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Get-a-Job Book

Dear Reader,

When I first started working in the career-planning arena in the early 1990s, the job market was difficult. I saw how looking for work added a huge amount of stress to people's lives. Whether it was the financial implications of being unemployed that kept them up at night or the fear of rejection that loomed large in front of them, this was one of the most difficult situations many of my clients had faced. I, myself, was not a stranger to the job search, and knew how grueling it could be.

Fortunately there are ways to turn the odds in your favor when it comes to looking for work, and I am pleased to present them to you. Remember that, for the most part, you are in control of this situation. Sure, the job market may not always be favorable, but there is a lot you can do to improve your chances of finding a job. The most important thing you can do, though, is to remain positive. A positive attitude is just as important as a good resume.

Best of Luck!





  
    
      

      This book is dedicated to my family. Your support and patience mean so much.
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      Introduction

      [image: illustration] THE JOB SEARCH. If the mere words scare you, you'd better get used to them. You will be engaged in this process at least once, but almost definitely more than that, in your lifetime. It is not a pleasant activity, nor is it easy, but it is a reality. It is in your best interests to become as skilled at the job search as you are skilled at anything else you do. You never know when you will have to embark on this journey.

      You can have the greatest set of skills and experience, yet finding a job may elude you. Your success is dependent on many factors, some of which are under your control and others not. For example, a bad economy may slow down hiring, making it take longer to find a job. You may be considered too young or too old. There's nothing you can do to change those things, but you can work around them. Employers may frown upon the fact that you are returning from an extended absence from the job market. Again, there's nothing you can do to change that, but you can make the best of it. Regardless of your circumstances, there are things you can do to make yourself as competitive as possible.

      First of all, you must make sure you are looking for the right job for you. If the job you get isn't the right one for you, before too long you'll find yourself back where you started. You must treat your job search like a job in and of itself. You must plan your job-search campaign and stay focused and organized.

      Since your resume introduces you to potential employers, it is important that it makes a good — no make that a great — first impression. Your resume should entice employers to call you in for an interview. Make sure it conveys why you are qualified for the job.

      As an astute job seeker, you must utilize all the tools that are available. It is impossible to look for work today without using the Web. Learn how to get the most out of your online job search. Once an employer contacts you, it is in your best interests to learn as much about the company as possible. The Web is an invaluable tool at this point in the job search as well.

      The way you present yourself in a job interview can mean your success or your failure. Your resume got you in the door, but your job interview can garner you an invitation to stay. Be prepared for any question an interviewer might ask you. Learn how to get around sticky situations and inappropriate questions.

      You may breathe a sigh of relief when you finally get a job offer. And you should — it means you were successful at the job search. It doesn't mean you have to accept the offer. You should first determine whether the job is right for you. If not, you may just have to keep going until you find one that is.

      This book will take you through the entire job-search process. You will discover how to put together a resume that opens doors. You will find out where to look for jobs. You will learn how to perform well on job interviews. Finally, this book will teach you how to determine if a job offer is right for you. Good luck and happy hunting.
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      Before You Begin Your Job Search

      Before you start looking for a job, ask yourself, “What do I want to do?” and “What am I qualified to do?” Your answers to these questions will help you determine how to conduct your job search, or even whether you are ready to start it. You may find that the type of job you thought you wanted isn't the one that's best for you, or you may find out that you don't have the right skills. You may have to reconsider your plans, even continuing your education and training if necessary.

      
What Kind of Job Do You Want?

      One of the biggest mistakes job seekers make is to start looking for a job before they're really ready — even before they have figured out what career field they want to work in and what job they are qualified for. Before you begin your job search, you must have a clear picture of what you want to do, what you can do, and where you want to do it. You need to define your objectives clearly. Good career planning is essential. Remember, it's not just a job; it's a step in your career.

