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The Best Way to Organize Your Job Search 
Note:  This article taken from www.CareerLab.com, a 700-page website dedicated to job seekers and employers.  CareerLab is a career strategy and human capital services firm based in Denver, Colorado.

Question: 
How do I organize my job search? 

Answer: 
Label 18 file folders with the headings below. Using them is easy. Review all the folders every day for a few weeks until you get the hang of it. This system will make your job- hunting life much easier: 

   
1. “A” Prospects - The "hot ones" you don't want to lose track of. Watch them daily. 
2. Add to Network - Names, addresses and telephone numbers you want to add to your database. 
3. Hold - Maps, directions to meetings, anything you may need later, but not on a specific date. Everything associated with a specific date goes into the follow-up file (described later). 
4. Hunches - Clippings of news stories where there might be job opportunities: plant openings, new product announcements, company growth, promotions, mergers. You could have three folders: a) Local Hunches; b) Regional Hunches; and c) National Hunches. 
5. Ideas/Strategies - Any brainstorm you get that could help you later. Example: "To reach hiring manager, call early a.m. or late p.m. before the secretary arrives or after she leaves." If you get a letter with a business reply card in it and decide to do something similar, the card goes into your "Idea" file. 
6. Junk Mail - Letters and marketing pieces that contain good ideas that could be adapted for the job search. Example: Your insurance agent sends you a warm, friendly letter, and you want to remember the salutation. Save it here. 
7. Marketing Letters - High-powered letters you might want to re-send to a different reader. You could add additional folders for: a) Friend Letters, b) Search Letters, c) Thank You Letters, d) Want Ad Letters, and e) Reference Letters. 
8. Meeting Announcements - Brochures or clippings describing conferences, conventions, business meetings. 
9. No Interest NOW - Don't throw your notes and records away when someone indicates lack of interest. Save them here. Review them in four to six weeks. Things often change. "No" doesn't always mean "never." 
10. Postage - Stamps in all denominations, especially 32 and 55 cents. 
11. Proposals/Samples - If employers have asked for proposals describing how you would solve a problem, they are filed here. Work samples could go here too, or in a separate file. 
12. Prospect List - A list of all the companies and individuals that might be of interest. (Also a list of companies that aren't of interest?) 
13. RECAP - A daily journal of all your phone calls and correspondence so you can remember who you called and what you sent. 
14. Resume - If more than one version, label files "Resume One," "Resume Two," and "Resume Three." 
15. Send Something - The names and addresses of people you've promised a letter, a resume, a proposal, a gift, a marketing package, or a thank you note. 
16. Stationery - Your printed letterhead, envelopes, and business cards. 
17. Telephone Scripts - Notes to plan for future telephone conversations: what you'll say, what they might say. Answers to key objections. Major accomplishments. Answers to difficult interview questions. 
18. Follow-Up. Get a 9 x 12" expanding file numbered 1 to 31 (for the days of the month). Every time you send a letter, decide when you should follow up and put your letter into that slot. Example: a breakfast meeting on the 18th should go into the section marked 18, and so forth. Check the file daily to see what to do. This is the easy way to keep important details from falling through the cracks. 

Other Tips

· Voice Mail. Telephone answering is essential. Don't leave your telephone unanswered, even occasionally. And please, use a business-like message. No cute children's messages on the voice mail. 

· Tinker with your tracking system. Add new file folders. When files become too thick, when it takes more than a few seconds to find a document, subdivide files into separate categories. You could color code your system too, using yellow folders for letters, and red for resumes, for example. It's fun to be organized, and being organized will shorten your job search. The organized person gets more done in less time, thus gets re-employed quickly. The disorganized campaigner can never seem to find his or her notes. 

24 Ways to Develop Job Leads
  
Note:  This article taken from www.CareerLab.com, a 700-page website dedicated to job seekers and employers.  CareerLab is a career strategy and human capital services firm based in Denver, Colorado.

There are an infinite number of ways to approach the job market. The more strategies you put into play, the greater your chances for success. Here are 24 world-class tactics for developing job leads: 
  
1. Write to Personal Friends & Business Acquaintances Explain your situation, paint a Polaroid picture of your ideal next job or opportunity, and ask for advice and ideas. It's a good idea to write to friends of your spouse, and to fellow association members, too. 

2. Contact Employment Agencies or Recruiters Explain your situation, describe your job target in detail, and give salary requirements (optional) and geographic preferences. Find lists of recruiters in The Directory of Executive Recruiters (Kennedy Publications).

3. Answer Want Ads They're listed in newspaper classifieds, on-line services (especially the Internet), state job service centers, association periodicals, and on employment TV. The best letter format is to list the job requirements in a column on the left side of the page, then show how you fit in a column on the right side. It's not a bad idea to answer important ads twice, a week apart; be sure to include a note expressing keen interest the second time. 

