CONTENTS

Foreword  ix
A Special Note  x
Preface  xiii

Step 1
IN SEARCH OF THE PERFECT JOB
Mastering Your Emotions and Regaining Control 1

Taking Charge of Your Life . . . and Your Career 3

Changing Jobs: It's Simple, Though Not Easy 4

Dos and Don'ts of Your Search: The Early Days 4

Through a Glass Darkly: Creating a New Perspective 8

Learning to Market Your Talents Effectively 9

Where Am I Now? 9

Pushing Through Your Psychological Roadblocks 70

Managing Your Emotional Rollercoaster 71

Shaping Your Life the Way You Want 13

Beliefs: Psychological Traps or Springboards 13

WORKSHEET 1. YOU'VE CREATED WHERE YOU ARE! 14
Recontextualizing My Roadblocks 15

WORKSHEET 2. MY PERCEIVED ROADBLOCKS 16

Operating-Style Shifts That Undermine You 17

I Can’t Get Emotional! If I Do, It Will Mean | Have Failed 18
WORKSHEET 3. INEFFECTIVE OPERATING-STYLE SHIFTS 19

WORKSHEET 4. DISCOVERING WHAT WORKS AND WHAT DOESN'T 20
Mastering Your Emotions and Regaining Control 24
Self-Confidence Formula®™ 25

Eliminating the Fear Your Partner or Spouse Feels 32

WORKSHEET 5. VENTING—A SAFETY RELEASE 36

WORKSHEET 6. REVEALING YOUR INSIGHTS TO AN EMPLOYER 37
Creating the Competitive Distinction: Your Choice, Your Responsibility 40
Finances and Benefits: Big Factors in Your Search 41
Strengthening Relationships and Completing Commitments at Work 42
WORKSHEET 7. COMPLETING MY PRIOR WORK ASSIGNMENTS 44
Summary: Don't Take Time Off 46



Step 2

IN SEARCH OF WHO YOU ARE
Uncovering Your Talents, Skills, and Career Options

What Do You Want to Do with the Rest of Your Life? 49
Career Assumptions 50

Focusing on Career Factors: Liked Best—Liked Least 50
Your Personal Self-Description 57

WORKSHEET 8. POSITION AND DUTIES 52

WORKSHEET 9. SUPERVISORS AND BOSSES 53

WORKSHEET 10. PEERS AND SUBORDINATES 54
WORKSHEET 11. ORGANIZATION AND CULTURE 55
Packaging Your Strengths and Weaknesses 56
WORKSHEET 12. MY PERSONAL STRENGTHS 57
WORKSHEET 13. EXAMPLES OF APPLIED STRENGTHS 59
Deciding What You Want in a Job: Position Selection Criteria
WORKSHEET 14. MY PERSONAL WEAKNESSES 62
WORKSHEET 15. MY PERSONAL SELF-DESCRIPTION 63
WORKSHEET 16, REASONS FOR LEAVING YOUR JOB &4
WORKSHEET 17. POSITION SELECTION CRITERIA 66
WORKSHEET 18. POSITION SELECTION CRITERIA 67
WORKSHEET 19. MY IDEALJOB 70

Step 3 3 =
WRITING A KNOCK-OUT RESUME AND MARKETING
LETTERS THAT GET READ

Our World As It Really Is 78
What Do Employers Want? Results! 78

Packaging Your Talents and Abilities:
The Résumé—An Advanced Marketing Tool 78

Eight Key Résumé Guidelines 79

We Take Our Accomplishments for Granted 87
Highlighting Your Responsibilities and Results 82
WORKSHEET 20. ACCOMPLISHMENT TRIGGERS 83
WORKSHEET 21. WHAT + SO WHAT? = "RESULTS” 85
Résumé Preparation Hints 94

