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Dear Reader,

Looking for a new job can be both exciting and frustrating. There’s the thrill of seeking new opportunities, and the stress of knowing you’re competing with others for every position you apply for. There’s the worry about whether you’ll make a great impression from the time you submit your application through the interview process.

Having been on both sides of interviewing throughout my career, I’ve been fortunate to participate in literally hundreds of interviews (thankfully, most as the interviewer and not the interviewee!). I’ve observed candidates who were exceptional throughout the job interview process as well as those who were woefully ill-prepared.

The job interview process can be more exciting than frustrating. The tips and information you’ll find in this book will help. You’ll learn about the steps to take and the many resources available to help you find opportunities, including new opportunities through social media. You’ll learn how to format and submit your resume or application. You’ll learn how to respond to even the toughest interview questions with confidence.

I’d like to wish you the best of luck in your job search. I just know there is an exciting new opportunity ahead of you!
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I’d like to dedicate this book to my son, Justin Grensing, who
 is just now embarking on his first professional job hunt after
 graduating with a JD/MBA from the University of Minnesota.
 Here’s hoping that first job will launch a very successful career!
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Top 10 Tips for a Winning Interview

1. Grab attention with a winning cover letter that will land you an interview.

2. Be prepared with your “script” and a resume by the phone for what may be the first round of your screening process.

3. Never go into an interview without researching the company, its competitors, and, if you can, the person who will be interviewing you.

4. Schedule your interview in the morning when your interviewer will be at his freshest (and you will, too!).

5. Present your most conservative, well-groomed, and attractive self to your interviewer and prospective employer.

6. Separate yourself from the job-seeking crowd with your knowledge of the company, its competitors, and your smile.

7. Do your homework and be prepared for the tough questions and any traps or pitfalls the interviewer may spring on you.

8. Know the tough questions to ask to get the answers you need to see whether this job is the right one for you.

9. Let the interviewer—not you—bring up the question of salary. Save the discussion of benefits for after an offer has been extended.

10. Even if you feel you’re not right for this particular job, be gracious. You will make a positive impression on your interviewer, and you never know—it might lead to a more promising job.


Introduction

IT’S SAFE TO SAY that just about everybody, at some point in their lives, will have the opportunity to participate in a job interview. Whether you’re just embarking on a new career after graduation, searching for new opportunities, or going back to work after some time out of the work force, you will be involved in an interview. In fact, the job interview is the most important step in winning a job. A great resume may get you noticed, but how you actually come across to a future employer during a job interview is what will help you land a job.

You can never be too prepared for a job interview. From researching the company to rehearsing your answers, the job interview is one case where practice definitely makes perfect. Whether you’re out there looking for your very first job or are a seasoned professional, job interviews can be a nerve-racking experience—and for good reason. It is during the interview that many otherwise qualified people lose their chance at employment.

It is important to know the rules of the job interview: what to wear, what to say, and what to do when it’s over. The goal of this book is to answer each and every question you may have when it comes to interviewing for a new job. By absorbing the important lessons in this book, you’ll acquire the confidence you need to sail through the interview.

The book is divided into three basic parts. Part I will guide you through job interview strategies. It will help you define your goals and explain the importance of career tests and the differences between corporate recruiters, search consultants, and career counselors. It will guide you through the intricacies of cover letters, interview research, and even grooming. The strategies you learn here will cover everything you need to know. Before you step out the door on your way to the interview, you’ll feel confident and well prepared.

Part II looks closely at the different types of interviews, from the one-on-one traditional interview to alternative interview types that are becoming more popular because of technology, like videoconferencing and Skype. And you’ll learn some special techniques for dealing with lunch interviews and group interviews.

Part III provides extensive coverage of the wide array of interview questions you should be prepared for. You’ll find more than sixty tough questions about your ability and compatibility—with the right and wrong ways to answer them. You’ll be coached on how to talk about your accomplishments so that your interviewer’s eyes won’t glaze over. You’ll be advised about trick questions you may encounter on career goals and personal interests. Finally, there’s a section devoted to special situations for individual needs, whether you’re a student or recent graduate, you’re making a career change, or you’re a parent or a senior re-entering the job market.

In the appendix you’ll find a quick guide to sample questions in various fields. Look up your field—whether it’s accounting or marketing or communications or educational services or technology—and you’ll be quickly briefed on the questions you may be asked.

By taking advantage of the many ideas and tips you’ll find here, you can help to ensure that your next job interview—and every one after that—will be successful!