      A Good Match

      Time and again, career counselors report that one of the most common problems job seekers run into is that they don't consider whether they're suited for a particular position or career. Keep in mind that, on a daily basis, you'll spend more time on your job than you spend doing anything else. It's important to know that you'll enjoy the work. If you are thinking about becoming an elementary school teacher, be sure you enjoy spending a great deal of time with children. If you want to be an accountant, ask yourself if you're meticulous and if you like detail-oriented work. If you want to work for a daily newspaper, be sure you can handle a fast-paced, high-pressure environment.

      A Job and a Lifestyle

      When you choose a career, you are also choosing a lifestyle. If you decide, for example, that you want to be a management consultant for an international firm, it is likely you'll be spending a great deal of your time in an airplane. You'd better like to fly!

      You also have to think about where you will have to work. Some jobs exist primarily in certain areas. Do you want a career that would require you to live in a large city? Or would you rather live in a less populated, rural area?

      Compensation is another important factor you must consider. Do you feel it is more important to make a lot of money or to be fulfilled by your work?

      What will your work schedule be? If you want to have a flexible work schedule, you will have to choose a job that allows for one. Are you willing to work the long hours that are common in certain fields? If not, there are some jobs you shouldn't consider, like most jobs in the legal profession.

      Think about how fast you want to advance. Some careers offer a much greater chance than others do to advance quickly. In other fields, the opportunities for advancement are virtually nonexistent. When looking for a particular job in your field, you should also be aware that companies do not all offer the same opportunities for advancement.
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        Career-planning professionals have learned that money does not equal job satisfaction. A person who is not doing work he enjoys will not have job satisfaction even if he is earning a lot of money. That does not mean compensation isn't important. One should earn enough money to have the lifestyle one wants, but should also look for a job that is fulfilling.

      

      Self-Assessment

      If you are in the process of choosing a career, a self-assessment is in order. A self-assessment looks at your interests, values, skills, and personality. These factors help determine which careers you will find most satisfying and in which you will be the most successful. Although it's been said that you are what you do, think about this phrase reversed: You do what you are. Your personality, likes, dislikes, and values should determine what you do and where you work, not the other way around. Self-assessment is usually done through vocational or career tests that include interest inventories, values inventories, skill assessments, and personality inventories.

      Interest inventories let you home in on your interests by presenting you with a series of statements and then asking you whether you agree or disagree with each one. The premise of interest inventories is that people with similar interests will be successful in the same type of work. Here are some statements you might find on an interest inventory:

      
        	I enjoy playing golf.

        	One of my favorite activities is reading.

        	I would rather participate in sports than watch sports.

        	I would rather watch sports than participate in sports.

      

      A test that focuses on your values will consider the importance to you of different values. Here are some questions you might find on a values inventory:

      
        	Do you enjoy making a difference in people's lives?

        	Is having a prestigious job important to you?

        	Do you need to have a lot of leisure time to be happy?
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        When involved in the self-assessment process, many people elect to work with a career counselor. Many municipalities offer free or low cost career-planning services. Your local employment office can help you locate such services. Career counselors also operate private practices. The National Career Development Association maintains a list of career counselors, arranged by state, on their Web site:  www.ncda.org .

      

      A test that assesses your skills will not only ask if you have certain skills, it might also ask if you enjoy using them. Although you may not have the skills you need to work in a particular field, it doesn't mean you shouldn't consider that career for the future — after you've obtained them. Here are some questions you might see on a skills assessment:

      
        	Are you good at working with numbers? Do you enjoy working with numbers?

        	Do you pay attention to details? Do you like having to pay attention to details?

        	Are you good at working with people? Do you enjoy working with people?

      

      Career-planning professionals have discovered that people with certain personality types are well suited for some careers but not for others.

      A personality inventory like the Myers-Briggs Type Indicator will look at factors such as traits, motivations, and attitude.

      
How to Use What You've Learned about Yourself

      Now is the time to use what you've learned about yourself to choose a career. The results of your self-assessment will include a list of occupations that are considered suitable based on your personality, values, skills, and interests. Investigate fully each career your self-assessment may have indicated is appropriate for you in order to determine if it is a good match. Once you've done that, your job search will be much more focused and easier; if you try to pursue too many different avenues, you'll only frustrate yourself. Having a well-developed plan based on objectives you've taken time to think about is easier on you — and will make you a stronger candidate.

