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			INTRODUCTION

			Looking for a job today is more difficult than it’s ever been. I’ve been helping people find jobs since 1973 (before fax machines…and those were going to “revolutionize” looking for a job). Back then, companies ran ads in the local newspaper to attract good candidates. People mailed their résumés. They telephoned employers—the phones were black with a dial—and got interviews and tried to get the job.

			Obviously, things are a lot more complicated today. The internet has revolutionized the way we look for a job. The global economy affects us all. The distance between a job candidate and the job itself is farther away than it has ever been, and there are more hurdles and hoops that a job candidate has to jump over and jump through. Finding a job is harder than ever.

			There are thousands of books, including mine, articles, online programs, and advisors that provide information about getting a job in today’s market. I’ve interviewed more than 29,000 job candidates and personally found jobs for more than 11,000 of them on a one-on-one basis. I am asked all the time, “Tony, what’s the one most important rule about___________?” The blank could be filled in with any of these words: preparing for a job search, when I should start my job search, looking for a job when you have one, résumés, sending your résumés, to whom I should send the résumés, who I should call, what I should say, when I should interview, how I should interview, and so forth.

			With this in mind, I thought it would be appropriate to write about today’s job search “rules.” A short, to the point book of job search rules is in order. These are the most important rules of each subject my candidates and I follow to find jobs. Volumes can be written about some of the subjects, for instance, résumés. I offer the most important rules about résumés, but if your résumé is working for you, you may not need the advice. The purpose of this book is to give quick, right to the point rules of a job search. If the reader is following some of the rules, they can simply check them off and move on to others. If they’re not following some, they need to get the message and change what they can.

			 

			The purpose of this book is to be a short, quick guide to the 101 rules for a successful job search.

		


		

			PART ONE
RULES FOR PREPARATION

			There are no secrets to success. It is the result of preparation, hard work, and learning from failure.

			–Colin Powell

			1.	PREPARE YOURSELF FOR THE EMOTIONAL STRAIN OF A JOB SEARCH.

			The first big “shock” most job seekers confront is the emotional strain of having to look for a job. Next to death of a spouse, death of a child, or death of a parent (coupled with divorce), the fourth most emotionally stressful thing people do is look for a job. That first shock is amplified even more if a person lost a job unexpectedly. Being laid off or fired abruptly, without knowing in any way that it is coming, makes things even more difficult. For some reason, most job candidates don’t expect an emotional roller coaster. They have a tendency to think that the other guy is going to have emotional ups and downs, but not them. 

			The first step is to expect emotional strain. Recognize that there are going to be phenomenal emotional peaks and valleys. Expect to go from sad to mad to encouraged to deflated to in control to powerless to courageous to scared to energized to exhausted…all in one day. Then, you will wake up the next day and repeat the cycle. The cycle itself can be exhausting.

			There is very little you can do to avoid the emotional strain. In fact, if you don’t experience it you’re probably not committed enough to finding a job. However, you can manage the emotional ups and downs. If most all of the rules laid out are followed, even the rules that don’t seem “emotional,” a job seeker’s confidence will be so strong  that the impact of the emotions will be minimal.

			 

			2.	WORK ON YOUR ATTITUDE. READ AND LISTEN TO MOTIVATIONAL STUFF EVERY DAY.

			One of the most difficult challenges in a job search, especially in today’s market, is maintaining a positive attitude. Rule #1 is the foundation of a negative attitude. Unfortunately, the majority of things that happen to job seekers are negative. You send 100 résumés and get absolutely no response except rejection emails. You are told by a friend that you’d be perfect for the opening they have in their company and never hear from him. You are told in an initial interview that you are perfect for the job and never get called back. You are told you are going to get a job offer and then you never hear from the company or the hiring authority again. In fact, my estimate is that there are fifteen of these types of negative things that happen for every positive event. 

			It wouldn’t hurt for a job seeker to read the following every day. It was written by one of my first teachers, Jim Rohn:

			 

			The process of human change begins within us. We all have tremendous potential. We all desire good results from our efforts. Most of us are willing to work hard and to pay the price that success and happiness demand.

