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PREFACE


When was the last time you asked yourself, “What am I going to do with my life?” Perhaps you haven’t been able, for whatever reason, to pursue a college education, but at the same time, you can’t afford to get stuck in a miserable dead-end, low-paying job that won’t even allow you to maintain a decent quality of life. Well, if you’re in this situation, this book is for you! It’s full of career-related advice, including 202 ideas for jobs and career paths you can pursue even if you don’t have a college education.

This is an idea book that describes many jobs and career opportunities you might not otherwise have considered. Most importantly, once you discover a handful of potential jobs that you believe are worth pursuing, this book offers you resources for  obtaining additional information about those opportunities and shows you how to find specific jobs in your area that are available right now.

This book, combined with access to the internet (for additional job-related research) are the tools you’ll need to find and land a job that will provide upward mobility and career advancement opportunities in the future. The jobs and career paths described within this book focus on a wide range of industries and fields, so no matter where your interests lie, chances are you’ll find opportunities worth pursuing.

In the early part of this book, you’ll receive advice on how to find job opportunities, create a resume and cover letter, and perform well in job interviews. You’ll also discover how to analyze job offers and ensure you don’t end up in a dead-end job that will lead to misery.

So, if you’re ready to jumpstart your job search efforts and find exciting new opportunities, then continue reading and make a promise to yourself that you’ll invest the time, effort, and resources at your disposal to find and land the best possible job. Then, once you’ve landed that job and you’re gainfully employed, that you’ll continue to work hard to expand your knowledge, experience, and skills so that you quickly become qualified for advanced and higher paid positions.

It’s no secret that the more hard work and dedication you invest in advancing your skills, knowledge, and experience, the bigger the payoff will be when it comes to landing higher paying jobs.

Ideally, at some point in the future, you might want to consider pursuing a two- or four-year college education, or completing a certificate or degree program, either through a traditional vocational school, college, university, or a distance learning program. But for now, this book will help you find a good paying job based on the education, experience, and skills you can currently showcase to potential employers.





CHAPTER 1

IDEAS FOR YOUR FUTURE


Nearly everyone understands how important it is to pursue a college education and how earning a college diploma dramatically increases your earning potential and qualifies you for higher paying jobs.

Statistics show that college graduates take home an average annual salary of $45,678, whereas high school graduates earn an average salary of only $24,572. Futhermore, the Employment and Training Administration, a division of the U.S. Department of Labor (www.doleta.gov) reports that a person with a bachelor’s  degree from an accredited college will earn at least $1 million more over her lifetime than a worker with only a high school diploma.

If you’re one of the millions of people who, for whatever reason, can’t pursue a college education at this point in your life, this book is for you! Although sta-tisics show that you’re at a distadvantage when it comes to earning potential, as you’ll soon discover, there are plenty of jobs that allow you to earn a respectable income and offer a wide range of career advancement opportunities, even if you only have a high school diploma or GED.

Jobs that require only a high school diploma or GED are the focus of 202 High-Paying Jobs You Can Land without a College Degree. This is an idea book for your professional future. It will provide you with detailed overviews of hundreds of job opportunities you can pursue, starting immediately, with little or no training—and no college degree.

It’s true, some of the jobs described offer no significant career advancement opportunities (they’re dead-end jobs), so they’re probably not the best long-term career options. But, these jobs can provide a viable income for several months or years as you plan for your future.

By reading this book, you’ll learn about 202 respectable jobs you can pursue without a college education. You’ll discover how to find the best opportunities and land a job that’s right for you, plus how to make intelligent decisions about your professional future. You’ll also learn that having a defined plan for your future will help you pinpoint career advancement opportunities and how pursuing additional training and education throughout your career will dramatically improve your long-term earning potential, plus make you a more attractive candidate for employers.

Even without attending college, if you’re willing to take advantage of on-the-job training and other methods for acquiring new skills and knowledge, you’ll be well on your way to paving a long-term career path that offers plenty of upward mobility from an earning perspective. Throw into the mix a bit of long-term planning, a touch of creativity, and plenty of hard work, and you’ll be able to enjoy a successful career doing whatever you set out to do professionally.

Yes, obtaining a college education can be important for most people. But, it’s not critical for achieving long-term success. After all, many highly successful people from all walks of life have had extremely lucrative careers even though they never graduated from college. Granted, this is harder to do these days, but it’s still possible. Although you might never become a multi-millionaire, you should be able to find and land a job you’ll enjoy, that will also allow you to support yourself and your family.

Based on your interests, the skills you already possess, and your work experience, use this book for ideas to help you pinpoint the types of jobs you’re most qualified to fill.

If you have limited work experience, keep your expectations realistic as you begin your job search efforts. Chances are, you’ll need to start in an entry-level position, possiblly earning only minimum wage. However, if the job you accept offers career advancement opportunities and you work hard to gain valuable on-the-job training to develop the necessary skill set, you should be able to earn promotions and pay raises in a relatively short amount of time and get on your way toward pursuing a successful career.