      Your first course of action when researching occupations is to get some basic information such as job descriptions, working conditions, job and industry outlooks, education and training requirements, and earnings. You can use government resources available both in print and on the Internet to accomplish this. Before making your final decision, get a personal perspective by talking to those working in a particular field.

      Job Outlook

      Once you've figured out what occupations you would enjoy, you need to figure out which one is the best option in terms of the outlook for that occupation over time. Will there be many job opportunities available or are there more applicants than there are jobs? In addition to considering what the competition will be like to get the job, you must also think about what the competition will be like to advance.

      Whatever you do, don't jump into a particular field just because it appears on a list of the hottest careers for this decade. You need to choose a career in terms of whether it is suitable for you based on what you've learned about your interests, skills, values, and personality, and whether it will offer good opportunities for you.

      Industry Outlook

      You should also look at the industry in which you want to work, keeping in mind that your occupation may allow you to work in a variety of industries. For example, an accountant can work in the timber industry or in the health care industry. The government publishes data on both job outlook and industry outlook.

      If an industry is flourishing, it could mean many more exciting challenges and better opportunities — but it could also mean that the industry is going to be in flux for a while. You may have to jump from one company to the next throughout your career. Sometimes it's a good idea to consider careers in industries that are slowing down or maturing, because they're more likely to have greater opportunities for advancement than industries that are booming and flooded with applicants. Sometimes an industry may be doing poorly in one geographical area but well in another. This is no reason to give up on that industry, but you may have to consider relocating.

      
What Can You Offer Employers?

      While it's very important to figure out what a job or industry can offer you, it's also important to spend some time thinking about what you can offer an employer. The first thing you bring is a set of skills that are necessary to do the job. You should have considered your skills during your self-assessment. If not, this is the time to do it. What skills do you have? Are your skills up to date? Are you willing to get some additional training if they are not up to date?

      For example, suppose you enjoy writing. You've liked writing since you were young, and you always excelled in English and writing courses in high school and college. Now look at the industry you're considering. If you'd like to become a journalist, there are probably some skills you did not pick up from your English courses, such as interviewing and research skills. You might consider taking an adult education course in your local community, or taking some classes at a local college that you could put toward a degree if you wanted to. On a smaller scale, you could speak to the editors of some local newspapers and ask them some questions about what they look for in a journalist. All of these avenues will make you more knowledgeable about the skills you need to enter the field.

      Also think about the attributes you have that do not necessarily fall under the “skill category.” For example, will your outgoing personality charm clients? Will your ambition and ceaseless energy drive you to work long hours? Once you've compiled a mental list of what you have to offer an employer, you'll be more confident in your abilities and more prepared to present them when the time comes.

      
Setting Goals

      So now you've chosen a career and figured out what you have to offer employers. You must feel relieved. After all, you're on your way to getting a job. Not so fast! Yes, it's true that you have taken a huge step toward getting a job, but your work has only just begun. Getting a job is hard work. The job search is, in fact, a job in itself. As in any job, you must be organized in order to succeed. The first thing you need to do to organize your job search is set goals. A goal is something you want to achieve. There are two kinds of goals: long-term goals and short-term goals.

      Long-term Goals

      Long-term goals are those that could take three to five years to achieve. Your long-term goals will change over time depending on where you are in your career. If you've chosen to pursue a career for which you must get additional training and education, then a long-term goal might be to get a job in your field after you fulfill those requirements. If you already have all the necessary requirements, a long-term goal may be to advance to a top position in your field.

      Short-term Goals

      Short-term goals are generally achievable within a few months to a year. Taking the examples from the previous section, if you want to pursue a career for which you need additional training and education, a short-term goal may be finishing that education and training if that can be done relatively quickly, or it may be simply registering for and beginning to take courses. If you already meet the requirements to start working, your short-term goals will include finding a job in your field.
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        For a goal to be viable it must meet the following criteria: You must be able to verbalize your goal. Your goal must be realistic. You must believe you can achieve your goal. You must be flexible enough to change your goal if you need to.

