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Knock ’em Dead helps you find jobs and turn the interviews into job offers

“I just wanted to say thank you! After reading your book and following its precepts, I got my dream job within two months! (And I’ve been searching for almost a year!)”

—J. B. D.

“I landed a job that was over double the salary of my previous job, on the same day as I interviewed, which is very, very rare in a state job. Knock ’em Dead really says it all. I was able to negotiate to the absolute top end of the starting pay [because] of my resume, cover letter, and interview, and the chapter on salary negotiations. Your book was extremely helpful in presenting the best part of me.”

—S. J., KANSAS

“The interviews nowadays are much tougher than they were four or five years ago. I am so thankful that I had heard about you! I heard of your book right after I bombed out on three interviews. I read and studied it. The first interview that I went on after doing this ended up in a job being offered to me! The interviewer told me that I was the best interviewee she’d seen! Thanks a million for writing your book.”

—K. P., HOUSTON, TX

“Your book changed my life!! It really did. It shaped the way that I went about getting back into the workforce and the way that I see myself and what I bring to a company. Thank you!”

—R., LITTLETON, CO

“One of my most-admired authors in the career advice space. Martin always challenges me to think about career development issues in new and innovative ways.”

—THE WALL STREET JOURNAL’S ALEXANDRA LEVIT ON HER WATER COOLER WISDOM BLOG

Knock ’em Dead helps people from everywhere get great jobs anywhere

“I’m a graduating senior from Johnson & Wales University. I read your book, Knock ’em Dead, which has helped me score many offers in just the past weeks.”

—D. T., HONG KONG–BOUND

“I have used the UK version of Knock ’em Dead to successfully improve my career prospects. This is the best job-hunting book on the market bar none; keep up the good work.”

—PAUL BREMNER, LONDON, UK

“WOOOOOOOOHOOOOOOOOO!!!!!

It worked!! I got the job!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

I luv u Martin!”

—A., EDMONTON, CANADA

Knock ’em Dead works for career changers

“[After leaving the Army] I bought all three of your books, Knock ’em Dead Resumes, Cover Letters, and The Ultimate Job Search Guide. I read each book cover to cover. I followed each step in your books and I got an entry-level job of my dreams. I was prepared because of your books, Thanks!”

—K. G.

Knock ’em Dead is inspirational

“I’ve been a reader of the KED books for quite some time. You’ve made a difference in my life and saying ‘Thank you’ doesn’t begin to express my gratitude.”

—T. S.

“You helped me get a job a couple years ago; now I’ve just accepted a new job. Thank you again for everything you do and all the people you help; I’ve read your books so many times you feel like a friend. You’ve been an inspiration to me again and I could not take this job in good conscience without acknowledging your contributions. Take care and God Bless.”

—T. F., HOUSTON, TX

Knock ’em Dead is motivational

“Knock ’em Dead: The Ultimate Job Search Guide inspired me. I have turned my job search into multiple interviews and offers in just a couple of months. The motivation and positive energy will steer you to stay focused on getting the best job offer! Thank you, Martin!”

—E. R., NEW YORK, NY

“KED has been a rock in turbulent emotional waters. It is amazing to see the changes that have occurred so far, I can’t wait to see what comes next.”

—R. L.

Knock ’em Dead helps professionals at all ages and stages of their careers

“I wanted to let you know that I’ve just landed a National Account Manager job. I can’t thank you enough; your help and support in my job search was invaluable.”

—K. S., IN

“I just got a new job and $16K raise using your approaches—at my venerable age. Number of years employed: thirty-four.”

—S. S., LITTLE ROCK, AR

More praise from Knock ’em Dead users

“My husband has been wondering why I’m laughing out loud reading a book on job search. Your book is not only imparting valuable advice: It is a very refreshing read, sprinkled with humor.”

—M. W., TORONTO, CANADA

“My recommendation to job seekers everywhere: buy it, read it, and use it. It works. Using the techniques in it has lead to three initial interviews within the first week of putting it into action. I just wanted to thank you for your excellent book.”

—J. R., SAN ANTONIO, TX
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To your successful job search



WHY KNOCK ’EM DEAD?

You didn’t come to this book because everything is good in your professional life. You came because these are times of upheaval, crisis, and change. Managing a successful career isn’t easy, so I’m not going to waste your time.

You are somewhere in the middle of a half-century work life, in which, statistically speaking, you are likely to change jobs about every four years (not always by choice) and have three or more distinct careers.

Add an awareness that recessions causing widespread job loss rear their ugly heads every seven to ten years (I have worked in career management through five of them in the past thirty-five years), and you can see that smart career management strategies and a firm grasp of practical job search tactics are critical to your survival and happiness. In the context of your whole work life, career management and job search skills are the most important skills you can ever develop, bar none.

All the advice you’ve been given about careers—get an education, choose a career, settle down and do a good a job; patience and loyalty to the company will be rewarded with job security and life success—all the promised rewards of running straight and true have proved themselves a crock.

We live in a global economy where voracious political and corporate greed has turned your life into a disposable commodity to be used and discarded. It is time for a radical shift in your career management strategy. You need to move from hapless employee at the whim of financial currents beyond your control to enlightened professional who puts the pathway to personal success in its proper context.

What’s this context? Those job changes coming round every four years or so add up to twelve or more over fifty years, with perhaps three of them involving the greater challenges concerned with career change. This means professional change is constant; professional change is a given. You need to recognize that your career is not a fixed thing that came as a gift with the purchase of your college diploma. Instead, it’s a critical aspect of your life, and it needs management. Face this and you can begin to change your situation, today and forever.

It’s Time for Enlightened Self-Interest

Enlightened self-interest means placing your financial survival front and center in your life. I want you to start to think of yourself not as a person looking for a job, but as a company, a financial entity that must maintain a steady cash flow over half a century. Start to think of yourself as MeInc., a corporation that must always plan and act in its own best interests; in doing so, you will begin to see this job search and the management of your career in a new light.

As a corporation, MeInc. has products and services that are constantly under development. These are the bundle of skills that define the professional you and are positioned and sold to your targeted customer base: those employers who hire people like you.

The success of MeInc. depends on how well you run your company, which means that just like every successful company in the world, you must have ongoing initiatives for:

• R & D: Your identification and development of products and services that will appeal to your customers. This translates to skill building in response to market trends; it also relates to your development of job search, interview, and career management skills.

• Strategic Planning: The development of effective career management strategies that make you more visible and more desirable for the times when you must look for work, and strategies you pursue when employed to make your job more secure and to encourage professional growth with that company, as you continue with strategies that build your credibility and visibility within your company and profession.

• Marketing and PR: The establishment of personal credibility for the services you deliver, and the positioning of these services so that your professional credibility becomes visible to an ever-widening circle of potential customers.

• Sales: A state-of-the-art sales program to sell your products and services, including resume, job search, and interviewing tactics.

Now, this may or may not be your first job search, and it almost certainly won’t be your last, but it can be the last one that you begin in confusion. This can be the last time you have no clear idea of your options or how best to pursue them.

In these pages you will learn how to achieve your goal of a successful and happy professional life as I show you the best ways to find job openings, effectively turn them into interviews, and transform not one but sometimes many of those interviews into job offers.

This intelligent approach to job search will not only help you land jobs but will also show you how to achieve greater success within each of those jobs. This book has been updated and expanded every year for more than twenty-five years, always reflecting the changing needs of the job hunter in changing times. People who used this book all those years ago tell me they still use it today. They tell me it is why they are VPs at Fortune 500 companies or why they own their own companies and how it changed both their sense of self and their life for the better.