Many excellent jobs don’t require a college education, but specialized training, certification, a license, or completion of an apprenticeship is required. For these jobs, you’ll need to make a commitment to obtaining the training you’ll need to land the best possible job within that field. As a general rule, the more skills you possess and the more work experience and training you have, the more valuable you are to an employer and the easier it will be to land a new job.




Finding a Job That’s Right for You 

No matter who you are, there are careers or professions that you can be highly successful in, based on your personality, education, interests, and personal skills. Finding a job you’re very good at isn’t good enough, however. Ideally, your job should also allow you to exploit most, if not all, of your personal strengths. Your work should involve performing tasks that you enjoy.

Of course, every job will have things about it you don’t like; the trick is to make sure that the positives outweigh the negatives by a significant margin. As you start your job search, look for a job you’ll be passionate about. Otherwise, waking up every morning and going to work will quickly become a miserable chore.

As you consider the type of work you’ll enjoy, also consider what you’re looking for in terms of
• Your daily or weekly work schedule.

• The salary and benefits you want and need.

• The work environment.

• The commute to work (including the length of the commute, how long it will take, and the travel costs.)

• The type of coworkers you’ll have.

• The on-the-job responsibilities.

• The on-the-job training you’ll be eligible to receive.

• The career advancement opportunities that will be available.





By taking a look at the big picture, you’ll more easily be able to pinpoint the best possible job opportunities.


Defining Your Skill Set 

Once you define the type of job you believe you’d most enjoy, the next step is to be creative and discover job opportunities that will require you to incorporate your strengths and involve your interests.

To help you define yourself and determine what type of career you want to pursue, write down all of your marketable skills and abilities, as well as your interests, hobbies, and the work-related activities that you really enjoy doing. Think about what the ideal work atmosphere would be for you and what specific things you liked and disliked about your previous work experiences. After you have compiled lists of your skills, likes, dislikes, and interests, think about where potential job opportunities might exist.

Your personal and professional skill set can be any knowledge or ability that makes you a more desirable and productive person on the job. Depending on the industry you work in or the type of position you’re looking to fill, your skill set goes beyond the core education you received in school. It includes any skills that will ultimately allow you to meet the responsibilities of your job, whether it’s working the computerized cash register at a retail store or using a specialized set of tools.

Being fluent in multiple languages, for example, can be an asset that will set you apart from other applicants when applying for a wide range of positions. Other skills employers often look for include: sales, public speaking, management, leadership, typing, bookkeeping, filing, telemarketing, being detail-oriented, and having strong organizational abilities. Basic computer literacy is also an important skill for a wide range of jobs.

Once you know what type of job you’re applying for and have a general idea of what the employer is looking for, your cover letter, resume, and employment application provide excellent initial opportunities to quickly showcase your personal and professional skill set.

The Help Wanted ad or job description provided by the potential employer will offer valuable clues regarding the specific skills and training you should already possess and what is of particular importance to an employer. Determine exactly what the employer is looking for before you devise a plan on how to best promote your skill set.

Simply stating you have a skill that’s required for a job isn’t enough. Within your resume, for example, you’ll want to clearly spell out every skill you have that’s directly relevant to the job you’re applying for, then be able to provide specific examples of how you’ve already used each skill in a previous work situation. In other words, proof that you possess each skill is essential.

As you list each skill and describe how you’ve used it on the job, provide specific quantitative and qualitative details that convey the positive results of your abilities. You can later provide written documentation or support materials during a job interview.

Use your resume and employment applications to list all of your relevant skills and to briefly describe how you’ve used them. In your cover letter, emphasize one or two of your most marketable skills or job qualifications so they stand out, without blatantly repeating information within your resume.

Every marketable skill you possess has a value to an employer. Thus, having more skills than what’s specifically spelled out by the employer will make you more desirable. It’s your responsibility to demonstrate exactly how your particular combination of skills will make you a valuable asset to a potential employer.

By carefully describing your skill set and customizing it to the job you’re applying for, you’re more apt to get invited for an interview, at which time you’ll be given the opportunity to discuss your skills in person. The interview is your opportunity to describe your skills, how you’ve used them in the past, and exactly how they could be used in the future to meet the requirements of the job you’re applying for.


Your Previous Work Experience 

From a potential employer’s perspective, your previous work experience defines who you are and helps them determine if you’ll be capable of meeting the requirements of the job you’re applying for. It also helps a potential employer determine what your value to them will be if you get hired.

Your employer will pay you a salary or hourly wage. Every employer, no matter what type of jobs you pursue, will be looking for employees who offer more value than what they’re paying for. In other words, the question on a potential employer’s mind will be, “If I will be paying this person $9 per hour will he or she be worth that salary? Or, am I better off hiring someone else who offers more value, in terms of their productivity, skill set, previous work experience, and what they’ll be able to accomplish on the job?”

As the job applicant, it’s your responsibility to demonstrate your value to potential employers and show them exactly why you deserve to be hired and  what the benefits to the employer will be if they hire you as opposed to someone else.

Typically, it’s your previous work experiences that have taught you valuable skills and allowed you to showcase your skills on the job. If you can demonstrate that you’ve met or exceeded the expectations of past employers, you’re more apt to be seriously considered for future jobs.