4. Sign up for Job Search Seminars 
5. Attend Job Fairs 
6. Join a Job-Finding Club They're listed in the classified section of the The National Business Employment Weekly, published by The Wall Street Journal. 

7. Attend Organizational Meetings and National Conferences Gale Research publishes The Encyclopedia of Associations and Association Periodicals. To learn who's coming to town, contact your local convention and visitor's bureau, or your chamber of commerce. 

8. Read Association Periodicals Job leads appear in feature articles. Look for what's new, what's changing. See Association Periodicals by Gale Research. 

9. Attend Business and Personal Social Events The jobs are where the people are, namely at parties, get-togethers, sporting events, health clubs--anywhere people gather. 

10. Write a Direct Mail Letter to Companies Get lists from the Directories in Print, Contacts Influential, or the National Directory of Mailing Lists. 

11. Contact Companies by Telephone You might want to read Cold Calling Techniques, by Stephan Schiffman. It makes phoning much easier. 

12. Call Job Hotlines Many are listed in The National Job Hotline Directory (an annual publication). 

13. Register With Your College Alumni Association 
14. Seek Part-Time or Consulting Work Temporary employment agencies are listed in the yellow pages. 

15. Volunteer Your Expertise Choose an organization where you might later be hired; little jobs lead to bigger jobs. 

16. Watch the Media and Play Off Trends Pay attention to radio and television, newspapers and professional journals. Look for change, opportunities, and problems to solve. 

17. Call the Human Resources Department Ask, "Are you Accepting Applications for (your specialty)? If so, what is the application process?" 

18. Write a Letter to Newsmakers Check "People On the Move" columns in newspapers, magazines, trade journals. 

19. Advertise Yourself In The National Business Employment Weekly, in the business section of metropolitan dailies, or in any media of your choice: for example, targeted bulletin boards or neighborhood newsletters. 

20. Sign Up With a Job Networking Service They usually cater to $50,000+ opportunities. The National Business Employment Weekly lists them, and Exec-U-Net is one such service. 

21. Give Classes or Presentations Teach in local community colleges, at business meetings, in professional associations--anywhere you will be seen and noticed. 

22. Take a Continuing Education Class Meet the instructor(s); rub shoulders with fellow attendees. 

23. Conduct Informational Interviews Dick Bolles explains it best in his annual edition of What Color Is Your Parachute? (Ten Speed Press) 

24. Try Offbeat Ideas Over the years, participants in outplacement workshops have made some wild suggestions. One that always comes up is, "Read the obituaries--there's bound to be a job vacancy." Everyone in class laughs. It's a not-too-practical idea, and I've never seen it pay off, but you could try it--or any other creative idea you might find. 

 The Rules of the Resume Game
Note:  This article taken from www.CareerLab.com, a 700-page website dedicated to job seekers and employers.  CareerLab is a career strategy and human capital services firm based in Denver, Colorado.

Resume writing is like tennis in that certain rules apply. The tennis court is a specific size. The net is a standard height. You can remove the net and hit the ball, but then you're not playing tennis. 

Similar conventions apply to resume writing. You can make up your own rules as you go along. For example, you can print your resume on bright red paper--and you'll have an eye-catcher all right-but you won't have a decent resume. 

Here are the features of the resume that always produces interviews and job offers: 

 
1. It's accomplishment-oriented. Everything on the page is built around your achievements: your "triples" and "home runs." They are its only reason for being. 
2. It's organized. Things aren't dropped in helter-skelter. Information falls under easily understandable general headings, which makes it easy to find facts. 
3. It's broken down into sub-headings. No long paragraphs. 
4. It's concise, not wordy. It's written in crisp phrases, not full sentences. In resume language "K" means thousand, "M" means million, and "MM" means hundred million. Thus, $27K means 27 thousand dollars. Omit words like "a, an, and the" and "I, me and my." Otherwise, don't abbreviate. Take out the obvious. If you hit 85 home runs last season, you probably don't need to mention you also hit singles. 
5. It's written on one or two full pages, nothing else. Half-page or 1-1/2 page resumes look like you ran out of steam, or didn't plan well. 
6. It's normally limited to two pages, except for the occasional senior executive resume, which can go to three.  Tip: The first draft is often too long (say 3 pages). Keep a long version and then edit to a short 2-page version. Hence, two resumes. This will satisfy your need to "have everything in there" and the real world's requirement to "keep it to two pages." Use the short version for general mailings; use the long version only when it's specifically requested. Some writers insist on having lengthy resumes: five or six pages, sometimes more. Yet once they try them in the job market, they come back for a two-page version. 

