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Networking-- The Golden Key of the Job Search Process

Networking is a key concept to the job search process, from start to finish.
Because of its importance, networking is briefly introduced here. The definition,
explanations and examples of networking are intertwined throughout the book.
Special care has been taken to draw your attention to this concept whenever it's

mentioned or implied. Look for the "key" symbol to help you identify it throughout
the text.

The following are 10 important points regarding networking. Look for these points and
how they can be applied throughout the job search process.

1. Always Be Prepared-- Have business cards and copies of your resume with you
at all times. Opportunities will arise anywhere and everywhere.

2. Stay in Contact-- Keep your contacts informed about your efforts in the job
search. They can be kept informed by short phone calls or brief handwritten
notes. Be sure to send a thank you letter within 24 hours of an interview. Be
consistent.

3. Talk First with People You Know-- Talk to your friends, family, teachers,
professors, former supervisors or managers, etc. Practice selling yourself first
to those who know you.

4. Contact People You Don't Know-- Begin contacting people to whom your
friends and acquaintances have referred you. Initiate each conversation with
information on how you received their name. Show an interest in what they
have to say, not just what they can offer.

5. Ask for Information, Not a Job-- This is called an informational interview.
Detailed information is at the end of the chapter Job Search Preparation.

6. Keep Conversations Focused-- Use each conversation to get good information.
Give your contact a brief summary of your job search objective, major
highlights and accomplishments. Ask specific questions that will provide you
with helpful insights.

7. Look for Opportunities to Give Something Back-- Be prepared to offer
something of value to those who are taking time to help you.

8. Keep Your Promises-- When you tell someone that you will call back, be sure
to follow-up. If they're difficult to reach, keep trying. It's your responsibility to
connect.

9. Join Professional Organizations-- Visit or join a professional organization in
the industry you wish to pursue. Many members are eager to help job seekers
and often know employers with open positions.

10.Get a Mentor-- Find people who have experience in the areas you're pursuing
and build a relationship with them. Get their advice and use them as a
sounding board for discussing your thoughts and ideas. Ask for an opportunity





Creative Job Search has been recognized as a premiere resource by job seekers and
employment professionals from all over the world. Here are a few of their comments-
-

"I would like to thank you for this information, I live in GA, but I was surfing on the
web for some help about filling out an application, and I run across this information, I
have always felt like I needed some assistance on this and I think this has really
helped me. Anyway, I feel better about this, I am encouraged. I have been looking for
work, off and on for 2 years, so my self-esteem was real low. Thanks, again."

S. Selph, GA, Job Seeker

"You have, by far, the best information available in America."

Private Employment Counselor

"This site . . . has put together the equivalent of a job-search manual, on their
Creative Job Search page. Mark this: These authors really understand what skills are
(unusual for the Internet). Employment applications, interviews, etc. are also
covered."

Richard Nelson Bolles, author of What Color is Your Parachute?

"What a marvelous site and a great resource for job seekers and those that help
them."

Janeen Creighton, career and academic specialist

"Yours has to be one of the best sites on the Internet . . ."

Job Seeker

The Riley Guide lists Creative Job Search as a recommended site and gave the
following review--

"The Creative Job Search, prepared by the Minnesota Department of Employment and
Economic Development, this is a great guide to the entire job search process, starting
with the initial transition and what you need to do to get focused on your search all
the way through the research, interview, and final acceptance process. (Actually it's
two guides. One for the traditional search and one for the Internet, but you all know
that the Internet search is merely a subset of your traditional search, right?) This
includes lots of forms that you can use to help you plan your time, money and
activities. Excellent guide for all folks! You can even order a paper copy for yourself
or your friends."



There is one thing in our lives that remains constant . . . change! Some changes
are good and some bring sadness. Sometimes we're filled with excitement, sometimes
dread. No matter what the change, there is a process we go through to successfully
handle change.

Change is an event that's situational and continual-- the new
boss, the new relationship, the new house, the new job. In his
book, Managing Transitions-- Making the Most of Change, William
Bridges defines transition as "the process people go through
coming to terms with the new situation." He explains, "change is
external," or comes from outside of ourselves. It can be forced or
something we choose to do. "Transition is internal." It's our
emotional reaction and attitude we use in deciding to accept,
adapt or resist change. Transition usually starts with an ending or
the realization that things aren't going to stay the same. In order for us to move
forward and have some control over the outcome, we need to let go of the past and
start exploring all our options and opportunities.

Prior to a change, we were comfortable because our situation was familiar. We
resist change due to fear of the unknown. As we move toward new roles and routines,
we may experience feelings of fear, anger, sadness or resistance as well as relief,
hope or excitement. It may feel confusing and chaotic, but it can also be a time of
creativity and challenge. What we do with these feelings makes the difference. When
we're able to find something positive or see possibilities, we'll have energy and
motivation to take the next step.

Thoughts + Feelings = Reaction

We choose how to respond to our thoughts and feelings. This determines our
behavioral or emotional reaction to change, whether positive or negative. Think of a
recent change you've experienced. What were your thoughts and feelings? How did
they influence your reaction? What did you do to get through it?

Attitude/Emotions

Attitude is everything. It's important to take responsibility for our attitude, because it
can give us strength and control during change.

Author and multimillionaire W. Clement Stone said, "What the mind can conceive and
believe, it can achieve with a positive mental attitude." This is contrary to the
current expression, "to have an attitude," which has an opposite or negative effect.
Attitudes are like a magnet. Negative attitudes attract negative results. Positive
attitudes attract positive results. Life isn't what happens to you, but how you respond







loans or pay rent.

When people go to work for the first time, their families and children may need to get
used to new routines, tight schedules, getting up earlier or attending daycare. They
will need to adjust to the fact that you aren't always at home. This can cause chaos
for a while, but with time, they will adjust. Their self-esteem may be increased
through independence and responsibility.

Social Life

Your job situation may affect your social life. If you've worked at a particular place
for a long time, you may have been through many stressful, difficult situations with
coworkers. Fellow employees are often close friends. After a job loss, that daily
contact may be broken. And, if they're still working, they may be feeling guilty about
being employed while you struggle to find a new job. It isn't a comfortable situation
for either of you. So, if you do contact them by phone or meet with them for lunch,
you may sense some tension or a feeling that the relationship has changed. The
reality is, it has.

If you're new to or haven't been in the labor market for a while, your social life also
changes. Leaving the comfort and security of home, school, friends and neighbors is
difficult and frightening at first. However, once you're on the job, you will meet new
friends and may discover strengths in yourself that may not have been recognized
before, like persistence, promptness, resourcefulness, flexibility, dedication, a good
phone manner or a positive attitude.

Income

A job change may affect your ability to support yourself or your family. Your income
determines your ability to pay bills, buy groceries, pursue your hobbies or enjoy
leisure time. Not having enough money to pay bills adds stress. If you don't deal with
this stress, the pressure builds and builds until something just has to give! Developing
and keeping a budget will ease your transition through this time and also into the
future.

Identity

What we do for a living often defines who we are. When meeting a person for the first
time, the question usually asked is, "What do you do?" It's as if by knowing what job a
person has, we then know who the person is! What a conversation stopper when you
answer, "I'm between jobs right now," or "I'm unemployed," or "I've been a student or a
homemaker. Now I'm looking for work, but I don't know where or how to find a job
because I have no job search or work experience." However, once you have a job,
these feelings will change. You will feel you belong.

Attitude is often the key to transition.



The Change Cycle

New opportunities, challenges and rewards come with change. However, with change
also comes loss. As with any loss, you may experience varying degrees of sadness,

anger or relief. Trying to move on without recognizing and dealing with the feelings
and emotions that arise will make your job search very difficult.

Elisabeth Kubler-Ross, a renowned author and psychiatrist,
researched what happens when people suffer loss. She identified
five stages of grief that can be similar whenever we feel we have
lost something or someone who is important to us. The stages
also apply to what you might experience when you lose a job.
The person new to the labor market, a recent graduate, a
recently separated veteran or a person with a disability who was
unable to work can experience loss of their routine or lifestyle
when they begin a job. Although this is called a cycle, not
everyone experiences the emotional ride. However, it's very
significant for some, with many ups and downs. You may
experience all these emotions or any number of them. Each
person's process is unique. The way you handle this process depends on your attitude.
Just remember, you must handle this transition before you can move on with your job
search.

Change can be difficult for many.
The Transition Stages

Denial

"I know they'll call me back. They'll find out how much I contributed and realize that
they can't continue without me."

"My financial support will continue or will be extended."

Anger

"It's all the company's, the manager's or the government's fault."

"I have the right to be really angry about what they did to me. In fact, I was treated
so badly, I'm going to stay angry for a long, long time!"

"I'll show them that they can't treat me like that! I'm not even going to look for work
and see how they like that. I'm just going to collect benefits. They owe me."

Self-Blame/Depression



"If only I . . . It's all my fault that I'm in this predicament. I'll
never get another job. I don't have enough education. I'm not
good enough. I'm too slow. I don't have any skills, experience or
the right clothes to get a job."

"I'm so worthless. I can't do anything right. I don't even want to
get out of bed today. I don't know what is wrong with me. No
wonder I can't find a job! Who would want to hire me? I've never
done anything before. There are many other people out there
who have the experience and education."

"I should've seen it coming."

Struggle

"I guess it's time to face the reality that I may need to lower my wage and job
expectations. I haven't had much luck finding jobs that will pay me what I was making
before, and the jobs in my field seem to have disappeared. When I do get an
interview, something always goes wrong."

"I try to be positive, but it's so hard. Sometimes I just don't know what I'm going to do.
Maybe if I send out enough resumes, I'll get a job."

New Hope

"What can I learn from this? I accept the facts as they truly are, and I'm ready to move
on."

"My old job isn't there. I have skills, abilities and talents. I'll find something, maybe
even better, or I'll try something new."

One thing to remember is each person goes through change differently. The time
spent in each stage will vary, as will the sequence of the stages. No matter how the
process plays itself out in your life, it's the right process for you. Also remember "this
too shall pass," if you allow yourself the time to deal with each stage.



Things That Have Changed

Let's examine the way you're feeling about your employment situation. Now is the
time to be truly honest about those feelings.

Many of us were taught that if we worked hard, gave 110 percent to the employer,
went the extra mile and did our very best, the company would take care of us and
we'd enjoy a comfortable retirement. Suddenly, that was no longer the way
companies did things. More and more employers let long-term employees go. Along
with the layoff comes the cancellation of life, health and dental insurance. The
pension some of us were counting on to make retirement dreams come true ends up
being spent to pay bills for health insurance, mortgage and car payments. This isn't at
all what we expected. And even if this wasn't your plan, whatever happened to being
treated fairly?

If you're new to the labor market or haven't worked for a while, you might wonder
where the decent paying jobs are. You're ready, available and looking for work, but
there are no jobs.

Exercises

The exercises in this chapter ask you to take an honest look at where you are in the
process. They cover some very personal feelings. Therefore, complete them in a place
where you feel safe. The exercises don't need to be finished in any given order and
they can be "for your eyes only."

Say or write down what's on your mind about your last job. This doesn't have to be
sensible or logical . . . no one else needs to see this. How do you feel about your job
situation? Write what you're feeling. Don't censor yourself; just let it out. (If you're
having trouble identifying your feelings, the words listed below might be helpful.)

What changes have occurred in your life over the past 12 months and how do you feel
about these changes? The changes may have occurred in your employment situation or
in other areas of your life. No matter what the changes may have been, it's valid to
look at how you feel about them.

"To exist is to change, to change is to mature,
to mature is to go on creating oneself endlessly."

Henri Bergson, French philosopher



Things That Have Changed
What has
changed? I feel . . . What was

lost? I feel . . . What are the
opportunities? I feel . . .

1.

2.

3.

4.

5.

6.

7.

8.

9.