      

      You can then break the short-term goal of finding a job into smaller pieces. These smaller pieces would include writing your resume, finding job openings, writing cover letters, and applying for jobs.

      
For Students and Recent Graduates

      Students and recent graduates face different challenges when embarking on a job search than do those who have been working for a while. While seasoned job seekers may be faced with some of the same issues, students and recent graduates are dealing with them for the first time.

      Choosing a Career

      Whether you are choosing a career for the first time or the fourth time, you should go through the steps outlined in the earlier part of this chapter. It can be helpful to focus on what you've been good at and what you've enjoyed doing in the past. Which classes were your favorites? In which ones did you find least cause for complaint? If biology rang your bell, how about working in a hospital lab? Maybe your natural proclivity for English could come in handy as an editor at a publishing company or as a copywriter at an ad agency. You may even decide you loved a particular subject so much that you actually want to be a teacher and pass that love on to others. Keep in mind that some occupations may require that you continue your education and training.

      Employers like job candidates who have real interests and a clear direction. They know that if you're interested in a particular industry, company, or job, you're more likely to enjoy the position, perform well, and stay with the company. Employers don't like to hear that you are not at all discriminating and will take whatever job they have available. Stay focused on a particular job function.

      What Employers Are Really Looking For

      You may be surprised to learn that employers generally are not looking for candidates with the best grade point averages, who were involved in the most clubs, or scored the highest in sports. They want to find employees who are the best fit for the job. Why? Those candidates will stay the longest.

      The average college graduate stays with her first employer for only nine months. Employers have concluded that most new young hires are unrealistic about what entry-level jobs entail and will soon leave in search of something “better.” They're right.

      This costs companies a lot of money, because training new hires is expensive. It's not surprising, then, that most companies — especially those with training programs — will be interested in whether you're likely to remain in that position.

      How can you show a company you won't move on too soon? You must display a true interest in the industry, in the job function itself, and particularly in that employer. Intelligently discussing the company, current trends in the industry, and showing that you are genuinely interested in the job are two great ways to communicate to an interviewer that you're a low-risk hire.

      You can also demonstrate commitment by stressing only those extracurricular activities that you pursued for an extended period of time. You should also choose to highlight those activities from which you developed the most desirable skills. For example, if you want to demonstrate your leadership skills, talk about the organization in which you sat on the board. This shows that you didn't just participate in many different activities, jumping from one to the next. You picked ones in which you could play an active role. If the activity you highlight is one which you spent a lot of time and energy doing and something you made progress in over the years, it will carry more weight than many activities you were only nominally involved in.
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        Show the employer you are committed to the firm by making it clear that you know what you want. You should show that you have a realistic feeling for what the job entails, that you understand what the pluses and minuses are in the position you're considering, and that you've decided, after making a realistic assessment of the job, that it's something you'd enjoy doing for a substantial period.

      

      Maturity is another factor that employers weigh heavily. Some students or recent graduates, in one-on-one situations with older adults, may not come across as being mature and confident enough for the professional world. Unfortunately, such judgments are often made based on assumptions, but they are sometimes based on an impression made during a job interview. It is up to you to convince the employer otherwise. When on a job interview, make sure you project yourself as a mature candidate who is ready to enter the business community. Practice a firm handshake and learn how to make good eye contact. You can learn more about how to conduct yourself on a job interview in Chapter 13.

      Be Professional

      It's always important for a job seeker to display a professional demeanor, but this is critical for students and recent graduates lacking work experience. Just as in college you were in the role of student, in this next phase of your life you will be in the role of employee. You must adhere to the standards of communication, appearance, and conduct expected in the workplace. Professionalism is something you need to prove to employers the very first time you make contact with them.

