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Introduction

You’re graduating from college and it’s a wonderfully exciting time for you; the college years are coming to an end, and there is a career filled with possibilities ahead of you. You are a well-prepared, knowledgeable generation, and there are many reasons for you to be proud. You have so much to give and we want to make sure your expectations are met when you search for your first job!

This book came about when both of us returned to graduate school after many years in the working world. We heard your questions on how to begin a job search as we sat with your peers in class, and we discovered ideas and tips that Working World 101 will pass along to you.

You may not even have thought to ask some of the questions we’ll be answering, but we know what interviewers will be asking and the qualifications they want. Bridget Graham has spent more than thirteen years working in human resources, and Monique Reidy has worked as an advertising director and owned and managed a design firm with clients such as the L.A. Dodgers, the USC football team, Showtime Networks, Amgen, and others. Between the two of us, we’ve hired countless managers and terminated those who “just didn’t get it.” Our expertise will help you navigate through the job search, interview, and beyond, and we will also share real-world advice about what companies—big and small—are looking for when hiring.

With all our experience, we understand that your generation is unique. We know you are confident, optimistic, civic minded, and techno savvy. Your generation respects competent individuals, not titled ones. Here’s the thing: the people hiring you are Gen X and Baby Boomers, and there are some adjustments that will have to be made. Knowing that generational differences exist is of tremendous value as you begin your job search.

Even when talking with professionals about this book, we found generational differences. Baby Boomers have one set of preferences for what they want to see; Gen X individuals have another. No one is right and no one is wrong, but understanding this helps. Ask employers (or hiring managers), and most will tell you they know they need to tailor their companies and styles for your generation. Most know that within six months of working you’ve already decided if a company is right for you. Most know that your goal is to find a job and a life with meaning, not to work for the same company for twenty-five years—and this is okay. But employers expect professionalism. They want to know, even if you’re only planning on working for two years before heading on to the next company or even off to backpack in Africa, that during the time at their company you’re giving 110 percent and contributing to the growth of projects, clients, and the company.

You thrive on change and movement; you want rapid career growth and experiences to help take you to the next step, and then the step after that. Companies are beginning to understand and want to provide this for you. Because of this, a little research is worthwhile to make sure you not only find the right career but also the right company. This is where networking, informational interviews, continuous research and, of course, professional communication come into play.

This is a book about getting your first job, but unlike other books for recent grads, we focus on the importance of communication during the job search and within the workplace. Before you even snag an interview, your resume will help you sell yourself to a prospective boss. The way you dress, how you speak, your nonverbal cues—all of these communicate who you are.

So don’t just think of this as a “how-to” job search guide. This book will be a doorway into evaluating your communication style, too! Resumes full of grammatical errors won’t even get you an initial call. Miscellaneous speech blunders and qualifiers such as “like” and “do you know what I mean” and ending every sentence as a question diminish your credibility. (Think about this last one . . . you may not even realize you do this. When you say an affirmative statement, see if your voice inflection trails up. Does it sounds as though you’re asking a question, even though you’re stating a fact?)

Communication is key, and with this book you’ll learn the art of verbal finesse—an art that will take you from the dorm room to the boardroom in record time. You’ll learn how to communicate to others that you are strong, confident, capable, and ready to take this next step in your life’s journey. You want to be an agent of change and find the fulfilling career you’re seeking. We know you’re fed up with a lot of what you hear about corporate scandals, politics, and behaviors, but in order to be the difference-maker you long to be (and also to make the salary you want), you have to first show the employer you have what it takes and get your foot in the door.

You’ve already earned the college degree, and now we want to help you get on the right path with your communication toolbox properly packed. You want to be vocal but also realistic. With this book, you’ll find practical resume and interview advice. There are inspirational stories, gender-specific pitfalls and successes, and more. From making contact to dressing the part to saying the right thing, here are the scripts and tips to help you on your way to career success!
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CHAPTER 1
 A Degree of Daring

CONFIDENCE IS KEY

Having just finished college, you’ve probably learned to typecast people based on their personality traits. You may have also learned to appreciate those classmates who achieved success in their chosen fields of study. Or you may have developed real friendships with people who encouraged others and seemed to always be in a good mood. Maybe you wish you could be like them.

