and volunteer your time to help 
others. This shows self-motivation, leadership and contribution to a group.  You will be able to 
note this on your resume. Start a small network group in your community.  These groups are an 
indispensable part of the networking activity and provide support when you most need it. 
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up and usually there is no cost to join.  As a member, you will be able to join chat rooms, share 
information, meet new contacts, get job leads and industry information.  There are several 
groups that cater to unemployment, career transition, and specific skills groups.  As with 
network groups, make sure it is the right one for you and that it adds value. 

 

“It’s not who you know, it’s who knows you.” 
--- Author Unknown 
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RESUME DEVELOPMENT 
 
Your resume is a marketing tool to help you sell the product – you.  Keep it simple.  A resume is 
part of your presentation to get an invitation to interview. The resume should be brief with the 
right information for someone to quickly see what skills you offer.  There are no hard fast rules 
on creating a quality resume…it can be more than one page, but it should not be a novel.  There 
is no “right” resume, but one key element…you must be proud of presenting it to anyone.  
Resumes reflect the experiences of professionals, and also serve as examples of 
communication style.  When an employer is reading a resume, they are looking for… 

 Sufficient years or level of experience 
 Appropriate work experience  
 Gaps in work history 
 A neat and orderly resume 
 Transferable skills 
 Competitor candidates 

The general consensus among recruiters is that your resume will more often than not be the 
one opportunity to make a first impression. You need to make it a positive one.  If the resume 
presented has a mistake; that is reason enough not to get the job.  If this document has 
mistakes what does that say about the rest of the work that you do?  Check, double check and 
triple check the document for spelling and grammar.  There is no excuse for errors in a resume. 
This document reflects you and your professional skills.  The resume is a test.  Errors can be 
interpreted as laziness, unintelligent, lack of follow through, etc.  Use the spell check on the 
word processing program, have a friend member or family proof the resume or take it to a 
professional – do not have a spelling error!  If someone does point out a mistake, fix it 
immediately.   
To maximize the effectiveness of job boards and search engines, the resume should include the 
major skill sets, industry keywords and certifications.  Think like a hiring manager and how they 
would be screening out candidates and what key skills would catch their attention. A recruiter 
spends a total of 10-15 seconds scanning resumes, so you must have the key skills highlighted 
for someone to quickly see if you match the open positions or if you are a potential asset for a 
target company.   
 
There are professional resume services available to assist in developing a resume.  These 
companies usually ask you to complete a questionnaire that goes through every aspect of your 
work history and skills.  They will develop a resume tailored to your objectives.  Use the 
information you completed from the prior exercises to put together your resume.  Even if you 
already have a resume, be open to giving it a complete rewrite.  Try different resume versions to 
be more successful.  In addition to the work history and job titles, think of the projects you have 
completed and your roles.    

Master Resume 

A “Master Resume” serves as a template and is altered to meet any type of position you may 
consider. You need to change the “Master Resume” to appeal to a specific job you are 
targeting. As a marketing tool, it is important to tailor your resume for each specific job 
opportunity to maximize your chances of getting the interview.  The order of the information in 
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the resume will be determined by the position and the industry you are pursuing.  Always keep 
track of what resume version you have sent to employers.  Make sure that when you are invited 
to the interview, you present the same resume they have already seen. The main elements of a 
resume include the following: 
 
Name & Contact Information 
 
Include email address and alternative phone numbers for easy communication.  If you are 
looking for employment in a city you don’t live in, try to get a local number, either cell phone or 
message center.  If you have friends or relatives in the area you would like to move to, see if 
you could use their home address for your resume to give you the “local candidate” advantage. 
 
Objective 
 
State the type of position you want.  This can change, depending on the job requirements.  It is 
acceptable to state as your objective your desire to work for that company.  For example, “To 
obtain a recruiting position at I.T. Staffing Services” is an acceptable objective.  Be specific. 
 
Career Summary 
 
Explain your skills in two or three sentences.  This should be a brief summary of your 
experience and the skills you want to emphasis.  Use industry jargon and specific key words to 
grab the readers’ attention and to maximize the hits from the resume job board researchers. 
This introductory section should include a banner headline to convey your strengths, and 
present your most important achievements. If a job description mentions particular talents, 
highlight them in your summary.  If you are changing careers, you may want to emphasis the 
abilities that you have that would make you an asset to a different position.   
 
Work Experience 
 
List jobs in chronological order starting with most recent.  If you are doing a confidential search, 
don’t include the name of your current employer.  If you don't have much work experience, don't 
label a section as "Employment." Instead, use the word "Experience" and indicate relevant class 
projects, internships, studies, etc.  Be brief but informative. Avoid writing long, detailed 
descriptions, and use actual performance figures to describe achievements.  When noting prior 
job responsibilities, briefly explain how the company benefited and the initiative you took to 
achieve positive outcomes.  Be consistent with your work descriptions.  Summarize skills in 
factual detail or briefly describe the work history with name of companies and dates.   
 
Education 
 
List all degrees or schools attended with dates.  Include additional coursework or classes 
completed that are relevant to your career.  If you attended college but did not obtain a degree, 
don’t say you have a degree.   
 
Skills Summary/Certifications/Organizations/Affiliations 
 
Include a skills summary to state specific talents and experience levels.  Divide the information 
into categories for easier reading.  Include certifications you have earned, as well as any 
hardware, operating systems, programming languages and applications in which you are 
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competent.  Listing specific skills and certifications will set you apart from other candidates and 
shows the hiring company you are self educating.  It also shows initiative in gaining additional 
knowledge to advance your career. 
 
Resume Tips 
 

 Use factual statements about successes and avoid fluff. 
 
 Avoid redundant word usage or repeating the same information, and don't be vague. 

 
 Use summary statements. Make your writing active (and a quicker read) by starting 

phrases with verbs (e.g., "Managed finance committee, Supervised a project”).  
 

 Be honest about former employment and experience. Use accurate dates and job titles. 
Employment can be verified. 

 
 Exclude irrelevant or personal information, such as your marital status, height, weight, 

age, race or personal interests that have no bearing on the work you do. 
 

 It isn't necessary to include a line such as "references available upon request." It is 
presumed that references are available and you will be asked for them, if needed. 

 
 Proofread your writing for spelling errors, grammar usage and typos.  Proofread again. 

 
 Use standard fonts and avoid graphic elements when e-mailing resumes. Easier to read. 

 
 Text size should be at least 9 points and no larger than 14 points. 

 
 Only apply to a position you are qualified for. 

 
 Do not put reference names on your resume.  It is unprofessional to send names and 

numbers of past managers and coworkers to someone they don’t know.  (It is a 
recruiter’s dream to find new contact names and numbers of people that could be 
potential candidates.)  It is a given that every candidate can provide a reference.  Only 
offer the information when asked directly by an employer. 

 
 Have integrity and never falsify information, especially education. The employment and 

education facts can easily be verified (and usually are) and if they don’t match up, you 
will not get the job and will lose credibility.   

 
 Job boards are a great resource to review job descriptions and find details on how to 

present your qualifications from a similar position. Get ideas on what employers are 
looking for in a person with your skills.  

 
 Do not include your salary history. 

 
 Do not include reasons why you left each job. 

 
 Do not include a picture of yourself. 
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Text Only Resume 
 
A “text only” resume is needed when applying to positions on-line and posting your resume to 
the job boards.  “Text only” resume means no fancy borders, tabs, margins, boxes, etc., just a 
clean simple resume with generic fonts that can be easily cut and pasted into a web based 
application.  Many people submit resumes through on-line systems and the resume looks a 
mess.  The borders and margins don’t jive well with all systems, thus your resume is not being 
received, as you would like.  Make sure that the resume is going to look good at the other end.  
This is your chance to show professionalism and technical savvy.  (Remember, you will present 
a resume at the interview that will be on a good quality paper and creatively and professionally 
formatted). 
 
Work Samples 
 
In addition to creating a resume, you may also want to put together samples of your work, to 
bring to an interview, if you think it will help you secure the position.  For example, a project 
manager may want to prepare documentation they created for a project that shows budget 
management, timelines and action plans.  A sales consultant could have a forecast spreadsheet 
that shows how the client revenues and profits are tracked.  Anything you feel comfortable 
presenting which helps prove value to the hiring manager is recommended to help in the 
interview process.  Don’t include company name, logo or confidential information that should not 
be shared with an outsider.   
 
Keep your resume updated 
 
Always have an updated resume available - at all times, even if you are not looking for a new 
job.  There are many occasions when this information is needed.  Employers may need a profile 
for a website, company brochures or their clients.  When you do secure a new position, make 
sure to update your resume with your new position.  You never know when you may need it.  A 
new career adventure is always just around the corner…. 
 
Resume Checklist 
 
Before you send your resume to a potential employer or a network contact be sure you… 
  

 Check and double-check the spelling and grammar 
 

 Preview the format 
 

 Read the job description and are truly qualified for the position 
 

 Check the fonts on your resume 
 

 Include a cover letter 
 

 Provide the correct contact information 
 

 Plan to follow-up to ensure that your resume has been received 
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Cover Letters 

Each resume submitted to a hiring company should include an introduction in a cover letter or 
email.  An email introduction with a resume attached is acceptable in today’s technology driven 
world and is preferred by most hiring companies.  The cover letter provides the reader the 
chance to review your communication skills, writing style and presentation abilities.  Briefly 
highlight the skills that would make you a good candidate for the company or address a specific 
open position in two or three paragraphs.  A cover letter should be one page, no more.   
 
Cover Letter Tips 
 

 Address the letter to a specific person whenever possible and tailor the contents to 
the specific job for which you are applying. Don't prepare one version for multiple 
positions. Modify what you say about yourself to the needs of each position or to a 
target company. 

 
 Try to be unique in preparing a cover letter to set yourself apart from the other 

candidates.  Remain professional at all times and explain how you found the 
company and why you are interested in working with them.  Do a spell check and 
have someone proofread your letter, before submitting.  Mistakes are costly. 

 
 Describe your skills within the letter by describing projects you worked on and 

qualifications that will be an asset to the company.  Highlight your career success.  It 
is completely acceptable to use bullet points to list your skills and accomplishments. 