			Each of us has the ability to put our unique human potential into action and to acquire a desired result. But the one thing that determines the level of our potential that produces the intensity of our activity, and predicts the quality of the result we receive, is our attitude.

			Attitude determines how much of the future we are allowed to see. It decides the size of our dreams and influences our determination when we are faced with new challenges. No other person on earth has dominion over our attitude. People can affect our attitude by teaching us poor thinking habits or unintentionally misinforming us or providing us with negative sources of influence, but no one can control our attitude unless we voluntarily surrender that control.

			No one else “makes us angry.” We make ourselves angry when we surrender control of our attitude. What others may have done is irrelevant. We choose, not they. They merely put our attitude to a test. If we select a volatile attitude by becoming hostile, angry, jealous, or suspicious, then we have failed the test. If we condemn ourselves by believing that we are unworthy, then again, we have failed the test.

			If we care at all about ourselves, then we must accept full responsibility for our own feelings. We must learn to guard against those feelings that have the capacity to lead our attitude down the wrong path and to strengthen those feelings that can lead us confidently into a better future.

			If we want to receive the rewards the future holds in trust for us, then we must exercise the most important choice given to us as members of the human race by maintaining total dominion over our attitude. Our attitude is an asset, a treasure of great value, which must be protected accordingly. Beware of the vandals and thieves among us who would injure our positive attitude or seek to steal it away.

			Having the right attitude is one of the basics that success requires. The combination of a sound personal philosophy and a positive attitude about ourselves gives us an inner strength and a firm resolve that influences all the other areas of our existence.

			 

			I suggest job seekers, or anyone, for that matter, be constantly reading positive, motivational books and listening to positive CDs, podcasts, and TED Talks. Fifteen to thirty minutes of this kind of reading every day as part of your routine makes all the difference in the world.

			 

			
					
•	Acres of Diamonds by Russell Conwell and Robert Shackleton

					
•	As a Man Thinketh by James Allen

					
•	Awaken the Giant Within by Tony Robbins

					
•	Beyond Strength: Psychological Profiles of Olympic Athletes by Steven Ungerleider and Jacqueline M. Golding


					
•	Blink by Malcom Gladwell

					
•	Devotional Classics by Richard J. Foster and James Bryan Smith

					
•	Don’t Sweat the Small Stuff by Richard Carlson

					
•	In Pursuit of Excellence by Terry Orlick

					
•	In the Zone: Transcendent Experience in Sports by Michael Murphy and Rhea A. White

					
•	The Inner Athlete by Dan Millman

					
•	Inward Bound by Alexander Everett

					
•	Man’s Search for Meaning by Viktor E. Frankl

					
•	Psycho-Cybernetics by Maxwell Maltz

					
•	The Purpose Driven Life by Rick Warren

					
•	Selling the Invisible by Harry Beckwith

					
•	The Seven Spiritual Laws of Success by Deepak Chopra

					
•	Stumbling on Happiness by Daniel Gilbert

					
•	Switch: How to Change Things When Change Is Hard by Chip Heath and Dan Heath

					
•	The 7 Habits of Highly Effective People by Stephen R. Covey


					
•	The Achievement Zone by Shane Murphy

					
•	The Book of Five Rings by Miyamoto Musashi

					
•	The E-Myth by Michael E. Gerber

					
•	The Gift of Adversity by Norman E. Rosenthal

					
•	The Inner Game of Tennis by W. Timothy Gallwey

					
•	The Intention Experiment by Lynne McTaggart

					
•	The Job Search Solution by Tony Beshara

					
•	The Laws of Spirit by Dan Millman

					
•	The Magic of Thinking Big by David J. Schwartz

					
•	Way of the Peaceful Warrior by Dan Millman

					
•	The Power of Positive Thinking by Norman Vincent Peale

					
•	The Richest Man in Babylon by George S. Clason

					
•	Talent Is Overrated by Geoff Colvin

					
•	Outliers by Malcom Gladwell

					
•	Drive by Daniel H. Pink

					
•	Predictably Irrational by Dan Ariely

					
•	Presence by Amy Cuddy

					
•	Wooden on Leadership by John Wooden

					
•	Willpower by Roy F. Baumeister and John Tierney

					
•	Flow by Mihaly Csikszentmihalyi

					
•	Great by Choice by Jim Collins and Morten T. Hansen

					
•	How We Decide by Jonah Lehrer

					
•	Nerve by Taylor Clark

					
•	Subliminal by Leonard Mlodinow

					
•	PEAK, Secrets from the New Science of Expertise by Anders Ericsson and Robert Pool