These young men and women most likely have a strong self-image and a healthy dose of confidence. As handy as these qualities were during your academic years, now that you’re job hunting, these traits will become even more valuable. While you don’t want to present yourself as arrogant, even more detrimental to your success is the common and debilitating quality of self-doubt.

“What’s the worst thing that can happen to a quarterback? He loses his confidence.”

TERRY BRADSHAW 

BE CERTAIN OF YOUR ABILITY 

When a reference about confidence is made, it usually refers to self-confidence—a certainty about your ability to succeed. This essential quality is closely linked to one equally valuable: self-esteem. It’s a challenge to have a solid sense of self-confidence if you do not have a strong sense of your own identity and value.

You’ve likely heard the maxim: hurt (adjective) people hurt (verb) people. By the same token, confident people build others up to be confident. Maybe this is why the most self-assured kids in school were usually the most popular. Like magnets they attracted equally bubbly people. When it comes to job hunting, the more enthusiastic you come across to a prospective employer, the more likely you are to stand out from the other applicants. All other issues being equal, self-confidence is usually what sets a successful person apart from someone less successful.

Rick Pitino, the former Kentucky Wildcats coach who led his team to the 1996 national basketball championship, once noted: “ . . . you can expect great things from people who feel good about themselves. They can push themselves. They can set long-term goals. They have dreams everyone expects to be fulfilled. People with high self-esteem are risk-takers, but more important, they are achievers.” And you can bet most employers agree with him.

In order to present yourself as self-assured in a job interview, you’ll need to assess your self-confidence. This highly charismatic quality shows through in a variety of ways, from your body language to your tone of voice, your ability to make and hold eye contact, what you say, and how you say it.

People who are not self-confident are easy to spot. They generally depend excessively on the approval of others in order to feel good about themselves. They fear defeat and rejection and often avoid taking risks because they are afraid to fail. But what’s most noticeable is that they generally do not expect to be successful.

Amy, a graduate of a notable university in the Southeast, confesses to feeling academically competent but lacking the confidence to face the challenges of the real world. “I graduated summa cum laude and was sure of my ability to make good grades and turn in assignments that were above average,” she explains. “But when I started to look for work, I realized I wasn’t so competent in nonacademic areas, and I felt overwhelmed and just withdrew.” Like Amy, many of you may feel like a fish out of water upon graduation. You may have felt cocooned in the comfort of peers and a familiar collegiate environment, but once out, you may have lost your footing. It can only take a couple of negative experiences to send a recent grad down the dangerous spiral of self-doubt.

SAY NO TO SELF-DOUBT 

Self-doubt is the antithesis of self-confidence. Other bad habits, such as constantly putting yourself down, develop from this destructive habit. If you’re prone to this, you need to make a deliberate effort to quiet those negative thoughts by catching yourself and rephrasing what you say in your head. For example, if you have a tendency to discount yourself, you may talk yourself out of applying for a particular position with thoughts like: “Why should I bother sending my resume? I’ll just be rejected again anyhow” or “I’ll skip this opportunity because that company is probably seeking someone more capable than I am.” If you tend to be negative, ask a good friend to pay attention to your conversations and bring pessimistic statements to your attention. When you catch yourself in the act of talking and thinking pessimistically, you can willfully work on becoming more positive and dynamic.

Self-doubt, negative talk, and a focus on failure all nurture a poor self-image. People who lack self-esteem still have the same desires as those who are confident, but they often remain dissatisfied because they are afraid to take risks and establish goals.

A lack of self-confidence does not necessarily translate to lack of ability, though. Often it is an excessive focus on others and their accomplishments that makes you feel you can never measure up. Maybe your parents set standards too high and you could never quite please them. Perhaps you’ve had professors who were condescending and you learned to withdraw for fear of further criticism. The good news is that no matter where your lack of confidence comes from you can restore your self-image and level of self-sufficiency!