      One way you can communicate your professionalism is by presenting a resume and cover letter that follow an acceptable format, which will be discussed in Chapter 4. Your resume should be printed on paper that is a neutral color and is free of any design. It should be well organized. Your cover letter needs to be well written. It is imperative that both your resume and cover letter be free of grammatical and spelling errors.
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        Make sure your career plans are realistic. You have to start somewhere. Accept that most entry-level positions are usually lower paying and less than glamorous. It will probably take you a number of years to achieve your career goals and advance to your ideal job. Consider an entry-level job the first step toward attaining your long-term goals.

      

      You also need to be careful when choosing an e-mail address. Your email address may be the first thing an employer learns about you when you initially contact a company. The e-mail address you use for personal e-mail can invoke any sort of image you want it to — fun, silly, sexy, or whatever you would like people to think of you. The one you use for work-related e-mail, however, should project only one bit of information — that you are a professional adult who is serious about your work. Your name, either first and last name or some combination that uses your initials, is your best choice; for example, johnbrown@gmail.com or jbrown@gmail.com.

      Your first “in person” contact with a potential employer will likely be at a job interview. Remember that appearance does matter. The way you look will either convey that you are a professional, or it will convey that you are still a student. You want to project a professional image. You can never go wrong wearing a business suit to a job interview. Be on time for the job interview. Not only is it rude to be late, punctuality shows you are a responsible person. Since you can't account for extra traffic on a particular day, make sure you give yourself more than enough time to get to the interview.

      Employers want articulate workers. Speak clearly and use a voice and tone that projects confidence — even if you don't feel very confident yet. Use professional lingo that demonstrates your knowledge of the field. Avoid the slang that is fine to use with your friends. Do not, under any circumstances, use obscenities.

      Show that you are someone geared toward growth and open to change. No employer wants to spend time and money training someone for a short-term position. You must assure the employer that you are going to stick around once your training is complete.

      
For Those Returning to Work

      You may have taken a hiatus from the work force because you wanted to stay home with your children or because you needed to take care of a sick relative. Regardless of the reason you left the work force, starting a job search when you decide to return won't be simple.

      Same Career or New One

      Before you do anything else, you have to decide if you want to continue with the career you had prior to leaving the work force. Did you enjoy the work you did? Will work in this field be compatible with your lifestyle, which may have changed since you last had a full-time job? Has the field changed? Is it a good one to be in right now, or have job and advancement opportunities dried up? Are your skills up to date?
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        If you are about to take a hiatus from work and plan to re-enter the field later on, stay informed of goings-on in that field during your absence. Read industry journals, keep in touch with former coworkers, and attend conferences if possible. If you are trying to re-enter the field right now and haven't kept on top of things, do some cramming. Go online and search for information. Call your former coworkers.

      

      If you decide to move on to a different field of work, you need to pick one that is suitable for you. The realities of your life — for example, children who need you at home before a certain time — will have an influence on your choices. You may have to find a career that doesn't require late hours in the office or a lot of travel.

      Using Your Transferable Skills

      An absence from the work force often gives people the opportunity to develop new skills. For example, a parent with children in school may have participated in a parent teacher association. Someone else may have taken the time away from the work force to do volunteer work. Whatever it is you chose to do with your free time, figure out what skills you gained from those experiences. You may be able to use those transferable skills to demonstrate to a potential employer that you have what it takes to work for him.

      
Perseverance Is Key

      Today's job market is competitive. As a job seeker you face many challenges. If you're new to the job market, or returning after a hiatus, things will be especially tough for you. For one thing, technology doesn't wait for anyone. Even a few years of time off is enough time to make you feel out of touch with the latest computer and Internet offerings. This is why you have to throw yourself into the deep end and do whatever it takes to get up to speed. Do research, take classes, build a network of professional contacts, and generally observe what's happening in the field you've chosen.

      There will be times when you'll feel overwhelmed, dejected, and unsuccessful. It's likely that you'll suffer at least a few rejections before you get an acceptance, too. But this is all part of the process, and believe it or not, you'll be stronger and more knowledgeable when all is said and done.