 
 If you have gaps in your employment, explain the details in your cover letter.  If you 

took a year off to pursue educational goals, care for an elderly parent or had medical 
issues, tell the employer so they understand your history better. 

 
 Print the cover letter on a quality paper with a laser type printer.  Sign each letter with 

a pen (blue ink is preferable) and make sure there are no smudges or stains.  
Remember, this is a chance to show your presentation skills and is the first 
impression to the company – make it a favorable one. 

 
 The cover letter should not be exactly like the resume. Be creative and add things to 

the cover letter that don’t usually belong on the resume, like how you found the 
company, why you are interested in working there or why you are the best candidate. 

 
 Always include contact information in the cover letter, (name, address, and phone 

number with area code should always be clearly visible on every cover letter you 
send).  

 
 Make the opening sentence catchy. Employers scan cover letters for content: Who is 

it for? What's the opener? Attention-grabbing first sentences (those that address the 
interests of the employer) will encourage the recipient to read on. 

 
 Be brief--use descriptive action words. Employers receive hundreds of cover letters 

and resumes daily, so get right to the point with as few words as possible.  
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 Be confident, creative and positive. Next to the resume, the cover letter is your best 
selling tool. Let your personality come through.  

 
 Always end the cover letter with an action you will take. State, “I will be calling you to 

ensure you have received my resume, in the meantime feel free to contact me”.  One 
of the biggest mistakes people make is to end the letter asking the employer to 
respond. You have to be assertive. Call the employer to make sure your cover letter 
and resume arrived and to set up an interview. 

 
Example Cover Letter 
 

 
Dear Brent, 
 
Jim Bonnell, Technical Manager – Company A, recommended that I contact you regarding a 
position with your company.   Jim was my Sales Manager at Company B and was a great 
influence in my career. He suggested that I meet with you to learn more about your company and 
any job openings. 
 
As a successful Business Development Manager, I maintain an impressive database of clients 
that can use your products and generate multi-million dollar sales revenues.  I’m very interested 
in working for your company and can contribute a profitable bottom line.  I have included my 
resume with career highlights. 
 
I look forward to meeting with you soon.  I will call you Tuesday, May 5 to schedule a meeting. 
 
Sincerely, 
 

 
 
Keep the letter brief and get straight to the point.  Include your resume and be specific as to 
when you will contact them and then do it.  Put it on your calendar and call that day to schedule 
a meeting.  When you connect, reference the letter and the person who gave you their name. 

Employment Application Forms 

Completing an application for an employer is a test.  It seems redundant, as they already have a 
copy of your resume, but they are required to keep standardized information on employees.  
Don’t complain, just do it.  If you are careful about following instructions on the application, the 
employer will notice that you pay attention to details – a plus for getting to the next level of the 
process.  Be very neat, write clearly and use a black or blue ink pen.  Make it easy to read. 
Before you start completing the application, read everything on the form first.  After you are 
done, go back through the form to make sure you have completed all information and the dates, 
telephone numbers and addresses are accurate. You can get a copy of a sample application by 
accessing your state’s Department of Labor Division of Employment Services. You can 
complete this practice form and then most of the information will already be done and can be 
copied to the requesting employer application.  If you are unsure about a question or the 
meaning of an abbreviation, ask the person who gave you the form to explain in further detail.  
Don’t guess! Be complete and answer every question.  If a question does not apply to you, 
simply write, “Does not apply” as your answer.  Check all spelling, grammar and punctuation.  
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REFERENCES 
 
Most employers require that you provide at least three professional references before 
completing a job offer.  Be prepared with five professional references at any given time.  Most 
employers will ask for only three references, but you need a backup plan in case someone is 
unavailable or on vacation.   References are another marketing tool for you and will serve you 
best if they are well prepared.  Keep your references up to date with your progress throughout 
the job search - not just when you think you need them.  

Types of Employment References 

Direct Supervisors/Managers 
 
The best references, from an employer’s perspective, are people who managed your daily 
activities – a former-boss.  Try to use former direct supervisors as references. If you don’t have 
a good relationship with these people, or left the company on bad terms – don’t use them as 
references.  But, you must have at least one supervisor or manager as a reference from a prior 
employer.  If no prior supervisor is noted, it can be flagged as a problem to a hiring manager. 
 
Employees and Coworker 
 
The next best reference is from people who worked for you and coworkers.  If they still work at 
the company, even better, coworkers can provide details of your prior position and the 
environment. Subordinates are great references to gain knowledge of your management skills 
and work behaviors.  
 
Vendors and Clients 
 
Vendors and clients that you have worked can provide insight on customer service skills and 
make great references.  Sales Consultants should always have one customer reference.  This 
shows relationship development skills and customer service follow through.  

Preparing References for Employers 

When an employer asks you for references, give some thought to the presentation of these 
contacts.  This is another marketing opportunity to show your communication and 
documentation skills.  Make it easy for the employer to see how each reference relates to you 
and your past work history.  The essential details for providing a reference list to a prospective 
employer is outlined below: 
 

Name of Reference – make sure the spelling is correct 
Telephone Number – try to include cell phone and home number 
Email – provide an email for easy communication 
Company you worked together at– not their current employer 
Company Position – the position they had when you worked together 
Relationship to contact – the work relationship between you and contact  
How long you have known them – note how long you have known the reference 
Best time to reach them – note the best time to contact the reference, if known 
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Nurture Reference Relationships 

References should be people that support your career efforts and understand your long-term 
career objectives.  Maintain a relationship with these people as you move through your career.  
Keep in touch by a phone call, email, lunch, coffee, etc. – it is important for your future success. 
 
Prepare a list of all your direct supervisors from previous employment; include senior 
management if you had a relationship.  These people are part of your network and can be a 
great source of new job ideas, as well as a reference.  Stay in contact. 
 
Call the people on the list and see if they would be available to provide a professional reference.  
You can get a sense if they want to help.  Explain the types of positions and companies you are 
targeting and how you would like them to help.  If you want them to reference a certain project 
or your contributions to the company – tell them so they will know how to position your skills. 
 
If a prospective employer has called your references – don’t forget to thank your contacts.  Call 
them and send a thank you note for taking their time to help you.  If you want to continue using 
them as a reference, you must always express your gratitude.  References are a cherished 
resource, treat them with respect and show appreciation.  If you don’t, them may be unwilling to 
help you in the future.   
 
Make sure you know what your references will say about you.  You should only use people that 
exude positive energy and who will promote your success.  If you are unsure, have someone 
call and pretend to be a hiring company conducting a reference screen.  Here are some of the 
questions that are usually asked during a reference check. 
 

 What is/was your relationship with the candidate?   
 

 How long have you known the individual? 
 

 Describe the company environment that the candidate worked in. 
 

 What were the specific job responsibilities of the candidate? 
 

 Describe the candidate’s strengths?  Weaknesses? 
 

 How did the candidate deal with stressful situations? 
 

 Would you consider hiring this candidate again?  Why?  Why not? 
 

 How did they work in a team environment? 
 

Background Checks 

More and more companies are requiring a criminal and financial background check before an 
offer is extended.  If you are asked to complete paperwork that gives an employer authorization 
to review your financial and criminal history make sure you know what they are going to find.  If 
you have anything that might be construed as a “negative” by an employer – let them know 
about it immediately.   
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For example, if you owe back taxes, child support, or have been convicted of a crime, tell the 
company the situation and what they will find - be upfront and honest.  They will find out.  Most 
financial and not serious crimes can be explained to an employers’ satisfaction, if it is done 
proactively.  Give the company comfort in making a decision to hire you.  If you know that you 
will not pass this extensive screen, take your name out of consideration.  We are not perfect 
humans and make mistakes throughout our lives, show integrity and honesty.  If you are 
applying to any company in the financial, government, defense industry or will be working 
directly with the company funds…be prepared to have a thorough review done of all areas of 
your life. 

Drug Testing 

Many corporate policies require a drug screen before an offer is extended.  Be prepared to 
provide a urine sample and in some cases a hair folic.  If you are taking any medications, be 
sure to tell the drug screening company the prescription.   
 
Be aware about using herbal tea or other products to clear out your system before completing a 
drug screen.  The urine sample may be too clear to get a good reading and the results are 
inconclusive.  The employer will be told that the sample was “unreadable” and it may be a red 
flag for employment.  If you know this is going to be an issue, stop indulging. 
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JOB BOARDS 
 
Technology has made it extremely efficient for candidates, human resources and staffing firms 
to manage the workflow of the recruiting process.  The Internet offers a large opportunity to 
reach applicants on an international level by advertising positions through corporate websites 
and job boards.  It makes the search for candidates easier to find job opportunities throughout 
the world. 
 
The Internet job boards provide a wealth of information, however, don’t rely on them to find you 
a job.  No one job board can deliver everything you are looking for.  It is best to use a mix of 
general job boards and small, specialty sites that produce consistent results.  Remember, online 
recruiting is still a work in progress.  The best of online recruiting delivers more of the right 
candidates, lowers hiring costs and brings convenience to an otherwise cumbersome process. 
Use the job board sites to gather intelligence on career opportunities, target companies, 
benchmark salaries, relocation options and to obtain human resources and hiring manager 
contacts.  Find staffing firms that specialize in your industry, get recruiters names and numbers.  
Spend some time browsing websites to see what types of jobs are offered and the companies 
that are using their system. 
 
Pay special attention to any job posting that has contact information.  Make it a habit to  
note the contact name in your database and make it an action item to call this person on your 
Daily Activity Worksheet. If the contact name is on the job advertisement, the recruiter is open to 
phone calls, unless it is specifically noted.  When you do submit a resume, always call the 
contact to ask if they received your resume, and if you could take a minute to review it with 
them. Cold calling like this is hard to do, so make a script to help you get started.   