PART I

Job Interview Strategies


CHAPTER 1

Developing a Strategy

Though the ultimate goal—to get a job—is always the same, the way people approach it can vary, and many questions remain as far as strategy is concerned. For example, will you use the Internet to search out currently available job postings or will you browse the local newspaper? Will you call upon all the people you know in a field for help in finding some possible leads or will you fend for yourself? To what extent will social media sites, like LinkedIn, play a role in your job search?

Defining Your Goals

The most difficult part of finding employment is figuring out what you actually want to do. Earning a degree in a particular field or working many years in a specific industry should not limit your options. It is not at all uncommon for one person to have five or more careers over the course of a lifetime. As cliché as it sounds, you learn something new every day about your strengths and weaknesses and your likes and dislikes.

When choosing or changing careers, there are two very important questions to consider: First, while a particular industry or job title may seem glamorous or enticing, are you really prepared to take on the day-to-day duties that such a position entails? Ask yourself whether you are actually ready and willing to meet the demands of this job or whether it is just a job title you think you could impress your friends with.

Second, are you prepared to live the lifestyle that this job demands? For example, while the idea of becoming a talent agent or a personal assistant to a celebrity sounds like a dream job, are you willing to be at somebody’s beck and call twenty-four hours a day? Are you ready to deal with belittling comments and the occasional difficult personality? Many high-profile and/or high-paying jobs do not leave you much free time. If you are not sure of the customary duties and tasks of a position, try to speak with someone in the field or to a career counselor so that you can learn more about them. Make sure you research the job, its duties, and the company before accepting a position. You never know, that dream job could turn out to be a real nightmare.
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One job seeker sat down and made a list that drew on every work, personal, and out-of-body experience she’d ever had. She circled her likes and dislikes, and used the list as a reference guide in her job search. For each job she considered, she took out the list and checked to see if the job’s duties coincided with it.



Career planning is really a science of its own, and you shouldn’t hesitate to seek out the help of career planning professionals when you are trying to figure out your next steps. If you are a college student, chances are there are plenty of these professionals in your school’s career planning office. If you have been in the work force, there should be career planning centers in your own community. Pick up the phone book and schedule an appointment to meet with someone. Career planners may also be found online and many now do their work virtually, allowing you to connect with planners in other locations.

Career Tests

Career tests can be a good way for you to gain insights into your career preferences and possibilities. Tests are often available through industry and trade associations and, commonly now, online. Many trade and professional organizations also publish some sort of trade magazine or other publication that will give you more insight into a particular line of work, in addition to information you may find on their websites. It might benefit you to take a few minutes and investigate an unknown career a bit further.

If you can’t find time during the day to meet with a career professional, there are plenty of places online where you can learn more about the kinds of careers that may be right for you. The following websites offer career planning information and will even allow you to take computerized versions of some popular career planning tests:


	The ACT: www.actstudent.org


	CareerPerfect: www.careerperfect.com


	Experience: www.experience.com


	JobWeb: www.jobweb.com


	Mapping Your Future: www.mappingyourfuture.org


	
Myfuture.com: www.myfuture.com


	The Princeton Review: www.review.com


	
QuintessentialCareers.com: www.quintcareers.com




Some people balk at the idea of career tests. It’s true that a computer or some premanufactured form or even a career counselor probably won’t know more about you than you do. Therefore, you should not rely solely on what these tests or counselors tell you. But be open-minded; if a career test suggests that you would make, say, a fantastic poultry engineer, why not take the time to figure out what such a person actually does?

Employers may also use career tests as part of their screening process, and it can be helpful to be familiar with some of the more commonly used tests, including the following.

Career Ability Placement Test (CAPS)

CAPS is a timed test that, while it does not seek to determine whether questions are answered right or wrong, does provide an indication of how you score in eight different areas from mechanical reasoning and spatial relations to verbal reasoning and language usage.

Myers Briggs Type Indicator (MBTI)

The MBTI has become a popular assessment for organizations to determine how candidates might fit in their employee mix. The MBTI measures personality based on four scales—extrovert/introvert, thinking/feeling, sensing/intuitive, and judging/perceiving.

Strong Interest Inventory (SII)

The SII measures interests based on answers to questions about various activities that fall into six general categories: social (helping, instructing), investigative (researching, analyzing), conventional (accounting, processing data), artistic (creating or enjoying art), enterprising (selling, managing), and realistic (building, repairing). Another assessment, the Self-Directed Search (SDS), is similar to the SII; it is focused on the same six areas, but is a shorter assessment.