As you begin applying for jobs, completing job applications, and participating in job interviews, make sure you can demonstrate to potential employers exactly why you’re worth the salary you’re looking to be paid, keeping in mind that potential employers will be looking at your previous work experience as proof you’re capable of meeting or exceeding the job’s requirements.


Defining Your Interests 

It’s one thing to be good at your job and another thing entirely to enjoy doing it. As you seek job opportunities, find job openings that involve tasks you enjoy and that best utilize your skills and interests. Try to find a job opportunity you’ll enjoy waking up every morning to go to and that will offer you a challenge. You’ll be happier in a job where your coworkers are friendly and that offers a positive atmosphere and work environment.

Before you look for jobs, take time to consider not just what skills and experience you can offer to the employer, but what your individual interests, likes, and dislikes are. Describe what the ideal job (dream job) for you would entail, then seek either a job that closely resembles that job or one that offers career advancement opportunities that will eventually lead you to your dream job.

As you define your interests, likes, and dislikes, consider your work habits. Ask yourself questions such as:
• Are you a “people person” who enjoys a lot of interpersonal interaction or do you prefer to work alone at your desk?

• Are you an independent self-starter or do you work better being supervised by superiors?

• Are you satisfied receiving an hourly wage or salary, or would you prefer a compensation package that involves commissions, bonuses, and various types of benefits? What types of benefits are most important to you?

• Do you prefer busy work environments with a lot of hustle and bustle, or do you prefer a small quiet work environment?

• What are your weaknesses?

• What industry or type of company interests you?

• What tasks are you exceptionally good at?

• What tasks do you absolutely hate?

• What type of career advancement opportunities are you looking for in the near future and over the long term? Where would you like your career to be six months from now? What about one year or five years from now? Does your potential employer offer the training or career advancement opportunities you’re seeking?

• What type of tasks would you prefer to be doing during your average work day?

• What type of work schedule would you like to have?

• What types of job responsibilities are you most skilled at handling?

• What types of skills do you lack that will prevent you from landing your dream job? How can you start building or expanding upon your skill set?





By answering these questions, you’ll have a much better understanding of the types of jobs you should pursue. Knowing about yourself can help you avoid dead-end jobs that you’ll hate. There’s nothing worse than having to spend eight to ten hours per day in a job where you’re miserable and that’s leading you nowhere. The frustration, anxiety, and depression that this can cause will definitely impact other aspects of your personal life. Though always focusing on your financial situation is important, it’s equally important to focus on your personal and professional wants and needs to achieve long-term success.




The 202 Job Ideas Featured within this Book 

The title of this book is self-explanatory. In addition to offering tips and advice for finding and landing the most suitable job, helping you to create a high-impact resume and cover letter, and providing the information you’ll need to ace your job interviews, the majority of this book focuses on describing 202 job opportunities and career paths you can pursue without a college education.

Many of the jobs described in this book require a high school diploma. Some also require some type of certification, license, successful completion of an apprenticeship program, and/or on-the-job training. Once you pinpoint the types of jobs that appeal to you, it may be necessary for you to seek additional training and/or prepare for a licensing exam to become qualified for that type of job.

When it comes to additional training or education, you’ll have many affordable options, including:
• Apprenticeship programs offered through your employer, professional trade organization, or union

• Attendance at a local community college

• Distance learning programs (correspondence schools)

• Evening and weekend classes at a post-secondary, technical, or vocational school

• Full-time attendance at a post-secondary, technical, or vocational school

• Online training programs

• On-the-job training

• Self-paced home study courses (book, video, or computer software)





It is your decision to obtain the additional training or education you want or need, but you’ll quickly discover that the more time and effort you put into building your skill set and obtaining the most education possible, the better jobs you’ll be qualified for and the easier it’ll be to land those jobs. Plus, you’ll be eligible to earn higher wages because you’ll be a more valuable employee.

It’s important to understand that when an employer offers you a salary, it’s not an arbitrary amount of money someone chooses to pay you. Your salary has nothing to do with how much you’re liked or disliked by the employer on a personal level. One of the key elements that will determine what you’ll be paid, no matter what type of job you pursue, will be how much value you bring to the company you’re working for. From the employer’s perspective, are you worth more to them than they’re paying you? For an employer, deciding how much salary to pay employees is usually a purely financial decision based on the company’s bottom line. Keep in mind, the employer wants to hire the best qualified, most productive, and most motivated employees to generate the highest possible profits and pay out the least amount of money in salaries, wages, bonuses, commissions, and benefits.

Once you’ve pinpointed the types of jobs you’re interested in and most qualified for, it’s important to research how much someone with your skills, work experience, education, and capabilities is paid for holding the same position in your geographic area. As you’ll discover later in this chapter, someone with your exact skill set and work experience, for example, could be paid substantially more in a different city or another part of the country, or by holding the same job, but working for a different employer in a different industry.