      If you recognize this fact and keep putting sufficient effort and energy into your job search day after day, you'll greatly increase the number of opportunities open to you and ultimately find the job you deserve. After all, your job search can itself be considered your first full-time assignment. Treat it as such, and you'll reap the rewards.

    

  
    
      2

      
      Basics of Job Winning

      Succeeding in your job search takes more than writing a spiffy resume and knowing the right thing to say on a job interview. It involves more than learning how to evaluate and negotiate the best job offer. It even takes more than having the right skills and experience. To succeed in your job search, you must commit to the process. You must be organized as you search for a job. You must carefully plan your job-search campaign. You must know where to look for a job and how to best utilize all those resources.

      
Getting Organized

      Planning and keeping track of your job-search efforts will pay off in the long run. A few hours of organizing can save you countless days of unnecessary footwork and can make or break your quest to find a rewarding position.

      Make a to-do list at the beginning of each day and try to accomplish each of your goals by the end of that day. Keep your desk or work area free of clutter. Use a large appointment book or handheld computer to record all your appointments, names of contacts, and phone numbers. Under each entry, write down all pertinent information. Bring this to each appointment.

      Create a chart or similar system that shows where and to whom you've sent your resume. Use it to track whether or not companies have responded and when and if you need to follow up with a phone call.
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        File away any information about an employer you collect along the way as well as relevant documents like copies of applications, resumes, and cover letters. Hold on to help-wanted ads and copies of job announcements. You never can tell when someone you contacted about a job some time ago will call. While you may have forgotten all about sending an employer a resume a month back, it may have been making the rounds at the office.

      

      Oversized index cards or pages in a binder are another useful way to organize your job search. Keep each contact's name, position, company, address, telephone number, contact method, follow-up date, status, and other important details on individual cards for quick reference. Notes detailing when you called, with whom you spoke, and what responses you received should be included on this card. If you are responding to an advertisement in a newspaper, clip the ad and paste it onto the card, along with the name of the newspaper and the date. If an employer or networking contact gives you her business card, you can staple it to an index card and jot down any other pertinent information. Keep your cards in an index-card box in alphabetical order.

      
Planning Your Job-Search Campaign

      No matter how terrific they may be, your resume and cover letter alone will not land you a job. You need a comprehensive and well-defined plan to job seek effectively. A plan will help you keep up the vigorous pace of the job-search process and keep you from becoming frustrated or unmotivated. It will also enable you to pace yourself and monitor your progress against predetermined goals. If your plan is not effective, you'll be able to see problems more clearly and tackle them head-on by changing direction or using different techniques.

      Your job-search plan should incorporate a number of different job-finding methods, described later in this chapter. Predict how much time you are going to spend pursuing these different avenues and set up a specific weekly schedule for yourself. It's important not to overlook this step; it will help you be more productive and less likely to fall behind.

      Do Your Homework

      If you're trying to enter a new field, your first order of business is to do a little background research. Find out the current trends in the industry and become familiar with names of the major and up-and-coming players. Your industry's trade journal and informational interviews are two terrific ways to find this kind of “insider” information.
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        According to the Bureau of Labor Statistics of the U.S. Department of Labor, the following industries will experience the highest growth through the next several years: Education and Health Services, Professional and Business Services, Information, and Leisure and Hospitality.

      

      If you're a veteran of the field in which you're looking, make sure you keep up with industry trends by talking with your associates, attending your professional association's functions, and reading your industry's trade journals.

      Informational Interviews

      Consider conducting at least one informational interview, particularly if you're an entry-level job seeker or a career changer. An informational interview is simply a meeting that you arrange in order to talk to someone in a field, industry, or company that interests you. This kind of interview allows you to:

      
        	Examine your compatibility with the company by comparing the realities of the field (skills required, working conditions, schedules, and common traits of people you meet) to your own personal interests.

        	Find out how people in a particular business, industry, or job view their roles and the growth opportunities in their business.

        	Conduct primary research on companies and industries.

        	Gain insight into the kinds of topics your potential interviewers will be concerned about and the methods for interviewing.