Recruiters/Career Counselors

Career counselors and recruiters have become an increasingly popular choice of job seekers in recent years—and of employers. The declining job market and correspondingly high level of applicants for many positions have made experienced and effective counselors and recruiters into important brokers of positions and employees. Career counselors and recruiters not only save time by going through the arduous process of searching for jobs and sifting through applicants; they can also offer professional advice to help applicants and employers find just what they are looking for and sell themselves more effectively.

You may become confused about the difference between a recruiter and a career counselor. That ad that caught your attention was put there by a recruiter, sometimes called a headhunter or placement specialist, who is either an employee of the company looking for new and qualified employees or a third party contracted by the company to help with the search. In the latter case, there is usually a fee involved, but this is typically paid by the hiring company, not the job seeker.

If you go to a career counselor or career coach, you will probably handle the cost, unless this is an outplacement service provided to you by your former employer. A career counselor will not help you find a job, but will help you figure out what kind of job you should be looking for. If you’re confused about the job market, a career counselor can help you clarify career goals and point you in the right direction. But be careful what kind of contract you sign. Some counselors insist on being paid up-front, with fees as high as $2,000–$15,000. Opt for a counselor who has Master Career Counselor credentials, is licensed by state counselor licensure boards, and charges fees by the hour. One resource to help you find a counselor is the National Career Development Association (www.ncda.org).

Here are some tips for working effectively with recruiters and counselors:


	Respond to inquiries if a recruiter or counselor reaches out to you, even if you’re not interested in the position. You want to stay on their radar screen and make a good impression because there may be another position in the future that you are interested in.

	Stay in touch to build rapport and remain at the top of their mind when new opportunities emerge.

	Be candid about your job expectations and goals—what you are interested in as well as what you’re not interested in.

	Don’t double dip. If you’ve been working with one recruiter on a particular position and another one contacts you, be up-front about your existing relationship.

	Feel free to tell recruiters and counselors that you want them to respect your confidentiality. While most operate under that assumption anyway, it’s best to make sure you are both on the same page from the outset.



Job-Seeking Techniques

There are several different job-seeking techniques that you may employ. They include the following:


	Answering a help-wanted advertisement

	Employing the help of a recruiter or employment service firm

	Calling on personal contacts (networking)

	Sending unsolicited resumes directly to the employer (also known as the direct contact method)



Answering Help-Wanted Advertisements

When you read the words “Help Wanted,” you probably think of the classifieds in your local paper. While a newspaper is certainly one place to find a help-wanted ad, there are other avenues you should consider. Advancing technology has paved the way for literally thousands of job-hunting websites. In fact, on the Internet, today’s job seekers can access millions of job openings around the world with just a few clicks of the mouse. Trade and professional organizations can be a good source of information on profession-specific job openings. Magazines are another place you might look for help-wanted ads; they, too, can be accessed online.

Employment Service Firms

If you don’t have time to pore over classifieds, actively seek out job board postings on the Internet, or print up lots of cover letters and resumes, employment services are the way to go. Whether you are looking for a temporary or direct-hire job, there are enough staffing firms out there to service the particulars of any job seeker’s search for employment, whether you are entry-level or executive.

But what exactly does an employment service firm do? In fact, they do as little or as much as you would like them to. Employment services can be very specialized in function, or they can be very general. They can offer only one specific service to a small group of job seekers or provide a variety of services to satisfy a large population. There are employment service firms that will only work with, say, experienced restaurant managers, and others that will help anyone, from a temporary receptionist to a Fortune 500 CEO. Employment service firms can be run by one person or may be part of a worldwide corporation. They can be private or state-run agencies. Today, most services are free of charge, but you should always inquire if there is a cost to you before signing an application or contract.

If you’re electing to let a staffing firm do some of the work for you, it is important not to choose one blindly. The American Staffing Association (ASA) and the National Association of Personnel Services (NAPS) are the two credentialing entities that scrupulously uphold ethical business practices for all of their members. You would do well to tap into the resources of their membership, which includes only those staffing firms that adhere to a subscribed code of business conduct for both the job candidate and the employer. You can visit them online: the American Staffing Association (ASA) is located at www.americanstaffing.net, and the National Association of Personnel Services may be found at www.recruitinglife.com. Both sites provide membership directories.

Here are some other smart steps to take before deciding on an employment service agency:


	Learn a bit about the history of the company. If a company has been around for a while, chances are it is a reputable agency. A firm that has been in operation at least two years is probably a safe bet.