7. It's packed with important details. Nothing irrelevant. No personal data is included, except when there is an important reason to do so (for example, when industry standards require it). Let the resume simply show where you've been and what you've accomplished. That's it - don't say anything about references, age, marital status, references, sex, race, family, personal interests, political or religious affiliations--unless mentioning these things will help. For example, if you're a Mormon job-hunter in Salt Lake City, mentioning The Church of Jesus Christ of Latter Day Saints could be a plus. Mentioning that in New York City might be a negative. Unless you're sure, keep quiet. Another example: if you belong to a computer user's group and you're looking for a computer-related job, mention the club. If prospective employers want to ask you about outside activities, let them ask you face-to-face. 

8. It's typed or word processed--never handwritten--and it's laser printed on plain white bond paper, or off-white gray or buff. Nothing else. Very clean photocopies onto good bond paper are more than adequate. No need to wordprocess all originals. (Key concept: You don't make a better resume by using better paper. You make a better resume by using carefully chosen words.) 

9. It's one-of-a-kind, not canned. It's not done by a resume service. 
10. It's conservative, because business is conservative. 
11. It's flawlessly clean. No typos, no misspellings. No whiteout. One Human Resources Manager said he trashes all letters and resumes with even one spot of whiteout. Perhaps short sighted, but that's reality. 
12. It's interesting, provocative, and enthusiastic. Not boring. 
13. It's weighted to emphasize recent work experience. As a general rule, employers care most about what you've done recently; say within the last ten years. They care less about what you did earlier. (Exception: when something 10 or 15 years ago bears directly on their needs today.) So if you look at a well-written resume visually, it looks like an inverted pyramid. Your most recent experience receives the most attention (space), and earlier jobs get less attention (space) as you go backwards in time. That way, when you get to the very beginning of your career--say 15 to 25 years ago--you may have only enough room on the page to list the names of companies, job titles, and dates. That's perfectly okay, because chances are, most of your earlier work experience was less sophisticated. 

The Secrets Of Effective Networking
  
Note:  This article taken from www.CareerLab.com, a 700-page website dedicated to job seekers and employers.  CareerLab is a career strategy and human capital services firm based in Denver, Colorado.

Your next job will probably come either from your friends or from their friends, so networking--building personal relationships--is vitally important. 

Where to start:

· List all your personal friends and business associates. Contact them by letter first, then by telephone later, explain your situation, describe your career direction, and ask for advice and ideas. 

· Reestablish old friendships in follow-up phone calls. Ask about your friend's work and family; get caught up on recent events. Wait until your listener asks about you, then explain your situation in positive terms, even if it's hard to find positives. Ask for suggestions, and specifically ask, "Who else should I be talking to?" 

· If you find networking hard because you don't want to use your friends, or because you dislike asking for help, overcome this by genuinely caring about those you call. Your interest will delight them, and they'll gladly share information. Remember, you'd willingly help them if they came to you needing similar support. 

· Force yourself to use the telephone; it gets easier as you call. 

· Look for information about industry trends or trends in your functional area or specialty.

· Watch for plans for new products or services. Seek out emerging markets, hidden jobs, and companies that are hiring. Listen for upcoming retirements and insider tips about corporate culture or political infighting. Pay attention to news of reorganizations, expansions, mergers or acquisitions. Ask about business associations, publications, or resources. Focus on anything change-related, because change means opportunity. 

How to structure a meeting: 

Your telephone calls will soon produce face-to-face meetings. In the beginning, be friendly and establish rapport. Set the stage by asking how much time you'll have. State your purpose clearly and directly. Share your excitement and enthusiasm, and ask for advice and ideas. In general, listen more than you talk. Watch for opportunities, and take brief notes. Ask for referrals to other experts. Before you leave, ask for a business card, discuss a next step, and offer heartfelt thanks. 

How to recognize opportunities: 

· Don't look only for specific openings where someone else held the job before. Watch closely for problems you would enjoy solving or weaknesses in a company where you could help. Example: becoming an in-house attorney where there was none before. Work groups where you like them and they like you. In employment this is called "good chemistry" or "good fit." Companies where people are complaining, troubled, or under pressure. This often indicates too few people to do the work at hand: a need for hiring. Anywhere you see something missing that you could add a logical extension or improvement. Example: pizza delivery for a pizza restaurant.

· Listen 80% and talk 20%. Personal meetings should be interactive, like tennis; but in general, others would rather talk than listen. Therefore, give them your full attention. Listening builds trust and says, "I care about you." If you're having trouble getting hired, try listening 50% more. 

· Yet there is a time to talk about yourself. Sooner or later, your host will say, "Tell me about yourself," "Why are you here?" or "How can I help you?" When that happens, take twenty seconds--not twenty minutes--to answer. 

· Walk in prepared. Know what you want. Never enter a meeting without knowing why you're there. You'll waste your time, waste your contact's time, and look unprofessional. Show up unprepared too often and word will get around that you lack focus. No one will want to talk to you. 