This is not because Knock ’em Dead or any of my fourteen career books is some motivational quick fix. Instead, what this book gives you is an infinitely flexible, completely down-to-earth plan of attack for your job search, which also happens to make sense as a blueprint for a successful professional life. That just happens to be something no one else has really thought through the way I have, but then I’ve been at it as my chosen mission for more than thirty years. This is what I think about every day of my life: no hidden religious or political agendas, just me talking to you, using all my insights about work and careers to help you get out of a tough spot in your life and into a better place for the future, so you understand how it works and how to play the game.

No one ever thought to give it to you straight. I will because I understand, and I care about your well-being. Change and the unexpected are constants in professional life today, and I have an intelligent approach to dealing with these issues. Follow the job search advice in these pages, and you will make that next step up the professional ladder. Follow the strategic career management advice in these pages and you will be in far greater control of your destiny.

I update this Knock ’em Dead book every year because too much of what I find online and in bookstores lacks real insight into vitally important issues: your financial survival and success.

Twenty-five years and millions of copies later, Knock ’em Dead has become a time-tested and proven commodity both here in America and in many countries around the world. If you want to make sense of your career, I have a carefully coordinated approach for making this job search and your professional life a success, and I’m here to help.

Sincerely,

—Martin Yate, CPC




PART I


THE WELL-STOCKED BRIEFCASE




THIS SECTION WILL show you how to discover, define, and package your skills, and how to put together a comprehensive plan of attack that uses all the most effective job search techniques.




ONCE UPON A TIME, long ago, there lived a man who spent his days watching life go by. He lived in a town ravaged by bears, and one of his dreams was that if he could shoot bears, he could travel the world as a bear slayer. Every day he sat on his porch and waited for a bear to go by. After weeks of watching and waiting, he thought he might go looking for bears.

He didn’t know much about them, except that they were out there somewhere. Full of hope, he loaded his single-shot musket and set out. Arriving at the edge of the forest, he raised his rusty old flintlock, and fired blindly into the trees. Then, disappointed at hitting nothing he could eat, he slouched back to sit on the porch.

Because our hero couldn’t tell dreams from reality, he went hunting unprepared and earned exactly what he deserved: nothing. The moral is: When you go bear—or job—hunting, get a grip on reality, and don’t go off halfcocked.

Out there in the forest of the professional world are countless opportunities. Even in times of severe economic downturn—and remember they are cyclical and likely to come by every seven to ten years throughout your career—there are always jobs out there. Yes, they are harder to find, and yes, the competition is tougher, but someone is going to find those jobs and land those job offers. It can be you.

All companies have two things in common: They are in business to make money; and things go wrong, so they hire problem solvers to fix them. This is an important life lesson. Think about your present job: You were hired to cope with certain problems within your area of expertise, to anticipate and prevent them from arising, and where they cannot be prevented, to solve them. At some elemental level, everyone, in every profession and at every level, is paid to be a problem solver. There are three lessons you should take away from this:

Lesson One: Companies are in business to make money; they have loyalty only to the bottom line. They make money by sales and by being efficient and saving time. If they save time, they save money and have more time to make more money; we call this productivity.

Lesson Two: Companies and MeInc. are exactly alike. You both want to make as much money as possible in as short a time as possible: think efficient systems and procedures, and multitasking (time management and organization). Think of focus and goal, not task and activity.

Lesson Three: There are buyers’ markets (advantage: employer) and there are sellers’ markets (advantage: employee). Job offers put you in a seller’s market and give you the whip hand.

Lesson One tells you the three things every company is interested in. Lesson Two teaches you to recognize that MeInc. has the same goals as any company. Lesson Three reminds you that anyone with any sense wants to be in a seller’s market.

If you look for jobs one at a time, you put yourself in a buyer’s market; if you implement my advice in Knock ’em Dead, you can generate multiple job offers (even in a tough economy) and put yourself in a seller’s market. This means making sure MeInc. is ready with a properly packaged product and integrated sales process.

In this first part of the book you will:

• Learn to evaluate market needs and package your professional skills for those needs.

• Discover how to identify every company in your target location that could be in need of your services.

• Get connected to the most influential people in your profession so that you’ll have personal introductions at many prospective companies.

• Implement an integrated job search plan of attack.

While I will cover each of these areas in sequence, I recommend that you mix and match the activities. In other words, when working on your resume starts to drive you nuts, switch to researching your target market or building your professional networks. An hour of one activity followed by an hour of another will keep your mind fresh and your program balanced.






CHAPTER 1

THE REALITIES OF A JOB SEARCH



JOB SEARCH ISN’T nanotechnology; you’ll find a common-sense logic in everything I show you and wonder why you didn’t see it before. You can get your job search moving onto a new trajectory this week, and reap the rewards for the rest of your career. You can do this.

Everyone feels crappy when they are looking for a job—you aren’t the only one—but while there used to be a stigma about looking for a job, times have changed. Job change is an integral part of modern life. It comes around about every four years, making change and job search a constant factor for everyone.

Because everyone understands this, once you organize and follow the plan of attack, you will find many, many people are ready to give you a helping hand if they can.

We live and work in a time of immense change. When you were born, there still existed a world in which hard work, dedication, and sacrifice led to long-term job security and a steady, predictable climb up the ladder of success. The world you now work in is entirely different: Companies still expect hard work, dedication, and sacrifice, but their only loyalty is to the profit imperative. You are expendable.

Different times require different strategies; you need a new mindset for today’s job search and for your long-term career success. The job security and professional growth our parents were raised to expect as the norm is a thing of the past. Here are the realities you’re facing, expressed in numbers:

50—4—3—7—10

A 50-year work life

Job change about every 4 years

3 or more distinct careers

Economic downturns every 7–10 years

Integrate my job search advice into the long-term career management plan I outline in these pages and you need never again be caught flat-footed, urgently needing a job to put food on the table.

Along the way, we’ll discuss many long-term career management initiatives that are also essential parts of your job search plan of attack. For example, you’ll learn about credibility, visibility, and professional branding. These are all issues that can have great impact on your job search and even greater impact on your long-term career management initiatives.

Not surprisingly, the process starts with your resume. The resume creation process helps you focus on the job you want and package your skills effectively. It’s the first step in turning your dreams into realities, and as you’ll see, the resume techniques you’ll learn in Chapter 3 to help you land a new job can also be leveraged to get you promotions on that job; but first things first.

How Business Works

Companies exist to make money for the owners, as quickly, efficiently, and reliably as possible. They make money by selling a product or service, and they prosper by becoming better and more efficient at it. When a company saves time, it saves money, and then has more time to make more money; this is called productivity.

If a company can make money without employees, it will do so, because that means more money for the owners. Unfortunately for the owners, a company requires a complex machinery to deliver those products and services that bring in revenue. You can think of any and every job as a small but important cog in this complex moneymaking machine, and every cog has to be oiled and maintained; this costs money. If the company can redesign its machinery to do without that cog (automation) or can find a cheaper cog (outsourcing that job to Mumbai), of course it is going to do so.

There are two reasons jobs exist. First, as I’ve said, every job is a small but important cog in the corporation’s complex moneymaking machine: It exists to help the company make money. Second, the company hasn’t been able to automate that job out of existence because in your area of technical expertise, problems arise.

Consequently, the company hires someone who has the technical skills to solve the problems that typically occur within an area of specific expertise. The company hopes to hire someone who knows the territory well enough to predict and prevent many of these problems from arising in the first place.

It doesn’t matter what your job title is, you are always hired to be a problem solver with a specific area of expertise. Think about the nuts and bolts of any job you’ve held: At its heart, that job is chiefly concerned with the anticipation, identification, prevention, and solution of problems. This enables the company to make money for its owners, as quickly, efficiently, and reliably as possible.

These aren’t the only factors that are critical to your success and that all jobs have in common. In the next chapter you’ll learn about a specific set of transferable skills and professional values that all employers are anxious to find in candidates, whom they then hire and promote just as quickly as they can find them.