Benefits of Job Boards 

If you are currently unemployed, or your employer knows that you are pursuing alternative 
career options, you will benefit greatly by marketing your skills to a wide audience.  The benefits 
of joining an on-line service are: 
 

 Ability to post resume  
 Attract a large audience of recruiters and hiring managers 
 Emails sent immediately to you when new jobs are posted matching your skills 
 Newsletters and information useful to a job seeker 
 Access to a large database of employer job postings 
 Ability to submit your resume directly to the employer 

Disadvantages of Job Boards 

When you use the Internet to job search, you may have difficulty tracking where your resume is 
stored and who has access to it. Public web sites, for example, allow anyone to retrieve 
information. Developers of other web sites may abuse this access and copy resumes into their 
private databases without candidates' knowledge.   Recruiting firms can use the public websites 
to build up their own databases.  You need to realize that once your resume is posted on-line, 
it's considered public domain and you lose control of who sees it and where it is going.  Posting 
your resume may increase the SPAM mail you receive.  
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Know who is reading your resume.  Spreading resumes through the Internet can also hurt 
careers. Unfortunately, there are a few unethical people in the recruiting industry who take 
resumes from public databases and submit them to hiring companies without a candidate's 
permission.  To minimize the risk of your resume being sent beyond your target market, choose 
distribution services that keep your information confidential.  Know the resume services' purge 
policies. Some job boards don't automatically delete resumes after a certain period of time. Most 
will inform you of their purge policy before or during the resume submission process. Many fee-
based databases state this policy with the pricing information. You also may find purge 
information in the "frequently asked questions" section of a site. If you can't find the policy, write 
or call the service to ask. Avoid sites that refuse to divulge their purge policies. 
 
If you are still employed, don’t post your resume to a job board.  You don’t know who will be 
looking at it.  There are ways to conceal your identity to the reader, by keeping your name 
confidential and deleting the company names on your resume so the reader can’t identify you.  
We suggest becoming a confidential member and choose to receive the automatic job postings 
by email as they become available.  Then you can confidentially submit your resume directly to 
the hiring company without being seen. 
 
Reasons NOT to post your resume for public viewing 
 
Employers can, and do, fire employees who are "disloyal" (i.e., job-hunting), and, in most cases, 
that firing is perfectly legal in the United States.  If you are currently employed, it is not 
recommended that you post your resume – your employer may use the job board.  Also, be 
aware of your personal safety.  If it is a public posting job board, you are revealing personal 
information and if someone is interested in harming you, contact and employer details can 
provide vital facts.  Awareness brings control…know who can read your resume. 
 
Identity Theft 
 
Your resume contains information that would be very useful to someone stealing your identity. 
Identity theft is a major problem and very difficult to clean up.  Don’t EVER put your driver 
license, social security number, VISA identification or other identity information that could be 
used in a theft.  Never give this type of information to a recruiter or third party person – they 
don’t need this type of detail to get you an interview with a company.  Only the company should 
request this information after you have gone through the screening process and have had an 
interview.  Don’t respond to email asking for any information of this type.  Be smart and think of 
why they need it.   
 
SPAM (bulk unsolicited commercial e-mail) will increase after you register at certain job boards.  
Several job search companies sell contact information to telemarketing firms to generate 
additional sales revenues.  Always select the option to not receive additional email on anything.  
This will save you from an e-mail inbox filled with junk mail. 
 
Our favorite sites offer several methods to protect your resume or they don't have an 
applicant/resume database (also known as a "resume bank") at all. Since revenues from 
employer subscriptions to search such databases are a major source of income for most job 
sites, the majority of commercial sites offer this protection service.  
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Major Job Boards 

There are many job board options available for almost every industry or position.  Most all job 
boards are free to job seekers and offer insight on resumes, salary surveys, relocation, cost of 
living specifics and industry information.  We have listed a few of the major sites below: 
 
 www.monster.com - multipurpose job site – all types of positions 
 www.careerbuilder.com - multipurpose job site – all types of positions 
 www.hotjobs.com - multipurpose job site – all types of positions 
 www.dice.com - information technology specific positions 
 www.salesheads.com - sales and marketing specific positions 
 www.6figures.com - executive level positions 

Registering with a Job Board 

Before you begin to register on the job boards, be prepared to spend anywhere from 15 to 45 
minutes per site.  Be ready with an on-line resume and specific information on the type of 
position and the industries you are pursuing.  The on-line resume is different than the one you 
present to an interview.  The on-line resume should have no borders, margins, tabs…text only – 
in the simplest form.  Most job boards and corporate websites are set up to receive text only 
formats.  If you submit a resume with a text only format, they will be able to read it with your 
original intent.  If you don’t, they may be viewing a scrambled mess.  Most job board services 
require you to setup an account to become a member.  You will create a login and password – 
write it down and keep it handy – you will need it throughout your job search.    
 
Complete all the information requested and your requirements for salary, relocation and travel. 
You are able to set up automatic filters on each job board.  The job boards will search all new 
postings, based on the criteria you establish, and email you all potential job opportunities.  This 
step will take continuous polishing to ensure you are getting notified of all and only those jobs 
you’d be interested in. 
 
Keep track of all job board activities and where you sent your resume.  Make a not on your Daily 
Activity Worksheet or print out a copy of each job description that you respond to and place in a 
folder or binder.  When you do get notification from an employer, you will be able to quickly see 
what job you submitted your resume to, what resume version you used and the date you 
applied.   
 
There are a few simple steps that can help control your resumes’ presence on the Internet. 
Keep a record of where you've posted your resume, each site's purge and update policies and 
any passwords or e-mail addresses you'll need to access or remove your information. Don't 
blanket the Internet with your resume.  Post it in a few select locations and update it regularly. 
After you have secured a new position, go back to the job board sites and remove your resume 
from the database.  Many people forget to do this. 

Choosing the Best Job Board 

Is there a fee to subscribe? 
 
You should not have to pay a fee to use a job board.  Some executive job sites may 
charge a fee, but look for some written guarantees of the quality (and, maybe, the 
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exclusivity) of the opportunities plus recent references from satisfied clients before you 
pay their fee. The only other online exceptions that seem legitimate are the web sites of 
associations and societies. These sites may provide job opportunities (or resume 
posting) only for members. In that case, you may want to join if you are interested in the 
association. 
 
Is the site easy to use? 
 
The site should be easy to search for the jobs you want.  You should be able to specify a 
location and the type of job by a keyword or title. When you've found a position you 
would like to apply for, it should allow you to submit your resume directly from the site. 
There should be a help menu available in case you get lost or confused.  If you feel 
overwhelmed or uncomfortable with a site, don't use it, no matter how recommended it 
is. Don't waste time with a cumbersome process. 
 
Does the site have the jobs you are looking for? 
 
You should perform an Internet search for specific job boards in your preferred industry.  
Only use the job boards that have positions listed for your industry and career 
profession.  Conduct research to find the best job sites for your field of expertise by 
reviewing the jobs posted in your city.  If there are no positions available in your career 
choice, find another job boards that may offer the opportunities you are seeking. The job 
search capability should enable you to fine tune your search so that the results are 
appropriate and useful.  If they don't have the jobs you want, move on.  Don't waste your 
time and risk your privacy by posting your resume in hopes that some appropriate jobs 
may appear at some later date. 
 
Are the jobs current? 
 
Do a search through the listings on each job board to see how current the positions are. 
Be suspicious if the jobs are undated or if all the jobs were posted "today." The best job 
boards get new jobs daily and have a wide range of posting dates no longer than 90 
days. If job-posting dates aren't obvious, check the "Employers" section of the site. 
Frequently, the pricing section will explain how long a job posting will remain active.  
 
Does the site have a comprehensive Privacy Policy? 
 
Look for a privacy policy, and read it before you register at a job site. The privacy policy 
should disclose the information that the site collects and what they do with it (i.e., sell or 
rent your e-mail address, etc.)  Some job sites seem to exist only to collect your contact 
information (e-mail address, home address, phone number, etc.) to sell the information 
to companies that bombard you with advertising. You provide very personal information 
to job sites, and you need to know how it will be used. Do not assume that a TRUSTe, 
BBBonline, or other "privacy seal" program ensures that your privacy is protected. Those 
seals only indicate that the site has agreed to be audited in their compliance with their 
posted policy (are they doing what they said they would do, even if they said that they 
would sell your e-mail address to anyone with the money to buy it). The privacy seals 
are not a measure of the "quality" of a site’s policy. At most, they are a measure of the 
compliance with their own policy. 
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Do you have to post your resume before you can search through the jobs? 
 
Be suspicious of a site that won't let you perform a job search before you register your 
profile or resume. You need to evaluate the job board first to determine if it has the jobs 
you want before you register. This should be a warning sign that the site is not seriously 
interested in helping you find a job, particularly if the site does not have a privacy policy 
posted telling you what they do with your information. 
 
Can you set up "e-mail agents" for new job posting notifications? 
 
E-mail agent functions typically compare your requirements with new employer job 
postings and send you the results via e-mail if they find a match. You don't need to 
revisit the site and run a search. The "agents" do the searching for you, and send emails 
with the results. You may need to return to the site to get the specific details about the 
job and to apply, but the search process is on automatic pilot. 
 
Who has access to the database of resumes? 
 
The privacy policy should tell you who has access to the posted resumes. In addition, 
you can check out the "employer" side of the job site to see how easy it is to gain access 
to the resumes. If resume access is free, or only a nominal fee is charged for access to 
the resumes, find another job site.  Easily accessible resume databases may well be at 
the center of the increase in junk e-mail and/or the increase in identity theft fraud. 
 
Can you become a Confidential User? 
 
The best sites provide options to protect your contact information (name, e-mail address, 
street address, phone numbers, etc.). Options range from blocking access only to the 
contact information to keeping your resume completely out of the resume database 
searched by employers. Choose the option that works best for you. If you are currently 
employed, limiting access can help you protect your existing job. Yes, blocking access to 
your contact information may make it more difficult for an employer to reach you quickly, 
but it can also add to your market value in the eyes of an employer. You may be viewed 
as someone with a good job to protect and/or someone who is a knowledgeable web 
user. 
 
Can you store multiple versions of your resume? 
 
Many sites offer you the ability to store several different resumes and apply for a job 
using the version of your resume you have developed for that specific kind of 
opportunity. This capability can save you time and effort. 
 
Will you be able to delete your resume after you have found a job? 
 
You don't want your resume available for review after you have found a new position.  
Good job boards provide you with the capability to delete your resume and account or to 
put your resume in an "inactive" mode until you are ready for your next job search. 