					
•	Make Your Bed by Admiral William H. McRaven

			

			 

			Spiritual books, like the Bible, the Koran, The Bhagavad-Gita, Tao Te Ching, books of prayer, and so forth, are also excellent.

			I would recommend “Horatio Alger”-type stories, like those of Helen Keller and Colonel Sanders, or any inspirational stories that talk about lessons people learn by living and succeeding in a terribly “unfair” world. Stories about people overcoming a fear or insurmountable odds to triumph in the end inspire us all.

			 

			Recommended Authors of CDs

			Jim Rohn, Norman Vincent Peale, Anthony Robbins, Phil McGraw (Dr. Phil), Dennis Waitley, Brian Tracy, Zig Ziglar, Wayne Dyer, Dan Millman, Steven Covey, Dan Pink, Pema Chodron, Brené Brown, Carol Dweck, Jack Canfield, Ron Clark, and Michael Gerber

			 

			TED Talks

			If you haven’t discovered these already, you should know they are well worth exploring. There are thousands of them and most of them are phenomenally uplifting. They are easy to get hooked on. Just Google “TED Talks.” One or two a day of the right kind of talk will keep your spirits up. (Especially: The Principles of People Who Love Their Job and Their Career.)

			 

			3. 	MANAGE THE PROCESS. YOU WON’T HAVE TO WORRY ABOUT THE RESULT.

			Coach John Wooten, the legendary UCLA basketball coach, famously taught that “If you manage the process, you don’t have to worry about the score.” Most solid businesses operate with the same principle. The same is true with the job search. You can’t control getting a job offer. You can control the right steps it takes to get a job.

			Just thinking about “getting a job” is way too overwhelming. Thinking about doing all of the steps in the process of getting a job and doing them well is quite manageable. Writing an effective résumé is manageable. Getting that résumé in the right hands of the people may really need your skills is manageable. Calling or emailing potential employers with compelling emails and effective voicemails is manageable. Contacting the hundreds of people you need to contact in order to get an interview is manageable. Designing an effective LinkedIn profile is manageable. An effective initial interview is very manageable. Effective follow-up interviews are manageable. Getting and negotiating a job offer is very manageable.

			If you manage the process…you don’t have to worry about the result.

			 

			4. 	PREPARE FOR REALITY. IT’S GOING TO BE A LOT HARDER THAN YOU THINK.

			There are millions of out-of-work people in the United States who just plain quit looking for a job. I contend that the majority of the reason this happens is that they are so emotionally stressed out, they resort to doing nothing at all or go through minimal motions in looking for a job. They are scared and often depressed. 

			There are going to be setbacks after setbacks after setbacks. You are going to have to work harder than you ever imagined just to get an interview. Simply sending a résumé to a job posting isn’t going to get you an interview. When you get an interview, you’re going to be shocked at the number of people you’re going to be competing with. When you think you’ve interviewed phenomenally well and you’re told you will get a call back, you hear absolutely nothing. You wait by the phone expecting the call you were told you were going to get, and it never comes.

			The lesson is to be prepared for tons of setbacks and more hard work than you ever imagined. Prepare to be discouraged, disappointed, lied to, dumped on in about every way you can possibly imagine. (I even run into candidates all the time who have been scammed by folks who claim that if you send them $5,000 they will “expose you” to the hidden job market. There is no such thing.) I knew one candidate, not too long ago, who realized that the negatives were going to be 10 or 15 to 1 relative to the positives, so he kept counting the negative events. His rationale was “every negative is one more step towards a positive.” Not a bad approach.

			 

			5. 	QUIT WHINING AND GET OVER IT. LIFE ISN’T FAIR.

			Interviewing and hiring are staged, contrived events. But, as Churchill said about democracy, it’s “the worst form of government, except all those others that have been tried from time to time.” The kind of interviewing and hiring process the business world has adopted is the best we’ve got.