	Choose a staffing firm that specializes in your profession. Because they have expertise, these types of firms tend to be reliable. Also, because they are working within a particular industry, it is likely that news from job seekers of any negative experiences would travel fast. If you are just starting out in a particular field, you may have a bit more difficulty securing employment through a specialized employment service. Still, since many industries (e.g., advertising, banking and finance, health care, and publishing) rely on these types of services to find suitable employees, it would be worth your while to get in touch with one or more firms and see what kind of jobs are available.

	Again, strive for a staffing service that is a member of one of the national associations previously mentioned. These members are required to follow a prescribed set of ethical business practices.



Calling on Personal Contacts

Ask professionals how they got their current position, and chances are at least one will say through a friend, family member, or business contact. No matter what profession you’re interested in, chances are that you know someone in that field, or you at least know someone who knows someone. The point is, you should be able to find someone in your desired field who can help you in some way. Even if this person cannot give you a job, he may be able to refer you to someone who can. Making connections to other people is an easy way to break into a new field and a smart way to advance in your current industry.

If you have not found anyone who can help you, there are other ways to make personal contacts. Find out about local organizations that specialize in your business and plan to attend their local meetings. If you are a college graduate, get in touch with your alumni association and see if you can track down other graduates who work in your particular field. Or go online; you could find a newsgroup or professional forum that specializes in your business and engage in an online discussion. While job offers may not be handed to you within the first hour or so of contact, don’t be surprised if you hear from these new “friends” later on, when an opportunity arises.

Networking

Networking is an absolutely critical component of finding a job. While traditional networking in a face-to-face environment is still very important, today’s job seekers can also network online, which opens up an even broader range of opportunities to connect with people, all around the world.

While many elements of networking are very common sense, there are some key things that bear emphasizing to ensure that your networking efforts are successful.

First, recognize that networking is a two-way street. It’s not about what you can “get or gain” from the other person, but how you can both benefit from the connection. Think of ways that you might also benefit those you are connecting with. There may be little ways you can help, such as suggesting contacts that you have made through your networking efforts that might be useful to your new connections or sharing relevant information that these contacts might find useful.
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Don’t disregard networking with other unemployed people. While it might seem like these people don’t have much to offer you at the moment, they may be in a position to help your job search down the road. They also may have connections at past places of employment or within their own network.



Second, think broadly in terms of the connections you make—we’ve already talked about some good ways to find people or organizations that can serve as good connections. In addition, don’t overlook friends and family. Many people think of networking as attending events and making new contacts from scratch, but your family and friends can be a great starting point. An important concept here is to think about those people who may be strong influencers and are skilled at connecting with others. These people represent “nodes” that can help your network grow exponentially.

Third, be strategic as you build your network and prioritize your efforts, always thinking of your ultimate job goal. Here are some additional tips that can help you build and leverage the value of your network:


	Present yourself well. Be aware that you are making a lot of first impressions and first impressions set the stage for future contacts. Dress appropriately. If at events where alcohol is served, limit yourself to one or two drinks, if any!

	Be respectful to everyone you come in contact with, not just those that you think can help you. That means staff at all levels of an organization, working at events, people you meet in hallways or elevators, etc. You never know …

	And speaking of elevators … develop and be prepared to deliver an elevator pitch to those you meet. This should be a summary of who you are, what your skills and experience are, and where you would like to see yourself in the future. Be careful, though, not to make this sound too rehearsed. Tweak your message depending on who you are talking to and adapt it, as needed, to reflect any changes in current situation or job goals.

	Volunteering can be a great way to meet people in your community, demonstrate your work ethic, and gain important skills.

	Don’t overlook online networking. The Internet and social media tools like Facebook, Twitter, and LinkedIn mean that you don’t have to focus solely on face-to-face networking. Cast a wide net and look for connections everywhere!



Creating Your Resume

Okay, so you’ve figured out what you want to do with your life and how you’re going to go about achieving that goal. Now what? The first step to actually getting a job interview is to create an attention-getting resume.
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While certain characteristics (e.g., loyalty, honesty, industriousness) are always highly regarded in any career, these are not the keywords a hiring manager would necessarily seek out. Put more emphasis on your achievements. If you know the industry well enough, you should be able to throw in some pertinent skills and keywords that would interest an employer. Many employers favor online recruitment these days, which provides you with an opportunity to explore their job listings to determine the words they use most often to describe the type of position you’re looking for.