"Feeling" Words
Sad
Depressed
Despairing
Disheartened
Dismal
Dismayed
Distressed
Empty
Hopeless
Lonely
Miserable
Mournful
Powerless
Sorrowful
Unhappy

Happy
Calm
Challenged
Cheerful
Confident
Content
Delighted
Ecstatic
Enthusiastic
Excited
Glad
Gleeful
Joyful
Joyous
Optimistic
Peaceful
Proud
Relaxed
Relieved
Satisfied

Scared
Afraid
Alarmed
Anxious
Apprehensive
Fearful
Frightened
Horrified
Insecure
Intimidated
Panicky
Shaken
Terrified
Worried

Confused
Ambivalent
Baffled
Bewildered
Indecisive
Overwhelmed
Perplexed
Puzzled
Troubled
Uncertain
Unfocused
Unsettled
Unsure

Guilty
Apologetic
Regretful
Remorseful

Angry
Aggravated
Agitated
Annoyed
Belligerent
Betrayed
Bitter
Defiant
Disgusted
Exasperated
Frustrated
Furious
Hateful
Hostile
Incensed
Indignant
Infuriated
Irate
Irritated
Mad
Obstinate
Outraged
Peeved
Perturbed
Rageful
Rebellious
Resentful
Seething
Spiteful
Surly
Upset
Vengeful
Vindictive

Ashamed
Embarrassed
Idiotic
Inadequate
Shameful
Worthless

Hurt
Disappointed
Distrustful
Insulted
Victimized
Wounded

Others
Apathetic
Bored
Curious
Defensive
Discontented
Discouraged
Envious
Exhausted
Hesitant
Hopeful
Indifferent
Jealous
Mischievous
Powerful
Restless
Strong
Tense
Tired
Uneasy
Vulnerable



Talk to Others

Now that you've identified your feelings, how do you deal with
them? Talking them out with others often helps. You could talk
with a friend, family member, employment or school counselor,
minister, social worker or psychologist (someone you know and
trust). Let them know you don't want or necessarily need advice.
All feelings are valid and acceptable. You just need to have
someone listen to you. Ask for constructive feedback if you want
it.

Support Groups

If you have a support group or job club in your area, don't hesitate to attend. It can
provide you with much needed nonjudgmental support from others going through the
same things. You may also find valuable tips, job leads and an opportunity to network
and get new ideas. Inquire at your Minnesota WorkForce Center or local state
employment service office for dates, times and locations of support groups.

Write a Letter

If you're uncomfortable expressing your feelings, write them down. Write a letter to
your former boss, telling her/him exactly how you're feeling. Write down how you're
feeling about starting to look for work and the changes it has brought. Don't worry
about the content or structure of the letter, because you aren't going to send it.
Writing it down may release some anger you might be experiencing. This will help
restore the feeling that you're in control of your life. After you've written the letter,
read it aloud and then dispose of it. You could rip it up into small pieces and then
burn it. You could wad it up into a ball, bat it around outside and throw it in the
trash. Just do something to get rid of it. A recent study found that people who write
about their anger get another job faster than those who don't.

Breathe Deep

When you've completed writing your letter(s), sit down with both feet on the floor,
close your eyes, take a long, deep breath, picture a peaceful, pleasant place, then
exhale completely. Repeat until you feel relaxed and calm.

Physical Exercise

Anger is a natural emotion, but it can be destructive. Therefore, we need to
recognize it and take steps to control it. One way to handle anger or negative feelings
is by doing something physical. You could go outside and exercise, play basketball,
take a vigorous walk, go bowling, play baseball or tennis, workout or clean the house,
garage or car. You can decide to walk away from your aggravating situation by doing
something else like positive self-talk, counting to 100, diverting your attention or





able to do an active job search, it's a good idea to talk with a professional counselor,
psychologist or psychiatrist. Everyone's stress level and pressures are different. Don't
be reluctant to get the help you need. The sooner you take action to get help, the
sooner you'll feel better.

Counseling can be very helpful in broadening your perspective, finding new ways of
looking at the situation and getting the support and encouragement you need.

Resources

Check with your Minnesota WorkForce Center, local state employment service office
or local county information referral center to obtain a listing of local resources that
can help you during this time. The list may include free job search support groups and
area agencies that can provide help. For example, in Minnesota, the United Way
operates First Call for Help, a resource available 24-hours a day.

Stress Management Techniques

People are often unsuccessful in their job search because they haven't dealt with
their feelings surrounding a job change. If not dealt with, feelings have a way of
creating stress and can sometimes cause illness. Therefore, it's extremely important
to use healthy ways of handling stress. Here are some suggestions. Put a checkmark
by the techniques you can do during your job search.

Get organized-- create a structure for your job search.

Exercise daily-- walk, run, jog, swim, bike, dance, etc.

Eat healthy-- eat three balanced meals a day.

Reduce junk food, sugar, caffeine and watching television.

Avoid alcohol, drugs and smoking.

Stay positive-- use positive self-talk and affirmations, list your strengths, be with
supportive people.

Get plenty of sleep.

Write in a journal or diary your thoughts and feelings, what you learn and your
progress.

Take a warm bath-- it calms you and gives you time alone.

Attend job support groups or clubs-- share ideas, tips, stresses and accept and give



praise.

Be flexible-- stay open to new ideas, think creatively, take risks.

Take one thing at a time. Plan and prioritize.

Make one change at a time. Many changes add stress.

Relax daily-- take time to do something you enjoy.

Reward yourself when you accomplish certain job search activities and goals.

Learn something new.

Accept what you cannot change, change what you can, forgive self and others.

Be thankful-- find things to be thankful for.

Say NO when you need to take care of yourself, set limits with friends and family.

Express feelings-- laugh or cry, admit your true feelings to yourself and someone you
trust.

Volunteer-- doing something for others increases your self-esteem, your network and
your skills.

Find humor-- watch comedies and comedians, children at play and find time for
play.

Manage time-- keep schedules, set goals and time tables, use a calendar.

Meditate on your own spiritual truths or on peaceful thoughts.

Visualize achieving your goals, your future position, your role and situations to
come.

You can't sell yourself to a new employer if you're still angry with the last one!



Identity Worksheet
Who are you? It's easy to
respond by naming the
roles we play. But do those
roles truly define us? Since
our roles in life often
change, we can maintain a
healthy self-image by
learning to recognize
ourselves apart from those
roles.

In the following exercise,
think about how you'd
describe yourself without
using the roles you fill. For
example, a person might
say they were sociable,
stubborn and thoughtful.
Maybe they'd use words
such as mystical, confident
and playful. Use words that
you feel truly describe you.

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________

I am _____________________________







Budget Worksheet

INCOME PRESENT INCOME ANTICIPATED INCOME

Wages / Unemployment
Insurance

$ $

Interest

Savings

Child Support

Loans

Other

Monthly Total $ $

EXPENSES PRESENT EXPENSES ANTICIPATED EXPENSES

HOUSEHOLD

Rent / Mortgage

Furnishings / Equipment

Maintenance / Repair

Taxes

UTILITIES
Electricity

Heat
Water / Sewer

Telephone

FOOD & GROCERIES

Food at Home

School / Work Lunch

TRANSPORTATION

Car Payment

Gas

Maintenance / Repair

Bus / Taxi

MEDICAL

Doctor / Dentist

Prescriptions



CHILD CARE

CLOTHING

Laundry / Dry Cleaning

PERSONAL CARE

Hair Care

INSURANCE

Automobile
Home / Renter's

Life

Medical

RECREATION &
ENTERTAINMENT

Cable TV

Movies / Rental Movies

Magazines / Newspapers

Cigarettes / Alcohol

Gambling / Lottery

Eating Out

GIFTS

CONTRIBUTIONS

INSTALLMENTS

Department Store Credit
Cards

Bank Charge Cards

Loans

CHILD SUPPORT

Children's School Expenses

JOB SEARCH

Postage

Copies

Resume Paper / Supplies

MISCELLANEOUS



MONTHLY TOTAL $ $

"What to Keep" Worksheet
Now that you've looked at your budget, consider what you need to keep and what has
to go. Most of us think about eliminating entertainment and hobbies when money gets
tight. This may not be a good idea. You may need to keep activities that provide a
release from tension and stress. For example, now may not be the time to give up
your health club membership. Working out is one way to reduce stress and maintain a
positive outlook. Looking your very best as you're seeking employment may require
keeping your appointment with the hair stylist/barber. Staying in touch with
coworkers and friends is an excellent way to network during this time. Perhaps you
will want to continue having lunch with them occasionally.

List the activities in your life that provide relief from stress, help maintain a good
self-image, enable you to continue communicating with people, etc. Then decide if
the activity is one you can keep in your schedule -- or not.

Activity Keep or Not
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.





A successful job search requires organization and effort. You
cannot simply walk out the door and wander around asking about
jobs. Nor can you look for work only when you feel like it or
when it's convenient. Planning and organizing are critical to job
search success. For those who are accustomed to self-directed
activities, this won't be difficult-- but for those who are used to
having someone else organize their activities, this will require
mastering new skills. You may not consider yourself an organized
person, but you can learn this skill. Organizing your job search
will save you time and effort. Good self-management and organization skills are
valuable resources no matter what your experience might be.

You will need to develop a new routine to be successful in your job search. You may
have to create a new set of priorities and schedules. Be aware that there will be
many things that will distract you. Just about anything will sound better than looking
for work. Don't be fooled; your number one priority is finding that new job. Don't let
anything get in your way.

Time and Job Hunting

Before we look at the finer points of organizing a job search, we need to make
something clear-- looking for work is hard work! It takes time and energy to be
successful. Most people work a 40-hour week. If you're unemployed, those hours are
available for your job search. If you're employed but seeking new opportunities, you
need to make time for your job search. Be consistent in the amount of time you spend
each week looking for a job. Don't spend 40 hours one week and then nothing for the
next two weeks! The hardest part is getting started. Once you get the momentum into
your search, you will want to keep moving forward.

Don't think of yourself as unemployed. You have a job-- a full-time job. If you're
employed, think of your job search as a part-time job. You're engaged in a very
calculated sales and marketing campaign designed to sell your skills and experience to
a prospective employer. You're now self-employed-- you're the boss. It's up to you to
make sure the job gets done. Set your schedule and stick to it. The only reasons you
wouldn't conduct your job search would be the same reasons you'd use for not going
to work.



Advance Scheduling

Successful job seekers have mastered the art of managing their schedules. Job search
scheduling and goal setting should be done daily and weekly. Establish measurable
goals. For example, block out the hours you've committed to the search and identify
what you plan to accomplish. If you set 9-11 a.m., Monday, for library research, your
goal could be to identify 10 new employers you can pursue. Tuesday's goal could be
contacting the 10 new employers you identified Monday. Tuesday, 1-3 p.m., may be
scheduled for making direct telephone contacts. Be realistic, but challenge yourself.
(See Checklist of Job Search Supplies.)

Make Yourself Accountable

Create an area in your home where your entire job search is centered. This will help
you feel like looking for a job when you're in that area. If you keep all your job search
equipment, supplies and information there, you will stay organized and ready to look
for work.

Check your progress at the end of each day and week. See if you accomplished your
goals. When you do, commend yourself and decide if you can set tougher goals next
time. If you didn't accomplish the goals, explore why and decide what you need to do
to succeed in the future. Maybe your goals were not realistic-- you tried to do too
much. Learn from this and plan more realistic goals for the future. It may be a good
strategy to involve someone else in your search. Talk with a trusted friend; give them
permission to hold you accountable to your plans. Attending a job club would also
enable you to discuss your job search with others.

Keep Accurate Records

If you're conducting a serious job campaign, you may make hundreds of contacts and
generate new opportunities daily. Don't simply rely on your memory. You need to
have and maintain a filing system, just as you'd make a grocery or "To Do" list. There
are a variety of systems you can use including alphabetized three-ring binders, small
pocket calendars and notebooks. Check your local office supply or discount store for
examples. Just keep it easy to use and maintain. (See Checklist of Job Search
Supplies.)

People don't plan to fail, they fail to plan.



Checklist of Job Search Supplies
Having the necessary tools and supplies available for your job search will help manage
your job search time. Below is a sample checklist of helpful job search supplies.
Notepads (Scratch Pads)
Three-Ring Binders
Sheet Protectors
Sheet Dividers
Notebooks
Pocket Calculator
Stamps
Envelopes (different sizes)
Paper (draft and quality)
Address Book
Calendar (desk and pocket sizes)
Printer Ink Cartridges
Pens (blue, black and red ink; erasable)
Pencils
Correction Fluid (use sparingly)
Correction Ribbons

Erasers
Stapler/Staples
Paper Clips
Staple Remover
Business Card Holder
Three-Hole Punch
Manila File Folders
Hanging File Folders
_________________
_________________
_________________
_________________
_________________

Job Seeking Activity Goals
Filling out this sheet will help you plan and achieve your job goals.

