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Work It!





Introduction



During the carefree days of the late 1990s—remember them?—the job market for twenty-and thirty-somethings was flush. Young people could write their own tickets: stock options, outrageous benefits, fat salaries, quirky job titles, and cool working environments were readily available. If you were searching for a job, the 1990s were good times. But the good times couldn’t last forever.

When the dot-com bubble burst a few years ago, I threw a party for a bunch of friends of mine who had just been laid off. The party scene had always been a big part of the dot-com world, so with some willful defiance against the employment gods, I called my soiree the Pink Slip Party. It was July 2000, and I had no idea that my little get-together—a “safe haven for dot-com-miserating”—would soon blossom into a major community-networking event. Friends brought their friends, and recruiters even showed up. Soon, hundreds of people were crowding New York City nightclubs, grooving to “I Will Survive,” drowning their sorrows in Guinness and Cosmos, but always making valuable connections and discovering that they weren’t alone. As the economy continued on its downward spiral, laid-off workers from every industry started showing up and I threw one new Pink Slip Party per month. The idea spread, and by the end of 2000, Pink Slip Parties were popping up all over the country, from Atlanta and Philly to Boston and San Francisco. People even started throwing Pink Slip Parties in London, Berlin, Amsterdam, and Tokyo.

Meanwhile, as the founder of The Hired Guns, an agency that places freelancers into short-term projects, I knew what companies were looking for in new employees. Thus, I was in a unique position to offer career advice to the downsized. As the Pink Slip Party circuit blossomed, though, I had no idea that doling out job-hunting advice would become, quite literally, my full-time job. I’m a firm believer in “what goes around comes around,” so as people kept asking for help with their job searches, I kept giving it. When I started to get the same queries from job hunters and pink slippers over and over again, however, I realized just how different getting a job is now from when our parents first started out. Landing a job today requires learning the new rules of engagement that govern the current working world. It’s easy to develop a false sense of job security when the economy is hot. But if you start feeling smug and complacent, like a milk-fed house cat, your survival will be at risk. You need to keep your job-hunting claws sharp, so that if you get tossed out into the cold, cruel job market, you’ll have the skills to compete.

With that in mind, consider Work It! your job search scratching post. Whether you’re just starting out on your job hunt, are about to go into the biggest interview of your life, or just got laid off, this book was written so that you get the information you need, when you need it. I hate those books that force you to read the whole thing before you can start seeing an improvement in whatever it is that they’re trying to get you to do. You should be inspired to implement recommendations on the fly. That’s why in Work It! every tip within every chapter is written so that you can take immediate action and improve your job hunt. How much more instant gratification could you want? Read it front to back, if you want a total job hunt overhaul. Or skip around to cull the information that’s relevant to you, right now. If you only have a few minutes to spare, read it on the bus or take it to the bathroom. Work It! is written a lot more like a web site than a career tome. So, pop around and enjoy yourself. Each and every chapter also includes sage advice from career experts as well as epic war stories from job seekers just like you, who share their successes and failures.

If this all sounds like a bit more than you need right now, fear not. The first chapter, “Get Out of Your Own Way,” summarizes the major takeaways from the book. Thereafter, each chapter ends with an action plan, “Now Go Work It!,” so that you can start making changes to your job-hunting efforts right away.

The first section of the book, “Everything You Know Is Wrong,” includes chapters that will challenge you and get you to see things differently so that you can conduct a successful job hunt. The chapters in Part Two, “Back to Basics,” provide you with the tactical elements of the job hunt. They’re designed to hone your job-hunting skills from resume writing and interviewing to negotiating your eventual job offers. The last section of the book, “Break Open in Case of Emergency!” offers specific advice when you need some job-hunting 911. When your career is at a turning point or crisis, crack these chapters open. You’ll get through the tough stuff from figuring out if you’re about to get pink-slipped to surviving unemployment without going broke. There’s also a special chapter for people just starting their careers.

This book is noticeably devoid of charts, graphs, or those insufferable worksheets. If you want one of those career books, head directly to Amazon.com or Barnes and Noble, choose from hundreds of options, and let them collect dust on your bookshelf. (Okay, there is a Six-Month Survival Budget, which you’ll need and should use if you get laid off or are still looking for a job. But it’s painless, I promise.)

I’m hoping that Work It! will debunk a few career myths and radically alter the way you approach job hunting from this moment forward. Filled with in-your-face advice, a needed dose of realism, and anecdotes from the trenches, Work It! is not for the wishy-washy. It’s meant to be dog-eared and tattered, shared with friends and used and abused. Job hunting is never fun, especially today. But if you adopt the tools and techniques you’ll find in these pages, you’ll get results.

Now go Work It!









Part I:

Everything You Know Is Wrong











1.

Get Out of Your Own Way:

Diversify, and Get the Job You Really Want




Economies will rise and fall, but you, my friend, will always need a job. (Unless, of course, you’re already rich and successful beyond your wildest dreams, in which case you can close this book now.) Instead of betting the farm on which way the economy’s heading, you need to make your job search independent of the economy. It’s going to be a very long time before we see a job market fueled by as much hubris, hype, and cash as that of the late 1990s. Back then, we could write our own tickets, choose among a variety of glamorous jobs, and reap fat salaries. Those days are long gone.