GET A FREE RESUME REVIEW FROM MARTIN YATE!

Go to the website of the store where you bought the book, write an honest review, and send the link with your resume to MartinYate@KnockEmDead.com.






CHAPTER 2

THE TRANSFERABLE SKILLS AND PROFESSIONAL VALUES THAT GUARANTEE A SUCCESSFUL JOB SEARCH AND CAREER



UNDERSTAND WHAT YOUR customers want to buy.

There are certain keywords you see in almost every job posting that relate to skills: communication, multitasking, teamwork, creativity, critical thinking, leadership, determination, productivity, motivation, and a few more we’ll discuss shortly. These words represent a secret language that few job hunters ever show they understand. The ones who do “get it” are also the ones who get the job offers. That is because, as discussed in the previous chapter, these keywords and phrases represent the skills that enable you to do your job well, whatever that job may be. They are known as transferable skills and professional values because no matter what the job, the profession, or the elevation of that job, these skills and values make the difference between success and failure.

The Professional Everyone Wants to Work With

Over the years, I’ve read a lot of books about finding jobs, winning promotions, and managing your career. One theme that runs through many of them is just plain harmful: the advice to “be yourself.” Wrong. Remember that first day on your first job, when you went to get your first cup of coffee? You found the coffee machine, and there, stuck on the wall behind it, was a handwritten sign reading:

YOUR MOTHER DOESN’T WORK HERE
PICK UP AFTER YOURSELF

You thought, “Pick up after myself? Gee, guess I’ve got to develop a new way of doing things.” And so you started to observe and emulate the more successful professionals around you. You weren’t born this way. You developed new skills and ways of conducting yourself, in effect creating a professional persona that enabled you to survive in the professional world.

There is a specific set of transferable skills and professional values that underlie survival and professional success: skills and values employers all over the world in every industry and profession are anxious to find in candidates from the entry level to the boardroom. Why this isn’t taught in schools and in the university programs that cost a small fortune is unfathomable, because these skills and values are the foundation of every successful career. They break down into these groups:

1. The Technical Skills of Your Current Profession. These are the technical competencies that give you the ability to do your job—those skills needed for a task and the know-how to use them productively and efficiently.

These technical skills are mandatory if you want to land a job within your profession. Technical skills, while transferable, vary from profession to profession, so many of your current technical skills will only be transferable within your current profession.

2. Transferable Skills That Apply in All Professions. This set of skills underlies your ability to execute the technical skills of your job effectively, whatever that job might be. They are the foundation of all the professional success you will experience in this and any other career (including dream and entrepreneurial careers) that you may pursue over the years.

3. Professional Values. These are a set of beliefs that enable all professionals to make the many judgment calls required during the working day to ensure that the best interests of the department and the employer are always promoted. They complement the transferable skills and together form a firm foundation for a successful professional life.

A Review of Transferable Skills and Professional Values

As you read through the following breakdown of each transferable skill and professional value, consider your own varying strengths and weaknesses. You may, for example, read about communication, and think, “Yes, I can see how communication skills are important in all jobs and at all levels of the promotional ladder, and, hallelujah, I have good communication skills.” Take time to recall examples of your communication skills and the role they play in the success of your work.

You might also read about multitasking skills and realize that you need to improve in that area. Whenever you identify a transferable skill that needs work, you have found a professional development project: improving that skill. Your attention to those areas will repay you for the rest of your working life, no matter how you make a living.

Here are the transferable skills and professional values that will speed the conclusion of this job search and your long-term professional success. You’ll find that you already have some of them to a greater or lesser degree, and if you are committed to making a success of your life, you’ll commit to further development of all of them.

Transferable Skills

Technical

Communication

Critical Thinking

Multitasking

Teamwork

Creativity

Leadership

Professional Values

Motivation and Energy

Commitment and Reliability

Determination

Pride and Integrity

Productivity and Economy

Systems and Procedures

Transferable Skills

There is a body of skills that transcends industry lines. These skills will not only enhance your employability in your current profession, but will ease your transition should you ever change your career—something that the statistics say you will do three or more times over the span of your work life.

Employers are always on the lookout for employees who, in addition to the must-haves of the job, possess the written communication skills to create a PR piece or a training manual; who know how to structure and format a proposal; who are able to stand up and make presentations; or who know how to research, analyze, and assimilate hard-to-access data.

Some of the transferable technical skills sought across a wide spectrum of jobs include:

• Selling skills: Even in non-sales jobs, the art of persuasive communication is always appreciated, because no matter what the job, you are always selling something to someone

• Project management skills

• Six Sigma skills

• Lean Management skills

• Quantitative analysis skills

• Theory development and conceptual thinking skills

• Counseling and mentoring skills

• Customer Resource Management (CRM) skills

• Research skills

• Social networking skills

There are also technology skills that have applications within all professions in our technology-driven world. It is pretty much a given that you need to be computer literate to hold down any job today, as just about every job expects competency with Microsoft Word and email. Similarly, proficiency in Excel and PowerPoint is becoming a skill that is risky not to possess.

Any employer is going to welcome a staff member who knows his way around spreadsheets and databases, who can update a web page, or who is knowledgeable in CRM.

Some of the technology skills that enhance employability in non-technological jobs include:

• Database management

• Spreadsheet creation

• Word processing

• Building and designing of presentations

• Email and social media communication

Eventually, more and more of these skills will become specific requirements of the jobs of the future. Until then, possession of these skills will add a special sauce to your candidacy for any job.

All the transferable skills are interconnected—for example, good verbal skills require both listening and critical thinking skills to accurately process incoming information; these enable you to present your outgoing verbal messaging persuasively in light of the interests and sophistication of your audience so that it is understood and accepted. Develop effective skills in all seven of the subsets that together comprise the transferable skills and you’ll gain enormous control over what you can achieve, how you are perceived, and what happens in your life.

Technical

The technical skills of your job are the foundation of success within your current profession; without them you won’t even land a job, much less keep it for long or win a promotion. They speak to your ability to do the job, those essential skills necessary for the day-to-day execution of your duties. These technical skills vary from profession to profession and do not refer to anything technical as such or to technology.

However, it is a given that one of the technical skills essential to every job is technological competence. You must be proficient in all the technology and Internet-based applications relevant to your work. Even when you are not working in a technology field, strong technology skills will enhance your stability and help you leverage professional growth.

Some of your technology skills will only be relevant within your current profession, while others (Word, Excel, and PowerPoint, to name the obvious) will be transferable across all industry and professional lines. Staying current with the essential technical and technology skills of your chosen career path is the keystone of your professional stability and growth.

When people are referred to as “professionals,” it means they possess the appropriate technical and technology skills necessary for success in their profession and have interwoven them with the other major transferable skills. Staying current with the essential technical and technology skills of your chosen career path through ongoing professional education is going to be an integral part of your growth and stability. That’s why the education section toward the end of your resume can be an important tool in developing your professional brand: It speaks to your technical competence and your commitment, exemplified by your continuing pursuit of professional skills.

Technology constantly changes the nature of our jobs and the ways in which they are executed. As a result, if you want to stay employable, you need to stay current with the skills most prized in your professional world.

Communication

Without communication, you live in silence and isolation. With communication, you make things happen in your life.

As George Bernard Shaw said, “The greatest problem in communication is the illusion that it has been accomplished.” Every professional job today requires communication skills; promotions and professional success are impossible without them. Good verbal communication skills enable you to accurately process incoming information and also to present outgoing information persuasively and appropriately to your audience and message so that it is understood and accepted.

But communication embraces much more than listening and speaking. When the professional world talks about communication skills, it is referring to four primary skills and four supportive skills.

The primary communication skills are:

• Verbal skills—what you say and how you say it.

• Listening skills—listening to understand, rather than just waiting your turn to talk.