        	Get feedback on your relative strengths and weaknesses as a potential job candidate.

        	Become comfortable talking to people in the industry and learning the industry jargon.

        	Build your network, which can lead to further valuable information and opportunities.

      

      To set up an informational appointment, request a meeting, either by phone or by letter, with someone who has at least several years' experience working in your field of interest. Your goal is to learn how that person got into the business, what he likes about it, and what advice someone with experience might pass on to someone interested in entering the field. If you don't know who to contact for an informational interview, ask relatives, teachers, and friends if they know someone.

      Tell your contact right away that you'd like to learn more about the industry or company and that you will ask all the questions. Most people won't feel threatened (especially if you assure them you're not asking them for a job) and will usually be willing to help you.
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        If you tell a contact that all you want is advice, make sure you mean it. Never approach an informational interview as though it were a job interview; stick to gathering information and leads and see what happens. Also, unless you're specifically requested to do so, sending your resume to someone you'd like to meet for an informational interview will probably give the wrong impression.

      

      Now that you've scheduled an informational interview, make sure you're prepared to take the lead. After all, you're the one doing the interviewing. Prepare a list of ten to twenty questions, such as:

      
        	How did you get started in this business?

        	What experience helped you to be prepared and qualified for this job?

        	What do you believe is the ideal education and background for a career in this industry?

        	What are your primary responsibilities in your current job?

        	What do you like most about your job, your company, and your industry?

        	What do you dislike most about them? What's been your greatest challenge?

        	If you could work with anybody in this field, whom would you want to work with?

        	Five years out, what are your career goals?

        	What are typical career path options from here?

        	If you could change something about your career path, what would you change?

        	What are the most valuable skills to have in this field?

        	What specific experiences helped you build these skills?

        	What opportunities do you see in this business?

        	Why did you want this job?

        	What would you say are the current career opportunities for someone with my qualifications in the industry?

        	If you were in the job market tomorrow, how would you get started? What would you do?

        	What are the basic requirements for an entry-level position in the industry?

        	What would be on a must-read list in your field?

        	Where do you see the industry heading in the near future?

        	Is there a trade association that might aid me in my job search?

        	What things impress you when you interview candidates for positions in this field?

        	What would be turn-offs when you interview candidates?

        	What critical questions should I expect to be asked in a job interview?

        	What advice would you give to someone looking for a job in the industry?

        	Is there anything else I should know about the industry?

        	Do you know of anyone who might be looking for someone with my qualifications?

      

      Always end by thanking the person for her time. Also promise to follow up on any important leads she has provided and to let her know how things turn out. You should also send a thank-you note within one or two days of the informational interview.

      Follow up periodically with everyone in your network — even after you get a job. Once you develop a network, it's important not to lose those contacts. You want to translate your informational network into a support network and maintain it throughout your career.

      Setting Your Schedule

      The most important detail of your job search is setting up a schedule. Of course, since job searches aren't something most people do regularly, it may be hard to estimate how long each step will take. Nonetheless, it's important to have a plan so you can monitor your progress.

      When outlining your job-search schedule, have a realistic time frame in mind. If you are searching full-time, it could take two months or more to find a job. If you can search only part-time, it will probably take at least four months. This time frame depends on what the market is like at the time.
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        If you're unemployed, remember that job seeking is tough work, both physically and emotionally. It's also intellectually demanding work that requires you to be at your best. So don't tire yourself out by working on your job campaign around the clock. At the same time, be sure to keep at it. The most logical way to manage your time while looking for a job is to keep your regular work hours.

      

      If you're searching full-time using several different contact methods, try dividing up each week, designating some time for each method. By trying several approaches at once, you can evaluate how promising each seems and alter your schedule accordingly. Keep in mind that the majority of openings are filled without being advertised. (This fact will be discussed in more detail in the following sections.)

      
The Best and Worst Ways to Find Jobs

      You may be surprised to learn that some of the most popular job-search methods are unsuccessful for most of the people who use them. Ideally, you want to use a variety of methods to contact employers. Among the most popular resources and methods are contacting employers directly, finding announcements in classified ads, networking, Internet job search, and employment services. The first two methods are discussed in the following sections. The latter three will be discussed in Chapters 3, 10, and 11, respectively.