Somewhere in the midst of the boom years, we lost our grip on (or never learned) time-tested job-hunting strategies. We believed that the Internet would make finding a job (like everything else) easy, cheap, fast, and painless. The result: today, around the country, hiring managers and recruiters are scratching their heads, wondering where the solid candidates have gone. Left in their place are applicants devoid of passion, politeness, and proper business acumen. As painful as it may be to admit, you are probably one of these applicants, at least in some respects. If you are looking for a job right now, are finding it’s going badly, and can’t figure out why, chances are you are one of the clueless ones.

Face it, that’s going to have to change. Job hunting is something you must get good at, because you’re going to be doing it a lot more often. Data from the U.S. Bureau of Labor Statistics shows that before you retire, you can expect to change jobs at least ten times and switch careers at least three times.* Successful job seekers know that old school is fast becoming new school. Networking, building relationships, personalizing and tailoring your job search, and focusing on what you want and where you fit best are skills that will never let you down. In this book, you can look forward to a hearty helping of no-holds-barred advice (tough love, if you like) on how you can get your job search on track and land your next job—no matter which direction the economy is headed.

Inertia Will Be Your Real Enemy

A body at rest tends to stay at rest. It’s nearly impossible to land a job by sitting around in your pajamas surfing the web. Even when the economy was going gangbusters, people still had to put on nice clothes and go meet other human beings for interviews. Here’s the bottom line: people don’t like job hunting because it’s time-consuming, a little scary, and often involves rejection. The good news is that if you can live through being single and dating, you can survive and excel at a job hunt. Just don’t try to look for the easy way out. You’re not looking for a one-night stand; you want a long, stable relationship.

The most effective job hunters are the ones that never stop hunting. If you plan on actively managing your career, you need to be out there looking all the time. This isn’t to say that you should be interviewing 24/7, but you do have to put yourself in the mix so that you’re aware of opportunities and can take advantage of them as they arise. Start by pressing the flesh and making contact with real live human beings on a regular basis. You will get back what you put in. This means that if you approach your job hunt passively, you can expect recruiters and hiring managers to respond passively to you.

For most people, job hunting does suck, but it doesn’t have to. It’s impossible to get a new job, one that you really want, unless you’re keeping your “tentacles” out there. Get realistic about how long it will take to find the job. Don’t wait until you’re desperate. A good rule of thumb is to expect the search to last about 4 to 6 months from start to contract signing. That duration might be shortened if you’re approached directly by a headhunter for a specific job or you’re getting poached by a direct competitor. Or it could take even longer if you’re looking for a highly competitive, unique, or senior position. Also, if you’re undergoing a career transition, the process can even approach a year as you reposition yourself for different types of opportunities. Don’t wait until you’re forced to start your job hunt. If you hold off until you feel pressured to quit, you get laid off, or you graduate without a job lined up, you’re waiting too long. If you’re out there all the time, you won’t fall out of practice when it comes time to do research, to network, to interview, or to follow up. You’ll get so comfortable with job hunting that the stress and anxiety that usually go along with it will be greatly reduced. This way, when there’s a job you really want to land, you’ll be ready to shine.

Being open to other job opportunities even when you’re employed doesn’t make you a Benedict Arnold. You’re just looking out for number one. Keep in mind, you’re not required to take the first job that comes your way. In fact, sometimes the best thing to do is stay put and work hard to get promoted internally—the same rules apply to internal and external job hunts.

Lose the Entitlement

Repeat the motto: I do not have the job until I have the job. Time and time again, candidates walk into hiring managers’ offices demanding and expecting things long before it’s appropriate to do so. If this is you, it’s time to adjust your attitude. Companies can and will live without you. Even with the perfect work experience and a summa cum laude degree from a top school, a person with a bad attitude at a company is quite simply a bad seed. While you may in fact be the greatest thing since sliced bread, confidence should never be confused with arrogance. Beware of subtle demands that you might hint at in your cover letter, during interviews, or in your follow-up emails. Even simple things like not following directions can rub people the wrong way. That’s why you need to have other people check your work before it goes out and why you need to practice before you go into interviews. You’ve got very little time in front of decision-makers these days, and if you don’t put your best foot forward, you will not get anywhere. You’re not owed the perfect job; that, my friend, has to be earned.


I detest self-worship. Don’t drone on about why the world can’t live without you (hint: they can). Whenever a candidate does this, a red flag pops up, as these folks usually over-inflate their accomplishments and misrepresent their past job responsibilities.

—MARK, CHIEF TECHNOLOGY OFFICER



Diversify or Die

Most people’s biggest problem with their job hunt is relying too much on one single strategy, like posting their resumes to online job boards, instead of using the web to augment tried and true, old-school methods of job hunting like networking. It’s time to mix it up. Why? Because job hunting is tough—and ultra-competitive. Over-dependence on any one technique will severely impair your efforts.

If you’re going to have a successful job hunt, you can no longer discount old standbys like resumes, cover letters, and thank-you notes. They are an intrinsic part of job hunting. If you intend to blow them off, or don’t plan on treating them as essential, stop reading now (no, really). Think about it this way: if you were going into combat, you’d want to survive multiple confrontations and deal with whatever situation you encounter. You wouldn’t want a canteen that leaked water or a rifle that shot blanks. The same holds true for the job hunt. Your war chest should be well stocked with the following basics: a Master Resume from which you can craft individual customized resumes; an array of cover letters and thank-you notes that you can draw upon and personalize; and a database or spreadsheet (or Rolodex) of all your contacts including references, colleagues, business contacts, and companies you want to work for. You also need consistent and easy access to a non-work computer and fax machine (Kinko’s will do, but think about investing in your own if you don’t have them already), a personal email account that you will use only for your job hunt, a calendar to map out your strategy, and stationery.