Use This Book to Generate Ideas 

Within this book, you’ll find information about 202 jobs and career paths. The jobs described are extremely diverse and represent many different industries. Some pay minimum wage and offer minimal career advancement opportunities, but most are entry-level positions that, with hard work, training, and dedication on your part, can and will lead to higher paying and rewarding jobs.

In reality, there are many high-paying jobs that do not require a college education. Use this book as an informative resource and idea book. Use it to pinpoint types of jobs that interest you, as well as industries and even specific companies you might be interested in working for. Once you have some general ideas about the types of jobs you’re interested in and qualified to pursue, do research to learn about specific opportunities being offered by companies in your area.

Though descriptions of 202 potential jobs and career paths may seem like a lot, it’s just a small percentage of the many types of jobs currently available to people without a college degree.


202 High-Paying Jobs You Can Land without a College Degree is full of ideas that will point you toward a successful job or career path. Once you have your ideas, gather more information from the internet, from professional trade associations, from the career gudiance office at your high school, by attending job fairs, by reading the Help Wanted or Careers section of your local newspaper, and by talking to people currently working in the fields that most interest you. You can also read industry magazines and newsletters, attend conferences and conventions, contact schools or training programs that offer education related to your field of interest, and utilize the vast amount of job- and career-related information offered by the U.S. Department of Labor (www.dol.gov).

Every two years, the U.S. Department of Labor’s Bureau of Labor Statistics publishes the Occupational Outlook Handbook. This 500-plus page book is loaded with information about thousands of jobs in a wide range of industries. The book is available at libraries and through many schools. In a traditional book format, the Occupational Outlook Handbook can be purchased online ($68) at http://stats.bls.gov/opub/opborder.htm, or a less expensive CD-ROM edition is available for $22.

The online edition of the Occupational Outlook Handbook, however, can be accessed free from any computer that’s connected to the internet. Point your web browser to: http://stats.bls.gov, then follow the links for the Occupational Outlook Handbook or other topics that interest you.




Avoid Dead-End Jobs 

A dead-end job leads nowhere, with no career advancement potential, no higher earning potential, no opportunity to learn new skills, and no way to move your career forward. From day one on the job, you’ll be doing the same thing, have the same responsibilities, and receive the same basic pay as you will after one, three, five, or even ten years on the job. For most people, this leads to a tremendous amount of frustration.

There are many entry-level jobs that offer a wide range of career advancement opportunities, but to pursue them, you’ll often need additional work experience, on-the-job training, new skills, and perhaps an additional certification or license (which you can earn over time). If you’re starting an entry-level position you know has career advancement opportunities, starting your first day on the job, begin working toward your first promotion and pay raise by exceeding (not just meeting) the expectations of your employer.

Determine what it’ll take to earn that first promotion and/or pay raise, then do what’s necessary to obtain it, keeping it mind, it could take three months, six months, one year, or longer to achieve, depending on what’s required by the employer.

The main difference between a job and a career is that a basic job leads nowhere. When you’re pursuing a career, you’ll have a steady upward path to follow as you work toward specific promotions to climb the corporate ladder.




Always Look for Career Advancement Opportunities 

Always be looking toward your future! From the day you start a new job, focus on what it’ll take to advance your career and earn promotions and pay raises, then do what’s necessary.

Ideally, every six months to one year, you should evaluate where you stand in your job, determine what needs to happen to move your career forward, and determine if you have a future with your current employer. In some situations, it could be in your best interest professionally to seek employment elsewhere, where your skills, experience, and qualifications will be better utilized and rewarded.

Make sure you have a clear understanding of what your employer’s expectations are and what the job requirements for the job you’re holding are. Using this information, you can exceed expectations, which will make it easier to earn promotions and pay raises faster. If what you need to do to earn a promotion isn’t clearly spelled out for you and understood, it’ll be much harder to reach your long-term goals.




Make Sure You’re Earning What You’re Worth 

Every employer in every industry strives to hire the most dedicated, hard working, and qualified applicants possible, while offering them the lowest compensation possible. As the employee, it’s important to understand what you’re worth in today’s job market, based on your educations, skills, work experience, and overall qualifications in the industry you work in and your geographic area.

Because salary information is often a carefully guarded secret at most companies, it’s important to do research to ensure your overall compensation package is fair and that you’re not being taken advantage of by your employer. The best way to do this is by conducting your own research.

Web sites, such as Salary.com (www.salary.com) and the Department of Labor (www.dol.gov) offer free access to salary information for thousands of jobs in any georgraphic area. Many other career-related web sites also profile popular industries and careers and offer related salary information.

As you research salary information and try to determine if you’re being paid what you’re actually worth in today’s job market, keep in mind there’s a huge difference between what you’re actually worth and what your perceived value is. Everyone thinks they’re overworked and underpaid. The question is, what are other people with similar qualifications holding the same type of job in your georgraphic area being paid? When you know the anwser to this question, you’ll more easily be able to determine if you’re being paid what you’re actually worth.