Your resume is the piece of information that lets a potential employer know what your skills are and whether you would be a good fit for the available position and/or the company. For this reason, your resume must be as detailed and informative as possible, without reaching too far beyond a one-page limit. A second function: you want to create a resume that will be attractive and draw as much attention as possible. Remember, getting noticed is the only way to get a job. Keep in mind that hard copy resumes sent through the U.S. Postal Service are rapidly being replaced by online recruitment techniques, which sometimes allow you the opportunity to attach a file. In other cases, though, you’ll be asked to fill out online forms that will vary by company and position.

Sending Unsolicited Resumes

One of the biggest frustrations job seekers face is browsing through a company’s available opportunities only to find that there are no jobs available to suit their skills. So what should you do if the company of your dreams is not actively recruiting people now? The answer is simple: Send a resume anyway.

The first place most job seekers think to send their resume is the human resources department. However, think beyond HR. Contact line managers, who often make departmental hiring decisions. Try to get the name of someone in the department you’re hoping to work in. At best, you can start a dialogue and get an idea of what they might be looking for. At worst, they will send you back to the human resources department.

In addition, many companies now offer the ability for you to sign up to receive notices about jobs that become available in your area(s) of interest. The same option is available through large recruitment sites like Monster.com. Take advantage of these opportunities to stay up-to-date on current openings that fit your knowledge, skills, and abilities.
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LinkedIn (www.linkedin.com) provides a great way to make connections with specific individuals at specific companies through the “companies” search function. This can be a very targeted way to build relevant connections.



Just as looking through the help-wanted ads can be a last resort for you, placing a help-wanted advertisement can be an employer’s last resort. Generally, employers like to promote from within their own workplace. Because of this, getting placed at a company through a temporary services agency, such as Manpower, has become a popular way for potential candidates to get their foot in the door and their face in front of employers.

If employers aren’t able to turn internally for potential candidates, the next step is often to try to find out if any current employees know worthwhile candidates who might fit the bill. If none of these attempts pan out, the employer will usually go through the resumes currently on file in their human resources or personnel office and try to select possible candidates from that pool.

If you have already sent in your resume and are qualified for the position, it’s likely that the employer will call you in for an interview before she contacts an employment firm or headhunter. This will save the company both time and money, and will lessen the amount of competition you will face for the job.

Traditional Resume

A traditional resume is the printed document chock full of pretty fonts and formatting that you most likely think of when you hear the word “resume.” While this type of resume has largely been replaced by an online version, it is still important that you keep an updated paper version of a traditional resume on hand; you should bring it with you to every job interview.


Sample Traditional Resume




Danny Rose



	150 West Allen Street
	(617) 555-5555



	Cambridge, MA 02138
	dannyrose@myemail.com




SUMMARY

Accounting manager with eight years’ experience in general ledger, accounts payable, and financial reporting. MBA in Management. Proficient in Windows, Excel, PowerPoint, and Outlook.

EXPERIENCE

Malcolm Corporation, Newton, MA

Accounting Manager 2007–present

• Manage a staff of six in general ledger and accounts payable.

• Established guidelines for month-end closing procedures, speeding up closing by five business days.

• Implemented team-oriented cross-training program within accounting group, increasing productivity of key accounting staff.

Dakota & Sophia Company, Wellesley, MA

Senior Accountant 2004–2007

• Managed accounts payable, general ledger, transaction processing, and financial reporting.

• Developed management reporting package, including variance reports and cash flow reporting.

Staff Accountant 2002–2004

• Managed accounts payable including vouchering, cash disbursements, and bank reconciliation.

• Wrote and issued policies.

• Maintained supporting schedules used during year-end audits.

• Trained new employees.

EDUCATION

Northeastern University, 2003 Boston, MA

MBA in Management

Boston College, 2001 Boston, MA

BS in Accounting

ASSOCIATIONS

National Association of Accountants



Scannable Resume

A scannable resume is a basic resume—stripped of any funky fonts or formatting—that will be fed into a scanner and spit out in the form of an electronic database listing. When employers are hiring for a specific position, they will type in a set of keywords to search for, and the computer will respond with a list of possible candidates. The key to a great scannable resume is to create as many keywords as possible. Think about the skills, buzzwords, and characteristics an employer might seek out when researching potential employees, and make sure you include these words in your resume. Remember, the more keywords, the more likely your name will turn up in a search. Keywords are generally used by companies that create resume databanks for themselves and then use prepackaged or customized programs to identify prospective candidates based on targeted searches.