69 



TTTHHHEEE   SSSEEEAAARRRCCCHHH   IIISSS   OOONNN   
 

Job Board and Email Resume Submission  

When you find a position on the job board that you would like to apply, you can usually submit a 
resume directly to the employer from that site.  Some job descriptions on a job board will take 
you directly to the employer’s website.  You also have an option to submit your resume to the 
employer through email.  When responding to a job description with an email message, include 
a “cover letter” type introduction in the body of the email.  Direct the email and resume to the 
person or organization indicated.  You have 5 or 6 seconds to get someone's attention 
using email.  In that time, you must convince the recipient to open your email, read your 
message and not delete your communication.  Do it wrong, get into the wrong mail box, or make 
someone's job harder, and the best resume from the most qualified person will be trashed.  
Getting your email opened, read, and actually considered comes down to the following simple 
rules. 
 
Rule 1:  The Subject Line should reference the job 
 
If you are responding to an advertisement, use the job title or job code cited in the 
advertisement to make it easy for your e-mail to be recognized and routed to the appropriate 
person. If you are "cold calling" an employer, put a few words stating your objective in the 
subject line.  
 
Rule 2:  Include a cover letter in your email and address it to the recipient  
 
Whether or not you are responding to an advertised opening, the cover letter will introduce you, 
specify how you meet the needs of the employer, and will encourage the recipient to read your 
full resume.   An email message can serve as a cover letter. 
 
Rule 3:  Send your resume in the body of the e-mail message, not as an attachment  
 
Put that resume right in the message so the recipient will see it as soon as he or she opens the 
message. This technique also helps you get through e-mail systems that reject all attachments 
in this day of rampant computer viruses.   Make it easy for the reader. 
 
Rule 4:  Make sure your resume is properly formatted for e-mail 
 
Take the time to make sure it will look as good on all computers and in all email systems as it 
does on your screen. This means shorter text lines, spacing between sections, and text-based 
highlights. Plain text resumes not formatted for email can be unreadable, and unreadable 
resumes will most likely be deleted. Send yourself a test email to review how your resume is 
being perceived. 
 
Rule 5:  Read the instructions provided and follow them closely 
 
If there is a job code specified for the position, use it when referencing the position you are 
applying for.  If a Word format is requested, use the email attachment feature.  Whatever the 
company is requesting, present your resume accordingly. Failing to follow application 
instructions not only delays your resume, it labels you as someone who doesn't take direction 
well.  
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EMPLOYMENT SERVICES 
 
Employment and staffing companies are available to help you find the job you want; however 
they can’t guarantee you a placement.  Seek out and meet several recruiting professionals in 
your career field and get to know them.  There are some great employment professionals that 
specialize in specific industries and have a wealth of information.  It is wise to establish 
relationships with recruiters throughout your career.  They can be an extra set of eyes and ears 
and will keep you posted when they receive positions that match your skill sets. 
 
Most employment services are retained and paid by the hiring company, not by the job seeker.  
Thus, the recruiter’s primary concern is to find their clients the right candidates, not to find you a 
job.  This is reality and you need to understand the dynamics of each recruiter relationship.   
 
What Staffing Firms Can Do 
 

• Review your resume and advise changes that may help secure a position. 
• Interview you to understand your career objectives. 
• Present jobs opportunities that match your skill set. 
• Find opportunities that are not traditionally advertised.   
• Look out for your long-term career objectives. 
• Have access to unpublished information on jobs and hiring managers. 
• Coordinate interview schedules. 
• Help you prepare for the interview. 
• Have information that internal recruiters can’t share. 
• Counsel on appearance and specific interview questions. 
• Advertise positions for clients. 
• Conduct confidential searches for clients. 
• Help find positions in a new city and assist with relocation information. 
• Improve your marketability. 
• Expand your network contacts. 

Types of Employment Companies 

There are several types of employment-related firms, offering a range of services. It is important 
that you understand the differences between these companies and choose the one that best fits 
your needs.  When speaking with these companies, ask questions and understand how they 
make their money – through you or the hiring company.  The types of employment companies: 
 

Permanent Placement Companies  
 
The most common type of employment agency is designed to bring the job seeker and 
the prospective employer together. The permanent placement firm charges a fee to the 
hiring company when the candidate becomes an employee. The employer usually 
always pays the fee.  Most companies have relationships with firms for the hard to find 
positions, if they are conducting a confidential search, or if they don’t have a full time 
recruiter on staff.  The permanent placement firm makes no money if the candidates are 
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interviewed and not placed.  The recruiters are usually working on commission and are 
only paid when a candidate starts a new position. 
 
Temporary Staffing Firms 
 
These services deal exclusively in temporary or contract resources and are actually 
employers themselves.  These companies outsource their employees to businesses with 
temporary staffing needs. The client company pays a negotiated price per hour for the 
contract service. The contractor or temporary employee is paid by the agency.  This has 
become a favorite option for some people, as they have continued employment at a 
variety of companies.  The temporary staffing companies now offer benefits and attempt 
to keep the resources on their payroll.  This is a great avenue for transitioning to a new 
career, relocating to a new city or making money while finding a new job. 
 
Retained Search Firms 
 
These companies provide a management consulting service, arranged between the 
search firm and the client company. The service is an exclusive arrangement and the 
retained search firm has a complete understanding of the client’s environment, specific 
knowledge of their industry or vertical market and can locate qualified professionals 
quickly.  A “retained payment” is agreed upon before the search begins and an 
additional fee is collected when the company hires the candidate.  
 
Candidate Fee Based Placement Services 
 
There are placement services that charge candidates to find a new job for them. These 
companies claim to help you put together a recruiting strategy, introduce you to hiring 
companies and provide you a target list of employers to send your resume.  Unless you 
have an extra $5,000 to pay someone to find you a job, you should avoid these types of 
companies.  If you follow the plan we have presented so far, you should not need to 
retain a company to help you find a job – save your money.  If you do want to proceed 
with this type of firm, do a check with the Better Business Bureau and get guarantees in 
writing.  Get referrals and call prior clients they have helped secure employment.  These 
companies are very controversial and don’t have the best reputation for success. 
 
Employment Counseling Services 
 
These firms help people who are preparing for a career change.  They offer personality 
profiles, career assessment testing, advice on improving your resume; interviewing 
effectiveness and introduction to new job opportunities. Fees are paid in advance by the 
job seeker and are not contingent on obtaining a new position.  When considering an 
employment counseling service, ask to see materials prepared for previous clients with 
similar backgrounds, as well as for references from former clients. Most importantly, get 
in writing a clear explanation of what the firm will and will not do, what the costs will be 
and what time period the contract covers. 
 
Job Listing and Advisory Services 
 
These firms sell information on obtaining employment in the United States or abroad. 
The information sold may include lists of job openings, advice on conducting successful 
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job searches and interviews, or guidance on how to write resumes. Listing/advisory 
services differ from employment agencies that place applicants in specific jobs and 
receive a fee from either the job seeker or the employer only after placement. Advisory 
companies usually require an advance fee that is charged whether or not you find a job 
through the company's services.  Since the introduction of the Internet, these firms have 
specialized in particular industries.  For example, if you are trying to find a job in the 
sports profession, there are several companies on-line that are selling lists that include 
company names and contacts for all sports related entities.  Prices vary.  If you have 
time, you can find the same information using the Internet search engines. 
 
Public Employment Services 
 
All states offer a job service or employment service division to help people search for 
jobs. This is a free service available nationwide. In addition to providing an automated 
job bank, each state's employment service may also provide employment counseling, 
screening, and referral to appropriate educational and training services. Occupational 
and labor market information is available at most offices, and they have trained staff to 
assist on resume preparation, interviewing techniques and skills assessment. The 
employment services also provide special assistance to veterans, the disabled, senior 
workers, youths, dislocated workers, and welfare recipients who may require additional 
services in their search for employment.  The nearest employment service office can be 
found by looking at your state’s government website. 

How to find an Employment Service Company 

Ask your network for employment services they would recommend.  Get leads from people in 
your industry that have recruiting contacts.  Get referrals.  Check Internet job boards for staffing 
firm names that specialize in your target industry or area of expertise.  The boutique firms offer 
intimate knowledge of companies and people associated with their specialty.  The companies 
that outsource their recruiting efforts usually retain the specialized staffing firms.  Find a 
recruiter who loves what they do and are making their jobs a career choice.  These are the best 
people to work with and they will be passionate about finding you a new job.  Every year 70% to 
80% of all headhunters are new to the industry and don’t make it a long-term career.  Know your 
recruiter and ask questions… 
 

• How many placements have they made this year?   
• What types of companies do they work with?   
• What is their relationship to the hiring company?   
• Who do they work with at the hiring company? 
• How did they get your name? 
• How long have they recruited? 
• Why are they a recruiter? 

Working With Employment Services Company 

Most employment services companies have a staff of ethical professionals that want to assist 
you in finding a job. Always provide the recruiter complete information of your past employment 
– include everything. Be open about your past experiences and qualifications. Don’t withhold 
adverse information about your background, because the truth will come out eventually and be 
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more damaging than if you have been honest from the start. The recruiting professional can 
explain to you how best to describe career liabilities in your resume and in an interview. 
 
When a staffing firm has presented your resume to the hiring company, let them do their jobs 
and work the process.  They will notify you when they hear information.  They want you to get 
the job as much as you do.  
 
Don’t authorize a staffing firm to send your resume to a company without your knowledge.  You 
should always know where your profile is being sent.  Cooperate and work with the recruiting 
professional.  It is to your advantage. After being sent out on an interview, let the recruiter know 
the result immediately. They may be able to help you plan your strategy by putting the interview 
in perspective. The recruiter should be able to tell you the company's reaction and how they will 
proceed. 
 
If the interview with the hiring company was inappropriate, discuss the problems with your 
recruiter. Perhaps the counselor misunderstood your goals. If a mismatch keeps occurring, the 
staffing firm may not be the right one for you. If you feel you are being pressured to take a job 
that is wrong for you, find another agency. 
 