CHAPTER 2

WHERE TO FIND THE BEST JOB OPPORTUNITIES


Once you know what type of job or career path you’re interested in pursuing, make sure you’re qualified to fill that type of job, in terms of your education, skills, previous work experience, and overall qualifications. Next, start putting together a resume and think about what you’ll write in your cover letters. Finally, start seeking specific job opportunities to apply for.

As you’ll discover, there are many ways to learn about job openings. Finding a job and applying for it will be a time-consuming process that’ll often require a bit of hard work, dedication, and  persistence. It’s often very competitive to apply for entry-level positions, so you’ll need to find innovative ways to stand out from other applicants and showcase yourself to employers.

To ensure your job search efforts will be successful, try two or three of the methods described in this chapter. Don’t just rely on the Help Wanted section of your local newspaper or the online career-related web sites.




Career-Related Web Sites 

Access to the internet puts the most powerful job search tool at your disposal anytime. If you don’t have access to the internet from home, visit a local library or an internet café.

In addition to job listings, many of the career-related web sites offer extensive information about specific jobs, careers, and industries. In addition to the general interest career-related web sites listed in this section, consider visiting the web sites operated by specific companies you’d like to work for (and visiting the Job Openings or Careers areas of those web sites), as well as visiting industry-oriented web sites hosted by professional trade associations.

When it comes to finding online job listings and career-related information, the following career-related web sites are excellent resources:
• Career Builder, www.careerbuilder.com 

• Careers.org, www.careers.org 

• Craigslist.org, www.craigslist.org (Choose your local city from the main menu, then access the job listings area of the web site.)

• Employment Guide, http://jobs.employmentguide.com/home 

• Government Job Search, www.federaljobsearch.com 

• JobBank USA, www.jobbankusa.com 

• Jobs.net, www.jobs.net 

• Monster Board, www.monster.com 

• Summer Jobs Web, www.summerjobs.com 

• USA Jobs, www.usajobs.opm.gov 

• Yahoo! HotJobs, http://hotjobs.yahoo.com 





On these career-related web sites, you’ll find job listings, informative articles, details about specific jobs and industries, and career-related advice. You’ll also have the opportunity to post your resume online, to be viewed by the human resources professionals at companies currently hiring.




Job Fairs 

Job fairs offer an excellent opportunity to meet a handful of potential employers at once, in a relatively casual environment. You’ll discover career fairs are hosted in virtually every city across America. Some focus specifically on entry-level jobs, whereas others are attended by employers working in specific industries. For example, TechExpo (www.techexpousa.com) hosts job fairs across America that focus on technical, computer-related jobs.

When you attend a job fair, dress as if you’re going to a formal job interview. Also, don’t forget to bring at least a dozen (or more) copies of your resume. Often, job fairs are attended by human resources professionals looking to hire people immediately. If you’re able to make a positive first impression, you could be hired on the spot, or at least be invited to participate in a formal job interview.

Many high schools and colleges host job fairs. Others are advertised in local newspapers or on career-related web sites.




Networking 

Networking is an extremely powerful job search tool. Many of the best job openings are never advertised. The way to find out about them is through networking with friends, family members, past coworkers, your school’s employment/career guidance office, or even your barber/hairstylist. Word of mouth and personalized introductions are great ways to find job opportunities that aren’t advertised.

Let people know what type of job you’re looking for and where you’d like to work. Ask people if they know anyone who can help make an introduction for you. Seek referrals and advice from the people you know. You’ll often find that someone you know may know someone else who knows of a job opening that’s perfect for you.

Another way to network is to attend tradeshows and industry-oriented conferences and introduce yourself to as many people as you can. Explain that you’re looking for a job (and what type of job you’re looking for) and don’t be afraid to ask for referrals or advice. Most employers are more apt to hire someone who comes highly recommended by a current employee, for example, than someone who simply walks in off the street after sending in a resume.




Newspaper Help Wanted Ads 

Newspaper Help Wanted ads often list dozens, perhaps hundreds, of entry-level jobs in your immediate geographic area. This is an excellent resource for job leads; however, it’s important that you act immediately on each ad of interest. If an ad  catches your attention in Sunday’s newspaper, respond to it first thing on Monday morning. If you wait until later in the week, that employer will most likely have already received dozens of resumes from qualified applicants, which puts you at a disadvantage.

When responding to a help wanted ad, make sure you’re actually qualified for the job before you apply. Also, follow the directions in the ad carefully. If you’re instructed to fax or e-mail your resume, don’t send it via U.S. mail, and don’t call the employer if the ad specifically states “No phone calls, please.” If the ad requests additional information, make sure you provide exactly what’s requested in the format it’s requested in.




Professional Trade Associations and Unions 

Professional trade associations and unions are typically nonprofit organizations made up of employers and employees working in a specific industry. These organizations typically offer job placement services, training opportunities, and maintain a database of related job openings. Job listings could be published online, printed in a trade magazine, or available by calling the trade association or union directly.

Trade associations and unions also hold meetings, seminars, tradeshows, and conferences, which provide excellent networking opportunities for job seekers. The training these groups provide can help you become more qualified to fill specific types of jobs and increase your earning potential.