			Candidates complain that hiring authorities ask very unfair questions that have nothing to do with the job (i.e., “Why are manholes round?” and “What is one thing about you that you don’t want me to know?”) and employers get hung up on one or two answers that aren’t the way they would answer the question (i.e., define “consultative selling”). We have seen candidates and hiring authorities get hung up on the smallest, silliest things that really have nothing to do with a candidate’s ability to do the job or the quality of a job opportunity.

			There is no sense in getting mad or disappointed about things like this. When they happen, the situations are unfair—not right, just unfair—but, so is life. Get over it and move on. You’ll hardly ever rectify or change the situation. Accept what you may not understand and move on. If you get stuck in the emotional rut of the interviewing and hiring process being unfair, or even try to understand it, it will get in the way of an effective job search. Get over it!

			 

			6. 	PRACTICE CALMING THE SPIRIT.

			Having done this since 1973, I guarantee you that there is a spiritual side of looking for a job that is tremendously overlooked. Those of us who believe in a relationship with God are profoundly aware of the spiritual encounter, but even those with more of a secular, humanistic “connection” with “the universe” will benefit from spiritual practice.

			Looking for a job is a tremendously emotional endeavor. It is an emotional roller coaster. Enduring it is easier for those who practice spiritual giving. Here are some of the things that I’ve learned from candidates and employers along the way. 

			 

			
					
•	Be nice. Even when other people aren’t. You are going to experience a tremendous amount of rejection and frustration. Focus on being nice when they don’t feel like it.

					
•	Create flow. Clean out your garage, your attic, your car, your office. “Stuff” blocks flow. Put things in order. Remember, external order creates internal calm.

					
•	Practice forgiveness, especially when other people are rude and what you perceive to be mean. Forgive those who put you on hold, forget about you, tell you they’re going to get back to you and don’t, and so on. Send an email to an old nemesis forgiving them.

					
•	Start an intentions or prayer list. Pray for those who are less fortunate than you. Be specific about the individuals, even people you don’t know. Write their names down. Hopefully, others are doing the same for you.

					
•	Volunteer. At soup kitchens, Habitat for Humanity, and so forth. Give time to those less fortunate than you.

					
•	Be grateful. Every morning when you wake up and at night before you sleep, acknowledge every blessing you have regardless of every difficulty and challenge.

					
•	Seek peace. Spend 10 or 15 minutes twice a day quietly sitting alone getting in touch with your feelings and thoughts. Just let them flow.

					
•	Pray. Even if you don’t believe in it, prayer works.

					
•	Meditate. Not far off from “seeking peace” is meditation. It’s the practice of clearing the mind and finding that gap between conscious and subconscious.

					
•	Let go. Envision an image of what bad feelings look like. Put them up close to your face in color and then send them far out into the horizon. As they go out further from you, turn their color into black and white, and as they become a small speck, drop them in the ocean. Do this five times with each difficult thought or emotion and you’ll be amazed at the relief.

					
•	Journal. Simply sit down and write out your thoughts and feelings of the day. A spiral notebook is fine, just date every entry. The entries don’t have to be long. One or two sentences might be fine for an uneventful day. A day full of angst or excitement, positive or negative events, may need more than just a couple of sentences. Reviewing these from time to time “objectifies” our emotions.

					
•	Fast. This is a great sacrifice and it leads to a tremendous number of other disciplines. It may sound like a big deal, but fasting only one day a week isn’t really that hard. Make sure that you are healthy enough to do this and consult your doctor if you think you should try it.

			

			 

			7. DEVELOP RITUALS AND ROUTINES.

			I can’t tell you how important it is to maintain a daily routine. Even a highly regimented schedule while looking for a job is best. There is so much doubt, uncertainty, and fear involved in looking for a job that a highly regimented schedule gives you the comfort of process. Focus on the process of getting a job rather than just the result. Focusing on the result of getting a job, by itself, is too difficult to do, but focusing on the process of getting a job—doing all the things you need to do to get a job—is much more controllable.