How to work with Recruiters 
 
The first thing you need to know is that most recruiters want to help you, but their goal is not to 
help you get a job. The recruiter’s goal is to fill a specific position and to help you navigate 
through the hiring process.  Recruiters can help your career and offer many useful suggestions, 
but they are not career coaches. Focus your questions to recruiters about the company and the 
open position. Don't ask for insider information or whom you are competing with.  It is not 
professional for a recruiter to share these details.  The only candidate you need to worry about 
is yourself and asking for specific details about the competition makes you look insecure. 
 
The questions you want to ask the recruiter should relate to the hiring process and the position.  
You can ask about the interview schedule, how many candidates are being considered, are 
candidates still being interviewed?  Always articulate to the recruiter your strengths, follow-up 
and communication skills throughout the hiring process.  You have to assume that you are not 
the only candidate for the job and that the recruiter is working with other people.  Continue to be 
professional throughout the process, communicate effectively and you will increase your 
chances of getting the job.  
 
Code of Ethics 
 
All members of the National Association of Personnel Services, a trade group representing 
many placement services, subscribe to a “code of ethics”. Many firms that are not members of 
this organization have adopted this code or codes similar to it. The code commits the 
employment agency to extend professional service to all qualified employed and unemployed 
applicants regardless of race, color, creed, religion, national origin, sex, age, income level or 
physical handicap. The code assures that applicants will be referred to employers for interviews 
only on job openings for which the employer has been given at least verbal authority. 
Information given to the applicant about the job's details, length of employment and salary will 
be accurate. Any fee obligations of the applicant will be fully disclosed in the written agreement, 
which will include and explain any circumstances that would merit adjustments. A copy of this 
agreement will be given to the applicant. All positions advertised on-line, newspapers or other 
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media will be factual and refer to actual openings available at the time the ad is placed. In 
selecting a staffing service, ask whether it subscribes to a code of ethics.  If the agency violates 
one or more of the code's provisions, consider finding a more reputable firm.  
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INTERVIEWS 
 
You have created a strategy, developed a work plan, and executed the action tasks by using 
your network and job search tools.  You finally get the call you have been waiting for….”We 
would like to schedule an interview to discuss a position”.   Be prepared. 
 
The interview is one of the hardest things for people to do as they are forced to talk about 
themselves.  This is a sales call where you are the product and the hiring manager is the 
customer – you must give them reasons to buy.  Go to every interview you are invited to.  
Practice makes perfect.  Get comfortable in multiple company situations and with different hiring 
manager personalities.  As salary requirements increase, so does the time it takes to secure a 
new job, the hiring process, candidate selection, interviews, and negotiations take longer.  
Companies tend to spend more time and attention when hiring more costly resources, be 
patient with the process. To find additional information on interviewing and optimize your 
success, perform an Internet search and use interview as a key word. 

Pre-Interview Calls 

Be ready to take a phone call from a recruiter at anytime.  Keep organized and be prepared to 
deliver your “elevator speech.”  Be ready to locate the job descriptions or positions you have 
submitted your resume for so you have an idea of why you are being called.  If you are not in a 
position to talk, get a name and number and/or ask them to call you back at a specific time.  
Most recruiters understand they are interrupting you and are willing to schedule a time for you to 
be available to speak freely about the opportunity.  When you are ready to talk with the recruiter, 
get as much information about the position and opportunity as you can.  Make sure you 
understand the position, salary range and if you are a good match for the job.  Don’t waste 
anyone’s time if you are truly not the right candidate for the job.  Recommend someone who is.  
Ask questions. 
 

 Can I get a copy of the job description? 
 How did you find my resume? 
 What is the interview process? 
 When are the interviews going to take place? 
 Who will be interviewing? 
 What are they looking for in personality? 
 Who will be making the decision? 
 How many people are they interviewing? 
 What is the salary? 
 Is there relocation? Travel? 
 How long has the position been open? 
 Why is the position open? 

Preparing for an Interview 

Research the company.  Knowledge is power, so get as much information as you can from all 
available sources.  Go to the company website and read everything; mission statement, 
executive team, corporate goals, product lines, vendor partners, and latest news releases.  
Understand what they do, their environment and culture.  Know the annual revenues, stock 
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exchange listing, current trading price, competition and if they are growing.  Strategize the 
interview.  Think of why you want to work for this company.  Anticipate likely questions.  Identify 
key questions and points and place them in a context of the job and interview.  Try to 
understand which questions will be most important, and why - What does this employer most 
need in this position? Which of these things do I have? What examples can I give? Who else 
will be competing for this job? How do I stack up? How will I stand out? The answers differ for 
every opening, so create a new strategy for each interview. 
 
Know the Job Description 
 
Read the job description and understand each of the requirements and how your experience 
relates to each of the needs.  Focus on your skills and how you will apply them to this position.  
Be able to address each component of the job description and how your experience, education 
and motivation are the right combination for a successful hire.  If there is a skill they are looking 
for that you lack, find other qualities that make up the difference.  Be prepared to handle this 
question.  Polish a good response. 
 
Gain Knowledge from your Network 
 
Review your network list and find a contact that has a direct relationship with the company.  Call 
the contact and tell them you are interviewing for the job and get information about the position, 
hiring manager and company.  Gain insight from their perspective of the corporate environment 
and key points of what they are looking for in new employees. 

Who You Will Meet at the Interview 

Know who you will be meeting with and who is conducting the interviews.  Allocate enough time 
to spend with the recruiter, human resources, department managers, and executives.  Know the 
audience.  Try to understand what is important to each person you are meeting with and 
anticipate what their agendas are going to be.  Following are overviews on some potential 
interviewers: 
 

Recruiters 
 
Recruiters are usually the first contact with a potential employer and will often decide 
whether your resume gets to the hiring manager. The recruiter wants to make sure you 
have the minimum requirements for the job.  They want to look good to the hiring 
manager and are trying to send qualified profiles.  They focus on work history, 
consistency, education, skill levels and if you would be a good employee for their 
company.  The recruiter is the first person to impress and can get you to the next step.  
They screen for appearance, presentation skills and communication abilities. 
 
When working with either an internal corporate recruiter or a staffing firm recruiter it is 
important to create a connection without getting overly friendly.  The recruiter works for 
the company and holds their interest over yours.  Don’t expect too much from them.  
Their job is to help you through the recruiting process and find the best talent for the 
position.  The recruiter is a professional colleague and should be respected as a 
coworker. Be friendly, but not too casual and keep personal conversations to a 
minimum. Don’t expect career counseling from an internal recruiter and after an 
interview, don’t say anything that you wouldn’t repeat to the hiring manager. 
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Human Resources 
 
Human resources are motivated to get the best people into the company for at the right 
salary level.  Almost everyone will meet with a Human Resources representative at 
some point in the hiring process.  The Human Resources interview will be a screen to 
find people that fit into the company environment. They will thoroughly screen applicants 
for qualifications, appearance, personality and corporate culture fit.  They are also 
interested in understanding candidates long-term career desires and ambitions for future 
advancement.  The Human Resources interview is the time to ask questions about the 
company history, corporate goals, revenue objectives and benefits.  Gain a 
comprehensive overview of the company and provide details on how you would fit into 
the culture.   
 
Hiring Manager 
 
The hiring manager’s primary focus will be on your skill sets and work experience.  They 
want to determine if you can get the job done right and what you can contribute to the 
team.  They want to know what skills you have, how you would perform the position and 
if you would need special training.  This is the time to relate your experiences to the 
specific job requirements.  Make statements that show your value and how you would 
contribute to the company.  The hiring manager wants to know how you will get along 
with the rest of the team (personality and cooperation), and how soon you can become 
productive.  The hiring manager usually holds the most weight in the final decision. 
 
Executives 
 
Executives want to know how you are going to help the bottom line and how hiring you 
will affect the current budget.  They look to see if you can be promoted and want to know 
what your value proposition for the company is.  Unless you are an executive candidate, 
you may not get the opportunity to meet the President or CEO.  If you do get the 
opportunity, keep your questions to the overall corporate objectives and focus on how 
you can help them meet their goals.   

 
Additional Interview Tips 
 

 Know where you are going.  Go to www.mapquest.com and get directions to the 
facility where you will be interviewing.  If you are unfamiliar with the area, do a 
practice drive the day before so you are not stressing out trying to find where to park.  
There is no excuse for being late. 

 
 If you are going to be late – call the person you are to meet before your scheduled 

meeting.  Even if you are only going to be 5 minutes late – call. 
 

 The interview is not the time to make a fashion statement.  Be smart and 
conservative in your attire. 

 
 Always wear a conservative suit when you go to an interview – regardless of the 

position. Image is very important and you want to give a good first impression.  Be 
comfortable.  Have two outfits in your wardrobe that make you feel professional, 
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smart and that you are comfortable wearing all day.  Avoid wearing black (too 
serious) and brown – blue and gray are the best options. 

 
 Don’ wear dangly jewelry on your wrist, ankle bracelets or face piercing jewelry.   

 
 Don’t wear body piercing, too much makeup, perfume or cologne.  Have your nails 

short and manicured, no loud nail polish.  Cover tattoos.  Keep breath mints handy, 
but no chewing gum.  Before you walk into an interview, check your nose, teeth and 
hair – straighten out your clothes…make sure you look your best. 

 
 Don’t wear open toed or backless shoes.  Always wear stockings, no bare legs.  No 

short skirts, Capri pants or leggings.  
 

 Purses and briefcases should be conservative colors and in good shape. 
 

 Practice the interview with someone. Review the general interview questions 
provided in the section below to prepare your presentation. Try to keep your answers 
to the information your new employer will want to know.  If you don’t have someone 
to practice with, use a mirror.  

 
 When you arrive for the interview and check in with the main lobby, be on your best 

behavior.  Be polite, have good manners, don’t complain and make pleasant 
conversation with the receptionist or anyone else waiting.  The receptionist provides 
recruiters and hiring managers with their impressions when interviews are being 
conducted in the building.  You will want them to give a positive report.   

 
 Bring several copies of your resume on quality paper, a notepad and pen.  Have a 

list of questions you would like to ask.  Make notes throughout the interview on 
things you may want to follow up on in your thank you note. 