The Career Guidance Office at School 

Most high schools, trade schools, vocational schools, and distance learning programs offer a career guidance or job placement office. Here, you’ll find information about job openings and resources to help you land a job. You might also receive help putting together your resume or preparing for a job interview, for example. These services and resources are free to current students (and often alumni), so be sure to take full advantage of them as you embark on your job search efforts.




Read Industry Magazines, Newsletters, and Trade Journals 

Reading industry-oriented magazines and trade journals offers the job seeker many advantages. Not only will you learn about a specific industry you’re interested in and what the latest trends are within that industry, you’ll also discover who the key players are and which companies are hiring. Most industry magazines and trade journals publish job listings.

You’ll find industry-oriented magazines and trade journals either at large newsstands or libraries. The online editions of these publications can often be found on the web.




What’s Next? 

Now that you know what 202 High-Paying Jobs You Can Land without a College Degree offers and how to utilize the information offered in this book, it’s time to kick start your job search efforts.

Chapter 3 will help you create a high-impact resume and cover letter, prepare you for your job interviews, and give you insight about how to effectively complete job applications.

As you read the rest of this book, keep an open mind, seek ideas for potential jobs and career paths, and consider which ones you’re most suited to fill, based on your interests, skills, education, experience, and overall qualifications. Keep in mind, the 202 job descriptions within this book are only a sampling of the countless jobs available in today’s job marketplace.





CHAPTER 3

RESUMES AND COVER LETTERS


202 High-Paying Jobs You Can Land without a College Degree is an idea book for your future. In this book, you’ll find job descriptions, information about career paths to follow, and discover opportunities you might otherwise overlook as you embark on your job search efforts. Ultimately, for the majority of people in the workforce, pursuing a two- or four-year college degree or obtaining certification in a specific field (at a postsecondary technical school, vocational school, or community  college) will allow you to pursue higher paying jobs, have more job stability, and achieve higher levels of success in the future.

For a multitude of reasons, some people simply can’t pursue a degree or training beyond a high school diploma or GED. If you’re currently in this situation, it becomes even more important to pursue opportunities that offer on-the-job training and career advancement possibilities. Ideally, every job you take should help advance your career, allow you to earn more money, teach you new skills, and provide a broader range of work experience (something all employers seek).




Steps to Finding Your Next Job 

As you begin your job search efforts, you’ll embark on a process that has many steps. Finding the right job for you will take time, energy, research, and commitment. The primary steps you’ll need to complete during your job search efforts (for each job you apply for) include:
• Pinpointing the type of job(s) you want to pursue.

• Choosing an industry that offers the right job opportunities.

• Selecting companies within that industry where you might want to work.

• Determining what information about yourself needs to be conveyed to potential employers to position yourself as the ideal applicant for the job you’re seeking.

• Creating a one-page resume that is well-written and successfully showcases all of the information about you that employers want and need to know.

• Utilizing the online career-related web sites, Help Wanted ads in newspapers, networking, attending job fairs, and so on. Research is required to find these job opportunities.

• Customizing your resume for each job opportunity that you are qualified to fill.

• Creating a well-written cover letter to accompany your resume when sending, submitting by mail, e-mail, or dropping it off in person.

• Following up with each potential employer a few days after submitting your resume and cover letter.

• Preparing for an interview, if the potential employer calls and wants you to either come in for an interview or asks you to participate ina phone interview involves practice. This includes how you’ll answer interview questions and interact with the interviewer, deciding what you’ll wear to the interview if you have a face to face meeting, and researching the company you’ll be interviewing with.

• Completing an employment application as you’re waiting for the interview to begin is another part of the process. Many of the questions you’ll be asked will require information that’s already in your resume and/or cover letter. Consistency is important.

• Showcasing your personality in the interview, as well as your skills, experience, and overall qualifications, while asking intelligent questions and engaging in a conversation with the potential employer is recommended.

• Determining what the next step will be once the interview is over is important. Should you follow up with the employer? Do you need to provide the employer with additional materials? Will the employer be in touch with you? If so, in what timeframe? If it becomes you’re responsibility to take the next step, make sure you do so in a timely manner.

• Send a handwritten and personalized thank-you note to the person or people who interviewed you within 24 hours is good business practice.





At this point in the job search process, you may be invited for a second or third interview or asked to provide additional materials to the potential employer. If the employer is interested in hiring you, you may then receive a job offer. Make sure you ask for this offer in writing and that you understand what’s expected of you and exactly how you’ll be compensated. This should all be made clear before accepting the job offer and starting work.

Until you have a firm job offer from an employer, don’t stop your job search efforts. Continue submitting resumes and seeking opportunities with other employers. The best case scenario will be that you receive multiple job offers and you will be put in a position to choose which one is best for you and offers the most money.




Creating Your Resume 

Chances are, it will be the information you incorporate onto your single-sided, one-page, 8.5-by-11-inch resume that will determine whether an employer has any interest in inviting you to come in for an interview and ultimately hiring you. Within your resume, you must concisely summarize all of the reasons a potential employer should hire you and include examples.