Key questions to ask:

One goal of networking is to get referrals, but how do you ask for names? You can be too direct and put others off. You can be too vague, and come away empty handed. So what do you say? 

In general, it's better to be subtle and indirect rather than blunt. "Can you give me the names of your friends?" might put your host on the defensive; the answer may be no. "Who else should I be talking to?" is far less threatening and will elicit the names of friends and key contacts anyway. 

If you're wondering what else to ask in a networking session, try these on for size: 

· How does my resume look? 

· What would you change or modify? 

· Are my letters crystal clear? 

· Do you have any advice or ideas for me? 

· Who else should I be talking to? 

· Are there any groups or organizations I should attend? 

· Are there any books or publications I should read? 

· What would you do if you were me? 

· Who would you be talking to? 

How to end:

When appropriate, establish a next step: a phone call, follow-up meeting, something to be mailed. If you end with no next step, you miss the chance to involve this person in your campaign--possibly a big mistake. 

Tell people you value their suggestions and plan to take action on them. Say, for example, "I'll call the people you recommended and read the articles you suggested. Then I'll check back in a week or so to let you know what happened." This approach lets the person know you take them seriously. It cements the relationship. In addition, it makes this person a more permanent part of your network, not just a passing face. If you handle it right, you can call later for further help. 

Don't make the mistake of contacting people only once. Your search will never build momentum. As you meet technical experts and business leaders, become a friend to them, and they'll likely return the friendship. 

Your contact network should always be growing, not shrinking. The best way to expand it is to seek out new people and build relationships. It doesn't really matter who you choose, so long as you like them, they like you, and you can help each other. 

As you launch your job campaign, remember these basics: 

1. Do your homework; don't expect others to teach you what you should research yourself.

2. Dress well. Never go into a meeting without checking your appearance in a restroom mirror.

3. Seek information only, don't ask directly for a job.

4. Don't be pushy; don't require others to help.

5. Be optimistic and upbeat. If you have fun, they'll have fun. If they have fun, they'll like you. If they like you, they're more likely to help you or hire you.

6. When someone helps, offer something in return: a book, an article, a favor, or the name of a contact.

7. Ask for a business card or for the correct spelling of name, title, and address.  Then send a thank you note the same day you talk or meet.

8. Always give more than you get.

I once met a highly successful job hunter with a secret. He said, "I create relationships. The relationships create the jobs." He was absolutely right; that's exactly how it works. 

Simple Closing Comments Create Job Offers
   
Note:  This article taken from www.CareerLab.com, a 700-page website dedicated to job seekers and employers.  CareerLab is a career strategy and human capital services firm based in Denver, Colorado.

 
Interviewing is a selling opportunity. It's a relatively short time frame and you're in the spotlight. Even in so-called casual interviews, you're watched and evaluated very closely. You're compared to others and graded. Everything you do, everything you wear, and everything you say is magnified, and either helps or hurts you. 
 
You can sell yourself into a job and receive an offer by using "closing comments." Closing comments are thoughts you drop into the conversation to "close the sale." Closing comments screen you into the position as opposed to screening you out. They say, in effect, "You should hire me. I belong here." 

Interviewers want to know at least three things: 

1. Can you do the job (do you have the technical skills and experience)?

2. Will you do the job (are you motivated to perform)?

3. How do you fit into the corporate culture (is the personal chemistry good)? 

To be successful, you need to win in all three areas. Let's discuss them separately. 

Can you do the job? 

The company wants to know if you have the required technical skills and experience. They also want to know if you can take the ball and run with it. You want to show sureness (self confidence) rather than unsureness (lack of confidence). Don't lie, but don't be unnecessarily modest. You want to communicate "I can handle this with no sweat," not, "I could do it if you'd hold my hand every step of the way." Here are some good closing comments: 

"The job fits me."
"This would be easy."
"I've done this before."
"I wouldn't have any trouble with that."
"We did a very similar project at AT&T."
"I could make a big contribution in a hurry."
"No problem. That's exactly what we did at Columbia/HCA."

Will you do the job? 

The company wants to know your level of motivation. Do you want the job? If so, how badly? (Remember that wanting it too badly can be interpreted as desperation.) Here are some closing comments: 

"I could really see myself fitting in here."
"I think we'd work well together."
"I'd like the job."
"I'd like to take a shot at it."
"I'd love to take charge of this."
"I'd love to give it a try."
"I'd like to get started on it."
"It would be fun to get started." 

How do you fit into the corporate culture? 

The company wants to know if you'll like others and if they'll like you. You want to use phrases that say, in effect, "I like it here." For example: 

"I like you people."
"I like what you're doing."
"I like the direction you're taking."
"I like your management philosophy."
"I like what I've seen so far." 
"From my perspective, it feels like a great fit." 
"I like the way you manage people . . . and I'd like to work for you."
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