Twelve Résumé Samples 95

Writing Powerful Marketing Lefters 121

Letters to Target Company 123
Letters to Search Firm/Employment Agency 125
Letters to Personal Contact 728

iv Contents



Letters to Advertisement 129
“Thank-You” Letters to Interviewers 152

Step 4
BUILDING AND MANAGING YOUR REFERENCES

References Are Valuable and Should Be Used with Care 739
How to Present Your References 739

Do Letters of Reference Really Work? 7140

Selecting, Interviewing, and Managing Your References 140
WORKSHEET 22. FOUR THINGS YOU WANT FROM YOUR REFERENCES
Ten Ways to Prepare Your References 742

WORKSHEET 23. MY POTENTIAL REFERENCES 143

WORKSHEET 24. COMMON QUESTIONS YOUR REFERENCES MAY BE ASKED

WORKSHEET 25. MY REFERENCE SUMMARY 746
Preparing Your Reference Sheet 747

How to Offset Poor or Damaging References 749
WORKSHEET 26. MY REFERENCES 151

Minimizing Potentially Weak References 152

Step 5
USING APPLICATION FORMS TO YOUR ADVANTAGE

Application Forms May Be Hazardous to Your Search 754
How to Avoid Applications 755

WORKSHEET 27, APPLICATION FOR EMPLOYMENT 157

How to Recognize Traps and Trick Questions 767
Commonly Requested Data on Application Forms 762

Step 6
IN SEARCH OF THE PERFECT EMPLOYER

Job Sources—Uncovering the Opportunities That You Really Want!
Source 1: Entrepreneuring 167

Common Entrepreneurial Traits 768

Entrepreneurial Resources 169

Proven Ways to Get Connected 770

Career Search by Level and Avenue 772

Source 2: Advertisements 773

Source 3: Search Firms and Employment Agencies 176
Source 4: Target Organizations 186

Source 5: Personal Networking 794

WORKSHEET 28. MY PERSONAL CONTACTS 198
Developing a Networking Contacts List 799

138

183

166



Step 7
USING THE TELEPHONE TO CAPTURE LEADS
AND LAND INTERVIEWS 200

Overcoming Stage Fright 200

Eleven Guidelines You Have Probably Forgotten 201

The Verbal Résumé™—Your Two-Minute Commercial 203
The Six Elements of Your Verbal Résumé 204

Eight Helpful Tips for Breaking Through to Employers 207
WORKSHEET 29. MY VERBAL RESUME 209

Building Telephone Confidence 270

WORKSHEET 30. MY NETWORK INTRODUCTION 213

The ABCs of Telephone Contacts to a Company 2715
Answering Reject Letters 276

Summary 279

Step 8
INTERVIEWING POWERFULLY
Beating Out Your Competition 221

The Three Questions Asked by All Employers 222

Preparing for the Interview 223

Three Stages of the Interview 225

During and After the Interview 229

Handling the Tough Questions: Role-Playing 231
WORKSHEET 31. WHY ARE YOU LEAVING YOUR COMPANY? 232
WORKSHEET 32, TELL ME ABOUT YOURSELF 233

WORKSHEET 33. WHAT ARE YOUR GREATEST STRENGTHS? 234
WORKSHEET 34. WHAT ARE YOUR GREATEST WEAKNESSES? 235
WORKSHEET 35. WHAT IS YOUR PERSONALITY STYLE? 237
WORKSHEET 36. WHY SHOULD WE HIRE YOU? 238

WORKSHEET 37, WHAT WENT WRONG IN YOUR COMPANY? WERE YOU FIRED?
239

WORKSHEET 38. HOW DO YOU FEEL ABOUT YOUR COMPANY'S ELIMINATING
YOUR POSITION? 240

WORKSHEET 39. WHY ARE YOU INTERESTED IN WORKING FOR THIS COMPANY?
24]

WORKSHEET 40. WHAT DID YOU LIKE BEST ABOUT YOUR COMPANY? 242
WORKSHEET 41, WHAT DID YOU LIKE LEAST ABOUT YOUR COMPANY? 243
WORKSHEET 42. WHAT DID YOU LIKE BEST ABOUT YOUR FORMER POSITION? 244