Take the Emotion Out of Your Job Search

Don’t get caught in the downward spiral of negativity by entering the oh so bitter “they’ll sure miss me when I’m gone” job hunt. As humans, we tend to fly off the handle and quit our jobs when we have emotional reactions to work situations that don’t go our way. Unfortunately, the grass is not always greener at a new job, and this is where regrets and bad career choices start to happen.

Perhaps you’ve been passed over for a promotion or maybe your new boss is a total jerk. You need to assess the situation before immediately deciding you want to quit. Is there anything you can do internally, such as position yourself for a transfer? How about taking an honest look at your performance review and seeing if you can do better in the next six months? Fleeing when career disappointment occurs will usually cause you to make irrational decisions, and doing so can be quite dangerous over the long haul. Do you really want to sidetrack your career on an emotional whim?



Having a well-stocked war chest won’t get you the job by itself, but it’s a proactive step to getting yourself organized so that you’ll find it easier to navigate through the challenges that lie ahead.

Walk a Mile in the Other Person’s Shoes

The one thing that job seekers seem to forget most often is thinking about the needs of the hiring community and the interests of the people helping them along in their job hunt. Before you email, call, interview, or follow up with anyone, take a minute to put yourself in his or her shoes. Ask yourself, What matters to this person? What can I say or do to let them know that I understand their needs? You should do this for everyone from headhunters, recruiters, and hiring managers to your business contacts and the people you plan to use as your references.

On that note, while it’s important to have your own agenda and schedule, it is absolutely essential to remember that you are also working under the timetable of your prospective employers. The best companies—and the ones you want to work for—take their time and exercise due diligence when they hire new employees. However much a body is needed, the wrong hire will make an organization worse off than no hire. Industry statistics suggest the cost of even one bad hiring decision can exceed one hundred thousand dollars, taking into account the time spent recruiting, hiring, and training the hiree and the amount of time the job is left undone or done badly by an unqualified applicant.* You need to respect the timetable, without pressuring anyone. Also, remember that the headhunter’s reputation is on the line every time a company hires one of their candidates. While you may feel the process is slow moving, there are established procedures and channels that recruiters and clients set up before beginning an engagement.

Most job seekers are obsessed with asking for what they want instead of thinking about what the other person needs. Their utter cluelessness is your big break! If you get behind enemy lines and study what recruiters and hiring managers want, you’ll leave your competition in the dust. If you work hard to make the other person’s job easier, you’ll be more successful, hands down. It really is as easy as that.


I was recently very gung-ho about bringing in one particular candidate for an introductory interview. He had all the right credentials and a great track record. Then I met him. The guy was so pompous that I wanted to toss him out of my office in no less than five minutes. The first thing out of his mouth was a question about what we were prepared to give him as an offer because he was deciding between my firm and our direct competitor. I let him know that he might want to go ahead and take the other job because his chances of getting an offer from us were slim: this was his first interview, he still had a lot of people to meet, and he was already on my bad side.

—THERESA, BRAND MANAGER



Now Go Work It!

Here’s the Takeaway:


	Job hunting is 24/7; you need to be looking constantly.



	For best results, diversify your job hunt by combining old-school techniques with new ones.



	Lose the attitude and you’ll get a lot further.



	Think about the needs of the people you’re interviewing with.





* Source: Pew Internet Project Survey, 2002.

* Occupational Health & Safety, April 2002, “Background Screening and Safe Hiring: An Introduction,” by Lester S. Rosen.









2.

The Internet Is Ruining Your Job Search:

Put Down the Mouse and Step Away from the Computer




The Internet has radically changed the way you interact with the hiring community. Thousands of new jobs are posted to the web each day. But has the proliferation of all these postings made you more successful at actually landing a job? Now that the whole world is online, there’s a major catch-22 at work: just as you are learning about more positions in less time than ever before, so is everybody else. Hiring managers now have faster and cheaper access to a greater number of candidates. Instead of competing just with professionals in your city, you’re now up against candidates from around the globe. The net result is a much larger number of people applying for each open position, sometimes hundreds per posting. The sheer volume forces recruiters to spend less time with each resume they receive. And that’s not all: because the pool of candidates is larger than it used to be, recruiters are raising the bar on minimum requirements. Thus, a job opening that might have been a slam dunk for you a year ago could be a long shot for you now.

Once upon a Time…

Long before the Internet came into our lives, there were job seekers and employers. Legend has it that classified advertisements were placed in things called “newspapers.” Job seekers would get out and network and meet one another face to face. They’d print out resumes with cover letters on stationery and actually mail them—with a stamp. Sometimes job seekers would go so far as to follow up after the interview, picking up the telephone or sending a thank-you note. Through it all, companies and candidates would find each other, and people would actually get hired. And they lived happily ever after.

Seem like ancient history? Well, here’s a news flash: even though many job seekers have forgotten how to employ such basic procedures, these methods still work. One of the best ways to separate yourself from the pack is to integrate old-school job-hunting strategies into your search. In 2001, only five percent of the clients of Drake Beam Morin, a leading provider of career transition services, found new positions through online job searches.* Surprised? There’s a valuable lesson here: if you are devoting one hundred percent of your job search to online efforts alone, the odds are really stacked against you. You need to re-engineer your job search to include strategies that give you a better chance of success. It’s a heck of a lot easier to sit behind your computer and tell yourself that you’re conducting an intensive search. But until you diversify your tactics, your chances of landing a job will remain slim.