 
 Maintain eye contact with your interviewer. Speak directly to the person and sit still.  

Your actions are being observed, so keep movement to a minimum.  Show you want 
the job by being attentive, listening and enthusiastic. 

 
 Be positive. Bring positive energy to the interview and avoid negative comments 

about yourself, other people or past employers.  Be polite, listen and adapt. Don’t 
interrupt, ever.  Be sensitive to the style of the interviewer. Pay attention to details of 
the way they dress, office furniture, and general surroundings.  These details provide 
clues to their personality and work attitude.  

 
 Try to relate your answers to the interviewer and the company. Focus on 

achievements relevant to the position.  
 

 Encourage the interviewer to share information about the company. Demonstrate 
your interest in the company by asking questions.  Don’t volunteer more information 
than needed.  Don’t ramble or get off the topic. 

 
 Never tell a potential employer that you are only interested in changing jobs to make 

more money.  This sends a signal that you will jump ship at the next offer for more 
money and shows a lack of loyalty. 
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 Don’t answer open-ended questions with a short answer.  These questions allow you 

to add insight into your past performances, how your skills relate to the job and why 
they should hire you.  Use open-ended questions as opportunities to sell.   

 
 Answer questions directly, stay focused and spend no more than three of four 

minutes responding.   
 

 Smile! Smiling helps increase your energy, makes you more comfortable and 
projects self-confidence. 

 
 If you don’t understand a question, ask for clarification.  Don’t wing it. 

 
When you are actively interviewing, do not share the company information with other people 
until you either accept a position or determine the opportunity is not right for you.  In a 
competitive job market, remaining silent on the jobs you really want will be to your advantage.  

Interview Questions 

 
During the interview, you maybe asked what salary you expect to receive.  Don’t give a direct 
answer right away; instead, ask the interviewer questions.  What is the salary that is being 
budgeted for this position?  Is there a salary range?  Do you pay industry standard wages?  If 
salary were not an issue, would you be prepared to offer me the position?  By asking questions, 
you will get a better idea of what salary they are offering and not eliminating yourself from 
consideration.  You can state that you are looking for “industry standard compensation” for the 
position.  
 
To help you prepare for an interview, here is a list of typical questions that you should be 
prepared to answer.  By practicing your responses to some of these questions, hopefully you 
will not be taken off guard.  Practice with someone or look into a mirror and be able to provide 
answers without hesitation.  Don’t try to memorize the answers, just have some ideas on how 
you would answer these questions. 
 

1. Describe a time when you achieved something extremely difficult, how did you 
accomplish the goals. 

2. How do you obtain management support? 
3. How do you work within a team environment? 
4. Describe your last position. 
5. How are you motivated? 
6. How do you motivate others? 
7. Why should we hire you for this position? 
8. What skills will you bring to the company? 

There are many types of interviews and people who hire.  The interview styles will vary from 
company to company and person to person.  Be prepared for a very structured, disciplined 
approach or a free-for-all type conversation.  Try to find out how the interviews will be conducted 
and how many people will be present during the interview.  Some companies are saving time by 
conducting panel interviews, bringing everyone that has a say in the hiring decision together at 
one meeting to drill the candidates.  This may seem overwhelming, but it gives the company an 
idea of how you handle stress.   

80 



TTTHHHEEE   SSSEEEAAARRRCCCHHH   IIISSS   OOONNN   
 

9. How will you make the organization better? 
10. Discuss how you respond when asked to do something you disagree with. 
11. How do you deal with conflict? 
12. How do you manage your superiors?  Your boss? 
13. What are your strengths and weaknesses? Why did you decide to apply for this 

position?  
15. List three of your most important/proudest accomplishments.  
16. What kind of work environment do you prefer?  
17. How are you qualified for this job? 
18. What qualifications do you have that make you think you will be a success at this job?  
19. What supervisory experience have you had?  
20. How would you characterize your supervisory style?  
21. How would you rate your communication skills? 
22. What have you done to improve your communication skills?  
23. What is your experience with automated systems and with computers in general?  
24. What have you read lately, and what are you reading now?  
25. What professional groups do you belong and how active are you in these groups?  
26. What are some aspects of your present position that you like?  
27. What are some aspects of your present position that you dislike?  
28. What do you see yourself doing in five years?  
29. Where do you see yourself going from here?  
30. Do you plan to continue your education?  
31. What kind of people do you like to work with?  
32. What kind of people do you find it most difficult to work with?  
33. What do you do to improve a difficult work situation?  
34. Do you prefer working alone or in groups?  
35. Starting with your last job, tell me about some achievements that were recognized by 

your superiors?  
36. What are some things you would like to avoid in a job? Why?  
37. What are some of the things on your jobs that you feel you have done particularly well?  
38. What does success mean to you? How do you judge it?  
39. What are some of the things about your last job that you found difficult to do?  
40. How has your present job developed you to take on even greater responsibilities?  
41. Who or what in your life influenced you most with regard to your career objectives?  
42. What types of experiences have you had in dealing with difficult customers?  
43. What important goals have you set in the past, and how successful have you been in 

working toward their accomplishment?  
44. Do you do personal planning? If so, what are your goals?  
45. What things give you the greatest satisfaction?  
46. How would you describe yourself?  
47. What will your last supervisor tell me are your two weakest areas?  
48. Describe how you determined your priorities on your last job.  
49. Describe how you schedule your time on a hectic day. Give a specific example.  
50. Do you like to "try new things," or "stay with regular routines"? Give an example.  

Questions to ask the interviewer 

There is usually a time during the interview where you are allowed to ask questions.  Take the 
opportunity to express your knowledge and interest in the job by asking intelligent questions.  
Try to avoid going over the same information you just discussed, so think before you speak.  
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This is the time for you to interview the company and to make sure the job will meet your 
requirements.   
 
These questions are presented only as guidelines and should be in conjunction with the 
research you have done on the company. They are meant to help you prepare for the interview. 
Some questions may or may not be appropriate for the immediate interviewing situation.  
 

1. Why is this position open?  
2. What happened to the last person who held this job? 
3. How often has it been filled in the past five years? Why?  
4. What would you like done differently by the next person who takes this job?  
5. What are some of the objectives you would like to see accomplished in this job?  
6. What are the most pressing issues this position should be addressing?  
7. What would you like to have done in the next 3 months?  
8. What are some of the long-term objectives you would like to see completed?  
9. What are some of the more difficult problems one would have to face in this position? 
10. How do you think these difficult problems could best be handled?  
11. What type of support does this position receive in terms of people, finances, etc?  
12. What freedom would I have in determining my own work objectives, deadlines, and 

methods of measurement?  
13. What advancement opportunities are available for the person who is successful in this 

position, and within what time frame?  
14. In what ways has this organization been most successful in terms of products and 

services over the years?  
15. What significant changes do you foresee in the near future?  
16. How is one evaluated in this position?  
17. What accounts for success within the company?  
18. How long have you worked for the company? 

Concluding the Interview 

Ask the interviewer what the post interviewing process is and when they are planning to make a 
hiring decision.  If you want the job, tell them of your interest.  Ask if you can call and follow-up 
on the status.  They may have a process in place that will automatically update you, but find out 
what it is.  If you don’t want the job, don’t be afraid to say this is not the position for you, but to 
keep you in mind for other positions that may fit your skills.   
 
After the Interview 
 
Immediately after the interview write down who you met with, what perceptions you had of the 
people you met, the job description details as described by the interviewer and information you 
learned about the company and department.  Make a note of any concerns you felt the 
interviewer had about the meeting.  Make a list of follow up items you would like to discuss. 
 
If you want the job, follow-up can significantly affect whether or not you will receive an offer.  It 
tells the company that you are interested in the position and shows personal and professional 
qualities that are typically sought by an employer: dedication, tenacity, attention to detail, and 
the ability to follow through.  Employers may use the lack of follow-up as a screening device to 
narrow down the number of candidates that will become finalists. 
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Thank You Notes 
 
Always send a handwritten thank you or email note within 24 hours of the interview to everyone 
you met during the interview process, regardless if you want the job or not.  This is good 
manners and is required.  People remember the smallest details.  If you are not selected for the 
job, a nice thank you note will be an advantage to you for the next position they have available 
or if the first candidate falls out of the process. 
 
In some cases, you may want to send a thank you letter that expresses gratitude for the 
meeting and addresses the concerns the interviewer might have about this position being the 
right fit for you.  This is also an opportunity to add any related skills, abilities, interests or other 
information that you did not think of in the interview.  This follow-up helps nudge the interviewer 
in your favor if there are several candidates to choose from. 
 
Interview Follow-up 
 
Be patient!  Some hiring processes take a long time to complete. If you have not heard from the 
company in the timeframe that was outlined during the interview, you can call the company to 
find out where they are in the process.  If you were not selected for the position, find out why.  
Most interviewers will tell you what type of person and the background of who was given the job.  
Learn from each interview and stay positive.  Send another thank you note and ask to be 
considered if another position should become available in the future.  Ask for other job 
recommendations. Network with the hiring managers you meet in interviews, even though they 
did not select you for the job.  Ask for recommendations to staffing firms or other companies in 
their industry. These people will help and have valuable contacts to add to your network. 
 
When you reach the final round of interviews in a management or executive role be prepared to 
act as if you are doing the job.  Request information you will want to see on day one of the job.  
It is important to understand the financials and the budget before you commit and it prepares 
you further for the final interview.  Assert leadership abilities and give them an idea on how you 
would approach the position. 
 
Keep Looking for A Job 
 
Don’t stop looking for a job because you feel like you had a great interview.  Reward yourself 
with a small treat, but keep looking.  You should continue your efforts daily until you have an 
offer in your hand.  This is one of the biggest mistakes that job seekers make - waiting for the 
job that they never get.  Depending on where you are in your job hunt, it is wise to keep working 
your plan.  Companies change their hiring plans all the time and until you start, anything can 
happen. 
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THE OFFER 
 
They want to hire you…go ahead and jump up and down, feel good, celebrate and then – think 
about it.  Seriously look at all the components of the position and review the offer.  Never accept 
the job on the spot or immediately upon receiving the offer, unless you have all the information 
from the company.  When a recruiter or hiring manager calls or you receive a faxed letter or 
email, tell the hiring professional that you need time to think about it.  Schedule a time to get 
back with them with your intentions.  By this time, you should have enough information from the 
company to make a decision. If you don’t have enough information – get it - ask questions.  
Don’t rush the decision if you are unsure and weigh all components of the offer.   
 