• Writing skills—clear written communication, essential for success in any professional career. It creates a lasting impression of who you are.

• Technological communication skills—your ability to evaluate the protocols, strengths, and weaknesses of alternative communication media, and then choose the medium appropriate to your audience and message.

The four supportive communication skills are subtler, but, nevertheless, they impact every interaction you have with others. They are:

• Grooming and dress—they tell others who you are and how you feel about yourself.

• Social graces—these are demonstrated by how you behave around others. If your table manners are sketchy, odds are you’ll never sit at the CEO’s table or represent your organization at the higher levels.

• Body language—this displays how you’re feeling deep inside, a form of communication mankind learned before speech. For truly effective communication, what your mouth says must be in harmony with what your body says.

• Emotional IQ—your emotional self-awareness, your maturity in dealing with others in the full range of human interaction.

Develop effective communication skills in all these areas and you’ll gain enormous control over what you can achieve, how you are perceived, and what happens in your life.

You can check out resources for developing each of these skills at www.knockemdead.com.

Critical Thinking

You know to come in from the rain, right? Then you know critical thinking impacts everything you do in life.

Life and the world of work are full of opportunity, and every one of those opportunities is peppered with problems. With critical thinking skills, you can turn those opportunities into achievement, earnings, and fulfillment. This is the professional-world application of all those problem-solving skills you’ve been developing since grade school: a systematic approach to uncovering all the issues related to a particular challenge that will lead to its solution.

Critical thinking, analytical, or problem-solving skills allow the successful professional to logically think through and clearly define a challenge and its desired solutions and then evaluate and implement the best solution for that challenge from all available options.

You examine the problem and ask the critical questions:

• What’s the problem?

• Who is it a problem for?

• Why is it a problem?

• What is causing this problem?

• What are the options for a solution?

• What problems might a given solution create?

• What is the most suitable solution?

You look through the factors affecting each possible solution and decide which solutions to keep and which to disregard. You look at the solution as a whole and use your judgment as to whether to use it or not. Once you have decided on a course of action, you plan out the steps, the timing, and the resources to make it happen:

• How long will it take to implement this solution?

• How much will it cost?

• What resources will I need?

• Can I get these resources?

• Will the solution really resolve the problem to everyone’s benefit?

• Will this solution cause its own problems?

Einstein said that if he had one hour to save the world, he would spend fifty-five minutes defining the problem. It’s a thought worth remembering, because a properly defined problem always leads to a better solution, and 50 percent of the success of any project is in the prep. Critical thinking is an integral part of preparation.

Multitasking (Time Management and Organization)

This is one of the most desirable skills of the new era. According to numerous studies, however, the multitasking demands of modern professional life are causing massive frustration and meltdowns for professionals everywhere. The problem is not multitasking, the problem is the assumption that multitasking means being reactive to all incoming stimuli and therefore jumping around from one task to another as the emergency of the moment dictates. Such a definition of multitasking would of course leave you feeling that wild horses were attached to your extremities and tearing you limb from limb.

Few people understand what multitasking abilities are built on: sound time management and organizational skills. Here are the basics.

Establish Priorities

Multitasking is based on three things:

1. Being organized

2. Establishing priorities

3. Managing your time

Plan, Do, Review Cycle

At the end of every day, review what you’ve accomplished:

• What happened: A.M. and P.M.?

• What went well? Do more of it.

• What went wrong? How do I fix it?

• What projects do I need to move forward tomorrow?

• Rank each project:

A = Must be completed tomorrow.

B = Good to be completed tomorrow.

C = If there is spare time from A and B priorities.

• Make a prioritized To Do list.

• Stick to it.

Executing the Plan, Do, Review Cycle at the end of every day keeps you informed about what you have achieved, and lets you know that you have invested your time in the most important activities today and will tomorrow, so you feel better, sleep better, and come in tomorrow focused and ready to rock.

Teamwork

If you become a successful leader one day, it will be due to the fact that you were a great team player first; that’s the way it works. The professional world revolves around the complex challenges of making money, and such challenges require teams of people to provide ongoing solutions. This, in turn, demands that you work efficiently and respectfully with others who have totally different responsibilities, backgrounds, objectives, and areas of expertise.

Teamwork asks that a commitment to the team and its success come first. This means you take on a task because it needs to be done, not because it makes you look good. The payback, of course, is that management always recognizes and appreciates a team player.

As a team player you:

• Always cooperate

• Always make decisions based on team goals

• Always keep team members informed

• Always keep commitments

• Always share credit, never share blame

Teamwork skills are especially important if you intend to be a leader, because all successful leaders need to first understand the critical dynamics of teamwork. It is only by being a team player that you will understand the subtleties of what makes a team pull together and function productively as a unit, and how to recognize and encourage those who display a team spirit; so if you intend to be a leader, learn to be a team player.

The Complex Transferable Skills

Each of the transferable skills helps you become successful in whatever career you pursue because they help you do whatever you do well. At the same time, transferable skills rarely exist in a vacuum. Each interacts with one or more of the others as a given situation demands: For example, communication skills include listening skills, listening implies the goal of understanding, and understanding requires the use of your critical thinking skills.

There are seven transferable skills, and the sixth and seventh, creativity and leadership, are called complex transferable skills because they can only come into being when a fully integrated combination of each and every one of the other transferable skills is brought into play.

Creativity

Your creativity comes from the frame of reference you have for your work, profession, and industry. This wide frame of reference enables you to see the patterns that lie behind challenges, and to connect the dots and come up with solutions. Others might have missed those solutions because they were mired in details and didn’t have that holistic frame of reference that enabled them to step back and view the issue in its larger context.

There’s a big difference between creativity and just having ideas. Ideas are like headaches: We all get them once in a while, and like headaches, they disappear as mysteriously as they arrived. Creativity, on the other hand, is the ability to develop those ideas with the strategic and tactical know-how that brings them to life. Someone is seen as creative when his ideas produce tangible results. Creativity also demands that you harness other transferable skills to bring those ideas to life.

Creativity springs from:

• Your critical thinking skills, applied within an area of technical expertise (an area in which your technical skills give you a frame of reference for what works and what doesn’t).

• Your multitasking skills, which in combination with your critical thinking and technical skills allow you to break your challenge down into specific steps and determine which approach is best.

• Your communication skills, which allow you to explain your approach persuasively to your target audience.

• Your teamwork and leadership skills, which enable you to enlist others and bring the idea to fruition.

Here are five rules for building creativity skills:

1. Whatever you do in life, engage in it fully. Commit to developing competence in everything you do, because the wider your frame of reference for the world around you, the higher octane fuel you have to propel your ideas to acceptance and reality.

2. Learn something new every day. Treat the pursuit of knowledge as a way of life. Absorb as much as you can about everything. Information exercises your brain and fills your mind with the ever-widening frame of reference that allows you to make creative connections where others won’t see them.

3. Catch ideas as they occur. Note them in your smartphone or on a scrap of paper. Anything will do, as long as you capture the idea.

4. Welcome restrictions in your world. They encourage creativity—ask any successful writer, artist, musician, or business leader. Restrictions in time, money, or resources are all negative in their initial impact, but they become the realities under which you must operate. Consequently, the professional defines those restrictions very carefully and then proceeds with the work under these new guidelines. From a production point of view (and creativity is all about giving abstract ideas some concrete form), restrictions make you think harder about the essentials and building blocks of your task. When you can take complex ideas and reduce them to their elemental parts, you have a real understanding of that task. Similarly, restrictions increase the need for simplicity in design, function, and expression, and simplicity leads to elegance no matter the project at hand. Restrictions are part of life; you can whine or suck it up and get on with the job.

5. Don’t spend your life glued to Facebook or TV. You need to live life, not watch it go by out of the corner of your eye. If you do watch television, try to learn something or motivate yourself with science, history, or biography programming. If you surf the Internet, do it with purpose.