Period: _________________ to ________________

Activity

Contact Minnesota WorkForce Center (WFC)

Familiarize yourself with the WFC Resource Area

Review electronic job search tools

Attend job search training sessions or related training

Research employers or go to the library

Attend support groups/job clubs

Read local newspapers

Read trade journals

Read other publications

Goal
(# or date)

__________

__________

__________

__________

__________

__________

__________

__________

__________

Actual
(# or date)

__________

__________

__________

__________

__________

__________

__________

__________

__________



Network

Make cold calls (phone/in person)

Complete/update resume

Send cover letters/resumes

Attend job fairs

Participate in informational interviewing

Talk to someone every day about your job search

Attend professional organizations

Talk to your references and write your reference
sheet

Make follow-up phone calls

Follow-up on job leads

Interview with employer

Send thank you/follow-up letters

Others

_________________________________________

_________________________________________

_________________________________________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________

__________



Job Search Schedule Sample

Week of September 7

TIME SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

8:00

Shower and
dress. Read the
newspaper.

Shower and
dress by 8:30.
Set goals for the
day/week.

Same as
Monday.

Same as Monday. Same as
Monday.

Same as
Monday.

Go to the
farmers' market.

9:00

Read Sunday
paper. Get to
the ads by 9:30.

Respond by
phone to Sunday
ads.

Make
networking
calls.

Return calls.
Schedule
appointments.

Attend Job
Club.

Return calls.
Schedule
appointments.

10:00

Take a walk,
play with the
kids, etc.

Get info for
writing
responses to
ads. Go to the
Minnesota
WorkForce
Center.

Make
networking
calls.

Attend Job Fair. Attend Job
Club.

Make
networking
calls.

11:00

Have some fun! Write cover
letters. Make
changes on
resume.

Return phone
calls. Schedule
appointments.

Do
informational
interview.

12:00

Lunch Lunch Lunch Lunch Lunch Lunch Lunch

1:00

Appointment Appointment Check out
Minnesota
WorkForce Center
computer.

Appointment Research the
employer for
the interview
next week.

2:00

Appointment Appointment Call on leads
obtained at
Minnesota
WorkForce
Center.

Appointment Research the
employer for
the interview
next week.

3:00

Appointment Appointment Appointment Research the
employer for
the interview
next week.

4:00

Walk Walk Walk Walk Walk

5:00

Evaluate today.
Review
tomorrow. Send
thank you notes.

Same as
Monday.

Same as Monday. Same as
Monday.

Same as Monday
and review the
week.



Job Search Schedule

Week of ____________________

TIME SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY



Networking Log

It's important to document and follow-up all job leads. Use this sheet for keeping
track of all your networking activity. Always ask if your contacts will suggest another
contact. Keep the ball rolling!
Contact Name ________________________________________________

Date Called __________________________________________________

Employer Name _______________________________________________

Address _____________________________________________________

Action Plan ___________________________________________________

Fax _________________________________________________________

Appointment Date/Time __________________________________________

Email Address _________________________________________________

Follow-up ____________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________



Contact Names Received

In making your network contact, did you receive other job leads? If so, list them
below.

Name Name
Position Position

Employer Employer

Phone Phone

Fax/Email Fax/Email

Name Name

Position Position

Employer Employer

Phone Phone

Fax/Email Fax/Email



Job Lead Worksheet

No matter where you get your job leads, it's important to keep track of them. Follow-
up on each lead, which may provide you with other job leads. Don't be afraid to ask
for other contacts or leads.

Employer

Contact Person

Address

Phone

Fax/Email Address

Position
How did I find out about this job?

Response

Date Sent or Faxed Resume

Follow-up Date

Results and Other Useful Information















Research and Labor Market Information Worksheet

Employer

Address

Type of Business Year Business Started

Financial Status

Number of Employees

Product and Services Description

Name of Contact Person

Date Contacted Date to Follow-up

Other Subsidiaries

What are the background and training requirements for this occupation? (For more
information on occupations, call the Minnesota Department of Employment and
Economic Development, Research and Statistics Labor Market Information Help Line at
651.282.2714, or email deed.lmi@state.mn.us)

How many applicants do you usually have for a job opening in this field?

How many employees have you hired in the last year?

What is the typical entry-level wage for this occupation?

What is the typical top wage?

What recommendations could you give for someone who is considering or may be
entering this field?





Skills are the foundation of an effective job search. Employers don't just want to
know where you've been and what job titles you've had. They want to know what you
can do. If you purchase a product that would cost thousands of dollars annually, you'd
want to know what it could do.

The average person has between 500 and 800 skills! You need to identify at least five
to 10 skills that are the most attractive to potential employers. Many people have a
hard time identifying their skills. Don't think of a skill as something that requires years
of formal education and experience to develop. A skill is anything you can do right
now!

Skills are things you can do that are related to employment or that you do in the
course of your daily life. Skills that a person uses for a specific job such as sewing,
record keeping, cooking, cleaning, computer programming and welding are called job-
specific skills. Skills also include things you can do that aren't tied to a specific job or
occupation, such as being on time, dependable, independent, flexible and ambitious.
We call these self-management skills.

A combination of skills are used to accomplish a task. We accomplish many tasks each
day. Tasks are part of our recreation, hobbies and volunteer work. Some tasks are
related to employment. An administrative assistant who writes a letter uses the
following skills-- typing, writing, editing and the ability to meet deadlines. A
computer programmer who troubleshoots a network failure uses proofreading skills to
find errors in computer codes. A cook uses slicing and cleaning skills to prepare
vegetables. We also use skills to complete tasks in the course of our daily lives.
Balancing a checking account, shopping, driving and mowing the lawn are all
examples of tasks that require skills.

A combination of tasks make up an activity. Think of an activity as a major area of
responsibility that requires a set of tasks. Many times skills and tasks seem
interchangeable. That's because both are elements of an activity. It's up to you to
apply these principles to your own job search.

Job Skills

Job skills are those skills specific to a job or occupation. An administrative assistant is
skilled in typing, word processing, filing, answering telephones and company
correspondence. An accountant's skills would include calculating accounts receivable
and accounts payable, preparing taxes and using computer accounting programs. A
salesperson's skills would include customer service, record keeping, order processing,
inventory management, billing and product displays.

Behind most skills lies a body of knowledge. The person performing computer
programming has learned a computer language such as Visual Basic. A cook knows
about cooking techniques such as basting or baking. These bodies of knowledge are



also skills.

A Lesson From Sales

Looking for work is selling a product. A successful job search is a sales and marketing
campaign. To successfully sell a product, a salesperson must know as much as possible
about that product. The same is true for your job search.

Consider a major purchase you made or are planning to make-- a car, appliances, a
computer or stereo equipment. If you're a smart consumer, you will shop around. You
ask questions. You want to know what sets a product apart from the competition. It's
the salesperson's job to convince the buyer that their product is the best. This is why
salespeople spend many hours learning their products. This is also why you need to
invest time in identifying your skills.

Skills are the performance specifications of your product-- you.

Job skills are important to employers for obvious reasons. They're the specific skills
employers look for in a candidate. Job skills don't always come from employment.
They may be developed through education, hobbies, community activities and life
experiences. Common activities such as shopping, managing finances, balancing a
bank account, hosting a party and teaching a child all contain potential job skills.

Self-Management Skills

These are skills you use day-to-day to get along with others to survive. They're the
skills that make you unique. Sincerity, reliability, tactfulness, patience, flexibility,
timeliness and tolerance are all examples of self-management skills. Motivational
attributes and attitudes are also self-management skills. Persistence, drive and
cooperation are examples.

Don't underestimate self-management skills, especially those that show motivation
and a good work attitude. Employers look for these skills to determine how a
candidate will fit into the organization. How a person will fit in is an important
consideration for employers. These skills are especially important for people who are
seeking their first job or returning to employment after an absence.

Transferable Skills

Many skills can be applied to a variety of activities. They can transfer from one
activity to another. Self-management skills are highly transferable. They apply to
most situations. However, a number of job-specific skills are also transferable. If you
can operate a drill press, you have skills to operate other types of machinery. If you
can balance a personal bank account, you have math aptitude skills to balance a
business account. If you coordinate events, lead meetings, participate on teams for
community activities or personal interests-- you have skills that transfer to





activity.

Step 3
List the skills involved in accomplishing each task. Be sure to include job, self-
management and transferable skills.

Method Two

Look for skill words that you recognize in books, magazines, publications and on the
Internet. Skill words can be found in-- The Occupational Outlook Handbook (may be
found at your local library or Minnesota WorkForce Center), how-to books, hobby
books, technical manuals, newspapers, magazines and classified advertisements.

Method Three

Network with friends, associates and family. Ask them what skills they see that you
have. (See exercises later in this chapter.)

Have fun! Make a game out of it.
Work through your skills identification with a friend.

Activity/Title Task Skills-- job, self-management, transferable

Answering
company
correspondence

Typing, word processing, tactfulness, timeliness,
responsible, creative, dependable, detail-
oriented, sincere, meeting deadlines,
communicating, helping others, problem solving,
checking for accuracy, researching, writing
clearly and concisely

Administrative
Assistant

Answering
telephones

Getting along well with others, listening,
mediating, communicating, respectful, helpful,
resolving conflict, developing rapport,
assertiveness, dependable, outgoing, pleasant,
sensitive, tolerant, detail-oriented,
enthusiastic, friendly, intelligent, kind, mature,
patient, sincere, tactful, understanding

. . . most of what we know and what we've become
we've learned from others . . . we are all students . . .



Career Planning

During the average lifetime, an adult will have many jobs, several different careers
and will spend half their waking hours working. Yet that same person will spend more
time watching television in one week than they will spend in their lifetime planning
for employment!

Most of this book deals with the goal of finding employment in a generic sense.
Finding out which line of work is right for you isn't covered in this section. If you don't
have that clearly determined yet, you're encouraged to do so now. Much of what
follows cannot be applied until you've decided upon this important goal. Career
counselors are available through Minnesota WorkForce Centers, schools, employment
service providers and private organizations. There are many books on career planning
available through the library or local bookstores.

Job Search Objective

You must have a job goal to conduct an effective job search campaign. You can't set
out on a quest for employment looking for just anything. If you do, you will waste a
lot of effort. Employers will quickly recognize that you don't know what you want.
This is comparable to a salesperson trying to sell a product without knowing its
features. Salespeople know what their product can do and they know the market for
their product. In the same manner, you need to target your job search campaign to
those employers who need your skills and can offer you the opportunities you're
seeking.

Simply saying that you're looking for a good job that pays well isn't enough. Identifying
the specific types of jobs for which you're qualified will focus your effort to those
employers who match your employment objective. Furthermore, when you approach
an employer, describe your skills, which will tell them what it is you can do. Tell
them the kind of work you're looking for. Don't expect them to analyze your
qualifications and tell you where you might fit into their organization. Skills sell the
product-- you!

Take the time to think about what you want from that next job. Conditions of
employment, wages, location, hours and benefits are important
considerations. You may also be looking for job security or
advancement potential.

Judy lived in a small town in Minnesota. She went to college and
became a certified art therapist. Full of hope, she pursued her
dream. However, she never worked as an art therapist. She didn't
want to move, but there are not many related jobs in small
communities. Her job goal was not achievable because of her
location requirement.



Jim was an experienced tool and die maker who was laid off due to a plant closing.
He was considered one of the best in his trade and was at the upper end of the pay
scale. After investing six months in an exhaustive job search with no success, Jim was
forced to reconsider his goals. His question was whether he should lower his
expectations or expand the commutable distance he was willing to travel. His decision
was to expand the distance, and within a short time he secured employment that met
his standards.

Bob had extensive experience making ceramic figures. He mixed materials and
extruded them into molds. Once the piece was set, it was then sanded and inspected.
Since most ceramic companies are small, Bob was challenged to find opportunities
that used his skills. Bob discovered the same basic extruding and finishing operations
are used to work with plastics, light metals and even heavy foundry work.