If you are trying to make a decision between two companies, examine each component of the 
benefits to see what makes the most sense for the short and long term. 
 

Know the Salary and Benefits 

One of the most important components of the offer is the salary.  Save the salary discussions 
until they are ready to discuss an offer.  When the appropriate time arrives to discuss money, 
tell the recruiter and hiring manager your salary expectations and future financial goals.  
Companies usually have a salary range defined for each position and hiring managers and 
human resources professionals try to work within these guidelines.   
 
Ask human resources for a complete benefits package.  Review the benefits in detail.  
Understand each area of the benefit and how it helps you with your overall financial goals and 
lifestyle.  Review the health insurance plan carefully. Most employers require the employees to 
contribute to the cost of insurance, which can affect your net pay.   
 
Before you accept an offer, you should know and understand the complete salary and benefit 
package available. The offer should include at least the salary, vacation and health insurance. 
You should know the details of the benefit information from discussions with human resources, 
before you accept an offer. 
 
Offer Details 
 
 Salary 
 Overtime Pay 
 Health Insurance 

What is employee cost for family/individual? 
When does insurance become effective? 

 Dental Insurance 
 Vision Insurance 

Life Insurance 
Disability Insurance 

 Prescription drug plan 
Vacation 

 Sick Days 
Holiday Schedule 
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 401 funding – when can you start contributing 
 Stock Option program 
 Employee stock purchase program 

Pension Funds 
Education reimbursement benefits 

 Travel requirements 
 Relocation 
 Expense accounts 
 Mileage 
 Parking 
 Performance and Salary review 
 Start Date 
 Prescheduled vacation request 
 Company severance policy 

Childcare benefit 
Specific job training 

Counter Offers 

If you are currently employed and receive an offer you accept from another company, when you 
resign your position you may get a counter offer from your present employer.  You should feel 
flattered, but be aware.  Why were you looking to leave to begin with?  The counter offer is 
usually a knee jerk reaction from a company that doesn’t have time to hire your replacement.  If 
you were completely happy, you would not have been looking for alternative career 
opportunities.  Some experts say never accept a counter offer – by that time, it is way too late.    
Consider the details of the counter offer and ask for the world.  

Know your Value 

After meeting the company and understanding the requirements, time commitments and 
infrastructure; determine your value to the organization. You will add valuable contributions to 
the team and want to be paid a fair wage for your knowledge and doing the job.  Don’t settle for 
less than what you have outlined in your strategy and the requirements of your financial 
situation.  You know how much you need to live comfortably or where you can make sacrifices, 
if needed.  Don’t sell yourself short.  Get the most salary going in to a new position, this will 
become the point from which all raises will be based.   
 
If the offer is from one of your target companies that could eventually be a long-term career 
gain, then you may consider taking a lesser salary with a chance to make up the difference over 
the years.  If the company promotes from within and has a tenured staff, it could be a good 
career move to get in and move up through the ranks. 
 
There can be exceptions…asking for a salary that is more than the maximum, requires 
additional management approval.  If you are firm in what you want, make them get the 
signatures to bring you on board at the highest level – then prove your worth.   
 
If there is absolutely no room for negotiating salary ask for an alternative benefit.  For instance; 
more vacation days, personal time, overtime, training, education or other benefits that can make 
up the difference in salary. 
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STARTING A NEW CAREER ADVENTURE 
 
You have secured a new position.  Congratulations!  Before you begin your new job, now is the 
time to reevaluate old work behavior and improve them.  This is a fresh, new start, new attitude, 
new environment, new boss, new work associates and a new you.  Make it different.  Make it 
fun.  Make it what you want.  Give everyone in the new office environment a chance to get to 
know you and your skills and how you can contribute to the company goals.  Don’t get caught 
up in the corporate politics.  Avoid the whiners.  Don’t gossip and be careful what you say about 
anyone.  You will be learning the dynamics of the office within the next 90 days and until you 
understand where you and your position fit into the whole – keeping a low profile is the best 
approach.   You will also be going through a probationary period where you must meet the 
requirements of the position.  Stay focused on your tasks and doing the best job possible.  Ask 
questions, get the job training you need, learn the computer systems, understand their 
processes, and gain knowledge.   
 
Keep Networking 
 
Now that you have organized your contacts and been in touch with old acquaintances, don’t 
lose touch.  You never know when you will need to find another job.  Call everyone in your 
network, especially your references, and let them know that you have found another position.  
Thank everyone that helped you in your pursuit.  Send a special thank you to the person most 
directly responsible for getting you the position.  Keep attending the industry events and 
association meetings.  Help someone else find a new job.  Put out good karma so it will return to 
you when you need it.  Continue taking phone calls from recruiters to see what new jobs they 
have or refer someone else that might fit the requirements.  Networking is a two-way-street.  
You need to continue giving in order to get and help others when you can.  Keep in mind that 
80% of the positions are filled through the networking avenues. 
 
Job Board Maintenance 
 
Change your resume profile on the job boards to a passive search if you want to keep hearing 
about new opportunities in your professional.  Modify your profile to become a confidential user 
and continue having email agents notify you when new jobs are posted.  The perfect job might 
show up in your inbox one day.  Or, if you don’t want to be notified, delete your resume from job 
boards or update your profile and become an inactive member. 
 
Follow-up Details 
 
Contact the unemployment office to terminate benefits, if you are receiving them.  Cancel Cobra 
or individual health plans when your new benefits kick in.  Setup automatic deposit for your 
paycheck – you get the money quicker.  Keep your certifications updated and educate yourself 
on your industry and profession.  Stay focused on your career and ways to improve cash flow in 
your life.  Finish projects you start.  Maintain an exercise plan, eat healthy and drink lots of 
water.   
 
As you begin your new position, remember to stay positive and be dependable for your 
employer to help further your career success. Make sure that people can rely on your 
commitments.  If you say you are going to do something, make sure it happens. Be on time, 
attend all staff meetings and be a responsible employee.  Start building new contacts for your 
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network.  Go the extra mile. Think of new ideas to help your team be more efficient, look beyond 
the current task at hand.  Be enthusiastic and share a smile.  The more talent you can 
contribute and bring to the table, the more invaluable you become to your company and the 
better you feel about yourself. 
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CONCLUSION 
 
Remember to always think about your career as an evolution process, each job offering 
experiences that will help you in future positions.  Career satisfaction is found in a job that 
meets all your requirements – financial security, flexible hours, challenging tasks – whatever 
you value as important.  Your career life is defined by you, not an employer, and can be ever 
changing as you progress through life and gain new perspectives and knowledge.  Obtaining 
your career dream shouldn’t have to take a lifetime to identify and achieve.  Know what you 
want now and start working toward achieving it.   
 
To evolve your career, you must develop a strategy and review it at least once a year.  Try to 
maintain control of your own career destiny so you can make decisions based on your current 
lifestyle needs and financial desires.  Being aware of career objectives and making a plan to 
reach them is important for success.  When you can visualize the Ultimate Job and have a plan 
in place to get there – you WILL meet your objectives. 

 
Manage your career in good times and bad.  Maintaining contact with your network and meeting 
new people can help you advance.  Sometimes we can’t control how our career progress -- we 
may get caught in a corporate downsizing, or have to leave our job to take care of a family 
member, or become ill.  External factors can contribute to force a change in career focus.  As 
you become aware of these factors, incorporate them into your overall career strategy.   
 
As you evolve through your career life, you must network ALL THE TIME.  Making a plan to 
contact so many people a week, month, quarter to gather ideas and information is the smart 
way to manage the career evolution.  Make it part of your routine to continually seek out 
assistance in keeping your career on the right path  – employed or not. 
 
It is also important to understand that other people can affect your success.  Building good 
relationships are essential to career evolution. You will advance in your career through 
influencing others and treating everyone with respect.  The Golden Rule also applies in 
business…”Do unto others, as you would have them do unto you”.  The people you meet at the 
bottom of the ladder may work their way up, and people at the top may fall to the bottom. You 
never know whom you will meet in between.  If you treat everyone with respect and dignity, you 
will increase your odds of getting assistance from people, as you need help.  Be tactful and 
diplomatic with your coworkers, vendors and business associates.  Develop assertiveness skills, 
without being aggressive.  Nurture your business relationships - constantly. Look at 
relationships as assets. Develop relationships by helping other people get what they want and it 
will come back to you…karma. Help other people network and be open to look for new 
opportunities.  Do not burn any bridges and resolve to maintain professionalism at all times in 
the work environment.  The world is very small, people remember the negatives and you never 
know when you will encounter them again. 
 
You should plan your future career moves to position your skills and experiences toward 
achieving your objectives, even if it requires taking a step back in position, title or money.  
Taking a step back could actually accelerate accomplishing your overall career objectives.  
Having a successful career and lifestyle is not about how much money you make.  There are 
many things that contribute to enjoying the work environment and maintaining a healthy 
existence.  You need to decide what is important to you and where you want your career to 
go…it is all up to you. 
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Awareness Brings Control 
 
Job awareness and fully understanding how you are positioned with your current employer will 
help you manage your career and prepare you for changes.  Pay attention to the warning signs 
at your company that could indicate a possible change in your job.  Be aware of the success of 
the organization and how it could affect you.  Always know what is happening in your industry 
and what cycles they are experiencing.  Read the business journals, company website and local 
newspapers for articles on earnings and projections.  The first negative indicator of a company 
in trouble is unmet corporate earnings expectations.  If quarterly sales begin to decline, watch 
for the company to trim costs to maintain their profits, which could mean employees and your 
job.  Watch the growth trends within your industry, merger and acquisitions of competitors and 
the management team changes within your company.  Major management changes at the 
executive levels and constant turnover in the organization could be a sign of instability.  Be 
prepared for any unexpected layoffs. 
 