			I recommend that, if you’re out of work and able to look for a job full-time, which sometimes gives you a lot more focus than having to look for a job while you’re keeping one, develops a strict daily routine that you can religiously follow. For instance, wake up every morning at exactly the same time, dress in business attire just as though you were going to a job, and lay out a structured day.

			A highly regimented schedule saves time for thinking and allows the job seeker to focus energy on the most important aspect of the job search, getting and performing well on interviews. Set aside the first two or three hours of the morning, when you don’t have interviews, to cold calling and sending résumés, as well as following up those résumés with phone calls and e-mails. Try to schedule interviews at about the same time every day.

			There are numerous standard computer programs that provide a great daily calendar, and they are very easy to use. A calendar creates a situation where you don’t have to rely on your memory. Worrying about the things you need to remember uses a tremendous amount of emotional and physical energy.

			Over the past number of years, various researchers have shown that making conscious decisions—any kind of conscious decision, from “Which shirt should I wear?” to “What should I eat?”—tires your brain, like getting muscle fatigue from exercise. Following a daily routine keeps you from having to make conscious decisions about trivial things that tire out your brain and deplete energy you need for the most important things, such as getting and doing well on interviews. Even having the same thing for breakfast every morning helps.

			Develop a very strict routine and save your emotional and mental energy for the most important things in your job search.

			 

			8. SET GOALS, DAILY AND WEEKLY.

			Looking for a job is hard enough, but if you don’t set daily and weekly goals, it’s going to get much harder. Looking for a job, even if you have one, is such a multifaceted beast that people have to set daily and weekly goals. I emphasize process, as you will learn, and part of the job search process is to be meaningful and will center around goals.

			Setting goals is really simple and most people want to overlook it in order to get to “what matters,” like interviewing and getting a job. The daily and weekly goals, recited daily as affirmations, become part of the systematic approach to getting a job.

			In short, goals need to be: S.M.A.R.T. It’s a very old adage that works. Goals need to be Specific, Measurable, Attainable, Realistic, and Trackable. They need to be stated in the personal present tense, with as much sensory language as possible. There are 14 million articles about goals if one Googles “how to set goals.” You certainly don’t need to read 14 million, but a few of the very first ones will suffice to get the hang of it. A sample goal in your job search, if you are looking for a job full-time, would be something like this:

			 

			“It is Monday of the second week of my job search. I see myself making twenty ‘cold calls’ this morning to connect directly with people I know. I hear myself leaving an excellent, well-scripted presentation of myself to prospective employers. I hear the phone ring as at least 10% of them call me back inquiring about my experience. I feel the wonderful feeling and excitement about them making a face-to-face appointment with me.”

			 

			I’m quite certain you get the hang of it. There should be no more than ten goals like this and they should be just as specific.

			 

			9. RECITE AFFIRMATIONS DAILY.

			As people set goals, they need to turn those goals into affirmations. This is a matter of taking four or five of these goals and turning them into affirmations that one recites every day, “embedding” those instructions into the subconscious. 

			This is really simple to do. It’s simply a matter reciting your goals out loud every day (after you pray and meditate). So you cannot only hear them, but even feel them.

			 

			10. LOSE WEIGHT AND GET FIT.

			This is one of the most difficult and challenging rules to deal with. It gets personal with lots of people, and they often get not only uncomfortable, but are insulted by this rule. Honestly, it is often very difficult to implement.

			It is so easy when a person is going through an emotionally stressful experience, like looking for a job, to begin to neglect lots of personal disciplines. It’s very common for job seekers to express their emotional strain by overeating and gaining weight. It could happen so fast, one bite at a time, especially comfort foods that add weight. And then, what’s even worse, their clothes begin to look tight because they’ve gained weight. It is really easy to scoff about this idea, but it happens so very often that we needed to make a rule about it.

			It is even a better idea to get physically fit. In days of uncertainty and fear, especially if you are out of work, the discipline of exercise and getting into shape is one of the best things you can do. Consistent, daily, or at least three times a week exercise programs are another great way to develop rituals that carry over into interviewing to getting hired.