Building creativity skills enables you to bring your dreams to life, and the development of each of these interconnected transferable skills will help you do just that.

Leadership

“A leader has two important characteristics; first, he is going somewhere; second, he is able to persuade other people to go with him.” The guy who said this, Maximilien Robespierre, was a principal figure in the French Revolution and literally changed the world. As you develop teamwork skills, notice how you are willing to follow true leaders, but don’t fall in line with people who don’t respect you and who don’t have your best interests at heart. When others believe in your competence, and believe you have everyone’s success as your goal, they will follow you; you accept responsibility, but “we” get the credit. When your actions inspire others to think more, learn more, do more, and become more, you are on your way to becoming a leader. This will ultimately be recognized and rewarded with promotion into and up the ranks of management.

Leadership is the most complex of all the transferable skills that you will develop to make a success of your professional work life. It is a combination and outgrowth of all the other transferable skills:

• Your job as a leader is to make your team function, so your teamwork skills give you the smarts to pull your team together as a cohesive unit.

• Your technical expertise, critical thinking, and creativity skills help you correctly define the challenges your team faces and give you the wisdom to guide them toward solutions.

• Your communication skills enable your team to buy into your directives and goals. There’s nothing more demoralizing than a leader who can’t clearly articulate why you’re doing what you’re doing.

• Your creativity comes from the wide frame of reference you have for your work and the profession and industry in which you work, enabling you to come up with solutions that others might not have seen.

• Your multitasking (time management and organization) skills enable you to create a practical blueprint for success, and they help your team to take ownership of the task and deliver the expected results on time.

Leadership is a combination and outgrowth of all the transferable skills plus the clear presence of all the professional values we are about to discuss. Leaders aren’t born; they are self-made. And just like anything else, it takes hard work.

Professional Values

Motivation and Energy

Employers realize that a motivated professional will do a better job on every assignment. Motivation expresses itself in a commitment to the job and the profession, an eagerness to learn and grow professionally, and a willingness to take the rough with the smooth in pursuit of meaningful goals.

Motivation is invariably expressed by the energy you demonstrate in your work. You always give that extra effort to get the job done and get it done right.


Commitment and Reliability


This means dedication to your profession, and the empowerment that comes from knowing how your part contributes to the whole. The committed professional is willing to do whatever it takes to get a job done, whenever and for however long is necessary, even if that includes duties that might not appear in a job description and that might be perceived by less enlightened colleagues as beneath them.

Commitment is also a demonstration of enlightened self-interest. The more you are engaged in your career, the more likely you are to join the inner circles that exist in every department and company, enhancing opportunities for advancement. At the same time, this dedication will repay you with better job security and improved professional horizons.

Your commitment expresses itself in your reliability. Showing up is half the battle; the other half is your performance on the job. This requires following up on your actions—not relying on anyone else to ensure the job is done and done well—and it also speaks to your reliability as a team player committed to the greater good of the team.

Determination

Your determination speaks of a resilient professional who doesn’t get worn down or back off when a problem or situation gets tough. It’s a value that marks you as someone who chooses to be part of the solution rather than standing idly by and being part of the problem.

The determined professional has decided to make a difference with his presence every day, because it is the right thing to do.

The determined professional is willing to do whatever it takes to get a job done, even if that includes duties that might not appear in his or her job description.

Pride and Integrity

If a job’s worth doing, it’s worth doing right. That’s what pride in your work really means: attention to detail and a commitment to doing your very best. This, in turn, means paying attention to details and to time and cost constraints.

Integrity means taking responsibility for your actions, both good and bad, and it also means treating others, within and outside of the company, with respect at all times and in all situations. With pride in yourself as a professional with integrity, your actions will always be in the ethical best interests of the company, and your decisions will never be based on whim or personal preference.

Productivity and Economy

Always work toward enhanced productivity through efficiencies of time, resources, money, and effort. Most problems have two solutions, and the expensive one isn’t always the best.

Remember the word “frugal”? It doesn’t mean miserliness. It means making the most of what you’ve got, using everything with the greatest efficiency. Companies that know how to be frugal with their resources will prosper in good times and bad, and if you know how to be frugal, you’ll do the same. Ideas of efficiency and economy engage the creative mind in ways that others would not consider.

Systems and Procedures

This is a natural outgrowth of all the other transferable skills and professional values. Your commitment to your profession in all these ways gives you an appreciation of the need for systems and procedures and their implementation only after careful thought. You understand and always follow the chain of command. You don’t implement your own “improved” procedures or encourage others to do so. If ways of doing things don’t make sense or are interfering with economy and productivity, you work through the system to get them changed.

How Transferable Skills and Professional Values Impact Your Job Search

Development of transferable skills and professional values will be repaid with job offers, better job security, and improved professional horizons. When you are seen to embody these transferable skills and professional values in your work and in the ways you interact with the people of your professional world, you will become known and respected as a consummate professional, and this can dramatically differentiate your candidacy.

That you have these admirable traits is one thing; that I know you have them, well, that’s another matter. You need to:

• Develop these skills and values.

• Make them a living dimension of your professional brand.

• Understand how each enables you to do every aspect of your job just that little bit better.

• Reference them subtly in your resume and other written communications.

• Reference them appropriately in your meetings with employers as the underlying skills that enable you to do your work well.

Examples of your application of these skills or the impact of these values on your work can be used in your resume, cover letters, and as illustrative answers to questions in interviews. But most important, when these skills become a part of you, they will bring greater success to everything you do.


GET A FREE RESUME REVIEW FROM MARTIN YATE!

Go to the website of the store where you bought the book, write an honest review, and send the link with your resume to MartinYate@KnockEmDead.com.






CHAPTER 3

HOW TO BUILD A KILLER RESUME



AND FIX A resume that isn’t working.

Your resume is the most financially important document you will ever own. When it works, the doors of opportunity open for you. When it doesn’t work, you don’t either, so writing that resume is a job that deserves your full attention. Your resume establishes an achievable goal for your search, opens the doors of opportunity for interviews, prepares you for the questions interviewers will ask, and acts as a powerful ambassador at decision time.

A good resume is not simply a recitation of all the things you have done in your work life. In fact, if your resume just lists all the things you happen to think are important, it will likely sit unread in countless resume databases.

The growth of technology in our world has had a major influence over how resumes have evolved. Used to be that someone would review your resume almost as soon as it was delivered. Today, resumes no longer go straight to a recruiter or manager’s desk; instead, they usually go into a resume database. Some of those databases contain over 50 million resumes. So you can see that for a human being to review your resume, it must first be discoverable in an ocean of other resumes by a recruiter tapping in search terms, just like you do on Google.

The Discoverable Resume

When recruiters are searching for talent in resume databases (or social networking sites) they invariably do so with a specific Job Description (JD) in mind. This is important, because job postings invariably reflect the exact wording of the Job Descriptions they come from. This means you can identify the words and phrases your target companies use when they are looking for someone like you.

If you and I want to hire an accountant, here’s how the process works. First, we need to identify the job title, so we type “accountant” into the dialogue box and specify a location. Next we click on the keyword options (words that describe the hard skills of the job), and up pops a list of words that have been frequently found in job postings for similar job titles. Finally, we add keywords of our own that do not appear in the offered keyword options.

The software then scours the database and builds a list of all the resumes that contain any of those descriptors or keywords. It then weights the list. Those resumes with the most frequent use and greatest total number of keywords rise to the top of the list. Mentioning keywords in a Professional Skills/Core Competency section at the front of your resume, and then repeating them within the context of the jobs in which they were used, will increase your ranking in recruiters’ database searches.

This is the first keyword test your resume must pass: Because recruiters very rarely go beyond the top thirty resumes in a database search, not enough relevant keywords means that no human will review it.