Web Resume

A web resume is sent via e-mail. These days, the most universally accepted format is a resume created in Microsoft Word. You can create a visually appealing layout using boldface and italics, but stick with a font like Times, Century Schoolbook, or Arial so that resumes can be read easily between computer users and platforms such as Mac or PC. Unless otherwise specified, it is best to convert the Word document to a PDF format and send it as an attachment. Including your resume as an attachment can help ensure that it can be moved to a company’s resume database for future reference or retrieval.

Cover Letters

While your cover letter won’t help in the initial selection process, it can distinguish you from the competition in the final rounds. If you’re responding to a classified ad, try to use some of the keywords the ad mentions.

Taking the time to put together a letter targeted to the position offered shows the employer that you are interested in this position, and not just any position that will bring home a paycheck. Remember, if you’re sending your resume to a new networking contact, be sure to mention who referred you.


Sample Scannable and Web Resume Format




Danny Rose

150 West Allen Street

Cambridge, MA 02138

(617) 555-5555

dannyrose@myemail.com

SUMMARY

Accounting manager with eight years’ experience in general ledger, accounts payable, and financial reporting. MBA in Management. Proficient in Windows and Microsoft Office.

EXPERIENCE

MALCOLM Corporation, Newton, MA

Accounting Manager, 2007–present

Manage a staff of six in general ledger and accounts payable.

Established guidelines for month-end closing procedures, speeding up closing by five business days.

Implemented team-oriented cross-training program within accounting group, increasing productivity of key accounting staff.

DAKOTA & SOPHIA COMPANY, Wellesley, MA

Senior Accountant, 2004–2007

Managed accounts payable, general ledger, transaction processing, and financial reporting.

Developed management reporting package, including variance reports and cash flow reporting.

Staff Accountant, 2002–2007

Managed accounts payable including vouchering, cash disbursements, and bank reconciliation.

Wrote and issued policies.

Maintained supporting schedules used during year-end audits.

Trained new employees.

EDUCATION

MBA in Management, Northeastern University, Boston, MA, 2003

BS in Accounting, Boston College, Boston, MA, 2001

ASSOCIATIONS

National Association of Accountants



What Goes into an Effective Cover Letter?

In the job search, many people tend to shrug off the idea of a cover letter as a mere nuisance. They’re wrong! Ask any recruiter or hiring manager, and they’re likely to tell you, “No cover letter, no interview.” Even if you are sending your resume via e-mail, take the time to compose a compelling cover letter that sells your skills.

The cover letter also offers you the chance to fill in any holes in your resume. For example, if you’ve been out of the work force for several years, a cover letter offers you the opportunity to explain why: “Having spent the past six years on the ‘parent track,’ I am now able to make the commitment to re-enter the work force and re-engage myself in corporate challenges. I look forward to doing so with much enthusiasm.” Another advantage to a cover letter is that it lets you offer up a bit of your personality.

An effective cover letter should include the following five points:

1. Target the letter to the specific job you are applying for. If there is no specific job, then ask about employment possibilities.

2. Target the letter to the specific employer. Here’s where your research will come in handy. Let the employer know that you know something about the company and/or its competitors.

3. Talk about a specific class or experience you’ve had that may be especially helpful in the proposed job.

4. Use names. If someone from the company recommended you, say so. If you’ve read about someone in the company, mention that this person is someone you admire and see as a role model.

5. Be enthusiastic. If you really want the job, it will be communicated to the reader and will enhance your chances of gaining an interview.

If you’ve taken the time to craft a letter that summarizes your strongest qualifications, you’ll have the edge over other contenders who skip this important step.


Sample Cover Letter




178 Green Street

Cambridge, MA 02142

(617) 555-5555

May 18, 2011

Pat Cummings

Director

Any Agency

1140 Main Street

Boston, MA 02118

Dear Ms. Cummings:

I read about your agency in the May edition of Save Our Earth and was impressed by your Stop and Think! campaign to educate Boston in choosing environmentally safe alternatives for everyday living. I wonder if you might have an opening for an environmental advocate.

I have both a passion for environmental concerns and practical experience. For the past four years, I have been operating my own business, Recycling Renegades, in Cambridge. I successfully acquired the first recycling permit in Cambridge for ferrous and nonferrous metal, aluminum, high-grade paper, and plastic. As owner and manager, I conduct research, process materials, and distribute proceeds to community associations.

I now feel it is time to shift to a wider focus. I would like to apply my skills to developing innovative programs to promote all environmental concerns. Would it be possible to meet for an interview? I have several ideas I’d like to share with you.