			 

			11. 	THE JOB MARKET IS GETTING BETTER (ONLY IF  YOU THINK SO).

			It’s a great time to find a job:

			 

			
					
•	Low unemployment (4.4%)

					
•	Companies have money on the side

					
•	Corporate profits are up

					
•	Workers are returning to the workforce faster than anticipated

					
•	24% of employers in the U.S. plan to increase staff in the next year (Manpower Employment Outlook Survey—Q3 2016)

					
•	Opportunity to brush up on soft skills, such as decision-making, self-motivation, leadership skills and teamwork skills, tap into your network, focus more on your job search

					
•	Wages rose 4.7% over the last year, whereas the increase from 2009 through the end of 2013 averaged only 3.1%. That falls short of the 6.1% average gain from 1980 through 2007, but it still represents a significant improvement (Bureau of Economic Analysis)

			

			 

			12. 	THE JOB MARKET IS GETTING WORSE (ONLY IF  YOU THINK SO).

			 

			It’s a lousy time to find a job:

			 

			
					
•	62.9% labor participation rate (lowest level since 1977)

					
•	Compliance issues cause companies to lose focus on hiring

					
•	There are so many compliance laws that businesses are constricting

					
•	Corporate taxes at 35% and companies moving overseas along with the jobs

					
•	Wages are falling because there’s lots of competition

					
•	Middle class is losing ground and getting hallowed out

					
•	America is going part-time, and not because it’s fun

					
•	Union wages are harder to come by

					
•	Inequality is getting worse, in that salary gaps between men and women are increasing 


					
•	Entrepreneurship has declined in the past six years

					
•	Ballooning student loan debt

			

			 

			13. 	PEOPLE ARE A PAIN IN THE ASS AND THEY’RE ANNOYING. THEY DON’T CARE ABOUT YOU. THEY ARE SPIRITUAL BEINGS ACTING HUMAN.

			It was Pierre Teilhard de Chardin, the Jesuit philosopher, who wrote, “We are not human beings having a spiritual experience. We are spiritual beings having a human experience.” In the everyday world, our human experience and being human seems to grossly overshadow our desire to reach the higher level of spirituality. In fact, people are a pain in the ass. And so are you!

			Unfortunately, most people in a job search are going to painfully “experience” the human side of lots of people—the pain in the ass side. And that human side ranges anywhere from insensitive to downright rude. These are the people, hiring authorities, interviewing authorities, even friends of yours, anyone you encounter in the job search, who don’t return your calls, leaving you hanging with the statement, “We’ll get back to you” and never do. Or they tell you what they think at the moment that turns out to not be the truth (lie!), like, “You’re perfect for this job…” and then after the interview, perpetual silence.

			You know that you are vulnerable; looking for a job is very emotional and difficult. You are sensitive to what people tell you and how they treat you and often, it just isn’t nice. It’s very hard to deal with and almost impossible to understand from your point of view. You are sensitive, oftentimes downright afraid. You take it all personally.

			By recognizing that these people are spiritual beings acting human, it will be easier for you to be kind, patient, understanding and even forgiving. Your anger and frustration is understandable. Realize that these people are often bumbling through their lives the way many others, including you, are. They really only care about themselves and running a successful business. They only care about you to the extent that you can help them run their business and be successful. 

			By recognizing that they are “acting human” you will feel better. It might make you more sensitive to the times that you are more human than spiritual.

			 

			14. 	TAKE MASSIVE ACTION. HOPE IS NOT A STRATEGY. ACTION CONQUERS FEAR.

			I’m continually amazed how lackadaisical and reactive job-search candidates are. For most folks about the most proactive thing they do in a job search is call a few of their friends, acquaintances, a recruiter or two and then, the ultimate job-search activity—send résumés over the internet. They send and hope, send and hope, hope and send, and send and hope. Hope is not a strategy! And then they tell me that they’re looking for a job really hard.

			The most successful job seekers are the ones who are very, very proactive. They don’t just “send” a résumé to a company. They pick up the phone and call the manager of the department that they would be applying to, present themselves as a job candidate, and actually ask for a face-to-face interview. They don’t sit and wait for the phone to ring. They pick up the phone and they call at least 35 to 40 people a day—people they know and people they don’t know—and make a presentation on themselves to a hiring authority while asking for a face-to-face interview. They leave voicemails with a great presentation about themselves and encourage the potential hiring authority to call them.