Job titles change from company to company. It isn’t the job title that is important so much as the underlying job. And as we discuss in the section on Target Job Deconstruction, a good resume starts with getting inside your customers’ heads to find out what they want to buy, allowing a resume that speaks to those capabilities for those needs rather than just a recitation of your experience.

Have a Single Focus

A resume that tries to be all things to all people will fail to be discovered, and even if read will likely be discarded in favor of candidates whose resumes speak more clearly about the relevant skills they bring to the table.

When you can do two or three similar yet different jobs, you must prioritize them, because the resume you write must be focused on one job in order to be data-dense enough to be discovered in the databases; you can subsequently make variations for the other job titles you want to pursue.

Prioritize your options to make sure the resume is focused on your greatest strengths. Do this by answering these three questions:

• Which is the job I can make the strongest argument for on paper?

• Which is the job I can make the strongest argument for in person?

• Which is the job where I have the best odds of success?

That’s the job you focus on. Remember: You cannot write a resume that qualifies you for different jobs. It won’t be data-dense enough to be discoverable. Once you’ve identified your best choice, focus your resume on that job alone.

You can quickly repeat the entire TJD process for the alternate jobs you want to pursue, knowing that you will have a carefully focused resume. Use a copy of your original primary resume, and customize it to fit the needs of any second or third options.

Visual Accessibility

This is the second keyword test your resume must pass when your resume gets in front of recruiters’ eyes. The very first scan of your resume usually takes between five and sixty seconds. No visual accessibility (it’s too hard to read) and no relevant keywords/phrases means no second read.

The second read is a little more careful. The reviewers are looking only to see if the resume reflects the skills and competencies required for the job they are trying to fill. Recruiters and HR typically plow through enough resumes to create a “long list” of six to eight candidates.

There will be screening interviews with the recruiters and eventually your resume will land in front of the manager who actually has the authority to hire you. Managers hate reading resumes—they just want to hire someone and get back to work.

In fact, no one likes to read resumes; try reading six of them in a row and feel your brain melting into a gelatinous goop. Bear this in mind, because you can learn to use this to your advantage.

Research on what percentage of submitted resumes actually generate job interviews varies from 47 percent down to 4.3 percent. Whatever the actual facts are is irrelevant; what’s important to recognize is that most resumes don’t work. You can see that a resume that crams in everything you have ever done, without any real focus, is doomed to stumble at these initial hurdles. And no interview means no job offer. In a world without job security, where the statistics say that through a fifty-year career you will likely have to change jobs about every four years, you need to learn how to build a resume that works.

Get Inside the Employer’s Head

The first lessons in the professional world are invariably: The customer is always right, listen to the customer, learn the customer’s needs, and sell to those needs. And yet we seem to forget this first step when it comes to writing a resume. Before writing your resume, you need to get inside the heads of your target employers and understand exactly how they think about, prioritize, and express their needs for the job you need to land. I have devised a tool that will do this and deliver:

• A template for the story your resume must tell to be successful

• An objective tool against which to evaluate your resume’s likely performance

• An understanding of where the focus will be at interviews

• A good idea of the questions that will be heading your way and why

• Relevant examples with which to illustrate your answers

• A behavioral profile for getting hired and for professional success throughout your career

• A behavioral profile for not getting hired and for ongoing professional failure

Start with Simple Common Sense

Your resume will always be most effective when it begins with a clear focus on, and understanding of, a specific target job. Once you have this focus, you can look backward into your work history for those experiences that best position you for the target job. This will enable you to tailor a killer resume.

The big question is: How do you do this? The answer is what I call the Target Job Deconstruction process.

Target Job Deconstruction (TJD)

Step #1 Decide on a Primary Target Job

Focus on a specific and realistic target job, one in which you can succeed based on the skills you possess today. Some people think you change jobs to get a promotion, but this is largely incorrect, especially in a tight job market. People get hired based on their credentials, not their potential. Most people don’t get promotions to the next step up the professional ladder when they change jobs, because that would mean coming onboard as an unknown quantity in a job they’ve never done.

Typically, most professionals accept a position similar to the one they have now, but one that offers opportunity for growth once they have proven themselves. The most common exception is an employee already doing that higher-level job but without the title recognition. Also, sometimes you can combine experience and credentials from a number of jobs into a new configuration. This is always more likely to happen when the economy is on the upswing. In down economies, there are just too many thoroughly qualified candidates for an employer to warrant the risk, because with every hire the hiring manager’s performance comes under scrutiny.

So of all the jobs you can do—and we can all do more than one—decide on the one that will be the easiest sell for you and the easiest buy for the employer. This will be:

• A job you can do and that you can justify on paper

• A job you can convince skilled interviewers that you can do

• A job in which you can succeed

Let’s look at “a job in which you can succeed.” Seventy percent of the requested skills/experience will usually get you in the running for the selection cycle in any economy. In your search for jobs, don’t throw out opportunities because one line in the job description speaks of skills you lack. If you meet the 70-percent guideline, you are a good candidate. Less than this and you may need to reconsider your target job or anticipate a longer job search to reach your goals.

If you have more than five years of experience, there are probably a couple of jobs you can do. More than fifteen years’ experience and there could be half a dozen jobs in which you can succeed. Carefully evaluate and rank these jobs based on their availability, remuneration, fulfillment, and potential for growth or shrinkage. This way you will target a “primary job” based on practicality and common sense. If you ultimately decide you want to go after that White Water Rafting Guide job because you once owned a canoe . . . well, at least you’ll be doing it with your eyes open, knowing that you won’t have most of the required skills, and that your search will take considerably longer.

This does not mean you cannot pursue any of those other jobs for which you have the desire or some of the qualifications. However, be sensible, create your primary resume with a single “primary target” job in mind, and make that job one you can nail!

Targeted Resumes for Different Jobs

The one-size-fits-all resume covering all the skills you possess for all the jobs you can do doesn’t work anymore; you have to have a resume focused on a single target job. This means that you have to tailor individual resumes for each of the different jobs you want to pursue, but fortunately, this isn’t nearly as hard as it sounds. Once you have created a primary resume to your job search, you can quite easily customize it for any of those other jobs you are interested in. There is usually considerable overlap in the deliverables of the different jobs for which we are qualified, so you can take that primary resume, make a copy, retitle it, and make the necessary changes to give the secondary resume a specific focus. To determine what changes to make, go through the TJD process for each additional job-targeted resume and you will quickly maximize the impact potential of each one; you won’t have to start from scratch, and you’ll have customized resumes for each opportunity.

Step #2 Collect Job Postings

Collect a half-dozen job postings for your chosen primary target job; if you want to save some time, try one of the job aggregators, or spiders (so-called because they crawl the web looking for suitable jobs based on your search criteria) from the following list, each of which will search thousands of job sites for you. Some are free, and some are for a fee, but they all work similarly. The homepage has a couple of dialogue boxes: one for a job title and one for a geographic area. If you cannot find half a dozen jobs in your target location, just try another major metro area: For the purpose of TJD, it doesn’t matter where the jobs are located.

• www.indeed.com

• www.simplyhired.com

• www.jobbankusa.com

• www.glassdoor.com

• www.jobster.com

Put them in a folder on your desktop and also print them out.

From the collected Job Descriptions, we will carefully define exactly the way employers think about, prioritize, and express their needs when they consider that particular job. The result will be a template that describes your target job the way employers themselves think about, prioritize, and describe it.

Step #3 Look at Your Job from the Other Side of the Desk

This is where you deconstruct your collection of JDs so that you understand exactly how employers think about, prioritize, and describe the deliverables of your job.

1. Start a new MSWord document, and name it “Primary TJD” or something similar.

2. Under the subhead “Target Job Titles,” cut and paste all the variations on the job title you are pursuing from your collection of job postings.