      Contacting Employers Directly

      The most effective way to get a job is to contact employers directly, regardless of whether you know of an opening. Step number one is to make up a checklist for categorizing the types of firms for which you'd like to work. You might categorize them by product line, size, customer type (like industrial or consumer), growth prospects, or geographical location. Your list of criteria might be short. If so, good! The shorter it is, the easier it'll be to locate the company that's right for you.
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        To get just a bit of information about companies before you contact them (you don't need more than that yet) use directories like Dun & Bradstreet's Million Dollar Directory and Standard & Poor's investment guides. They list basic information about companies, including the name of the president and a brief description of the company's products and/or services. These directories, as well as many state manufacturer listings, can be found in your local library.

      

      Aren't the largest, most successful companies the best places to look for a job? Don't they offer the most security? Contrary to what many believe, this is not always the case. In recent years, some of the largest and most successful companies in America have been dramatically downsizing their work forces. These companies are not necessarily secure places to work. Furthermore, these giants are the very companies that are deluged with resumes and job applications. For example, some of the largest banking corporations receive as many as three thousand resumes every day!

      A better plan is to contact the many moderate-size companies that are not necessarily as well known. These companies are a much better source of jobs: They're large enough to have a number of job openings at any given time but small enough that they're often overlooked by other job seekers.

      Next, try to decide at which of these firms you're most likely to find a job. Try matching your skills with those that a specific job demands. Consider where your skills might be in demand, the degree of competition for employment, and the employment outlook at each firm.

      Now you'll want to assemble your list of potential employers. Build up your list to at least one hundred prospects. Then separate your prospect list into three groups. The first tier of around twenty-five firms will be your primary target group; the second tier of another twenty-five firms will be your secondary group; and the remaining names you can keep in reserve.

      After you form your prospect list, begin working on your resume. Once your resume is done, start researching your first batch of twenty-five prospective employers. Can you see yourself on the job? Would you be happy working at each of the firms you're researching? You also need to find out enough about each company to sound like you've done your homework. Far too few job seekers — especially recent college graduates — take the time to find out details about the companies to which they apply. Find out what products the company makes, with whom they compete, what their annual revenues are, and any other meaningful information. Use this information during phone conversations and in correspondence with recruiters at the company.

      But don't go all out on your research yet! You won't get interviews at every company you contact, so save your big research effort for when you start to arrange interviews. Use one resource at a time and find out what you can about each of the twenty-five firms in the batch, keeping a folder on each firm. If you know anyone at a company on your list, add to your research by contacting that person. See if you can arrange an informational interview.

      If you find out something that might disqualify a company from staying on your list — for example, they're about to close their only local office, they've just begun a hiring freeze, or they're being investigated for wrongdoing — cross that firm off your prospect list.

      The first step in contacting a company directly is to send out your resume with a personalized cover letter. The letter should be addressed to a specific person; avoid mass mailings of identical letters that say “To whom it may concern” or “To Human Resources.”

      After sending your letter and allowing sufficient time for the person to receive it, call. The idea is to call that person one or two days after your resume arrives, so they are likely to remember you.

      Can you call the company to see if there are any job openings before you send your resume? If you're unusually confident and articulate on the phone, you may have success with this approach. Such calls are especially effective if you're contacting smaller companies, since you're more likely to reach a key decision-maker directly rather than being blocked by a secretary. However, at larger companies, you'll find that simply sending a resume and cover letter is much more effective. Many companies have recorded job information lines to announce their job openings.

      After you've sent your resume and cover letter, always follow up with a phone call. What you say on the phone is important, but so is how you say it. You need to speak with an air of confidence. Even though a company may not have a particular job opening, you need not be apologetic for calling. All companies hire at some point, and each has, at least in theory, a responsibility to be courteous when an outsider makes a call inquiring about potential job openings.
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