After a long absence to raise her three children, Sue wanted to reenter the
workforce. She had no recent employment experience, and her education was
outdated. However, Sue has mastered many skills through managing a household on a
limited budget and through volunteer work with the YWCA. Through a careful skill
assessment and some creativity, Sue was able to identify many skills important to
potential employers.

Look for ways to expand your opportunities. This means you may have to make some
choices. Goals should be realistic and achievable. Keep this in mind when considering
your expectations. A good strategy is to write down all the conditions that you'd like
in a job, then categorize them as required, desired and optional. If you find that you
aren't getting interviews, or that you aren't finding jobs that meet your expectations,
reevaluate your criteria for employment.

Transferable Skills and Your Job Search Goal

Transferable skills are another way to expand your job search. Once you've identified
your skills, look for ways they might transfer to other jobs. The transferability of self-
management skills is obvious. All employers are looking for motivation and
dependability. But many job skills are also transferable, and transferable job skills
open doors to new opportunities.

Look for ways that your skills transfer to other employment opportunities. If you
decide to pursue these opportunities, your next challenge is to find effective ways to
present these skills to a potential employer.

Goal setting is an important part of a successful job search. It's critical that you take
the time to establish clear job search goals. This takes research and an honest self-
assessment. Consider talking to a professional career counselor and taking career
tests (aptitude, interest, values and personality inventory). You will certainly want to



research the labor market.

Focus on the job that you plan to pursue right now. Your immediate need for
employment should be a step in your long-term career plans.

As you explore your job search goal, you will be considering criteria for the ultimate
job. Throughout the process, a healthy dose of reality is important. Remember that
your goals must be attainable. If you find your dream job isn't immediately
achievable, reevaluate and plan the steps to achieve your goal. Secondary job goals
are often among these steps. A secondary goal may include part-time, temporary,
evening or contract employment. It may be an opportunity for advancement or self-
employment. It may be short-term employment while you pursue other opportunities.
Whatever the case, consider secondary goals early in your job search.

The worksheet and checklists at the end of this chapter will help you explore your
values and establish your employment goals. Another useful activity is to return to the
list of your skills and mark those that you'd like to use in future employment.

You can only hit a target

if you aim for it.



Generally, employers aren't in the business of career development. Although many
employers are interested in the career goals of their employees, the needs of the
organization are their first priority. For a successful job search, match your skills and
goals to the needs of the employer.

You don't have to match all of the skills needed for an occupation to pursue that
occupation. The best candidates for a job rarely match all of the requirements of an
employer. Many factors go into the hiring process-- including personality and
motivation. The most successful job seekers may not be the most qualified. Those
who demonstrate the desired qualities sought by employers are the ones who will
ultimately succeed.

Strategies for identifying the skills employers desire are similar to those for
identifying your own skills. The goal is to learn as much as possible about the
industry, occupation and employer. Position descriptions, industry and company
literature, employment advertisements and Internet websites are all sources of
information. You may also draw on the knowledge of your contacts, conduct
informational interviews or participate in Internet discussion groups.

Rita is considering retail sales as an immediate job goal. Her
research shows that retail employers require good customer
service skills. Customer service is not a skill that she identified.
Her past employment as an inventory clerk in a warehouse
required little customer contact. Yet, in that job she coordinated
the distribution of inventory to several departments and worked
very closely with staff. This work experience, along with her
volunteer experience as a school fundraiser, demonstrates
excellent customer service.

The Mature Worker

As a mature worker, you've achieved many of your career objectives. Mature workers
have multiple skills they've learned through their many years of participation in the
workforce and through the volunteering they may have done.

You're in charge of your career. You've adapted to many changes and now you can use
this to your advantage. Mature workers bring to the job many assets that younger
people haven't yet acquired. You're reliable and have experience, multiple skills and a
strong work ethic!

Mature workers often hear the phrases "you're overqualified" or "you wouldn't be
interested in this job." You must identify the benefits you bring to the workforce, thus
making you the best candidate.

The important thing isn't where you are, but where you're going.





Accomplishments



How Others See Me

Ask someone who is close to you-- spouse, sibling, roommate or friend-- to circle 10 to
15 traits that describe you. Their impressions may surprise you and possibly point you
in some new direction. Look for ways to maximize your strengths and overcome your
weaknesses.
Able
Accepting
Active
Adaptable
Ambitious
Angry
Anxious
Assertive
Bitter
Bold
Bright
Calm
Careless
Caring
Certain
Cheerful
Clever
Cold
Confident
Conforming
Controlled
Courageous
Creative
Critical
Cynical
Demanding
Dependable
Dependent
Determined
Dignified
Disciplined
Domineering
Dutiful
Efficient
Elusive
Ethical
Extroverted
Fair

Fearful
Foolish
Frank
Friendly
Frugal
Gentle
Giving
Gruff
Gullible
Hard
Helpful
Helpless
Honorable
Idealistic
Imaginative
Inconsiderate
Independent
Innovative
Insensitive
Insincere
Intelligent
Introverted
Intuitive
Irresponsible
Irritable
Jealous
Jovial
Juvenile
Kind
Knowledgeable
Lazy
Liberal
Lively
Logical
Loving
Manipulative
Materialistic
Maternal

Mature
Modest
Mystical
Naive
Negative
Neurotic
Noisy
Observant
Obsessive
Organized
Original
Overconfident
Overemotional
Overprotective
Passive
Paternal
Patient
Perceptive
Perfectionist
Persuasive
Petty
Playful
Pleasant
Poised
Pompous
Powerful
Precise
Pretentious
Principled
Progressive
Protective
Proud
Quarrelsome
Questioning
Quiet
Radical
Rational
Reactionary

Realistic
Reasonable
Reassuring
Reflective
Relaxed
Reliable
Religious
Remote
Resentful
Reserved
Resolute
Respectful
Responsible
Responsive
Rigid
Sarcastic
Satisfied
Scientific
Searching
Self-Accepting
Self-Assertive
Self-Aware
Self-Conscious
Self-Indulgent
Self-Righteous
Sensitive
Unpredictable
Unreasonable
Unstructured
Useful
Vain
Vulnerable
Warm
Wise
Withdrawn
Witty
Worried
Youthful



Occupational Titles

Use the following list of job titles as a brainstorming tool when considering job goals.
Accountant
Architect
Assembler
Cabinet Maker
Carpenter
Cashier
Chef
Clerk
Cook
Counselor
Dentist

Doctor
Drafter
Editor
Engineer
Financial Analyst
Graphic Designer
Inspector
Lab Technician
Librarian
Machine Operator
Machinist

Manager
Mason
Nurse
Painter
Programmer
Salesperson
Scientist
Secretary
Teacher
Veterinarian
Welder

Employment-Related Titles

Community involvement and volunteer experience may be a valuable resource for
your job search. The following are common titles. Just attach the name of the
activity or community organization. Example-- YMCA Volunteer or School Fundraiser.
Campaigner
Consultant
Coordinator
Director

Fundraiser
Leader
Member
Organizer

Promoter
Secretary
Solicitor
Sponsor

Teacher
Treasurer
Volunteer
Worker

Job Skills

The following is a short list of job skills. (There are literally thousands of job-specific
skills.) You will have to research the job skills specific to your occupation.
Accounting
Auditing
Brake Alignments
Building Maintenance
C++ Programming
Carpet Laying
Cleaning
CNC Machine Operation
Composite Engineering

Cooking
Counseling
Customer Service
Desktop Publishing
Detailing
Drill Press Operation
Driving
Editing
Electronic Repair

Filing
Hammering
Interviewing
Keyboarding
LAN Administration
Management
Mechanical Drafting
Metal Fabrication
Payroll Accounting

Public Speaking
Scheduling
Soldering
Teaching
Technical Writing
Telemarketing
Typing
Welding
Writing

Computer Software Auto CAD
Excel

Lotus
Microsoft Word

PageMaker
WordPerfect



Self-Management Skills

You use self-management skills every day to survive and get along. Self-management
skills are important because employers hire people who will fit in with the work
group. Circle the self-management skills you possess right now.

Critical Skills
Follow Instructions
Get Along Well with
Others

Get Things Done
Honest

Punctual
Responsible

Adaptive Skills

Assertive
Assume
Responsibility
Competitive
Complete
Assignments
Creative
Decisive
Dependable
Detail-Oriented
Diplomatic
Enthusiastic
Flexible
Friendly
Highly Motivated
Ingenious

Integrity
Intelligent
Inventive
Kind
Learn Quickly
Mature
Open-Minded
Outgoing
Patient
Persistent
Physically Strong
Pleasant
Proud of Doing a
Good Job
Results-Oriented

Self-Motivated
Sense of Direction
(Purpose)
Sense of Humor
Sensitive
Sincere
Sociable
Tactful
Tolerant
Tough
Trusting
Understanding
Willing to Learn New
Things



Transferable Skills

Transferable skills can be transferred from one job or even one career to another.

Critical Transferable Skills may get you higher levels of responsibility and pay.
Emphasize them in an interview as well as on your resume.

Critical Transferable
Skills

Accept Responsibility
Budgeting
Efficiency
Meet Deadlines

Project Planning
Public Speaking
Sales
Supervise Others

Thing Skills

Assembling
Balancing, Juggling
Counting
Drawing, Painting
Driving
Endurance
Finishing, Refinishing
Gathering

Grinding
Hammering
Hand Crafts
Keyboarding, Typing
Keypunching, Drilling
Manual Dexterity
Modeling, Remodeling
Observing, Inspecting

Operating Machines
Physical Agility, Strength
Precise, Tolerance,
Standards
Restoring
Sandblasting
Sewing
Sorting
Weaving

People Skills

Caring
Comforting
Communicating
Conflict Management
Conflict Resolution
Counseling
Consulting
Developing Rapport
Diplomacy
Diversity

Empathy
Encouraging
Group Facilitating
Helping Others
Inspiring Trust
Inquiry
Instructing
Interviewing
Listening
Mediating

Mentoring
Motivating
Negotiating
Outgoing
Problem Solving
Respect
Responsive
Sensitive
Sympathy
Tolerance

Dealing with Data

Analyzing
Auditing
Averaging
Budgeting
Calculating, Computing
Checking for Accuracy
Classifying
Comparing
Compiling

Cost Analysis
Counting
Detail-Oriented
Evaluating
Examining
Financial or Fiscal Analysis
Financial Management
Financial Records
Following Instructions

Investigating
Interrelate
Organizing
Problem Solving
Recording Facts
Research
Surveying
Synthesizing
Taking Inventory

Using Words and Ideas

Advertising
Articulate
Brainstorming
Correspondence
Design
Edit

Imaginative
Inventive
Logical
Promotional Writing
Public Speaking
Publicity

Quick Thinking
Sign Language
Speech Writing
Telephone Skills
Write Clearly, Concisely
Verbal Communication

Leadership

Competitive
Coordinating
Decision Making
Decisive
Delegate
Direct Others
Evaluation

Integrity
Judgment
Manage, Direct Others
Mediate Problems
Motivate People
Multitasking
Negotiate Agreements

Risk Taker
Run Meetings
Self-Confident
Self-Directed
Self-Motivated
Sets an Example, Sets
Pace



Goal Setting
Influence Others
Initiate New Tasks

Organization
Planning
Results-Oriented

Solve Problems
Strategic Planning
Supervision
Work Schedules

Creative, Artistic

Artistic
Dance, Body Movement
Designing
Drawing, Painting
Expressive
Handicrafts

Illustrating, Sketching
Mechanical Drawing
Model-Making
Perform
Photography
Playing a Musical
Instrument

Poetic Images
Present Artistic Ideas
Rendering
Singing
Visualize Shapes
Visualizing

Job Skills Identification

Describe four major tasks that you've performed in previous employment, which you'd
like to continue using in your next job. List the skills which were required to perform
each task well.

Activity/Job Title

Task Skill

Task Skill

Task Skill

Task Skill



Values Checklist

Work-related values are a part of setting job search goals. Decide what working
conditions are important to you.