If you receive a less than satisfying performance review find out what you can do to improve.  
Take heed to the feedback you receive from your supervisors, this is how others perceive your 
work behavior.  Try to make modifications to become more valuable to your company and to 
position yourself for future opportunities.  If the performance review calls for immediate changes 
or your job is in jeopardy, you may want to start to prepare a job search.  At the same time you 
are improving your work performance, you should start strategizing your next position, just in 
case you don’t meet the requirements.  If you suddenly feel tension between you and your boss, 
management no longer asks for your input, or you feel you are losing status…you probably are.  
If you think you are being forced out of a position, take action and manage your time wisely to 
get another job before you get fired. 
 
If you did not get a salary increase based on performance, or your bonus was below 
expectations…you need to understand why.  Is the company freezing wages or were you the 
only one not getting a raise?  If you were singled out, see what you need to do to get the 
increase and start organizing your next job search for more money opportunities, if that is 
important to you.  Don’t ignore these warning signals, the sooner you take action, the better 
chance you will have to secure new employment before you have to make a change.  
Awareness brings control, so pay close attention to your surroundings and keep managing your 
career. 
 
Some people get involved in a certain industry or position purely by accident and then never 
question what they really wanted to do.  Now is the time to ask yourself…how did I get where I 
am, do I really like the path I have chosen, do I want to do something else?  There are so many 
types of professions, positions, industries and career choices that anyone can live their dreams. 
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EXERCISES AND WORKSHEETS 

Worksheet 1:  Financial Statement 

List all sources of Income 30 Day Income 60 Day Income 90 Day Income
Unemployment Benefits
Severence Pay
Vacation Payout
Spouse's Income
Child Support
Stock/Mutual Funds
Garage Sale
Roommate Income
Other

Total Income -$                            -$                           -$                                  

List all Expenses Monthly Expenses Reduced Spending New Budget
Rent or Mortgage
Water
Gas
Electricity
Telephone
Cellular Phone
Cable TV
Internet Connection/Access
Health Insurance
Home Insurance
Auto Insurance
Food 
Taxes
Auto Loan
Credit Card
Credit Card
Credit Card
Other Loan
Clothing
Entertainment
Transportation
Other  

Total Expenses -$                            -$                           -$                                  
Cash Flow -$                           -$                          -$                                 

Subract the total expenses from the total income to determine a positive or negative cash flow
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Exercise 1:  Who am I really? 

If I could do anything, what would I do for a career? 
If you could do any job (which you can) what would it be?    
 
 
 
What professional activities / tasks do you enjoy doing? 
Example:  Working with people, planning activities, presentations, writing, etc. 

 
 
 
What professional activities / tasks would you like to perform? 
Example: Supervising, engineering, editing movie films, etc. 
 
 
 
 
What do you enjoy doing for pleasure? 
Example: Hiking, painting, watching football, video games, reading, etc. 

 
 
 
 
What skills have you fully developed and rely on most often? 
Example:  Customer Service, Quality Control, technical writing, artist, etc. 

 
 
 
 
What do you want to do? 
Example:  Play in a band, build bridges, decorate houses, be my own boss, etc. 

 
 
 
 
What industries would mix your skills and pleasure interests? 
Think out of the Box!  You may have computer skills but love movies.  Why not consider the movie industry, working as a 
technician while you learn the business. 
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Exercise 2: What is my Ultimate Job? 

What specifically do I want to do?  Be responsible for?  Change Careers to become?  
Secure a position in IT Management, become a teacher, become a property manager in 1 year, etc. 
 

Where do I want to work? 
Walking distance, relocation, downtown, in a hospital, near a mall, near the school, etc. 
 

What size company do you desire? 
0-50 employees, 1000-5000 employees, >$10 million revenue, >$2 billion revenue, etc. 
 

What market / industry do you want to target? 
Nursing, IT management, child development, teaching, financial, etc.   
 

What is your required salary range? 
Note the lowest salary you will consider, and optimum salary goals. Include bonus and benefits. 
 

How many hours do you want to work/ attend school per day? 
Full time position, 40 hours per week while attending nursing school part time in the evenings 
 

Will you travel?  Relocate? 
If willing to travel, note what % of time?  If relocation, what would the criteria be?  (moving expenses, etc.) 
 

What other requirements would you like to include for your perfect position? 
There’s a position for my wife at the same company, 401K matches, specific benefit requirements, etc. 
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Exercise 3:  Formalizing Ultimate Job Objective 

Position Objective 
“To secure a position as a technical writer within a software development organization that specializes in health care solutions.  
Work best in a team oriented atmosphere where everyone strives to succeed.  Would eventually like to become a software 
developer in which formal education is currently being pursued.” 
 

Company Objective 
“Desire a position within a company who’s primary focus is the development of Health Care solution software.  Would prefer to 
work for a fortune 500 company, with annual revenues of $1 billion.” 
 

Location 
“Willing to relocate and/or travel up to 50%” or “ Prefer North-West Phoenix or North Scottsdale areas.” 
 

Benefits 
“Require standard health care offerings, medical, vision, life, and dental.  Immediate 401K qualifications with employer 401K 
match of 50% after 1-year employment.  Two weeks vacation time after one year, and sufficient personal time allowance.  All 
holidays paid.” 
 

Schedule 
“Prefer to work a full/day time position.  Will consider contract position depending on offer.” 
 

Ultimate Salary Desired Salary Acceptable Salary Minimum Required 
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Exercise 4:  Prioritizing Job Criteria 

 
STEP1:  COMPARE  

Criteria 1 Criteria 2   
Position Location   
Position Company Size   
Position Industry   
Position Money   
Position Travel   
Position Timeframe   
Position Working Hours   
Position Bonus   
Position Benefits   
Location Company Size   
Location Industry STEP 2:  RESULTS 
Location Money Criteria Total 
Location Travel Position  
Location Timeframe Location  
Location Working Hours Company Size  
Location Bonus Industry  
Location Benefits Money  

Company Size Industry Travel  
Company Size Money Timeframe  
Company Size Travel Working Hours  
Company Size Timeframe Bonus  
Company Size Working Hours Benefits  
Company Size Bonus STEP 3:  PRIORITIES 
Company Size Benefits Priority 1. 

Industry Money Priority 2. 
Industry Travel Priority 3. 
Industry Timeframe Priority 4. 
Industry Working Hours Priority 5. 
Industry Bonus Priority 6. 
Industry Benefits Priority 7. 
Money Travel Priority 8. 
Money Timeframe Priority 9. 
Money Working Hours Priority 10. 
Money Bonus  
Money Benefits  
,Travel Timeframe  
Travel Working Hours  
Travel Bonus  
Travel Benefits  

Timeframe Working Hours  
Timeframe Bonus  
Timeframe Benefits  

Working Hours Bonus  
Working Hours Benefits  

Bonus Benefits 
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Worksheet 2:  Personal Career Evolution Hierarchy 

PRIORITIES IN ORDER MEASURABLE GOALS (MILESTONES) 

   
   
   
   
   

 
 
Ultimate Job 
 Self Actualization 
 Fulfills Long Term Goals 

 
Goal: 

 

Valuable Job 
 Self Esteem 
 Fulfills Career 

Satisfaction 
 
Goal: 

 

Compatible Job 
 Sense of Belonging 
 Adds Value to Career 

 
Goal: 

 

Security Job 
 Safety 
 Pays the bills 

 
Goal: 

 

Bio Job 
 Survival 
 May Need 2 Jobs to Pay 

the Bills 
 
Goal: 
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Worksheet 3:  Task Identification (Gap Analysis) 

Priority Category Ultimate Job Requirements 100% >0% 0% 

 Education 

    

 Experience 

    

 Job Skills 

    

 Professionalism 

    

 Job Search 

    

 Finances 

    

 
 

96 



 

Worksheet 4: Work Plan / Schedule 

Short Term Week # Long Term Week # 
 Task  

             
Priority Task 

1 2 3 4 5 6 7 8 9 10 11 12 24 35 40 45 50
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Daily Activity Worksheet 

Date:  

PRIORITIES  
6.  6.  

12.  7.  

8.  13.  8.  

9.  14.  9.  

 

10.  15.  

 

10.  

U 
V 
C 
S 
B 

 
OTHER SCHEDULED ACTIVITIES 

PRIO 
 

TIME 11.  
 

7.  

 
Target Research Action Networking (Type 1 Personal)(Type 2 Professional)(Type 3 Potential) 
Prio Target Company Opportunity Date 

Posted Resume Cover 
Letter Sent Frmt Typ Name / Title Contact Information X Follow 

Up Due 
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Are you unemployed, on a list to be laid off, or simply 
feel that the career you’re in is not the one you want? 
 
 
The Search is ON, A Job Hunter Guide is one of the best, most versatile job search 
references available today.  It integrates industry standard project management 
disciplines with the latest job search tools and techniques to provide anyone in search of 
a new career with everything they need to succeed.  This guide offers proven 
recommendations for organization, finance management, planning, and working toward 
securing a desired job at any level. 
 
 
Written by Barb Petrauschke, a PMI certified project manager, and Tory Soli, founder 
and managing partner of I.T. Staffing Services, The Search is ON, A Job Hunter Guide 
combines over twenty years of project management experience with over twenty years 
of sales and recruiting experience to document not only the current technologies and 
references available, but also processes and worksheets needed to organize to 
succeed.   
 
 
The Search is ON, A Job Hunter Guide helps to identify goals, develop a strategy, 
establish a work plan detailing specific tasks, and a schedule for completing each task.  
It also provides all the reference materials, job search technologies, and 
recommendations for actual job search activities.  These include, but are not limited to: 
 

• Finances 
• Job Boards 
• Working with Staffing Agencies 
• Resume Writing 
• Networking – Making those difficult calls 
• Interviewing 
• Negotiating the Offer 

 
 

 
This guide is a must for anyone in search of a new 
career adventure! 
 
 
 
 
Copyright © 2003 I.T. Staffing Services, LLC.  All rights reserved.  No part of this book, 
including interior design, cover design, may be reproduced or transmitted in any form, by 
any means (electronic, photocopying, recording, or otherwise) without the prior written 
permission of I.T. Staffing Services, LLC.  
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