This isn’t to say that you should eliminate online job boards entirely. Just be sure to couple them with offline tactics that have higher success rates. Create a diversified strategy by allocating a percentage of time to each job search activity. Spend no more than twenty or twenty-five percent of your job search hours working the web, and the other seventy-five to eighty percent networking at industry events, seeking internal referrals, using headhunters, and setting up informational interviews with your contacts. While these “offline” activities don’t connect you to as large an audience as the job boards, each offline contact you make has a much higher chance of success than does yet another response to yet another online posting.


It was 3:45 p.m. on a Friday afternoon and I got the dreaded call from my boss: he was assigning me the onerous task of filling a marketing post left open by the departure of a colleague. I quickly posted the opening on an online job board and split for the weekend.

When I arrived at work on Monday morning, my inbox contained 316 new messages! And all with the same subject heading, “In response to your posting for a marketing professional.” I sat back in my chair and stared at the menacing monitor in front of me. How was I ever going to get through this list? I tried to come up with clever ways to cut the load down. Maybe I would only look at the first twenty responses, or every fourth response. I even thought of restricting the list to respondents whose name I liked (a little less scientific, but I was desperate!). Before I knew it, two hours had passed with not a single email opened, when suddenly my phone rang. “Hello,” came a confident voice from the other end, “my name is Javier and a friend of mine mentioned that you might be looking for a marketing professional to join your firm.” A smile quickly spread across my face as I responded, “Tell me a little bit about yourself.” Two days later Javier was in our office, and a week after that he was hired. He may not have been better than the 316 other candidates sitting in my inbox, but he was the most visible and easily accessible. And as the saying goes, sometimes the easiest answer is the right answer. What did I do with all the responses I got? I respectfully responded that the position had been filled and released them back into cyberspace, where they may have had the luck of landing in the inbox of an applicant seeker with a lot more time on her hands.

—FEDAH, PROJECT MANAGER



Stay Focused

Surfing the web for jobs can waste hours of precious job search time. It’s easy to get overwhelmed by the sheer volume of job postings and start applying to anything and everything you see, whether it’s right for you or not. Do this and you’ll only wind up with the job seeker’s variety of “eBay Syndrome,” a condition resulting from prolonged web exposure that causes otherwise normal people to lose their ability to distinguish between quality and crap. It may seem logical to think, “I’ll never get an offer from just one job posting, so why not up my odds and apply to one hundred?” But you’re only kidding yourself. Applying to every posting that pops onto your monitor doesn’t increase your chances of finding a job. All it does is waste your time and add to the overall noise level of mismatched jobs and job seekers. Instead, set specific criteria for your search before you hop online, and focus on jobs that match those criteria. Before you log on, establish boundaries and be honest about your own requirements, such as salary range and responsibilities. When you start to look at postings, avoid those for jobs that are too senior or junior. Don’t waste your time, or the company’s, by responding to postings that are geographically undesirable to you. Pay particular attention to the minimum qualifications for the job; don’t apply if you don’t meet them. By analyzing each job posting closely rather than gratuitously zapping off a resume for it, you’ll fine-tune your expectations without wasting your precious time, or other people’s.

If you discover an online posting that isn’t right for you but are seriously interested in working at that particular company, don’t just apply for the job. Instead, send an email or letter to the hiring manager listed in the posting. In it, introduce yourself and tell them that you saw the job description, and that although you’re not a fit for the position, you’re very interested in working at their company. Let them know that you would love to be contacted if a position that matches your skills becomes available and be sure to highlight what those skills are. The personnel manager will appreciate that you didn’t waste their time by applying for a position for which you’re not qualified and you might just get a call down the road.

Big Board Battle Plan

Each day, hundreds of jobs are posted on the Big Boards—Monster. com, HotJobs.com, and CareerBuilder.com. Given the huge number of companies featured and range of positions offered, it’s only natural that the first stop on your journey toward finding new employment would be the Big Boards. The larger online job boards have made their sites incredibly easy to navigate and have invested in superior web technology and tools to help you find what you’re seeking. They also allow you to check out the supply of jobs in your industry and their salary levels, helping you to determine your market value. The downside of the Big Boards is that because they’re so popular, they are also the first stop for thousands of other job seekers (your competition).

This isn’t to say that you should avoid using the Big Boards. But you need to be smart about how you use them. At the outset of your job hunt, get to know the unique features that each Big Board has to offer. They each do things slightly differently. Sometimes you’ll find the same jobs posted on all of the Big Boards, while other times you’ll find positions that are unique to each. The range of positions available on the Big Boards is so vast that it pays to devote equal time to all of them.

Here are some tips for optimizing your time on the Big Boards.


[image: tickmark] SET UP A PERSONAL ACCOUNT. All of the Big Boards allow you to create your own account (i.e., MyHotJobs or My Monster). Once you set up a personal account, the board enables you to save a version of your resume that’s quite easy to email. This feature allows you to apply to jobs easily by sending a pre-formatted resume that will look good to a hiring manager.

[image: tickmark]   WATCH YOUR BACK. Don’t forget: hiring companies pay fees to the job boards to review the resumes that job seekers have saved there. So be careful if you’re looking for work while otherwise employed—you don’t want your current boss to spot your resume when they’re doing a search for talent. There are blocking and confidentiality tools that can help, but if you know that your current company uses a certain Big Board regularly, you might want to think twice about opting to let the public view your resume.