No one is born confident. Confidence requires a considerable amount of affirmation from your family and other significant people in your life in order to develop. If you have low self-esteem, it’s liberating to know that people aren’t thinking about you nearly as often as they’re thinking about themselves. As you go about your day, substitute the internal question “What will people think of me if I do this?” with an affirming statement such as “People are more concerned about how they appear to others and are not focused on me and what I do.”

Keep in mind that your past won’t change, but your future can, if you have the right mindset and properly manage your destiny. Your sense of self-assurance is affected not only by what has happened to you but by how you interpret those events. Since this has a direct bearing on your level of self-esteem, you can learn to change your perspective about your past and decide to overcome those setbacks.

Remember, having a realistic assessment of who you are, what you can truly offer, and the wonderful qualities you possess will help propel you to a successful career.


CLASS NOTES Arica, 24

Knowing which specific industry she wanted to work in, Arica graduated from a trade-specific school, the Fashion Institute. She worked in a retail position while earning her degree, which not only provided her valuable knowledge but also networking opportunities. Her current job, a sales and marketing specialist for a top denim company, was attained via a contact from a previous position. “Job boards didn’t work for me,” she says. “Sometimes to get the right job, it is about coming across as confident and keeping contacts with those who know people within the industry.”

Arica took advantage of every opportunity. While working in a retail store, an owner of a prominent clothing line came into the locale and she “got the guts up” to go talk to him and share that she was pursuing a corporate-level retail job. He gave her his card and the name of a person to contact at the company. Within a few days, she had an interview and was offered the position. She wasn’t able to take the position because she was still finishing classes, but she knew that she’d be able to use the confidence the interview gave her when she was actually looking for a job.

“It’s about stepping out of your comfort zone and asking people: ‘If you’re looking to hire someone, I’d love to send you my resume,’ ” she says.



WRITE DOWN YOUR SUCCESSES 

Here’s an exercise to help beef up your self-esteem and/or keep it in perspective: Get a notebook or create a spreadsheet document on your computer. Call the notebook or document “My Success Story.” Within those blank pages, label one “Victories.” On this page, outline every imaginable achievement you have ever enjoyed. Did you ace a difficult class? Have you traveled to places you had wished to visit? Did you run a 10k? Begin your list by noting that you’ve completed college and have earned your degree—a feat many people cannot claim!

Continue to add to this list as new triumphs come to mind. Whether grand or small, each event you are proud of should be noted. Refer to this list often and you’ll be amazed at how quickly you develop a winning attitude. Celebrate and take pleasure in your successes, and formulate strong mental pictures about yourself, your past achievements, and your goals. Frequently reading through your list will help you focus on your positive points as you learn to reconsider your negatives.

[image: p] ADVICE FROM THE CORNER OFFICE
 Susan Sellani-Hosage, a senior manager in human resources, suggests, “Don’t speak in ‘we’ terminology. If I were hiring you and your whole team back at the office, that would be great, but I’m not. Defining your individual contributions in your previous job is critical in creating the impression that will get you your next one.”

Label your next page or section “Power Points.” Here, list any desirable attributes you possess. Do you have a good sense of humor? Are you artistic? Are you a genius with electronics? Jot down as many positive things about yourself that come to mind. Consider compliments you have received or talents easily attainable to you. Are you a math whiz? A gourmet cook? If it’s a strong point write it down.

When you show up for a job interview you should have your achievements clearly in mind. Don’t negate your achievements by not remembering what they are. Your lists of “Victories” and “Power Points” will help prepare you for any questions that come your way as you’ll be ready to fire off your most notable qualities and accomplishments with ease.

KNOW YOUR OBSTACLES 

Label another page “Obstacles.” Here list any events in your life that may have been barriers to success. Did you fail a class? Did you not make the basketball team? Were you denied admission to the college of your dreams? Any event, great or small, that you consider to be an impediment to your success should be noted on this page.

Your “Obstacles” list is not one you’ll want to revisit often, but you should utilize it to help you rise above your unfortunate circumstances and change your point of view. Take each event and note why you believe you came to that regrettable outcome. Were your goals too unrealistic? Did you score low on your SATs because you did not prepare properly? Were you fired from a previous job because you were repeatedly late?