Sincerely,

Chris Smith



Online Applications

Many employers, such as the federal government, require you to use their online template for job applications. Often, this will involve uploading your resume to their system, which will then take information from your resume and insert it automatically into the required fields of the online application. You will then need to go through the online application and double check all of your information to make sure it was entered properly.

These types of online applications can be time-consuming, tedious, and frustrating. However, once they are completed, you will have an online job profile with that employer that will allow you to quickly apply for new job openings without repeating the process.

When using online applications, make sure you do a spell and grammar check before submitting your application. Sometimes the conversion from your resume to the online application format can cause formatting or other errors that can make you look unprofessional if not corrected.

Online applications can make the application process feel very impersonal. Don’t feel, though, that the entire application process must be restricted to online activity. For instance, if you are directed to an online application by someone at a job fair, don’t be afraid to ask questions of the person referring you or to e-mail other contacts you have with the company.
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Pay close attention to keywords. There may be a computerized screening filter that will essentially ignore your application if it is missing the keywords relevant to the position and the skills required. Use the same terms in your application as you see in the job description or posting.



Many online application systems do not include areas for certain items that you may have on your traditional application. For example, you may wish to highlight your volunteer experience or community involvement but not find a section to include this information. What to do?


	Use your resume and/or cover letter to call out these areas, especially if you believe they set you apart from other applicants.

	But don’t automatically assume that the recruiter or employer will read your paper resume. Many employers simply use the online application to save time.

	Use the “comments” section that is included in many online applications to create an “additional skills” or “additional experience” section for your application.

	Consider that if the online application does not leave room for certain types of information, it may indicate that the employer simply does not value those skills or experiences as highly as you may. That could be a consideration in terms of your interest in the company.
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Use the comments section that you will find on most online applications to reiterate your interest in the position in a way that demonstrates your knowledge of the company and the position.



Fill out every section of the application, even if the application itself says the information is not required. Doing so subtly demonstrates that you have put time and effort into the application and that you are detail oriented and thorough.

Skills Assessments

Some companies include an optional skills assessment test with their online application. You should always take these tests. Again, this shows that you are committed, interested, and thorough. Additionally, if the test shows you are compatible with the company and/or position, you will be that much more attractive relative to other applicants. If you are not compatible, according to the test, the job might not be a good fit in the long run anyway. There is really no benefit in attempting to hide a potential poor fit for either you or the employer.

Applying Your Strategy

You’ve got your resume and cover letter together. Now it’s time to start sending it out. Use the Internet to search out available positions and post your resume to various job boards. It is also possible for you to send out tens and even hundreds of resumes in a mass e-mail. Working online will also help you employ each of the strategies listed previously. For example, while you may not have anyone to contact regarding your future in a particular field right now, Internet newsgroups and networking make it easy to find people who may be willing to talk with you further.

With e-mail widely used these days, it is quite common that you will send your resume through this channel rather than in hard copy. One caveat, though—if you choose to e-mail your resume and cover letter, put them in an attachment (preferably a PDF) rather than simply including it in the body of the e-mail. That way, you can control the look of these materials when they are printed out by the recipient. A printed-out e-mail will not have the same professional look as a PDF, where you can control the layout of the information.

Finally, pay attention to instructions on job postings. Most employers will explicitly tell you what format they wish to receive applications in—follow their instructions!

Be Prepared for the Call

Waiting to hear from interested employers can seem to take forever. Finding a new job can take up to several months. Try to be patient and always be prepared. Many employers like to screen a person over the phone before calling for a personal interview. You need to be ready to wow them with your answers and experience at any time of day. If you are registered with an employment service or have posted your resume to a job board, you should expect calls or e-mails at all times. Because recruiters often work long hours and even occasional weekends, it’s not unheard of to get a call on a Saturday afternoon or later in the evening.

Finding a job is a difficult game to win. You should continue sending out resumes, applying directly to employers’ websites, and contacting potential employers for as long as you are seeking employment.

Getting the Interview

Getting a call to come in and interview with a company can be one of the most exciting and nerve-racking parts of the job search experience. So many questions arise about what to say, what to wear, when to arrive, and so on. Relax! Since nobody interviews on a very regular basis, it is natural to have lots of questions.

One main point to keep in mind is that you have already impressed this person with your resume. Now all you need to do is show her that you can do the job! Sounds easy enough, right? Okay, so maybe it’s not that simple. Still, every failed interview can serve as a learning opportunity. If you can pinpoint exactly what you did wrong, you can avoid making the same mistake the next time around.