[image: tickmark]   HANDLE WITH CARE. When you set up your personal job board account, you’ll often get a special email address specific to that board. It’s essential to choose an email address or “handle” that identifies you in a professional manner and won’t confuse the hiring manager. The safest bet is to choose a version of your name such as JamesJSmith@monster.com. Alternatively, you could select an email address that identifies the type of job you’re applying for, e.g., graphicdesignmaven@hotjobs.com. If the board requires you to choose a “display name” (the “real” name displayed alongside the email address), be simple and use your own name; this is not the time to get cute. A clear and professional email address will enable a hiring manager to find your resume quickly in their clogged inbox.

When I was in college, all of the members of my Ultimate Frisbee team selected wacky email addresses. I got in the habit of using my Ultimate handle all the time—job hunting included. I had no idea that an alternative name would confuse or alienate hiring managers. Then I changed it, and responses to my cover emails immediately increased.

—MICHAEL, ONLINE PRODUCER

[image: tickmark]   USE ADVANCED SEARCH TOOLS. The Big Boards have sunk millions into thinking up new ways to slice and dice the jobs they list. Instead of searching for jobs by title, consider using some of the search tools the job boards have added to their sites. Try keywords that you think match your background. For example, if you’re a web designer, you might type “web design” under the keyword search. In addition, try keying in specific skills you think an employer would want you to have for that position (in the case of a web designer, knowledge of Flash, Photoshop, or Java). You’ll be surprised to see completely different yet relevant postings pop up.

[image: tickmark]   LOCATION, LOCATION, LOCATION. If you’re looking for work near a particular city, your first inclination might be simply to type the city name into the search. But wait: if you only search this way you might not find out about suitable jobs in the surrounding region. For example, say you want to work in Boston. If you type simply “Boston, MA” into the search engine, you might miss out on a great job opportunity based in Cambridge, MA, or Newton, MA—two important Beantown suburbs teeming with small, dynamic companies. If you’re interested in relocating to an unfamiliar city, it’s worth it to invest in a map to figure out what nearby cities you would be willing to work in. To do your search, stay broad and start by searching under the state instead of the city. Don’t forget that many major metro areas cross state lines. For example, if your goal is to live in Princeton, New Jersey, you’d be in the range of both the Philadelphia and New York City metropolitan areas. On your search, you would look up a total of three states: Pennsylvania, New York, and New Jersey. Most of the Big Boards are incorporating “search metro area” capabilities into their sites, but since searching is never an exact science, it’s still a good idea to try the tips above.

[image: tickmark]   TIMING IS EVERYTHING. Sort search results by the most recent date of posting and concentrate on those posted within the last week or two. Postings older than that are quite likely either to be filled or no longer needed; unfortunately, pulling obsolete postings off the boards does not seem to be a top priority for busy recruiters.

[image: tickmark]   KEEP TRACK OF HIRING AND PERSONNEL MANAGERS. The real key to a successful job search is building a contact database of real live human beings who can help you in your quest for a new job (see Chapter 4, “Getting Hired with a Little Help from Your Friends”). Job boards are one place to find such contacts. After you respond to a job posting in which you’re truly interested, keep track of all contact information for the H.R. representative listed. If possible, find out what other types of jobs that person recruits for. You will find that at large companies in particular, different personnel managers handle different departments. Be diligent about keeping a list of all the people you contact via online job postings, as well as the dates on which you contacted them. Sometimes, companies will list only an anonymous email address like jobs@big-company.com. Other times, however, you’ll get lucky and find a direct email address, either for an internal hiring manager or an outside recruiter. Just don’t use someone’s email address as one more place to dump a generic resume; keep your communications relevant to the recipients’ needs.

A friend sent out resumes through an online service for two months without much luck. The problem was, she just zapped without proofing them. One day her email bounced back and she realized that the resume she had been sending for all that time was truncated to the point where it only included her objective statement. No one ever replied to say her resume did not look right (or to set up an interview, for that matter). Lesson: always double-check everything!

—MARK, MANAGEMENT CONSULTANT



Take the Road Less Traveled

The Big Boards are great resources, but they’re kind of like the freeway in L.A.: they can take you to a lot of places, but there’s so much traffic you might get nowhere fast. The smart job seeker, like the clever commuter, learns the uncongested back streets that cut down on travel time. By now you should know which industry you want to work in and what kind of position you want to land. Use these criteria to target lesser-known, industry-specific web resources that are surfed by in-the-know recruiters who have the jobs you want. Here are some tips to help you break from the herd and find a more direct route to your destination:

[image: tickmark]   GET INTO THE INDUSTRY-SPECIFIC SITES. Besides hitting the main-stream Big Boards, diversify your efforts and spend time at industry-specific sites. While the volume of postings will be smaller than on the Big Boards, these sites are likely to have a higher percentage of jobs that match your specific objectives and experience. That’s because savvy hiring managers know that targeted postings on these niche sites will increase their chances of finding just the right candidate. You’ll be amazed at how many industry-specific sites you can find that pertain to very specific aspects of your industry. Not sure where to start or how to find them? Just hop onto your favorite search engine. For example, if you want to work in the health care profession, you might type in generic phrases that describe the industry such as “Health Care” or “Medical” and “Jobs” into the search tool. You’ll notice that the industry-specific subsites of the Big Boards, like Monster Healthcare, will pop up first in the search results. Further down, you’ll find more industry-specific sites that also match your search. You’ll be amazed how incredibly targeted these sites can be. Say you’re a nurse. You could search on “nurse” and “jobs” and find Nurse-recruiter.com. Or you could go even deeper: search on “pediatric,” “nurse,” and “jobs,” and you’ll find Pediatricnursejobs.com. As mentioned previously, searching is an inexact science, so vary the search terms by using descriptive adjectives and industry terminology to find different results (e.g., “nurse jobs,” “nursing jobs,” “pediatric nurses,” “neonatal nurses”). Each time you change your phrasing slightly, different results will appear. Hint: pay particular attention to the headhunters that advertise on the job sites that best match your background; add them to your contact database and call them directly.