Once you have outlined your unlucky occurrences, noting the likely reasons for the adverse outcome, have a conversation with yourself about why things turned out the way they did. For example, “I scored low on my SATs because I did not take the time required to prepare, and that’s why the application to my favorite university was declined. I was not denied admission because I am an idiot but because I did not plan accordingly. Next time I have an important exam I will make the required effort.”

This rationale will help you realize that you have a great deal of potential and—given the proper tools—the ability to succeed. Balancing this exercise with reaffirming your achievements will help you form a healthy self-view and you will become more confident as a result. If you have suffered extraordinary trauma or have experienced events you believe you cannot overcome on your own, consider visiting a counselor who can help you make sense of those experiences.

You may be asking what this has to do with job hunting. The answer is a great deal! Until you learn to overcome your past and decide to have a confident and positive attitude, the less likely you are to land the position you want.

Before you put away your notebook, label a final page “Moving Ahead.” Here list your goals and the dreams you hope to realize. Confident people are always stretching forward, seeking to improve and grow. Noting what you want to work toward will give you purpose and self-assurance.

Mastering the notion of confidence is a valuable lesson because these skills can help you in every endeavor in life, not just with your job search. Confidence doesn’t come naturally for some people; most lean toward the modest side, being careful not to come across as smug. Others appear too confident, without having anything to back it up. This is only perceived as arrogance, and will cause another set of problems. This is why you want to appreciate exactly who you are and what accomplishments you have achieved.

Once you’ve learned to appreciate your own sense of achievement, you’ll exude a noticeable poise others will surely pick up on. Believe in yourself and be proud of your experiences because they have helped to mold you into who you are today! And when you walk into an interview with a healthy self-assurance, you’ll surely chalk up points in your favor.

There’s nothing more frustrating to an interviewer than having to work hard to get an interviewee to open up and share about him or herself. It can be exasperating, and the one characteristic you don’t want someone to attribute to you is exasperation! You want to leave each meeting knowing you’ve sent a powerful message about your level of self-confidence and your ability to handle the position for which you’re applying.

Think of self-esteem as a muscle you have to develop for the rest of your life. Like a muscle, the more you use your confidence, the stronger it becomes. As you continue to accomplish great feats in your personal and professional life, you will feel better about yourself and your confidence will increase. Work at it and strive for it and your level of confidence will strengthen and escalate. [image: Il_9781598694956_0022_001]

cheat sheet 

Don’t come off as arrogant.

Don’t fear defeat.

Do take risks.

Do have confidence in your abilities and skills. 

Do paint a realistic picture of your accomplishments.

Don’t be self-condescending.

Don’t engage in negative self-talk.




CHAPTER 2
 Your Real-Life Transcript

SELF-ASSESSMENT MAKES SENSE

You’ve got the college degree, fashionable interview attire, and a flashy new briefcase. Now it’s time to get started. First, it’s time to stop and take a personal and professional inventory. This is important because you should be aware of all you have to offer to an employer. Taking stock of your experiences, situations, and achievements will help propel you to success. But first you need to assess other necessary qualities: What are your talents, gifts, strengths, and passions? What do you consider your weaknesses? Are there tasks that don’t appeal to you? Listing these qualities will help you solidify what you’re looking for in a job.

“As you become more clear about who you really are, you’ll be better able to decide what is best for you—the first time around.”

OPRAH WINFREY 

DO YOU KNOW YOURSELF?

First, determine your value system. Are you honest? Loyal? Do you possess integrity? The following is a quick quiz designed to help you determine your strengths and weaknesses for an enlightening evaluation.

1. A bag of money falls off a truck in front of you. You . . .

a. Leave immediately and book a flight to Barbados.

b. Sneak it home, hold it for a few days, and eventually turn back in some of it (after buying your mom a car).

c. Flag down the truck and give it back.

2. If you broke something at a store, you would . . .

a. Try to put it back together.

b. Blame it on the person you’re with.

c. Fess up to the crime.