Instructions

1. Check the box next to those conditions that you'd like in a job. Add additional
values on the blanks.

2.Draw a line through those conditions that you wouldn't like in a job.
Authority
Career Enhancement
Casual Environment
Challenge
Close Supervision
Commuting Distance
Competence
Creativity
Decision Making
Diversity
Excitement
Flexible Schedule
Formal Environment
Health Benefits
Independence
Learning Opportunities
Organizational Structure

Other Benefits
Pace (Fast, Slow)
Position
Power
Public Contact
Public Transportation
Quality Environment
Recognition
Regular Work Week
Relocation
Respect
Retirement Benefits
Security
Shift Work
Size of Company (Large, Small)
Skill Building (Training)
Status

Travel
Variety
Wage
Work Indoors/Outdoors
Work on a Team
Work Alone
Work Under Pressure
___________________
___________________
___________________
___________________
___________________
____________________
____________________
____________________
____________________
____________________



Goal Identification Worksheet

Instructions

1. Write the occupational title of your immediate job goal representing the kind of
job you plan to pursue right now. If you've more than one distinct job goal, complete
this exercise for each one. See the list of Occupational Titles. Review the values that
you identified as important to your job goals on the Values Checklist. Which
conditions do you require in a new opportunity? Which conditions do you desire?

2. Write your required values and desired values from the Values Checklist in the
appropriate space below.

3. Evaluate whether your expectations are reasonable and attainable. To accomplish

this, conduct a Labor Market Survey.

Job Goal

Required Values

Desired Values

Reality Check

Are these expectations reasonable and attainable?

Yes No

If you answered no or are unsure, reexamine your values.



Much preparation goes into an excellent resume. You don't simply begin by writing.
First establish clear goals for your job search. Then identify your skills that match
your goals. You need to gather supporting materials and summarize your past
employment-related experiences. Finally, you will write, rewrite and edit until the
resume is perfect. Always have someone proofread your resume. You may also want
someone to repeat back to you what your resume says. Continuously work at keeping
your perfect resume up-to-date. As you grow, your resume should grow with you-- its
development should mirror your personal and professional development.

Don't overwhelm employers by providing more information than necessary. Don't try
to be everything to everyone. The greatest challenge won't be what to include in your
resume, but what to leave out. An attention-getting resume must be targeted, to the
point and clearly identify your qualifications. Focus on skills and accomplishments
with specific attention to actual results. Hobbies, crafts and clubs can also give you
accomplishments and skills.

You aren't ready to approach prospective employers until you've taken these steps.
Since it has to be done anyway, there is no better time than the present. If you're
already engaged in these activities, you're that much closer to a finished product.

Skills Identification

Employers want to know what you can do, not just where you've worked. If you
cannot clearly state at least 20 skills directly associated with your job goal, you aren't
ready to write your resume.

Take the time to work on developing a list of your skills. As you develop your list,
identify examples of places where you've used your skills. Also, be sure to state your
skills in a positive light. Avoid any language that may reduce their value. Always be
honest and positive.

When drafting your resume, clearly identify your skills. Whenever possible, state your
skills as expert skills, to avoid being perceived as a generalist. As an example, if you
have word processing skills, state which software packages you've used. All resumes
today need to be skills-based resumes. Whatever style or format you use, your resume
must clearly communicate the skills you bring to the job. (See the previous chapter on
Skills Identification.)

Your resume should be

an honest presentation

of your best qualities.
Goal Setting







to present it other than chronologically. Read the following on Functional and
Combination resume formats.

Functional

The functional resume highlights skills, experience and accomplishments without
identifying specific dates, names and places. In this format, information is organized
by functions or skills, advertising the specific qualifications needed for the
occupation. This format works very well for people changing careers, including
military personnel moving into civilian employment. It's also effective for first-time
job seekers, those reentering the workforce after a gap in employment and people
who want to emphasize experience that may be viewed as outdated.

In a true functional resume there is no chronological listing of employment.
Consequently, many employers don't like this format-- it creates suspicion that the
person may be trying to hide something. The employer may suspect a job hopper, an
older applicant trying to disguise age, a lack of career progression, underemployment,
employment gaps or too little relevant experience.

Combination

The combination resume brings the best of both the chronological and functional
resumes. It features a functional section that highlights skills, accomplishments and
experience. It also includes a chronological listing of employment, education and
employment-related experiences. The combination resume is a very effective format
for many job seekers. The best chronological resume can be enhanced with a section
highlighting skills, accomplishments and experience. The functional resume can be
strengthened with a chronological listing of employment experiences.



Keyword

The keyword resume is a variation that adds a listing of skills to the beginning of any
standard resume format. Critical occupational skills placed at the beginning add
impact to the resume and help capture the reader's attention. This variation is
effective for all career fields and skill levels. It's a very effective strategy for creating
scannable resumes. The format for a keyword resume would look something like this--

Name
Address
Phone

Employment Objective

Summary of Skills
(Keyword List)

Skill Skill Skill
Skill Skill Skill

Skill Skill Skill

Resume Body
(Chronological, Functional or Combination)

Samples of Occupational Keywords
Account Management
Accounts Receivable
Acquisitions
Bachelor's Degree
Bank Card
Bank Reconciliation
Batch Processing
Benchmarking
Blueprint Reading
Brochures
Budget
Bulletins
CAD
Calibrator
Carpentry
Cash Flow
Cell Culture Media
Cement
Childcare
Claims Adjudication
Commercial Leasing

Ecology
Electronics
Employee Assistance
Engineer
Equipment Vendor
Facilitator
Financial Planning
Food Preparation
Gas Pipeline
Goal Setting
Graphic Design
Guest Services
Harnessing
Hiring/Firing
Hotel
ISO 9000
Journalism
Journeyman
Layout Design
Logic Analyzer
Magnetic Theory

Personal Computer
Process Metallurgy
Proposal Writing
Psychology
Public Relations
Purchasing
Radio
Raw Materials
Receptionist
Reporter
Research
Sales
Secretarial
Software Modeling
Spanish
Spreadsheets
Statistical Process Control
Stick Welding
Strategic Planning
Student Personnel
Supervisor



Copy Editing
Counselor
Crisis Management
Cross-Cultural Training
Debugging
Decision Making
Demographics
Dental Management
Die Casting Dietitian
Drywall

Manager
Mapping
Marketing
Master's Degree
Microprocessor
Microsoft Word
Nursing
Oscillator
Palletizing
Patient Advocate
Payroll

Taxonomy
Teacher
Technical Writing
Time Management
Transportation
Travel
Wave Solder
WordPerfect
Workflow
Writer

Occupational keywords include skills, titles, degrees and occupational buzz words.
Targeted

More of a method than a style, the targeted resume directs skills and experience to
the specific needs of one employer. All resumes should target the needs of a specific
occupation. In addition, this approach targets the specific needs of an employer and a
specific job. It requires careful research of the employer's needs. Sources for
information include position descriptions, employer profiles, industry publications,
networking and informational interviews. When drafting a targeted resume, direct
your skills and experience to the specific needs of the employer by typing some of
their keywords into your resume. This is a very powerful resume strategy that can set
you apart from the competition and capture an employer's interest. For executive
positions and specialized technical jobs, this strategy is almost a necessity.

Convenient access to a computer and word processing skills will help to make this
method work. Using the combination format, set up a resume template with header
information and the chronological summary of your employment. Then customize the
functional section of the resume, the summary of skills, accomplishments and
qualifications to meet the needs of a specific employer. Be sure to name your
objective with the exact job title.

Sample List of Action Verbs
Achieved
Administered
Affected
Analyzed
Applied
Appraised
Approved
Arranged
Assessed
Attained
Awarded
Built
Calculated
Catalogued

Created
Decided
Defined
Delegated
Designed
Detailed
Developed
Directed
Distributed
Earned
Effected
Encouraged
Enforced
Enlarged

Formulated
Founded
Generated
Governed
Grouped
Guided
Handled
Illustrated
Implemented
Improved
Increased
Influenced
Initiated
Inspired

Recruited
Rectified
Researched
Reviewed
Revised
Scheduled
Searched
Secured
Selected
Simplified
Sold
Solved
Stimulated
Structured



Clarified
Coached
Compared
Composed
Conceived
Conducted
Constructed
Contracted
Controlled
Convinced
Correlated

Equipped
Established
Estimated
Evaluated
Examined
Excelled
Executed
Expanded
Experimented
Facilitated
Formed

Installed
Instituted
Integrated
Interviewed
Introduced
Invented
Investigated
Launched
Maintained
Mastered
Recorded

Succeeded
Summarized
Supported
Tailored
Taught
Transformed
Translated
United
Validated
Verified

How you say it is just as important as what you say. Use action words to stress
performance, motivation and a passion for excellence. Use a dictionary, thesaurus or
job descriptions for more words.

Resume Format Comparison Chart

Format Characteristic Advantage Disadvantage Use Don't Use If

Chronological Presents
information in
reverse order,
most recent
experience
listed first

Offers concise
picture of you
as a potential
employee

Easy to write

Emphasizes
steady
employment
record

Format is
familiar

Calls attention
to employment
gaps

Skills are
difficult to spot
unless they're
listed in the
most recent job

To emphasize
past career
growth and
development

When
continuing in
the same
career

When the name
of former
employer may
be significant
to prospective
employer

There are gaps in
your work history

Calling attention
to your age could
be a problem

You've changed
jobs often

You're entering
job market for
first time or after
a long absence

Functional Focuses on
specific
strengths and
skills important
to employers

Brief and well-
structured

Focus on skills,
not history

De-emphasizes
a spotty work
history

No detailed
work history

Content may
appear to lack
depth

When entering
the job market
or when
reentering
after a long
absence

When work
experience has
been varied or
unrelated

When changing
careers

When primarily
consulting or
doing freelance

You want to
emphasize
growth or
development

Responsibilities
and functions in
recent jobs were
limited



work

Combination All the
flexibility and
strength of the
functional and
chronological
combined

Shows off a
strong
employment
record with
upward
mobility

Showcases
relevant skills
and abilities
and supportive
employment
record

Emphasizes
transferable
skills

Work history is
often on the
second page
and employer
may not read
that far

When shorter
functional
format would
be too sketchy

To offer a
complete
picture of
abilities and
work history

Experience is
limited

There are wide
gaps in work
history

Variations (Format)

Keyword Allows for
focused
resumes that
target skills

Skills are listed
briefly and at
the beginning
of the resume

Easy for
employer to
scan and find
skills

May be
redundant
information to
include
keywords at
the top of your
resume

Still an
unfamiliar
format to many
employers

For all
scannable
systems of job
screening

For new
graduates or
those
reentering the
work place or
changing
careers

There is rarely a
time you cannot
use this
variation. It can
be used in
combination with
any or all of the
other formats

Targeted Highly focused
document
aimed at a
particular job

A "capsule" of
work
experience

Brief and direct

Easy to read

May focus too
tightly on one
particular job

Content may
appear sparse

When job
target is
specific

When you need
separate
resumes for
different
career paths

You aren't
prepared to put
the effort into
writing an
excellent resu



General Considerations

Keep it Brief

Your resume is an overview of your qualifications-- not your life story. It's a "preview
of coming attractions" which creates the desire to see the rest of the show. One to
two pages is the standard for a resume read by the human eye, and up to three pages
for a scannable resume. If your resume is more than one page, the first page must
capture the reader's attention. If it fails to do so, the remaining pages won't be read.

Focus

Don't try to be everything to everyone. Target your job search and your resume to
your specific occupational goals.

Prepare Multiple Resumes

Generally, you should concentrate first on one well-written
resume that targets your immediate job search. Make sure this
resume represents you well to a wide range of employers and is
suitable for scanning. If you've more than one objective,
additional resumes may be required. For example, if you're
planning to pursue two distinct occupations such as realtor and
bookkeeper, you'd need two resumes. If you only use the
targeted resume approach, you'd also write a unique resume to
each employer.

Provide a Visual Impact

A piece of sales literature has only about two seconds to attract the reader's
attention. Similarly, the resume must attract the employer even before it's read.
Many advertising techniques apply, including the use of white space, bullets,
indentation and varied type style. Professional printing produces a high quality
product, but can be expensive. Laser quality printing is an excellent alternative.
Never handwrite your resume! Make sure there are no typographical, grammatical or
spelling errors. Ask someone to proofread your resume to help eliminate errors.

Ensure Integrity

Your resume is specifically designed to paint the best picture possible of you. Place
the emphasis on the positive, not the negative. It should be an honest statement of
your best qualities. Your resume should hold up under scrutiny. Facts and numbers
must be believable. The content of the resume should be in harmony. Dates should be
consistent while experience and related activities should support your qualifications.