Save Time by Using Job Bots

Contributed by Steve Baldwin

A job bot (also known as a “job search agent”) is a friendly electronic feature of most major job sites that lets you specify your job criteria, then walk away from your computer with confidence that any positions matching your parameters will drop automatically into your email inbox.

Both Monster.com and HotJobs.com currently offer job bots, which provide a lot of customizable power for scanning job listings without having to perform manual searches. You create an agent by selecting a job location, a job category, and a keyword search term from a web-based form. Name it something distinctive, like “Programmer Jobs in Portland,” and save it. You can create several job search agents, edit them, or delete them at will.

Monster.com’s job bot lets you specify the type of job (part-time, temporary, or full-time) you’re looking for, as well as multiple cities and job categories. You can also specify how often the bot will send you email (daily, weekly, bi-weekly, monthly, or not at all). HotJob’s job bot lets you limit your search to direct employers only, staffing firms only, or both. To use job bots on either HotJobs or Monster you must register; fortunately, it’s free.

Job bots are so convenient for the recruiting community that forward-thinking Fortune 500 companies are starting to add them to their own web sites. Doing this allows them to call up job seekers’ resumes as job opportunities arise. One site that sports such a service is Time Warner’s career site, http://tw.tmphosting.com. Watch for more companies to use their own job bots in the future.

Steve, an author and tech producer who was born in New York City, has eleven years of tech biz experience. His best-known projects are Ghost Sites of the Web and Netslaves, a book, web site, and tech community.




[image: tickmark]   USE TRADE PUBLICATIONS AND WEB SITES. Each industry has its own trade magazines, newsletters, e-newsletters, and web sites. If you are job hunting, you should be voraciously reading the trade magazines that pertain to your targeted industries. These publications break news, deliver commentary on the winners and losers in your industry, and give you the inside skinny on what’s going on at companies you might be interviewing with. More important, most trade publications have “help wanted” classifieds, both in print and in their online editions. These classifieds often have job postings from companies that prefer to use highly targeted employment advertising to narrow their searches. Some trade magazines are sold right at newsstands (Ad Age), while others require you to sign up for a subscription. Some trade magazines even offer free subscriptions if you work in their featured industry.

[image: tickmark]   JOIN AN INDUSTRY ASSOCIATION. Often, membership in your industry’s professional society or trade association will include a subscription to its trade journal, along with other great perks like notifications of industry conferences and trade shows (great networking opportunities, people!). For example, members of the American Society of Civil Engineers (ASCE) receive as part of their membership the monthly Civil Engineering magazine and access to special areas of the ASCE web site. While you’re on these sites, sign up to get their industry newsletters. This way, topical news and job postings will be delivered right to your inbox on a regular basis. Another great option for tapping into jobs in your sector is to join online discussion groups that are devoted to a specific industry or topic. Work your search engine and see what you come up with.

[image: tickmark]   EXPLORE COMPANY WEB SITES. Before spending money on job boards where recruiters get inundated with responses, many firms will try to find candidates by posting openings on their own web sites. If you already know the firms for which you want to work, check out the “Jobs,” “Careers,” or “Work for Us” sections of their web sites. First, make sure that a company updates its job pages regularly (many firms don’t bother) by visiting the web site once a week. If nothing has changed after a month, it’s safe to guess that this isn’t a serious recruiting venue for the company. But if posts regularly go up and down, you know that it’s an effective recruiting tool. To get an inkling of which departments or subsidiaries might be hiring, check out the company’s recent press releases to see if they are expanding into any new businesses or are experiencing huge growth in any particular division. If so, try to develop a contact in those hot areas.

[image: tickmark]   CHECK OUT CORPORATE ALUMNI WEB SITES. A new way to connect with employment opportunities is through corporate alumni web sites. Companies have started to realize that some of their best clients are former employees. Not only that, they’ve found that former employees are excellent at referring quality talent because they’re familiar with their alma mater’s corporate culture and because they’re cheaper to hire than a complete stranger. Companies have started to build their own corporate alumni web sites so that they can create a centralized place where their alumni community can come together and communicate with the firm and with each other. Sites like these offer former employees a bonanza of networking opportunities in the form of co-worker directories, job listings, and events. Corporate alumni web sites are especially great for recruiting, not only for the company hosting the site, but also for former employees who’ve moved on to different firms or who’ve started their own companies. To figure out if any of the previous companies you’ve worked for have a corporate alumni network, hop onto Google or Yahoo! and do a search for the company’s name plus the word “alumni.” If a company endorses their alumni network outright, they most likely will develop their own site or hire a company to host and build one for them. For example, SelectMinds.com hosts a number of large companies’ alumni sites, including that of the consulting firm Ernst & Young, which now boasts more than 100,000 active alumni. During your search, you might stumble onto a grass-roots alumni web site that’s been established by a few former employees to keep a former department connected. Or you might find other sites like Corporatealumni.com or Classmates.com that put together unofficial alumni networks. What if you want to tap into a corporate alumni site at a company where you never worked? Ask around. See if any of your friends (or friends of friends) ever worked there. Then ask your friend to join the network and scout the job opportunities listed on the site for you. Or better still get sneaky and ask if you can borrow their user name and password.