The human resources professional who works for a potential employer will read (or often simply scan) your resume, typically in 30 seconds or less, he or she will be asking themselves a few simple questions, including:
• What position are you applying for?

• What are your skills and qualifications?

• What work experience do you have that directly relates to the job you are applying for?

• Are you worth the salary the job pays?

• What will you bring to the company that other applicants can’t or won’t?

• Will hiring you benefit the company?

• Will you be able to help the employer solve the problems it is facing?





Your resume is a tool that should help you make a positive first impression on a potential employer. Even if you create the perfect resume, it is not a guarantee that you will receive a job offer. The primary goal of your resume is to pique a potential employer’s interest in you. Based on that interest, you ultimately want to be invited to participate in a job interview.

As an applicant, it’s important that you adhere to one of the following formats, the most popular of which is the Chronological Resume Format, which for at least 95 percent of all job applicants is the best resume format to use and the most widely accepted.


The Chronological Resume Format 

By far, the most popular resume format is the chronological format. Unless you have unusual circumstances surrounding your employment history or you’re using the internet and e-mail to submit resumes, it’s a good idea to adhere to this format.

The popular chronological resume format describes your work history and education in reverse chronological order. Using this resume format, you can easily demonstrate upward or lateral mobility in your career path as you have moved from job to job.


Figure 3.1 is an example of how a chronological resume should be formatted. Of course, you’ll have to incorporate your personal information into each section of the resume as it’s appropriate.


The Electronic Resume Format 

An electronic resume is one that will be sent to a potential employer via e-mail, posted on a career-related web site, such as Monster (www.monster.com), or included in an online resume database.

Many employers accept electronic resumes via their web sites, but they have a pre-defined resume form that must be completed online. This also holds true for the majority of career-related web sites.

When creating an electronic resume, adhere exactly to the formatting specifications provided by the employer or career-related web site. This means offering only the information requested in each field of the online form. You’ll discover that what information is asked for is exactly the same as what would be incorporated into a traditional, printed, chronological resume, however, the formatting is different.

  






FIGURE 3.1: Chronological Format

[image: 002]

One difference between an electronic format and a traditional (printed) format is that as you’re writing it, you’ll want to use keywords, as opposed to action words to describe your employment history, skills, and education.

 




USES OF AN ELECTRONIC RESUME. The internet is probably the most powerful job search tool at your disposal as a job seeker. Using the internet and e-mail, you can find job opportunities, research companies, apply for jobs online, and communicate with potential employers. To do this successfully, you’ll want to utilize an electronic resume for three main purposes:1. To find and apply for jobs online using popular career-related web sites, such as Monster (www.monster.com), HotJobs (http://hotjobs.yahoo.com), or CareerBuilder (www.careerbuilder.com).

2. To apply for and submit your resume directly to employers by visiting the company’s web site or sending your resume directly via e-mail. When you do this, your resume and electronic cover letter can either be incorporated into the message of an e-mail or sent as an attachment.

3. To add your resume to one of many online-based resume databases that are used as an applicant search tool by potential employers, headhunters, and employment agencies.



Though you will not have to deal with issues like choosing resume paper, picking the perfect font, or formatting your resume to look perfect on the printed page, there are other issues you will need to contend with when creating an electronic resume.

Keep in mind, there are no standard guidelines to follow when creating an electronic resume, because employers use different computer systems and software. Thus, it is important to adhere to the individual requirements of each employer in terms of formatting, saving, and sending your resume electronically.

When completing an online resume form, be sure you fill in all fields with the appropriate information only. Be mindful of limitations for each field. For example, a field that allows for a job description to be entered may have space for a maximum of only 50 words, so the description you enter needs to provide all of the relevant information (using keywords), but also be written concisely. Because an electronic resume is as important as a traditional one, consider printing out the online form first and then spending time thinking about how you will fill in each field (or answer each question).

Never attempt to be clever or creative by trying to add information that wasn’t requested in a specific field. For example, if you are only given space to enter one phone number, but you want to provide a home and cell phone number, don’t use the fields for your address to enter the second phone number.

The majority of online resume templates you will come across on the various career-related web sites and sites hosted by individual employers follow the same basic format as a traditional chronological resume; however, you will be prompted to enter each piece of information in separate fields, and you will most likely be limited to the number of fields you can fill to convey your information.

 




SENDING YOUR RESUME AND COVER LETTER VIA E-MAIL. When sending a resume via e-mail, the message should begin as a cover letter (and contain the same information as a cover letter). You can then either attach the resume file to the e-mail message or paste the resume text within the message (making sure the formatting remains intact).

Always be sure to include your e-mail address as well as your regular mailing address and phone number(s) in all e-mail correspondence. Never assume an employer will receive your message and simply hit Respond or Reply using their e-mail software to contact you.


Tips for Creating an Electronic Resume 

It’s usually easier to first create a traditional (printed) chronological resume and then edit it accordingly to fit into an electronic format. The following tips will help you create and properly format your electronic resume:
• Avoid using bullets or other symbols. Instead of a bullet, use an asterisk (*) or a dash (-). Instead of using the percentage sign (%) for example, spell out the word percent. (In your resume, write 15 percent, not 15%.)