Target Your Resume

If you consistently hear that you're overqualified or are concerned that you will be
perceived as such, then you haven't effectively targeted your resume. When writing
your resume, target it to the level of employment and to the occupation or employer.
If you're pursuing more than one distinct level of employment, then consider a
separate resume for each. Present the information that you believe is important. You
don't have to tell everything. If you have an advanced degree in a field unrelated to
your goal, leave it off.

Resume Content

Name Block

Use your full first name. Avoid using nicknames. If you have a preference to be called
by a shortened version of your full name, it's acceptable to put this name in
parentheses or quotes (Elizabeth-- prefer to be called "Betty"). Your address shouldn't
contain abbreviations. Your phone number should include the area code. Provide a
phone number where you can be reached at all times, either by an answering machine
or an alternate message number. Don't put your name and address on one line for a
scannable resume, as the computer may be confused by this format. Type your name
in bold and/or all capitals to make it stand out.

Summary Statements

The summary or qualification statement documents your work experience,
achievement and skills. This statement is a summary of the experience and
qualifications that are the most pertinent to the job for which you're applying. This is
recommended for all job seekers as a way to get the employer's attention. The
summary should be three or four lines or a series of phrases that may be used in place
of the employment objective or just following it.

To be effective, the summary or qualification statement must indicate that you're
qualified for the position you're seeking. It's often read first, and if it catches the
reader's attention, chances are, the rest of the resume will be read. A summary
example-- Resourceful Planner/Coordinator with extensive knowledge of inventory
control and online inventory systems. Recognized by management for innovation and
initiative in implementing JIT techniques, as well as interdepartmental
communications and supervisory skills.

Employment History

List your most recent employment first. A general standard is to list the last three
jobs, or the last ten years, whichever comes first. Focus on recent jobs and those that
are most appropriate to your goals. If you have large gaps in employment or have









Resume Preparation

Quality Paper

Now that you've invested time in writing the perfect resume, what remains is to
produce a high-quality final product. Quality paper is a final touch that will leave a
favorable impression with a prospective employer. It's appealing to the eye and prints
better, maintaining a clear, sharp image. As for color, white is still considered the
first choice. Off-white, cream or gray is acceptable-- avoid using colored paper. Paper
size should be the standard letter size, 8 1/2" x 11."

Quality paper should be between 16 and 25 lbs. One hundred percent cotton fiber (rag
content) is the best.

Personal preference should be your guide. Examples include-- linen, pebble finish and
vellum. Avoid glossy or high-shine finishes.

Production

When creating your original or master, it should be produced using a common word
processing or desktop publishing program. Typing your resume on a standard
typewriter should be avoided since its print is usually not high quality. Editing and
modifying will also be difficult. If all you have is a standard typewriter, consider
taking your final draft to someone for word processing.

Reproduction

When making copies for distribution, laser printing is preferred. Due to the poor
quality, never print your resume on a dot matrix printer. You may also choose to have
a print shop print your resume. If you reproduce your resume on a photocopier, be
sure that the copies are clear, clean and sharp.

Computer Resources

Computers have become an important job search tool for most job seekers. There are







The following resume samples model the basic formats
and principles of resume writing. Consider how each job
seeker presents his/her skills and experience. Along with
the content, look at how the resume is presented. Draw
the best from each to help decide how to style your
resume. Ultimately, your resume will be unique to you
and won't look exactly like any of these presented. For
more resume samples, look in the job search section of
your local bookstore or library, or contact your local state
employment service office.

Your resume should focus on your skills. (Employers want
to know what you can do, not just where you've been.)
That's why resume scanning systems look for skills. This is
because resume scanning systems use a lexicon or
dictionary when looking for words and will identify only
those words that are on file.

The resume worksheets are tools for crafting your
resume. They aren't intended as a fill-in-the-blank form.
Use them as models. Sections may vary and the layout
you choose will ultimately be a variation on one or all of
these formats.

Your resume is a marketing tool. Make sure it presents you in a positive way.









MEMBERSHIPS
Elected Secretary: Parent Teachers Association 199_

Functional Resume Sample-- Work-to-Work Job Seeker

JERRY J. JOB
5555 Lakewood Road

Somewhere, Minnesota 55555
(555) 555-5555

OBJECTIVE

Dependable, enthusiastic worker with more than 10 years of experience seeking a
Welding or Building Maintenance position. Self-starter, dedicated to achieving high-
quality results.

SUMMARY OF QUALIFICATIONS

Welding--
Developed extensive experience in a wide variety of welding styles and positions
including:
MIG
Oxyacetylene
Plasma Cutting

TIG
Air ARC
Underwater

ARC
Cutting and Gouging
Water Cooled Spot
Welding

Heliarc
Automatic Seam

Fabrication--
Skilled in layout and design of sheet metal and pipe. Developed extensive knowledge
of sheet rollers and brakes. Followed Manufacturer's Operating Processes (MOP) to
detail.

Equipment Operator--
Experienced forklift operator on various sizes and styles of forklifts. Skilled in the use
of a variety of power tools and metal fabrication equipment including: drills, drill
press, edge planer, end mill, benders, power saws, sanders, and grinders.

Equipment Maintenance--
Performed general maintenance on welding equipment and production machinery.
Maintained high production levels through onsite machine repairs and preventive
maintenance.

Building Maintenance--
Acquired experience in general construction including basic electrical repairs,
carpentry, concrete, glass, spray and roller painting, plumbing, patching and











Event Coordinator
Group/Activities Leader
Family Manager

Neighborhood Involvement Program - St. Paul,
MN
Girl Scouts of America - St. Paul, MN
Self-employed - Anoka, MN

4 Years
7 Years

EDUCATION

GED: Ramsey Action Program - St. Paul, MN







Chronological Resume Worksheet

This is a general format. Actual content and layout will vary. Not all items are
required or necessary.

Name

Address

Phone (____) Fax (____)

Email

EMPLOYMENT OBJECTIVE (Optional)

SUMMARY (Optional-- can include on cover letter)

WORK EXPERIENCE

Employer, City, State

Job Title Dates

Responsibilities/Accomplishments/Skills



Employer, City, State

Job Title Dates

Responsibilities/Accomplishments/Skills

Employer, City, State

Job Title Dates

Responsibilities/Accomplishments/Skills

EDUCATION



LICENSES AND CERTIFICATIONS

AWARDS

PROFESSIONAL MEMBERSHIPS



Functional Resume Worksheet

This is a general format. Actual content and layout will vary. Not all items are
required or necessary.

Name

Address

Phone (____) Fax (____)

Email

EMPLOYMENT OBJECTIVE (Optional)

HIGHLIGHTS OF QUALIFICATIONS (Optional)

WORK EXPERIENCE

Occupational/Functional Category

Skills/Accomplishments/Responsibilities



Occupational/Functional Category

Skills/Accomplishments/Responsibilities

Occupational/Functional Category

Skills/Accomplishments/Responsibilities

EMPLOYMENT HISTORY

Employer Title Dates

Employer Title Dates

Employer Title Dates

EDUCATION



LICENSES AND CERTIFICATIONS

AWARDS/PROFESSIONAL MEMBERSHIPS



Combination Resume Worksheet

This is a general format. Actual content and layout will vary. Not all items are
required or necessary.

Name

Address

Phone (____) Fax (____)

Email

EMPLOYMENT OBJECTIVE

SUMMARY OF SKILLS AND/OR EXPERIENCE

Skill/Experience

Description

Skill/Experience



Description

Skill/Experience

Description

WORK EXPERIENCE

Name of Employer Job Title

Address/Phone Dates of Employment

Name of Employer Job Title

Address/Phone Dates of Employment

Name of Employer Job Title

Address/Phone Dates of Employment

EDUCATION

School Name



City/State Dates of Attendance (if recent)

Major(s)

Degree/Certificate Earned

LICENSES AND CERTIFICATIONS

PROFESSIONAL MEMBERSHIPS/ORGANIZATIONS







Resume Critique Form

Use this form to rate your resume, or have someone familiar with your career field
rate it. Grade the resume in each category as EXCELLENT, AVERAGE or POOR. Write in
suggestions for improvement.

Item Excellent Average Poor *Unknown Improvements

Appearance

Does it look good without reading it?

Format

Was the best format used to sell your
strengths?

Skills

Is the resume skills-based? Count the skills
_________

Keywords

Are keywords and phrases easy to
identify?

Focus

Does the content point to your
employment objective?

Scannability

Is it designed to be easily read by a
scanning system?

Proofing

Is it free from grammar, spelling or typing
errors?

Length

Is it a reasonable length?

Integrity

Is it an honest presentation of your best
qualities?

Appropriate

Does the content capture an employer's
interest?

*If you're unsure, then review these topics before finishing your resume.



The resume is a description of your qualifications, much like a product brochure.
When presenting the resume to an employer, it needs to be
personalized and targeted. The cover letter is your opportunity
to personalize your resume and target your skills.

Most letter formats can be used for the cover letter. The only
absolute is that it conforms to accepted standards for business
letters. The reader of a cover letter may be the hiring authority,
an agent of the hiring authority or an interested third party. The
hiring authority is the person who has the final say in who is
hired for a specific position (ultimately, this is the person you want to read your
resume). An agent is usually someone who is working on behalf of the hiring authority,
such as-- personnel or human resources, an independent agency or a subordinate.
Third parties include colleagues and subordinates of the hiring authority who are
assisting in the hiring, as well as networking or referral contacts. The way you craft
your letter should take the reader into consideration. A cover letter may be sent in
response to an advertised job opening or a referral from a networking contact or
directly to an employer.

Anytime a resume is sent by

mail, it must be accompanied

by a cover letter.

Formats

Invited-- This letter format is used when an employer has solicited the resume for
consideration. This is often in response to a want-ad or publicized job listing. This
style focuses on matching your qualifications to the advertised requirements of the
position.

Uninvited or Cold-Contact-- Use this format to contact employers who haven't
advertised or published job openings. The focus is on matching your qualifications to
the perceived needs of the employer based on labor market research. This strategy
requires that a phone or personal contact with the employer either precede or follow
the sending of the resume and cover letter.

Referral-- Through networking, informational interviews and contact with employers,
the effective job seeker will receive referrals to job opportunities. These referrals
may be to a specific job opening (advertised or unadvertised) or to an employer who
may or may not be hiring now. In a referral letter, mention the individual who
provided the information about the employer or job.

Variation







Cover Letter Sample
Your Name
Street Address
City, State Zip Code
Phone Number

Date

Individual's Name
Job Title
Name of Organization
Street Address
City, State Zip Code

Dear Mr./Ms. ________________________________:

First Paragraph: State the reason for writing. Name the specific position or type of
work for which you're applying. Mention how you learned of the opening.

Second Paragraph: Explain why you're interested in working for this employer and
specify how you're PERFECT for this position. Don't repeat the information on your
resume. Include something special or unique about yourself that will benefit the
employer. Remember, the reader will consider this an example of your writing skills.

Third Paragraph: Mention your resume is enclosed and indicate your desire to meet
with the employer. You may want to suggest alternate dates and times, or simply
advise them of your flexibility to the time and place. Include day and evening contact
information. Include a statement or question that will encourage the reader to
respond. Be sure to communicate your plan to follow-up. You might state that you'll
be in the area on a certain date and would like to set up a meeting, or you'll call on a
certain date to set up a meeting. Finally, thank the employer for his/her time.

Sincerely,

(Your Signature in blue or black ink)
Your typed name

Enclosure



Cold-Contact Letter Sample
Karen Kareer
5555 Lakewood Road Somewhere, MN 55555
(555) 555-5555

May 20, 200_

Ms. Francisca Favor
Department Manager
EFTG Industries, Inc.
210 Industry Avenue
Anytown, MN 55555

Dear Ms. Favor:

Perhaps you are seeking an addition to your marketing team. A new person can
provide innovative approaches to the challenges of marketing. I am an innovator of
new ideas, an excellent communicator with buyers, and have a demonstrated history
of marketing success.

Presently, I am marketing computer products for a major supplier using television,
radio and news advertising. I have a reputation for putting forth the effort required to
make a project succeed.