WORKSHEET 43. WHAT DID YOU LIKE LEAST ABOUT YOUR FORMER POSITION?
245

WORKSHEET 44. DESCRIBE YOUR LAST BOSS 246

WORKSHEET 45. WHAT HAVE YOU ACCOMPLISHED IN YOUR CAREER? 247
WORKSHEET 46. WOULD YOU EXPLAIN THE GAP IN YOUR JOB HISTORY? 248
WORKSHEET 47. HOW DO YOU REACT TO CRITICISM ON THE JOB? 249
WORKSHEET 48. WHAT SALARY DO YOU WANT? 250

WORKSHEET 49, YOU ARE UNDERQUALIFIED FOR THIS POSITION 252

Vi Contents



Step 9

WORKSHEET 50. YOU ARE OVERQUALIFIED FOR THIS POSITION 253
WORKSHEET 51. WHAT DO YOU KNOW ABOUT OUR COMPANY? 254
WORKSHEET 52. DO YOU HAVE ANY QUESTIONS ABOUT OUR COMPANY?
30 Other Interview Questions You May Be Asked 256

Mlegal Questions: How to Handle Them and What to Do 257

Your Turn: Questions You May Ask in the Interview 259

Interview Critique: Fine-Tuning Success 262

WORKSHEET 53. INTERVIEW CRITIQUE SHEET 264

KEEPING YOUR JOB SEARCH “ON TRACK”
AND “ON FIRE”

Step 10

Managing Your Search versus Having It Manage You 266

Why Establish Career Search Goals? 266

Five Ways to Get Your Search Moving and Keep It on Track 267
Your Daily Activity Guidelines for Success 268

After Your Mailing 270

WORKSHEET 54. MY DAILY SEARCH PROGRESS 272

Turnaround Strategies: How to Get Unstuck and Get on Top of Rejection
What about Employee Leasing, Consulting, or Temporary Employment?

TURNING AROUND REJECTION, STRESS,
OR A STALLED SEARCH

Step 11

Patience, Patience, Patience 279

Being Stuck: Recognizing Your Physical Sensations, Emotions, and Attitudes

Stress Comes from Change and Irrational Beliefs 282
Immediate Stress Relief 283

Handling Rejection and Becoming Unburdened 285
Are You Really Committed to Your Success? 286
Getting Unstuck: Thirteen Things You Can Do 287
Leassons from Professional Athletes 288

Success Can Be Stressful—How to Manage It Well 290

IN SEARCH OF THE PERFECT OFFER
Creating What You Want Through Effective Negotiations

Leveraging Up Offers and Opportunities 290
Elements of Success 293

Signs of Continued Interest 294

Receiving and Analyzing Offers 295

What's in the Offe—Potential Negotiable Points 296

255

265

273

276

278

280

291

Contents vii



Step 12

LOOKING BACK AND MANAGING FORWARD
Ensuring Success in Your Perfect Job

viii

Contents

WORKSHEET 55. OFFER ANALYSIS 297

Leverage Offers against Each Other 300

What to Do When the Offer Is Low 301

Catch-Up Strategy—Negotiating Effectively 301
Improving Offers by Focusing on Needs, Not Money 301
WORKSHEET 56. PROFILING YOUR OFFER 304
Seventeen Tips to Improve Your Offers 305
Employment Contracts and Letters of Agreement 307
Rules for Accepting an Offer 308

Rules for Rejecting an Offer 309

The Offer; A Checklist 309

Next Steps—Postsearch Strategy 311

Growth Questions Designed to Unlock Answers 312
Starting a New Job—Your First Few Months 313

Signs That Your Company May be Going to Downsize 374
Strategic Survival Plan in Your New Position 315

Bibliography 317
Index 319

311