CHAPTER 2

Social Media and the Job Search

The Internet and, most recently, the explosion of social media as a means to connect and build relationships online have vastly increased the opportunities that job seekers have to find out about job opportunities and to engage with people who can help them be considered for those opportunities. Using these tools effectively requires an understanding of how they differ, online etiquette, and a strategy for maximizing results.

How Social Media Has Changed Recruitment

In the “old days”—the very old days—job searches were primarily limited to what job seekers could find in the classified sections of their local newspapers. How things have changed! Today’s job seekers have an ever-expanding range of options for finding out about available jobs from those same classified sections (which can still yield valuable information) to company-specific websites to large job sites like Monster.com and, increasingly, to social media sites like LinkedIn, Facebook, and Twitter. Each of these tools provides different options, opportunities, and pitfalls for the job seeker.
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Nearly 28 percent of college students plan to seek employment using LinkedIn in 2011, up from 5 percent in 2010, according to a survey from employee recognition provider I Love Rewards and career-services network Experience. Slightly more than 7 percent plan to use Facebook, up from 5 percent.



LinkedIn

LinkedIn calls itself the “world’s largest professional network,” and it may very well be. It has 100+ million users from around the globe. The key here is its business focus. Of the social networking sites, LinkedIn is decidedly the most professionally oriented, making it a natural place for job seekers to go to make connections. In fact, LinkedIn was initially launched primarily for this reason, and many of its users interact specifically to find jobs—or employees. Hiring managers and recruiters use LinkedIn to search for job candidates because it is cost-effective and it helps them find qualified employees through simple keyword searches.

LinkedIn can be used both actively and passively in your search for a job. From a passive perspective, you should make sure to develop a profile and post your resume so that employers and recruiters can find you.

From an active perspective, use the search tools on LinkedIn to search for jobs in your areas of interest, skill level, geography, or salary range. The “Jobs” tab has an advanced search function that lets you search based on a variety of criteria. Some jobs are only posted on LinkedIn.

Also be sure to be an active participant online, but gear your participation toward your career goals; this is not the time or place to share personal revelations or insights. Keep it job focused!
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An older job seeker posted his resume on LinkedIn full of keywords designed to draw attention to his experience as a marketer in the utility industry. It wasn’t long before he was contacted by a recruiter from a Fortune 500 company for an introductory interview. He wowed them—and ultimately landed a job.



LinkedIn Job Search Best Practices

While all of the social media tools can hold value for job seekers, Linked-In is the tool most used by job seekers and employers, so it is worth spending some time talking specifically about best practices when using this tool.

LinkedIn is generally considered to be the social media site for job seekers. It’s the most professional of the social media options and is frequented by business people, consultants, entrepreneurs, recruiters, and HR professionals who are highly interested in finding the right people to help make their businesses successful.

For job seekers, having a presence on LinkedIn is a must. But you need to be thoughtful and strategic in your use of LinkedIn, both to ensure your success and to maximize your time.

First, understand how important it is for you to develop and manage your “brand” on LinkedIn. This starts with the creation of a profile designed to position you for your desired position. Your profile must include a professional photo of you; not having a photo sends a signal that you are an amateur when it comes to the LinkedIn world. If you don’t have a professional photo, it’s worth having one taken. You want to convey the best image possible—your phone’s camera is probably not the best option here. Unless you know someone with a high-quality digital camera that is a good photographer, it’s worthwhile to spend the money to get a professional shot.

It is also important for your profile to include the keywords that recruiters and employers may be using when they’re searching for candidates with your skills. Choose characteristics that will stand out to potential employers and that are relevant and desirable in your target industry. Summarize your personal brand with a concise and eye-catching sentence or two and make it one of the first things people see when they view your profile. Think of your personal brand as the headline of your LinkedIn page; something that will make people want to look through the rest of your profile in more detail.
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Develop good “job search karma.” If you find a job that isn’t quite right for you but might be good for someone else in your network, let them know about the opportunity. They will be more likely to return the favor down the road.



Use LinkedIn in conjunction with traditional networking activities to get your foot in the door of companies you are interested in. Find friends of friends, fellow alums, or any other common ground to connect with people in your target companies. Try to find out if there are any upcoming events you might both be attending and use the experiences or acquaintances you have in common to introduce yourself and get to know the company. Don’t be afraid to e-mail people in your network and ask to do an informational interview about the company or a position you are interested in.

Facebook

Facebook has the potential to either help or hinder your job search efforts. It’s important to understand how Facebook works, and ways in which it might provide you with opportunities to make important job-related connections while also understanding ways in which it might hurt your search efforts.
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