Enclosed is my resume for your review and consideration. EFTG Industries has a
reputation for excellence. I would like to use my talents to market your quality line of
technical products. I will call you to further discuss my talents and how I can benefit
your company. If you prefer, you may reach me in the evenings at (555) 555-5555.

Thank you for your time. I look forward to meeting you.

Sincerely,

Karen Kareer

Enclosure



Invited Cover Letter Sample
Johnny Network

5555 Lakewood Road
Somewhere, MN 55555

(555) 555-5555

June 26, 200_

Mr. Phillip Morework
Production Manager
XYZ Corporation
21 Industry Lane
Anytown, MN 55555

Dear Mr. Morework:

Please consider my qualifications for the Lead Production Assistant opportunity,
which was listed in the Daily Planet on June 20, 200_. With a proven high-tech
background in Fortune 100 companies, I am well qualified and eager to represent your
company in this capacity.

I thrive in a fast-paced environment where production deadlines are a priority, and
handling multiple job simultaneously is the norm. In relation to leadership, I have
been responsible for up to 35 staff members, and have built a reputation for making
quality administrative decisions in a fair and consistent manner. Constant negotiations
with all levels of management and staff have strengthened my interpersonal skills.

Enclosed is my resume and I am looking forward to discussing my qualifications with
you. I will call you to confirm receipt of this information, and discuss possible next
steps. Thank you very much for your time and consideration.

Sincerely,

Johnny Network

Enclosure



Invited Cover Letter Sample-- No-Paid-Work Experience
Wanda Job

5555 Lakewood Road
Somewhere, MN 55555

(555) 555-5555

January 6, 200_

Ms. Marilyn Payer
Housekeeping Manager
Rodetown Inn
123 Indiana Drive
Anytown, MN 55555

Dear Ms. Payer:

Your ad for a Housekeeper in the Jobs Now newspaper on Sunday, January 4, 200_
caught my eye. I have several years of housekeeping and home maintenance
experience and I believe that I have the necessary skills for the position. My resume is
enclosed for your consideration.

Rodetown Inn has an excellent reputation in the community as a quality employer,
and my skills perfectly match the requirements. Having been a homeowner for more
than five years, I do all of my own maintenance and repair. I also have four years of
experience as a home care volunteer for the Salvation Army's "Be Friends" program.
This includes helping disabled, elderly persons with household chores such as: bed-
making, cleaning, vacuuming, dusting, doing laundry, washing walls and windows,
mopping, mowing, raking and shoveling. I am known to be extremely reliable,
efficient, organized and a good team worker.

It would be beneficial for us to meet to discuss the position and my qualifications in
greater detail. I will contact you to determine when a convenient interview time
might be arranged. Please feel free to contact me in the interim at the number shown
above. Thank you for your time. I look forward to talking with you soon.

Sincerely,

Wanda Job

Enclosure



Referral Cover Letter Sample
Susan Jones
5555 Lakewood Road
Somewhere, MN 55555
(555) 555-5555

July 31, 200_

Ms. Rhonda Leland
Corporate Manager
Do-It Corporation
42 Industry Circle
Somewhere Else, MN 55555

Dear Ms. Leland:

Mary Smith, Vice President of Marketing with Do-It Corporation, suggested that I
contact you directly regarding my interest in an Administrative Assistant position
with your organization. Although my resume is actively on file in Human Resources,
Ms. Smith felt that you would want to be made aware of my unique qualifications and
availability. Consequently, I have enclosed my resume for your consideration.

My background makes me a highly qualified Administrative Assistant with more than
four years of experience serving executive management for a large manufacturing
company. My qualifications include extensive PC experience with the software used at
Do-It Corp. (PowerPoint, Excel and MS Office 200_), proven customer service skills,
itinerary planning and report writing.

I will be in your area on August 20, 200_ (9:00 - 3:00), and would appreciate an
opportunity to meet with you to discuss my qualifications in greater detail. I will plan
to contact you to arrange a possible meeting time.

Thank you for your time and consideration.

Sincerely,

Susan Jones

Enclosure

c: M. Smith



Many occupations require specific tools. A successful job search also requires specific
"tools." This chapter covers many of these job search tools and their uses.

Employment applications are an important part of your job search. Some employers
require the application as the first step in the selection process. Others may not
require it until later. No matter when the application is requested, it's an important
job search tool. It provides an opportunity to sell your
qualifications. The completed application may be the first
impression the employer has of you.

The employment application is used to obtain information about
your qualifications and to compare you to other applicants.
Companies may receive hundreds or even thousands of
applications each year. Therefore, they look for ways to reduce
the number of applications they will read thoroughly. The
employer screens out many applicants based on various factors in
the application. You need to do everything possible to create the perfect application.
Following are some general guidelines for completing applications.

Provide Visual Impact

It's a good idea to make a copy of the application in case you make a mistake. Fill out
the application completely, neatly and with no errors in grammar or spelling. Print
clearly in black ink, don't use abbreviations, and respond to all questions. Use N/A
(not applicable) if the section doesn't apply to you. This shows the employer that you
made an honest effort to fill out the entire application; you didn't overlook anything.
If you're seeking professional or office jobs, you may want to type the application.

Follow Directions

Read the entire application before you complete it. Pay close attention to what's
being asked and how you're expected to respond. Read and respect sections that say,
"Do Not Write Below This Line," or "Office Use Only." These sections may give insight
into the evaluation process.

Be Positive

During your job search you want to present a positive, honest picture of yourself.
Avoid any negative information. Look for ways that show you're the right person for
the job. Think of what you'd look for in an employee if you were an employer.



Be Honest

You must be truthful on an application. The information you provide may become part
of your permanent employment record. False information can become the basis for
dismissal. Provide only the information the employer is seeking or is necessary to sell
your qualifications.

Illegal Questions

Applications may contain questions that are tricky or even illegal. These may include
questions about age, gender, disabilities, health, marital status, children, race,
arrests or convictions, religion and workers' compensation. Read the application first
so you can plan your answer. You need to decide how you'll respond. If the question
doesn't bother you, answer it. If it does bother you, you may want to use N/A or a
dash (--). Keep in mind you may get screened out by having too many of these
responses. Additional information about illegal questions can be found at a Minnesota
WorkForce Center, the Attorney General's office or the Human Rights office. (See the
section on Legal Rights.)

Target Your Qualifications

Many applications have limited space to display your skills, experience and
accomplishments. Increase your chances of gaining an interview by carefully selecting
what you'll include on the application. Display your qualifications that meet the
specific needs of the job. Read the job description carefully. Advance knowledge of
the employer, its products or services, and especially the skills needed to do the job
will help you choose the appropriate information to include. For ideas and techniques
on doing employer research, read the section on Research.

Position Desired

Employers won't try to figure out where you fit in their organization. If the job is an
advertised job or if you're looking for a specific position, enter that job title in the
blank space provided. When you aren't applying for a specific position, state the name
of the department in which you wish to work. If you're interested in more than one
job, fill out more than one application.

Job Gaps

If you have job gaps in your employment history, be sure to think of positive ways you
were spending your time while unemployed. Make your answer short, simple and
truthful. Examples include managing and maintaining a household, attending school
and providing childcare. If you were volunteering for an organization, be sure to state
the name of the organization and the type of work you were doing. This will prepare



you to answer questions regarding your job gap.

Salary Requirements

When asked about salary requirements, it's best to give a salary range or to respond
with "negotiable." Use one of these responses even if you know the wage. You never
know what the future holds, and you could negotiate a higher salary. Remember that
questions about salary may be "knockout" questions used to reduce the number of
applicants.



Reasons for Leaving

Carefully choose your words when responding to this question. Negative responses
may provide a swift way for the employer to eliminate your application from
consideration.

When stating why you left a job, it's important to avoid using the words fired, quit,
illness or personal reasons. These responses may reduce your chances of being hired.
Always look for positive statements. If you respond with, "Will explain at the
interview," you can expect to be called on to do so. Often there are better ways to
respond. Think of a way you can put your reason in a positive light. Examples--
Returned to school to learn new skills or To find a job that more closely matched my
skills.

Fired

Don't use the term fired or terminated. Find a phrase that sounds neutral such as
"involuntary separation." You may want to call past employers to find out what they
will say in response to reference checks. When contacting former employers,
reintroduce yourself and explain that you're looking for a new job. Ask what they will
say if they're contacted for a reference check. If you were terminated, you may want
to request that this employer simply verify your dates of employment, your job title
and describe your job duties. You may also consider having a confidante call and ask
for a reference, then report to you what's said. In the future, if you're faced with
being terminated, you may request that the employer's record documents a mutually
agreeable reason for separation, and explain you're concerned that a record saying
you were terminated may have a negative impact on your employability.

Quit

If you quit your job, be prepared to offer an explanation. If you quit under less than
favorable conditions, avoid saying anything negative about the employer. You may
want to use the term resigned or voluntarily separated which implies you followed
proper procedures in leaving the job. There are many positive, valid reasons why you
may have quit your job. You should be prepared to explain the reason on the
application and/or in the interview.

Other reasons for quitting a job include volunteer work (state what kind of work and
with whom you did volunteer work), starting your own business or raising your family.
In all of these cases, you need to assure the employer you're now fully ready to
assume the responsibilities of the job.

Laid off

If you were laid off from a job due to no fault of your own, tell the employer the



circumstances. Phrases you might want to use include lack of work, lack of operating
funds, temporary employment, seasonal employment, company closed, plant closing,
company downsizing, a corporate merger, etc.

Quit for a better job.
This response includes-- leaving for advancement potential, leaving to work closer to
home, leaving for a better work environment or leaving for a career change. If you
quit for a better job, there shouldn't be a long break in employment; your
employment history should support the statement.

Quit to move to another area.
In this case, you quit without having another job. You may have moved to be nearer
to your family, to an area with greater economic potential, to an area better suited
for raising children, etc. Be careful not to use this reason for more than one employer
on your application-- it might appear you aren't a dependable or stable employee.

Quit to attend school.
If you use this reason, the education listed on your application and/or resume must
agree. Preferably, your school program is consistent with your career goals. You
should assure the employer any continuing school activities won't interfere with the
job.

Just as a toolbox contains many tools to get a job done, the following are some more
ideas to help you "get the job" done.

Letters of Recommendation

Letters of recommendation are written evaluations of your work performance and
work habits. Your present or previous supervisor, manager or team member usually
writes them at your request. They're used to recommend you to another employer.
Employers aren't obligated to write these letters and may not write them due to
liability issues and company policy. If you've been a good employee, many will do so
to help you obtain a new position.

If you're a student who just completed training and have little or no work experience,
you can ask your instructor, internship supervisor, advisor, mentor or volunteer
coordinator to write a letter of recommendation.

If you're a person new to the labor market, with no paid-work experience, it's
acceptable for you to ask your landlord, neighbor, volunteer coordinator, community
leader, etc., to write a letter of recommendation. It should be someone you've
completed a task or project with or someone who knows you well. They need to
address how long they've known you, the quality of your work or participation,
dedication, skills and work habits.



Performance Evaluation

A performance evaluation is a formal, written review or evaluation of your work. It
usually covers a specific period of time and includes the quality, quantity, work habits
and attitude with which you've performed your job. It can also state your promotions,
demotions and reprimands. Positive performance evaluations can be included with
your resume or application to bolster your credentials and increase your opportunities
of securing a job.





High School Business,
Trade

School,
College

Undergraduate
College /
University

Graduate /
Professional

Military
Training

School Name/GED

School Location

Years Completed Don't complete this
information for High
School-- it either
doesn't apply or can
lead to age
discrimination

1 2 3 4 1 2 3 4 1 2 3 4

Did you graduate? Yes No Yes No Yes No

Diploma/Degree

Graduation Date

Course of Study

Describe any
scholastic honors,
assistantships, etc.

Describe any
specialized training,
assistantships, etc.

Foreign Languages

Occupational License,
Certifications,
Registrations,
Professional
Affiliations, etc.