3. Add a second subhead entitled: “Experience/Responsibilities/Skills/Deliverables/Etc.”

Review your collection of job postings and find one requirement that is common to all six; of these six, choose the most complete description of that particular experience/responsibility/skill/deliverable, paste it under the second subhead, and put the number 6 in front of it to signify that it is common to all six job postings. Underneath this, list additional keywords used in the other five job postings to describe this same requirement.

For this step you may find it easier to work with the printed copies, since your kitchen counter is bigger than your computer screen ;-).

Repeat these steps for any other requirements that are common to all six of your collected job postings, placing the number 6 alongside each one.

4. Repeat this process with requirements that are common to five of the six job postings, then four of the six postings . . . and so on down the line.

At the end of this first part of the TJD process, you will be able to read the document and say to yourself, “When employers are looking for _____________________, these are the job titles they use; this is the order in which these needs are prioritized; these are the skills, experiences, deliverables, and professional behaviors they look for; and these are the words with which they describe the deliverables of the job.”

As you read through your TJD document, the story your resume needs to tell will be laid out before you, and some of those promises I made a few paragraphs back will begin to sound a lot less like smoke and mirrors.


KNOCK ’EM DEAD TIP

If you are new to the professional world and cannot bring personal awareness of a job’s needs to the TJD process, you might want to do a little additional research to ensure that your resume has the proper focus.

For further insight into a specific target job, visit the Occupational Outlook Handbook pages at www.bls.gov/ooh, which give detailed analyses of hundreds of jobs. After that, talk to people who are actually doing the work and have them deconstruct the job for you along the lines discussed. Check the section on networking for ways to identify and reach out to the right people.



Step #4 Identify What’s Missing

Add to your TJD any additional skills/experiences you believe are relevant to this job. There are plenty of Job Descriptions that don’t tell the whole story. In some companies, even publicly traded multinationals, the Job Descriptions can be maddeningly vague because the company hasn’t paid close enough attention to the hard skills of the job. Furthermore, in many companies, Job Descriptions won’t go into all the nuts and bolts of a particular job, because they all have to be approved by the Legal Department before they see the light of day. This is part of an overall corporate cost-containment policy designed to protect against the release of JDs that might aid individual or class-action lawsuits brought by disgruntled employees. How can I be sure of this? I used to be a director of human resources in Silicon Valley. I’ve overseen this process.

If you know a specific skill is mandatory for this job, feel free to add it at the bottom of your list. Job postings can also be vague or poorly thought through, which is why you collect a number of them and add responsibilities that you know belong.

Step #5 Problem Solving

At their most elemental level, all jobs are the same—they all focus on problem identification, prevention, and solution; this is what we all get paid for, no matter what we do for a living.

Go back to your TJD and start with the first requirement. Think about and note the problems you will typically need to identify, prevent, and/or solve in the course of a normal workday as you deliver on this requirement of the job; then list specific examples, big and small, of your successful identification, prevention, and/or solution to the problems. Quantify your results when possible.

Repeat this with each of the TJD’s other requirements by identifying the problems inherent in that particular responsibility. Some examples may appear in your resume as significant professional achievements, while others will provide you with the ammunition to answer all those interview questions that begin, “Tell me about a time when . . . ”

Step #6 Achievements

Make a list of your greatest solo professional achievements from each of the jobs you have held, quantifying the results where you can, to demonstrate the value of your work. Add to this list with examples of team achievements to which you contributed.

Once you have made this list, come up with a couple of examples of projects that went wrong and couldn’t be fixed; you need these to illustrate your answers to questions that might well be asked about projects that went wrong. Ideally, you want examples that are in the past, where the going wrong was less than catastrophic and where other people were involved, so you weren’t solely responsible. In every example you must be able to illustrate what you learned from the experience.

Interviewers are fond of asking you questions about the following:

• Things that didn’t work out well (but did in the end)

• Things that didn’t work out well ever, and what you learned

• Unpopular decisions you have had to make

• How you developed new processes (because existing ones didn’t work or weren’t efficient)

• How you improved something that was already working well

• How you fixed something that was broken

Being ready with appropriate answers for tough questions in these areas takes some thought. Now, as you do the TJD and as you gather information about your experience in the coming resume questionnaire, is a good time to think about examples to use in answer to these questions.

Come back to these examples as you are preparing for an interview. This may seem like a lot of work, but the better prepared you are, the more job offers you will land and the better companies you will land those job offers with.

Step #7 A Behavioral Profile for Success

Interviewers always have an image of the person they want to hire (and the person they don’t). This is not about height, weight, and hair color; it’s a composite behavioral profile of the best people they’ve known in the job. It’s what hiring managers want to find and will hire when they see.

Have you ever thought about the behavioral profile that defines success in your area of expertise and then measured yourself against it? Doing so can help you define the professional you want to be and the persona you want to show to the professional world. Not understanding how your behavior can help or hinder your success usually means that you are unwittingly sabotaging future potential.

Work your way through each of the responsibilities itemized in your TJD one by one, profiling the best person you ever saw doing that aspect of the job and what made her stand out. Describe how she went about the work, skills hard and soft, interaction with others, general attitude and demeanor, and anything else that sticks out in your mind about that person, and you’ll get something like: Carole Jenkins, superior communication skills, always asking questions and listening, a fine analytical mind, great professional appearance, and a nice person to work with; she’d do anything for anyone. Do this for each one of the job’s deliverables and you will have a detailed behavioral profile of the person all employers want to hire and everyone wants as a colleague: You will have a behavioral profile that will help you land job offers and, just as important, a behavioral profile for professional success.

Step #8 A Behavioral Profile for Failure

Now think of the worst person you have ever seen for each of the requirements and what made that individual stand out in such a negative way. Describe the performance, professional behaviors, interaction with others, and general attitude and demeanor of that person and you’ll get something like: Jack Dornitz, insecure, critical, passive aggressive, no social graces. You are describing the person that all employers want to avoid and no one wants to work with; and you will have a behavioral profile for long periods of unemployment and professional suicide. Then compare yourself against this profile and see if there is anything you need to change or work on.


Step #9 Transferable Skills and Professional Values

The final step of the TJD is to review each of the skills/responsibilities/deliverables of the job one last time to identify which of the transferable skills and professional values help you execute your responsibilities in each of the target job’s requirements.

Once you complete and review your TJD, you will have a clear idea of the way employers think about, prioritize, and express their needs for this job; you’ll know what they’ll need to ask about at interviews and, beyond the hard skills, exactly the person they will hire. Yes, it will take time, and it would be easy to cut corners or just skip it, but this is your career and this is your life: Make the choice that is right for your long-term success and happiness.

The more immediate result will be to give you a template for the story your resume has to tell and an objective tool with which to evaluate your work. And when you apply what you learn from the TJD exercise to your professional life, it will increase your job security as it opens doors to the inner circles that exist in every department and company.

Promotions, Ongoing Employability, and Career Strategy

Professional success has traditionally been defined by occupation, job title, and prestige of employer, because financial rewards have similarly been determined by occupation, job title, and employer: Better companies and higher titles lead to greater earnings and greater social prestige.

Part One: The Story

This idea has been the norm for the past five or six generations, since the industrialization of our country, and has become an integral part of traditional (and largely irrelevant) career management lore. Passed on from parent and teacher to child, conventional career management wisdom says:

1. You can go anywhere you want in life as long as you base your pursuits on a firm educational footing. (NB: If you live in America, for many people this means getting deep into debt.)

2. Be prepared to start at the bottom and work your way up.

3. Do whatever is required of you without complaint; sacrifice your energy and your time for the benefit of your employer.

4. Hang on with ten fingers and ten toes—and if you lose one, then hang on with nine, because you will be rewarded with gradually increasing responsibilities, earnings, and titles.