Cyber Sleuthing 101

Contributed by Eileen Shulock

Let others pound the online job boards all day long; savvy job searchers know that information is a two-way street. Put the Internet to work for you by signing on for a few free or low-cost information-gathering tools. With a little creativity, these tools—which are typically used by businesses to gather competitive intelligence—will deliver the lowdown on your target companies right to your inbox.

Press Release Services:Get the latest news about a company or industry in the form of electronic press release distribution. You may have to register on the following sites as a “journalist,” but hey, you were planning to write about your experiences anyway, right?

PR Newswire: prnewswire.com

Business Wire: businesswire.com

Internet News Bureau: newsbureau.com

Corporate Information:Delve into the inner workings of U.S. publicly held companies at these sites, where you can find the 411 on SEC filings, partners, directors, competitors, and more. Maybe your old college roommate’s dad is now a board member at one of your target companies. You never know…

Edgar Online: edgar-online.com

Hoover’s: hoovers.com

Corporate Information: corporateinformation.com

Spy Bots:Sign on for your very own 007 to crawl the web and deliver any mentions of your targets (people, companies, keywords) right back to your inbox. Be sure to focus your search; like the best secret agents, these spy bots will return alot of dirt.

TracerLock: tracerlock.com

Agentland: agentland.com

Eileen is President of e-merchandising consultancy Merchant Diva, Managing Editor of Web Digest For Marketers, and co-author of Essential Business Tactics for the Net. An industry leader and champion networker, Eileen is the director of the New York City chapter of Webgrrls International.



Now Go Work it!

Here’s the Takeaway:


	To avoid the pitfalls of the Internet in your job search, diversify your techniques. Integrate the best of what the Internet offers with old-school practices.



	Use the Big Boards (Monster.com and HotJobs.com), but set specific and realistic search criteria that match what you are really looking for. Don’t email hundreds of resumes just because you can.



	Industry-specific and corporate alumni sites are a great way to complement your Big Board efforts. They may not have as many job postings overall, but what they have will be more targeted to what you want, and you’ll face less competition.



	Trade associations in your target industry can provide great networking opportunities as well as access to publications, web sites, and job postings.



	Always be professional. Don’t let the anonymity of job boards and postings lull you into laziness.



	Take information that you glean from your online efforts and carry it over into your offline networking and searching. Keep track of names and contact information, add them to your networking database, and get in touch.





* DBM: Career Choices and Challenges of People in Transition. 2002 DBM.









3.

Stand Out from the Pack:

Tattoos Aren’t the Only Way to Brand Yourself




You’ve only got a few fleeting moments to make a lasting impression on a hiring manager. Talk about pressure! How do you make the most of that time and get them not only to remember you, but to hire you? It all comes down to marketing yourself. But selling the product known as “you” is much easier said than done.

Imagine yourself walking in to meet with The Big Cheese. By the time you get to the meeting, you need to assume he’s barely had a chance to glance at your resume, much less drink his morning coffee. All he knows is that he wants to get the interview over and done with so that he can get on with his day of business. So, as he sits across from you, this is what he’s thinking:

“I don’t know who you are.”

“I don’t know what you do.”

“I don’t know what you stand for.”

“I don’t know your track record.”

“I don’t know your reputation.”

“Now—why is it that you want me to hire you?”*

 

Not so easy to sell yourself while dodging bullets, is it? The moral of the story: long before you go into any interview, you have to be prepared with a simple and compelling message, delivered with an unshakeable confidence that will cut through the noise in the hiring manager’s head. That message must convey exactly why you will be a success in the position and what unique attributes make you the best possible person for the job. If you are ready to convey all this confidently, you’ll be as choke-proof as Tiger Woods. And isn’t being impressive the whole point?

Establish Your Corporate ID

The more you focus on building a consistent message about yourself, the more you will be in control of your “corporate identity.” In a job hunt, your corporate identity is the image that will stick with a hiring manager long after the interviews are over. Way before you start the interviewing process, you need to know what key points about yourself you want interviewers to remember. That means defining your corporate identity so clearly that it leaves hiring decision-makers with a definite impression about your personality and capabilities. To make this easy, imagine that you’re buying a car. A car must satisfy some basic needs and wants, but it goes further than that. Say you’re in the market for a luxury vehicle, and you’re considering three makes: Jaguar, BMW, and Volvo. (Hey, we can dream, right?) All three brands are high-end, quality cars, but they’re not all alike. What makes these brands different from one another is that each has its own unique corporate identity that will eventually sway you into selecting one brand over another. Jaguar positions itself as the best designed, quintessentially English, and glamorous; BMW is the best engineered, efficiently German, and self-confident; while Volvo is safest, seriously Swedish, and family oriented. You’ll base your purchase on which of these corporate identities best fits your needs and desires.

And so it goes with employers. First they’ll narrow down the pool of applicants to those who meet the minimum qualifications, then they’ll start to home in on those candidates whose definable corporate identities will work best within the firm. When all things are equal among candidates, an established corporate identity—one that’s in line with the company’s needs—can really bring a hiring manager over to your side.

So before you start interviewing, you had better get in tune with your own corporate identity. Here’s a good way to figure out what your “brand” represents to others. Imagine two of your managers or co-workers talking about you in the cafeteria. What would they say about you? About your capabilities and work ethic? What attributes would they assign to you (right or wrong): ambitious, lazy, a creative thinker, back-stabber, diligent, arrogant, innovative, independent, cutthroat? What is it that makes you noticeably different from other people in your department, company, and field? You may think you’re perceived as unique—but are you really? If there is a significant difference between you and your peers, is it a positive one?