Employment History (list most recent employment first)

Employer Name/Organization

Address

Dates Employed From: Month/Year To: Month/Year

Job Title/Major Responsibilities/Skills, Knowledge and Abilities

Supervisor/Leader Contact? Yes No Phone

Reason for leaving Ending Salary

Employer Name/Organization



Address

Dates Employed From: Month/Year To: Month/Year

Job Title/Major Responsibilities/Skills, Knowledge and Abilities

Supervisor/Leader Contact? Yes No Phone

Reason for leaving Ending Salary

Employer Name/Organization

Address

Dates Employed From: Month/Year To: Month/Year

Job Title/Major Responsibilities/Skills, Knowledge and Abilities

Supervisor/Leader Contact? Yes No Phone

Reason for leaving Ending Salary









Work Samples

Jan, a hairstylist, took pictures of her customers before and
after she did their hair. This convinced the employer she was
capable of doing a good job and she was hired immediately.

Gene, a truck driver, built a home for his family during his free
time. He did most of the work himself. When an injury forced
him to find another occupation, Gene applied for a position at
the help desk in a building supply center. Using a set of
photographs his wife had taken during the construction of their
house, Gene convinced the hiring manager he had the necessary
knowledge and experience with building materials and tools.

"A picture is worth a thousand words." If this saying is true, consider the possibilities
for showcasing your qualifications. Presenting a picture of your accomplishments using
work samples may provide immediate impact and understanding of your skills.

Work samples can be presented in a variety of ways. Traditionally, artists and
photographers prepare a collection of their best work. Those seeking work in the
performing arts use video and audio tapes. Published works are the work samples of
journalists and reporters.

A chef or baker could show photographs of culinary creations. Tailors or seamstresses
could wear examples of the clothing they produced. A secretary could have a writing
sample completed in school. Office support staff might present brochures, reports or
newsletters as samples of their work. A mechanic could present pictures of auto
restorations. Facilitators or trainers could use participant evaluations and videos of
presentations. Other sources of work samples include hobbies, sports, scouts, hunting,
fishing, crafts, volunteer work and other interests.

Work Sample Advantages

Builds self-confidence-- presents the tangible evidence of what you've accomplished.

Proves your credibility-- shows you have the experience and can accomplish the
tasks.

Proves you can do the job-- overcomes the perception that you lack experience or
are under-qualified.

Be proactive with your work samples. While work samples may be used any time
during your job search, you'd usually present them at an interview. Promote the fact
that you have them and want to use them to illustrate your skills, abilities and
accomplishments. After all, you're proud of what you've done. Show it!



Almost every occupation lends itself to the use of work samples.

Portfolios-- The Toolbox

The idea of using a portfolio has always been associated with certain types of work.
This section will present the notion of using a portfolio regardless of your desired
occupations. As noted above, there are many ways to promote your skills in a visual
and dynamic way that can make you stand out from the rest. All that is needed is a
method of organizing and presenting things important to your objective. The toolbox
is the portfolio.

Interviewing is perhaps the most stressful part of a search for work. A portfolio can
provide some comfort in that process. It will improve your confidence by having
something to refer to in support of your answers to questions or requirements of the
job. It will demonstrate to the interviewer that you are organized and focused. It can
show that you did your homework and are truly interested in the job. Perhaps most
importantly, it provides a systematic way to "close" the interview and leave an
impression both in the mind of the interviewer and in their hands.

Organizing Your Portfolio

Start with a notebook of some kind to hold and display materials. This could be as
simple as a loose leaf binder with dividers. Think in terms of how you will use it in the
interview. At the beginning, it is useful to have a fresh copy of your resume. If there
is a pocket in the front cover, put it there. The contents in the rest of the portfolio
are best displayed in clear page protectors.

The very first page in the book should be reserved for any information you can find on
the employer or the interviewer. Often you can find the company website or an
article in the paper. Make a copy and insert it into the front of the book. Just behind
that, place a copy of an article that shows a challenge or problem the industry is
facing. These articles give you material to engage your interviewer in a dialog.
Ideally, the interviewer will notice your book and possibly these articles while you
retrieve a fresh resume at the beginning of the interview. Without appearing too
pushy, look for a time to refer to your research. People will be appreciative of the
fact that you took the time to find out something about them or the company.

If they simply ask, "What's that you have there?," tell them that the portfolio helps
organize your work search, supports the claims made on your resume and proves you
are the right one for the job.

Whether or not you talk about your research, ask near the beginning of the interview
if it is alright to take notes. Usually this is acceptable and gives you another
opportunity to get your portfolio noticed. Turn to the back cover where you have
inserted a note pad in the pocket or rings of the binder. On the left, in a clear page
protector facing the note pad, include a comparison of the requirements of the job to



your skills and experience. You can find an example in the chapter on Resumes and
Cover Letters called Job Match or "T" Letter Sample. For this and other items in your
portfolio, make copies and insert them behind the originals. Before the interview is

over, you want to go through this comparison and ask if there are any other things
necessary for the job. This will give you an opportunity to address any hidden issues.
Never leave the interview without asking for the job, assuming you want it at that
point. This is part of the Job Match Letter and should also be verbalized by you before
the interview ends.

As the interview progresses, refer back to the portfolio anytime you can provide
documentation supporting your claims and illustrating your qualifications. Each time,
pull out a copy to give to the interviewer. By the time the interview is over, the
interviewer should have your resume, documents supporting your qualifications and a
letter comparing your skills to the job requirements and asking for the job.

It should be emphasized that the interviewer must always be allowed to lead. You are
in a "sell" position and the employer is in the "buy" mode. Until that relationship
changes, like after an offer of employment, you must guard against the appearance of
leading the interview.

The actual content of the portfolio will be dictated by each person's history. As a
guide, refer to the following outline to give you ideas.







word of mouth.

Screening

Once employers have an applicant pool, they narrow it down to the best qualified.
This is no simple task. Employers are usually working with limited information. An
application and/or a resume may be all they have. They may also have references and
a record of past employment, but they usually will check these only after an initial
screening. The reality is that for any one job, employers may have hundreds of
applicants. Therefore, their first task is to eliminate as many as possible, as fast as
possible. During the initial screening, employers generally spend no more than a few
seconds on each application.

Employers will spend more time reviewing the small number of candidates left after
an initial screening. They will look more closely at qualifications and may contact
references and/or past employers. Some may call the applicant to conduct a
telephone screening interview, or they may schedule an in-person screening
interview. Employers are frequently turning to technology to help manage the hiring
process. Growing technologies include resume scanning systems, databases and the
Internet. The goal of screening is to narrow the pool of qualified applicants to those
to be interviewed.

Selection

While every step in the process plays a part in the hiring decision, employers most
often make the final selection based on the interview. At the interview, employers
are seeking to verify qualifications and to evaluate how the person will fit into the
organization. When someone is called for an interview, they can be reasonably
confident employers believe they're qualified for the job. Employers are interested in
the person or they wouldn't be investing their time in an interview. The question is,
"Are you the best qualified person for the job?"

"Best qualified" doesn't just mean skills, experience and education. Employers are also
looking for motivation, a passion for excellence and a dedication to continuous
learning and quality. They're also looking at how much a new employee will cost
them. Hiring is a major "purchase" that costs thousands of dollars per year. Employers
want to make sure they get the best value for their money. After all, most job seekers
don't come with a money-back guarantee.



The Hiring Structure

Usually, larger employers and those that do extensive hiring will have a formal hiring
structure. Smaller employers and those who hire less frequently will be less formal.
Also, larger employers may have several people involved in the process, while smaller
employers may have one person handle the hiring. There are also industry-specific
hiring practices. Medicine, education and government are industries that have unique
hiring processes. Union contracts will also influence the process.

Not everyone in the hiring process has the authority to hire. Usually one person, most
often the manager of the department where the person will work, makes the final
decision. If possible, it's worth finding out who will make the final decision. However,
treat everyone as though they're the hiring authority. You never know who has
influence on the hiring decision. At the very least, you may be working with that
person if you're hired.

Cindy is looking to fill a position in her department. Through a successful recruiting
effort, she has 120 resumes. Cindy has one position and plans to interview no more
than 10 candidates. There is no way she can thoroughly review all 120 resumes. In
planning her strategy, she decides to screen the resumes for basic requirements and
appearance. She quickly pages through the resumes and eliminates those that do not
meet the basic requirements and those that are poorly presented or have errors. In
less than an hour, Cindy has narrowed the pool of candidates down to the 10 she plans
to interview.

The human resources department isn't usually the hiring authority. It manages the
hiring process. Exceptions may be when hiring for an entry-level position, when the
employer has many positions open, or when the position is in the human resources
department. The human resources department will usually recruit, screen and
schedule interviews. Although the department usually doesn't hire, it often has a lot
of influence on the hiring decision.

Advertised Jobs

Many employers advertise their job openings. The newspapers, trade journals,
television, radio, bulletin boards, grocery stores, self-service laundries, libraries,
store windows and the Internet are all sources of advertised jobs. The most common





Today's Job Market

The hiring process is more structured than it was in the past. Employers are generally
more selective. Many factors have influenced the process. Large numbers of
candidates, employment legislation, new technologies, employer liability and
organizational restructuring are a few of these influences. No longer do employers
hire with the intent of lifetime employment. The assurance of retirement with a
single employer is quickly becoming outdated. The average person will have many
jobs and will change careers several times during her/his lifetime. Job search is no
longer a single or rare event in life-- it has become an ongoing career process. A
successful job search campaign will consider these changes and will use all available
resources.







The Networking Campaign

There are four basic categories of networking contacts. Each has its own unique
value. A good networking campaign will draw from each category.

People you know well-- friends, family, neighbors and coworkers.

This is a good place to begin your networking campaign. These people have the most
interest in your success and are excellent networking contacts. These are the people
with whom you're most comfortable and from whom you can ask for the most
assistance. However, when networking with this group, set clear goals. They may
want to help more than you wish. Acknowledge their value and say "thank you." This
group is often the least appreciated.

People you see occasionally-- acquaintances or business contacts.

More than 25 percent of the people who find jobs through networking received the
referral from someone they see once a year or less! These are people with whom you
may feel less comfortable with, but they also have the greatest potential. Ask this
group for ideas and referrals. You may need to reintroduce yourself. State your
purpose, acknowledge their value and request a meeting.

It's a good idea to set reasonable time limits for the meeting. Let them know you only
want 30 minutes of their time. Be sure you stick to your time limit. Come well
prepared, and be professional and organized in your discussion.

Referrals from your other networking contacts.

Stretch your network by meeting new people who are the friends, associates and
acquaintances of your networking contacts. Sometimes these will be people with
additional information, but they may also be potential employers. In either case,
review the sections on Direct Employer Contact and Telephone Communications. Most
job seekers will now be out of their comfort zone. This is where you will find the real
action. You're getting closer to that job. When approaching a referral contact,
introduce yourself with a lead statement that will get their attention. Use the name
of the person who referred you. State your purpose and request a meeting. Limit the
time for the meeting, be well prepared and be professional.

Cold-calling people you don't know and to whom you haven't been referred.

Through your employment research and networking, you may discover the names of
people with whom you'd like to talk. This type of contact takes another level of
confidence, but the potential is great. Take the initiative and you will find that these
contacts will pay off.



Networking List

Here is a list to get you started.

_____ Friends
_____ Neighbors
_____ Social acquaintances-- bridge group, hiking club, softball team, etc.
_____ Social club members
_____ Health club members
_____ PTA members or groups
_____Classmates-- from any level of school
_____College alumni-- get a list of those living in the area
_____Teachers-- your teachers, professors, your children's
_____Anybody you wrote a check to in the last year
_____Drugstore owner
_____Doctor, dentist, optician
_____Lawyer, accountant, real estate agent
_____Insurance agent, stockbroker, travel agent
_____Veterinarian
_____Dry cleaner
_____Flower shop owner or manager/sales clerks
_____Manager of your local bank
_____Current and former coworkers
_____Relatives
_____Politicians
_____Chamber of Commerce executives
_____Professional association executives
_____Trade association executives
_____Members of professional organizations
_____Religious leaders-- check your fellowship/congregation for a job-loss support
group
_____Members of your fellowship/parish/church/congregation/synagogue
_____People you meet at conventions
_____Speakers at meetings you’ve attended
_____Business club executives and members-- Rotary, Kiwanis, Jaycees, etc.
_____Friends you served with in the military
_____Volunteer affiliations
_____Friends of your parents
_____People you meet on airplanes, riding the bus (you never know!)
_____Community meetings
_____Daycare facilities
_____YMCA/YWCA
_____Coaches
_____Mechanics
_____Hairdresser/barber