5. You will be rewarded with long-term employment and a steady career with an employer who makes sacrifices on your behalf equal to your own.

Part Two: The Facts

1. With exceptions as rare as hens’ teeth, employers make no sacrifices on your behalf.

2. With all that hard work and sacrifice, you get to keep that job just as long as it takes the employer to find someone cheaper (here or abroad) or automate your job out of existence entirely.

Part Three: The Big Lie

Our political and business leaders have told us for twenty years that, yes, we are losing jobs, but, “They’re those dirty old jobs that you don’t want anyway. What you want is one of those shiny new jobs that globalization is making possible.

“All you have to do is go back to school for retraining (getting deeper into debt) and then start at the bottom, and work hard, make sacrifices, hold on with ten fingers and ten toes . . . ” You know how this story ends.

In short, you are being sold a pack of lies again. It is not that any one person is setting out to tell you lies, but cumulatively this is what the advice amounts to.


Part Four: The Truth

1. All jobs are under threat all the time from the inexorable march of automation and the globalization of work it makes possible.

2. No job today is secure from the impact of technology-driven change.

3. The better you become at your work and the more you earn as a result, the more you increase the probability that with some new software development, there’s a cheaper alternative that can be found to replace you.

4. The better you become (which is something you strive to do because that is where the rewards have always been), the higher you climb.

5. Climbing ever higher on the ladder of professional success has traditionally meant security, but now with the globalization of manpower and age and wage discrimination, many people are beginning to recognize that the higher you climb, the fewer alternatives are open to you and the bigger the target on your back for all the people coming up behind you and snapping at your heels.

What Keeps You Marketable?

You can’t rely on hard work and loyalty to deliver a successful career, because behind the scenes your employer, and every employer, is constantly looking to contain costs by automating and outsourcing work.

Consequently, you have to take a more active role in managing your career. Now, while this section is primarily focused on creating a resume to get you a new job, these same tactics can be applied to pursuing a promotion on that job and maintaining your desirability as an employee in the event of the unforeseen (but not unforeseeable!) occurring.

In fact, the TJD process we discussed should play a twice-yearly role in your ongoing career guidance strategy, both for maintaining employability and for pursuing professional growth.

Maintain Employability

To keep yourself employable, you must stay in tune with the new skills that employers are seeking when they hire people like you.

Twice a year, collect half a dozen job postings for the job you have now and the job you would likely pursue in the event of an unexpected layoff. Review these job postings for the skills employers are seeking. You should consider adding any skill you do not have to your professional skill development program. If the skill is relevant to your work, employers will often support you in acquiring it.

Pursue Professional Growth

You can also use the TJD approach to climbing the ladder of professional success. Many people mistakenly assume that promotions come with time, hard work, and loyalty. Promotions do indeed take time and hard work, but are based more on the presence of the necessary skills than oafish loyalty.

So if you have plans to climb the professional success ladder, it is common sense to identify the skills and experience needed to take that next step up the ladder, then set about acquiring those skills and that experience.

Resume Building

Once you have a clearly defined target job, you can look back into your work history and pull out the experiences that best reflect your ability to do this job. The following questionnaire will help you assemble all the data you will need for a productive resume.

You can find an electronic version of this questionnaire at www.knockemdead.com on the resume advice pages. The electronic document will expand to fit your needs.

Resume Questionnaire

You can find an MSWord version of this and all other documents used in resume development at www.knockemdead.com.

In answering the questions, don’t worry about grammar or perfect expression (that comes later), but do take the time to think about the issues. Be descriptive—don’t just say you were a manager: Say that you were a manager with fifty-five direct reports in Decatur and a further fifteen in Mumbai. Be specific whenever possible. Mention full budgetary responsibility (with dollar amount) plus selection, development, discipline, and termination responsibilities. Wherever you can, illustrate with real-world examples, and quantify those examples in terms of money earned or saved, time saved, and productivity improved. Round these examples down, rather than up. Always identify your role as a team member when appropriate. This makes your claims more believable.

Contact Information

Name

Address

Email

Home telephone (recommend alternate #)

Cell

Current job title

Variations on this job title

Operational area (sales, finance, R & D, IT, supply chain, etc.)

Industry/market sectors (technology, pharma, financial services, etc.)

Education and Skills

Postsecondary education (You might not use all this but do collect it.)

Degree

Concentration

Graduation date

Major

Minor

GPA

GPA major

GPA minor

Ranking

Honors, scholarships

Special accomplishments

International studies

Degree

Concentration

Graduation date

Major

Minor

GPA

GPA major

GPA minor

Ranking

Honors, scholarships

Special accomplishments

    Professional Education (Ongoing professional education signals commitment to success.)

Course name

Completion date

Duration

Certification

Sponsoring organization

Professional Credentials Not Covered Elsewhere

    Professional memberships and affiliations (American Management Association, American Marketing Association, etc.)

Organization

Leadership role


KNOCK ’EM DEAD TIP

Active membership in a professional association is a key tool for career resilience and success.



    Technological Skills (List all that apply to you.)

No one gets ahead today without technological competence. Capture your fluency here, and update regularly. That alphabet soup of technology just might help your resume’s performance in database searches.

    Corporate Accomplishments (You can also include here your work on projects that resulted in copyright and patents, so long as you make clear your real contribution.)

Awards and recognition

Public speaking/presentations

Profession-related publications

Patents and copyrights

Global Experience, Cultural Diversity Awareness

In a global economy, any exposure here is relevant, and it doesn’t have to be professional in nature. That you were an Army brat and grew up in ten different countries can be a big plus. Just name the countries, not the circumstances.

    Foreign Languages

    Community, Civic Involvement (List all organizations and any special projects/activities/leadership roles.)

    Other Activities

This should include all the activities with which you fill your out-of-work hours. Your resume may include those activities that can say something positive about the professional you. For example, in sales and marketing just about all group activities show a desirable mindset. Bridge might argue strong analytical skills, and the senior executive who still plays competitive lacrosse and runs marathons is crazy not to let the world know.

    Valuable Profession-Related Skills Developed Outside of Your Professional Work

    Military Service

Rank

Discharge

Promotions

Decorations

Honors

    Professional Development Courses

    Achievements

What professional capabilities/skills do you feel have most contributed to your professional success?

What professional behaviors (analytical or communication skills, for example) do you feel have most contributed to your professional success?

    Employment History (To ensure a proper focus, I strongly advise that you complete your TJD exercises before looking back at your work history.)

Current position

Company

Employment dates

Location

Standing (division, public, private)

Industry/market sector

What does your company do?

EXAMPLE:

Squanto Corporation, Inc., Orlando, FL

1997 to present

$500 million company

One of the largest resort and vacation sales/development companies in the United States.

In rapid growth through international expansion, strategic M & A, industry roll-up, and IPO.

What were you hired to do?

EXAMPLE:

Worldwide Director of Operations, Entertainment Imaging, 1998–2006

Selected to re-engineer and revitalize this $65 million business unit with accountability for thirty-two direct reports in four cities across the United States. Established strategic vision and developed operational infrastructure. Managed Supply Chain, Logistics/Distribution, Forecasting, System Integration, Project Management, Contracts Administration, and Third-Party Site Operations.

Or, more simply:

EXAMPLE:

DryRoc, Inc., Indianapolis, IN, 2004–present

Production Director

Drove production for world’s largest wallboard plant, with 258 employees working in multiple shifts.

Your Title

Title you report to

Department/unit

Leadership or membership of executive teams, project teams, or committees

Responsibilities/deliverables

Quotes, praise, and endorsements from management

How do you hope a professional colleague would describe your most desirable professional qualities?

Having taken a first pass at the responsibilities/deliverables area, take a few moments to review your TJD. Identify the ways in which your department or unit is expected to contribute to the bottom line (making or saving money, improving productivity, and so on).
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