If you wouldn’t change anything about your current image, well, la di da. We can’t all be as perfect as you. But if you’re like most people, either you have no idea how your manager would describe you, or else there’s a gap between how you want to be perceived (e.g., a team player) and how you think you’re actually perceived (e.g., an insufferable suck-up). If so, you’ve got some tinkering to do. You must start by asking trusted friends and co-workers to give truthful answers about how you are perceived in the workplace and in social settings. Taking stock of your corporate identity can be humbling, but it also can lead to successful results when trying to position yourself with a prospective employer.

To establish your corporate identity, start by coming up with a short phrase that describes the one thing that you do best (i.e., you’re a great people manager, problem solver, project manager, etc.). Add to that the one thing that differentiates you from all other people who might be applying for the job (i.e., you’re well traveled, politically involved, athletic, etc.). And finally, think up an adjective that best describes the one thing that gives you a unique personality (i.e., you’re witty, analytical, savvy, etc.). You’ll end up with a three-part phrase that describes a well-rounded you. That’s your own corporate identity. Make it your personal mantra and repeat it in all of your communications with prospective employers. Hiring managers won’t remember everything about you, but they will remember a simple message that clearly defines and differentiates you as a candidate. Not only that, they will find it easier to describe you clearly to their higher-ups. For example, “I met a fantastic candidate today; she’s a whiz with numbers, speaks three languages, and has a great strategic mind.”

Just remember—when marketing yourself, truth in advertising is absolutely essential. If you’re unhappy with your old corporate identity, don’t just make up new words that don’t fit the reality. You need to fix whatever’s wrong before you can move forward.


Candidates tend to have similar education levels and work experience, so after a round of interviews, the easiest way to distinguish one person from another is to remember who was the karate instructor, coin collector, sky diver, etc. What people do in their free time also speaks great volumes about who they are and what motivates them. Knowing someone’s special interests helps in assessing their cultural fit with the organization and determining if the job offers the type of environment that would make them happy.

—JIM, PORTFOLIO MANAGER

Memorize three things that you want the interviewer to know about you. When the interview is over, tell the interviewer “I’m experienced, capable, and really excited to work here!” Let them know you want the job, so that when the interviewer leaves the room and has to write a report or tell the next interviewer what they thought, inevitably they’ll write or say, “Well, she seems experienced, capable, and enthusiastic,” as if they came up with that assessment themselves. It works.

—YAEL, TRADER



Make Your Message Memorable

Once you know the messages you want to deliver, you’re like a politician ready to announce your candidacy. Get up on your soapbox and start letting people know your intentions. But how do you get people to listen and remember what you have to say? After all, decision-makers are busy people. They have their own deadlines, priorities, and crises—all of which are hogging up room in their brains and keeping them from thinking about what a great hire you’d be. There are really only two ways for a message to pierce through all of the noise and take root in a person’s cerebral cortex: first, you could get the person to concentrate, really concentrate, on the message to the exclusion of all else (not bloody likely!). Second, you could repeat the message enough times that it gets through their thick skulls! Unfortunately, since you can’t count on a hiring manager focusing their undivided attention on you until you get your point across, you need to repeat your message until it resonates.


What Makes You Stand Out?

Contributed by Lea Brandenburg

As you’ve looked at postings on the job boards, have you ever found yourself wondering “What are they really looking for?” Do you feel like you need to crack a secret code just to land an interview? Well, unless you’re the owner of a well-functioning crystal ball, you’ve probably found that trying to figure out what companies want instead of focusing on what you have to offer may not be the most effective strategy when conducting a job search.

Accept that you can’t be all things to all people. Instead of trying to figure out what “they” want, why not focus your thoughts and energy on identifying and articulating what your strengths, gifts, and talents are? The funny thing about strengths is that they come so easily to us, we take them for granted. Make a list of no fewer than ten of your professional achievements and ten non-work-related, personal accomplishments. Make sure that the things you are the most proud of achieving professionally and personally land on your lists. See if you can identify any recurring themes in your lists; if so, use them in your resume, cover letters, and interviews.

This exercise serves three functions. First, you’ll start to feel better about yourself as a human being and as a professional, which is always therapeutic when you are immersed in a seemingly never-ending job search. Second, you’ll start to see what is important to you. Third, you’ll be able to speak intelligently about your accomplishments in a job interview because you’ve taken the time to get clear about what you, and only you, can bring to a prospective employer.

Lea is a personal and business coach who works with clients to develop effective self-presentation skills and to express themselves with confidence and ease in every situation. To find out more about her and her coaching services, visit creatingstrategies.com.



Don’t sit back and expect that a single interview is enough to get someone to want to hire you. Just consider all the distractions and the competition your messages are up against. You need to employ what marketers call a “frequency strategy” in your job hunt.

The Seven-Impression Rule

Your rule of thumb should be that it will take at least seven interactions (or, as marketers say, “impressions”) to get a hiring manager to start remembering you and your messages. That may seem like a whole lot of communicating, but it’s not at all excessive. In fact, it’s easy to do, because impressions can take many forms: resumes, correspondence (cover letters, thank-you notes, email), phone calls, interviews, recruiters pitching you, and insiders buzzing about you.

Now that you’re familiar with some of the options you have at your disposal, you need to develop a strategy to make seven impressions per employer you’re targeting. Here’s an example of how easy it is to get there:


	A headhunter who’s been briefed on your strengths and corporate identity calls the hiring manager to discuss you.



	You send the hiring manager a cover letter and
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