• Use the spell check feature of the software used to create your electronic resume and then proofread the document carefully. Just as applicant tracking software is designed to pick out keywords from your resume that showcase you as a qualified applicant, the same software packages used by employers can also instantly count the number of typos and spelling errors in your document and report that to an employer as well.

• Avoid using multiple columns, tables, or charts within your document.

• Avoid abbreviations within the text; spell everything out. For example, use the word Director, not Dir. or Vice President as opposed to VP. In terms of degrees, however, it is acceptable to use term like MBA, BA, PhD, and so on.





Keywords are the backbone of any good electronic resume. If you don’t incorporate keywords, your resume will not be properly processed by the employer’s applicant tracking software. Choosing the right keywords to incorporate into your resume is a skill in itself that takes some creativity and plenty of thought.

For example, each job title, job description, skill, degree, license, or other piece of information you list should be descriptive, self-explanatory, and contain the keywords the potential employer’s applicant tracking software is on the lookout for as it evaluates your resume. One excellent resource that can help you select the best keywords to use within your electronic resume is the Occupational Outlook Handbook (published by the U.S. Department of Labor, http://stats.bls.gov/oco/home.htm). Additionally, always try to use the same keywords the employer uses in the job description.


Tips for Creating and Formatting Your Resume 

These tips will help you create a resume that contains the information employers are looking for.
• Start by writing out answers to the following questions: What are your skills and qualifications? What work experience do you have that directly relates to the job you’re applying for? What can you offer to the employer? Specifically, how will hiring you benefit the employer? Can you help solve problems or challenges that the employer is facing? What sets you apart from other people applying for the same job? Answering these questions will help you determine what information to include in your resume.

• The main sections of a resume are the Heading, Job Objectives, Education, Accreditation and Licenses, Skills, Work and Employment Experience, Professional Affiliations, Military Service, References, and Personal Information. Choose what information about yourself should be included under each heading. The actual wording for each resume section can be modified. Also, only include the sections that apply to you.

• In the Heading, include your full name, address, telephone number(s), fax number, pager number, and e-mail address. If you’re trying to keep your job search a secret from your currently employer, don’t list your work telephone or fax number. Also, make sure that there’s an answering machine or voice mail to the number listed on your resume, so a potential employer can reach you any time. Missing a message could result in a missed job opportunity.

• When listing your education, don’t include your grades, class rank, or overall average unless this information is extremely impressive and will help to  set you apart from other applicants. The first piece of information listed in the Education section of your resume should describe the highest level of education you’ve earned or that you’re in the process of earning.

• To decide what work experience to include on your resume, start by listing all of your internships, after-school jobs, summer jobs, part-time jobs, full-time jobs, and volunteer/charitable work. Be prepared to provide specific dates of employment, job titles, responsibilities, and accomplishments for each position. How you convey this information in your resume will be critical. Ultimately, you may have to refrain from including some of the less pertinent information in order to conserve space.

• As you sit down to write your resume, use action words, which are usually verbs that make your accomplishments sound even better, without stretching the truth. What your resume says about you, and more importantly, how it’s said, will make your resume a powerful job search tool.

• Choose a resume format that best organizes your information for an employer. Using a chronological format is the most popular. Your employment experience is listed in reverse chronological order, with your most recent job listed first.

• Keep your resume short and to the point. Make sure all of the information is well organized and is stated as succinctly as possible. Remove words and phrases that are redundant.

• Print your resume on good quality, white, off-white, or cream-colored paper. Use 24- or 28-pound bond paper made of 100 percent cotton stock. Your finished resume should be neat and well balanced on the page. It should be inviting to the reader and not look cluttered.

• Before distributing your resume to potential employers, proofread it carefully. Even the smallest spelling or grammatical error will not be tolerated and could result in your missing out on a job opportunity.





Spending extra time on your resume is an excellent investment in your future. Pay careful attention to detail, and make sure that your resume promotes you in the best possible way. To assist in formatting and designing your resume, consider using specialized resume creation software. Since the design and formatting of a resume is so important, consider reading one of the many books available that explain and demonstrate the resume creation process.

 




WARNING! There is no room for false information on your resume or in your cover letters! Most employers will check all past employment, references, and other information you provide. Some employers even conduct full background checks  on applicants. If it’s discovered that you’ve lied or stretched the truth, you will not be hired.




A Cover Letter Introduces You to an Employer 

If you already understand the format of a typical business letter and know what you are trying to convey in your cover letters, creating this document is relatively easy. Whether you are creating a cover letter that will be printed out, then hand-delivered, mailed, or faxed (as opposed to e-mailed), the content and format of the cover letter is the same.

As a general rule, never submit your resume to a potential employer unless it is accompanied by a personalized and custom-written cover letter. This is an important companion document to your resume. A cover letter serves as your initial introduction to a potential employer. It should get the recipient interested and even excited to read your resume.

Your cover letter and resume should summarize your accomplishments, education, and skills, using plain English. These documents must incorporate perfect spelling and grammar and be written in a formal business style.
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