			These people will find LinkedIn connections to people and organizations they would like to interview with. They call these connections and ask for support to get an interview. They will actually sit in the lobby of a hiring authority’s office unannounced and try to get an appointment with him or her. They do whatever they can to make as many contacts and get as many interviews as possible. And they don’t stop even when they get rejected and refused. 

			They realize that getting refused and rejected is simply a “no.” They know that they will have to get 15 to 20 “no” answers before they get a “yes.” It’s nothing personal; it simply means that someone else is going to get the opportunity to hire them. I know some of these candidates who actually count the “no” responses and celebrate them knowing that they are one more “no” toward a “yes.”

			These kinds of candidates push to get themselves interviews. Once they do, they prepare themselves extremely well for the interview. They practice the presentation of themselves so they have it down to as close to perfection as they can get. They are aware of their strengths and weaknesses in the eyes of the hiring authority. They sell themselves to their strengths and are aware of their own vulnerabilities. They sell their features, advantages, and benefits. They end each interview by asking the interviewing authority their opinion about how they stack up with the other candidates being interviewed, if the hiring authority has any concerns about their ability to do the job, and then they ask the most important question, “What do I need to do to get the job?”

			These people are relentless in getting as many interviews as they can even though they think they might be getting offers. They proactively follow up every interview with not only a thank you but a summary of the interview and a phone call to the hiring or interviewing authority thanking them for their time and asking for a follow-up interview.

			These kinds of candidates never stop focusing on the process, the proactive process of getting initial interviews, performing well on the initial interviews, getting follow-up interviews, performing well on all follow-up interviews, making themselves unique in the eyes of the interviewing or hiring authority, and then asking for a job. They are always in control of numerous interview cycles. They follow this process over and over and over until they find a job they really like.

			 

			15. DON’T QUIT YOUR JOB!

			This is a rule that many people have to learn the hard way and then, it’s way too late. I can’t tell you the number of people over the years who just plain got fed up with what they were doing and, worse, thought anyone in their right mind would hire them. They thought that a new job would be easy to find so they quit their job. They find out five or six months later that quitting a job before they had another one was a really big mistake.

			Lots of people have a tendency to “read their own press clippings.” They have a tendency to think that because they’ve had such a meteoric rise where they are, or that they’re doing so well at their own firm, every company out there in their right mind would want to hire them. They really have no idea what the job market is like and since they are often listening to their spouses, friends, relatives, and so forth, who are telling them that the “sun rises and sets” with them, they quit their job. Unless they get incredibly lucky, it is something they’ll wish they had never done.

			So, unless your current job gets totally untenable, such as if you can never interview because you travel 100% of the time, don’t quit your job unless you have a new one.

			 

			16. START NOW.

			Don’t put off starting a job search. Often, when people are let go from their job, the first thing they do is to “take time off” to relax and unwind. The longer they do this, the harder it is to start a job search. In fact, people who begin their job search right away after they get laid off find a job, on average, six weeks faster than those people who do not. It is simply just too easy to relax, take a trip, visit family, and get into a groove of doing nothing towards looking for a job. The longer it goes, the more likely it is to continue; weeks become months and pretty soon the candidate is having to explain what he or she has been doing the last six months. Saying to a prospective employer something like, “Well, I took the last six months off to decompress after my job ended,” is a kiss of death. The employer thinks, “Well, if this person can afford to take six months off without a job, they must not need a job very badly and if I hire them, they might be here six weeks and just decide to take more time off…pass!”

			If people need a little time to “clear their head,” the best way is to start planning a job search immediately when they need to. It’s better to find a job and then take a short vacation before the job starts. But, if it’s absolutely necessary to spend a little time relaxing, initiate a job search plan and take three or four “first steps,” and then take a few days off (never more than three or four) and get back to the job search.

			As I mention often, the momentum of taking “massive action” with a high sense of urgency propels the most successful job searches.