3. If you missed the due date for a term paper, did you . . .

a. Quickly withdraw from the class.

b. Make up a story about your computer having multiviruses.

c. Tell the professor the truth and take accountability for being late.

Okay, this obviously isn’t a scientific evaluation, but it does make you assess your values and personal characteristics. If you answered mostly C, you’re likely an honest candidate (congratulations!). If you answered mostly A or B, you should probably re-evaluate your priorities and principles.

A Closer Look 

Let’s be sure we’re all on the same page regarding the definitions of these terms:

Accountability: The ability to fess up when you need to— you’re able to say you did it (or didn’t do it).

Ethics: Ask yourself . . . if you read about your actions on the front page of the New York Times, will you appear ethical? Did you/do you take the high road?

Honesty: You tell the truth even if you take a little heat.

Integrity: Having the knowledge and wherewithal to do all of the above.

It’s easy to say, “Of course, I’m honest!” But when it comes time to show your personal character, those insecurities and fears pop through! This is when you take a deep breath and check your insecurities at the door . . . for good. Determine who you are, believe in yourself, and stick to your guns (and values!).

In an interview, you’re probably not going to have tremendous opportunities to display your honesty, integrity, and ethical superqualities, but you don’t want to walk into an interview without having confidence in them. You want to be confident in the knowledge that you are a true asset to the company.

PERSONAL INVENTORY CHECKLIST 

[image: a] I am honest.

[image: a] I am ethical.

[image: a] I present myself in a professional manner.

[image: a] I am well groomed.

[image: a] I check my insecurities at the door.

DO YOU HAVE AN ATTITUDE?

A little bit of attitude goes a long way, and it’s much better to have the positive kind. It’s cliché, but smile through the phone when speaking to a prospective employer; it really will put a positive lift in your voice. Another trick (it works on first dates, too): Before walking into an interview, visualize three people who think the world of you. Then enter confidently and let the person you’re about to meet “see” those qualities, too. Always remember that knowing and understanding who you are is just as important as how many words you can type and which computer programs you know.

WHAT IS YOUR FIRST IMPRESSION ?

The first impression you make is everything, and if you make a bad one, it is often impossible to recover. Use the power of the first impression to your advantage. You want to create a winning image with your physical presentation in addition to your job skills. You may be the most qualified person for the position, but if an employer is offended by your breath or can smell your body odor from down the hall, it will work against you.

A potential employer should consider you a complete package. Your skills and experience, your ability to listen and make eye contact, your posture and physical presentation all work together to tell who you are as an applicant. Remember, you are the product, and during the interview your goal is to sell yourself to those who have the authority to hire you. Like it or not, your overall appearance has an impact on your interviewer’s opinion, especially in those first crucial thirty seconds of an introduction. Not everyone is a beauty queen or an Adonis, but in this case it’s less about beauty and more about how well put together you are.

WHAT’S YOUR APPEARANCE?

Be sure to take inventory of your closet, too. A professional wardrobe is a must, but this doesn’t mean a stuffy, conservative wardrobe. If you take a position in a design or advertising firm versus an accounting firm, the dress code may be more relaxed, but it still needs to be professional.

There will be more on clothing in Chapter 8, but for now take just a simple inventory. Do you have a professional wardrobe? Take all your clothes out of your closet and lay them on your bed. Set aside anything that looks more appropriate for Saturday night than Monday morning.

What’s left? Do the remaining pieces mix and match? You don’t need to go out and buy a new whole wardrobe, but at this point you need to look at what you do have. Make sure you have a few outfits appropriate for the interview. And you’ll want to have some professional pieces ready in case you get the job and you have to hit the office before you have a chance to hit the mall.

Women: Do you have at least three to five skirts that can be worn with at least three to five tops? Do you have at least three to five pants able to be worn with a variety of tops? You don’t need to have a multitude of clothes to have a full wardrobe. The key is to have items able to create numerous outfits, but have a few wild cards in there, too. Have some fun items to dress up a work outfit, keeping the overall look practical.
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