			 

			17. GET “GRIT.”

			Psychologists, in recent years, have studied the relationship between persistence and creative achievement and have cited that most creative people have a phenomenal ability to stick with their work in spite of all the difficulties and challenges they face. The technical term used for this trait is grit.

			It made me realize that one of the reasons we have so many people in America who actually just give up looking for a job when they need one is that they lack grit.

			Many of these people who give up looking for a job just plain don’t know what to do. After talking to a few friends and family they resort to hitting the send button with their résumé attached, thinking that is the work of “looking for a job.” Grit in looking for a job has to do with developing a job search strategy and executing on that strategy no matter how hard or difficult it may be. It is putting up with the ups and downs of the job search: the rejection, the refusal, the not getting called back, being told you’re the “best candidate” and then never hearing from the folks who told you that. Grit is what it takes to keep on keeping on, in spite of setbacks. 

			Grit is focusing on the process and not worrying about the results, even when it’s emotionally difficult. It is making one more call after 15 or 16 rejections in a row. It’s overcoming the downright depressive, rejected feeling when you don’t get hired to give you the moxie to immediately go to another interview.

			 

			Get grit by:

			 

			
					
•	Encouraging a growth mind-set. Individuals with a growth mind-set believe intelligence and talent can be developed through hard work and dedication. By contrast, those with a fixed mind-set believe a person’s most basic abilities are fixed traits.

					
•	Perseverance (perseverance is the pursuit; grit is the trait).

					
•	Hard work. Like pushing yourself to make 10 more cold calls about yourself, right after you have been rejected.

					
•	Drive to improve. Get better at what you do daily. Get more interviews. Interview better. Follow up on those interviews better. Drive to improve.

					
•	Self-regulating. Don’t let others take your “power” away from you.

					
•	Pushing yourself. If you don’t end the day feeling mentally and emotionally depleted, you probably haven’t worked very hard.

					
•	Focusing. Focus on what you can control and mentally and emotionally let go of the things you can’t control.

			

			 

			18. FIX YOUR EMAILS TO GET ATTENTION.

			Make sure that your emails are short and to the point. Keep this in mind when you write an email. There are 205 billion emails sent and received every day in the world. Business people average 126 emails sent and received daily, according to the The Radicati Group, Inc., a worldwide technology research firm based in Palo Alto, California. Hiring authorities and human resources departments receive one and one half times the average. So, picture someone who’s looking at 189 emails every day. You tell me if you think your four-paragraph email accompanied by your résumé is going to be read. It’s not!

			Your email, preferably introducing yourself and your résumé, should be short. I recommend no longer than two or three paragraphs with no longer than two or three sentences. Remember that the email, like your résumé, is going to be scanned, not read.

			The purpose of your email is to get someone to interview you! (At the least, read your résumé.)

			An effective “subject” line might be “Excellent salesperson,” “Outstanding accountant,” “Efficient administrator,” and so on, followed by maybe one or two sentences, highlighted with:

			 

			
					
•	Reached 120% of quota three years in a row

					
•	Lowered department expenses 15% three years in a row

					
•	Increased efficiency 20%

					
•	Lowered turnover 15%

			

			 

			Put these in the body of the email. Remember that “stories sell…numbers tell.” Then write a short, succinct email selling yourself with numbers that say “I’m a good employee, and you should interview me.” 

			A three- or four-paragraph email is not going to get read! This also applies to LinkedIn InMails.

			One last thought about your emails. Make sure you put your telephone number under your name or your “signature.” That way it’s easy for people to call you.

			 

			19. FIX YOUR VOICEMAILS TO GET ATTENTION.

			Make sure you confirm the number of your cell phone and your name with your recorded voicemail message. You want to be sure that people know exactly who they are reaching. Be sure to record your voicemail message in a quiet place, not while driving, not while in a Starbucks. Not only is it unprofessional, but the caller may not call back if they can’t understand exactly who they’ve reached. (By the way, many of us keep résumés for specific types of people for many years. From my own experience, if I call a phone number that is more than two or three years old and I’m not sure the phone number is of the person I’m trying to reach—i.e., they don’t state their name in the voicemail message—I might not leave a message. I’ll simply hang up.)
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