
   
 


  
  Do You Need a 30/30 Job, NOW?



 Most people would love to land an exciting job that leads to long-term career success. But in a fast-paced, disruptive economy that sheds thousands of jobs, and in communities with limited employment opportunities, that’s wishful thinking. How, for example, did you survive the suddenly sinking COVID-19 economy of 2020? If you became unemployed, perhaps you found a lifeboat job. It wasn’t the greatest job in the world, but it helped pay the bills and came with some modest benefits, such as health insurance. Perhaps that ill-fitting job also had a silver lining – opened your eyes to some new opportunities you never thought about. You learned more about what you both liked and disliked about work.


 If you want to land a job within 30 days and within 30 miles from home, be sure to use the unconventional and innovative job search techniques outlined in The Quick 30/30 Job Solution: Smart Job Search Tips for Surviving Today’s New Economy (see page 59). It may well change your life! But, first, let’s identify who you are and where you’re going.


  1. You Are a New and Hopeful Graduate


 If you’re fresh out of school with a newly minted diploma, certificate, or degree and with little work experience, you need to sell yourself as someone who will become an invaluable asset–you’re smart; you work hard; you take initiative; you’re responsible; you have drive; you’re a team player; you’re positive and enthusiastic; you don’t screw up much; and you won’t quit within 10 months (like many other new graduates). You need to understand the two basic economic needs of most employers – (1) make more money and (2) save more money. Above all, they want to minimize the risk of hiring an unknown. Attitude, enthusiasm, drive, and loyalty are everything when you’re starting out with little experience or scant proof of performance. If you lack a clear pattern of performance, create value in what you say and do. Become likable!


  2. You Lost Your Job


 Thousands of people lose their jobs each day. If you lost your’s during the 2008 Great Recession or 2020 COVID-19 Pandemic, you experienced bad luck. In the first few weeks you probably experienced the classic seven stages of grieving – shock, denial, anger, bargaining, depression, testing, and acceptance. Hopefully, you quickly got to the acceptance stage where you began taking positive and purposeful action – from putting your financial house in order (filed for unemployment, tightened and cut spending, secured backup funds, renegotiated payment terms, budgeted) and rearranging your daily schedule/routines to launching a well organized job search or starting a business. Doing this took time, and you may have experienced many rejections and some depression.


   3. You Decided to Quit and Re-Start


 Millions of people voluntarily change jobs and careers each year for a variety of positive and negative reasons. These people engage in various degrees of risky employment behavior. Some quit their jobs and go back to school full-time with the hopes of re-emerging with a certificate or degree for starting a new career. Others make the transition while working full-time with an employer. They set a date, do their homework, and quit when they’ve secured another job or launched a business.


  4. You Are Re-Entering the Job Market After a Lengthy Absence


 Each year millions of individuals re-enter the job market after a lengthy absence – transitioning military personnel, Peace Corps Volunteers, retirees, nontraditional students, ex-offenders, homemakers/mothers, world travelers. These individuals may be relatively "job dumb" – don’t understand how to best find a job, from using the latest technology to preparing for behavioral and situational job interviews. In addition, they need to explain questionable time gaps – why they’ve been out of the job market for so long – and present marketable skills. The time issues are especially critical in the cases of ex-offenders, retirees, and world travelers who may lack a clear sense of what they can do and what they want to do in the future. For transitioning military personnel, ex-offenders, and people with difficult backgrounds, please see these three books on pages 58-59: Military-to-Civilian Success for Veterans and Their Families, The Ex-Offender’s New Job Finding and Survival Guide, and Job Interview Tips for Overcoming Red Flags.


  5. Your Business Venture Failed and Now You Want to Become a New Employee


 Owning and operating a business under the best of circumstances can be tough. Indeed, most businesses fail within the first five years. Others become victims of major business downturns (2008), massive restructuring (2020), or excessive competition. You’re joining thousands of other entrepreneurs who gave it their all but couldn’t make it long-term. As an entrepreneur, you bring very valuable skills to workplaces that need people who understand how to move the bottom line through increased sales and savings. At the same time, you need to convince potential employers that you are not too independent and that you plan to stay around for a while rather than conduct your own business on the side. Becoming an employee may be a big challenge for someone who is used to calling all the shots and having the freedom to set his or her own work schedule. Nonetheless, you should be of special interest to entrepreneurs who need to hire more individuals with an entrepreneurial spirit.


  6. You Want to Supplement Your Income With a Flexible Second or Third Job


 Millions of individuals work more than one job. Finding a second or third job makes economic sense. Many people look tor high-turnover jobs with flexible hours to supplement their income. Waitressing, retail sales, customer service, cleaning, and security positions, which also tend to be low-wage hourly positions, especially appeal to such individuals.


 If you find yourself in any of these six situations, the remainder of this book will help you jump-start your job search . . . and your life!


 
  You Lost Your Job – Now What?




 You’ve just lost your best friend – your job. If you really loved that job, you’ve also lost a loved one and a great family of people who you worked with. Now you’re out in the cold. You miss going to work, seeing co-workers, and feeling productive. You’re probably grieving, starting with shock and anger!


 Don’t take it personally, After all, you and millions of other Americans experience job loss each year. Trust me – this, too, shall pass, and perhaps for the better. Indeed, you may soon discover there is a silver lining in this job loss experience. Like many other people who have suffered similar losses, someday you may look back and say this was the best thing that ever happened to you, especially if you took time to re-imagine your future and made smart decisions that resulted in a job that also launched a new and very productive career and lifestyle.


 But in the meantime, you’ve got lots of work to do in order to get through this seemingly difficult period in your life. Indeed, being very busy helps overcome the grieving process. Most fired people survive and eventually thrive in new jobs. In some cases the job loss was their own fault – got fired for legitimate reasons, didn’t see the warning signs coming, quit their job without having another one lined up. But in most cases, they lost their job because of workplace changes beyond their control – reorganizations, off-shoring, internal politics, technology, or major economic downturns (2008 and 2020). Most such people go through a grieving process, which includes bouts of depression and anger and then resignation and realization that they are really unemployed and need to do something quickly!


 When your paychecks stop coming in, bills pile up, health insurance runs out, and unemployment compensation does not keep your boat afloat, a loud wake-up call tells you it’s time to start getting your house in order by doing things you never thought you would have to do. That’s what this pocket guide is all about – helping you though this critical period. I’m hopeful you will soon experience renewed job and career success!


  Don’t Get Angry – Get Smart and Focused


 Here’s what you need to quickly do as you get started:

 
 ❑ Focus your mind on goals, plans, and implementation.


 ❑ Shorten your grief and depression time by keeping busy.


 ❑ Put your financial house in order – take a hard look at your income and savings as they relate to ongoing expenses. Tighten your belt accordingly.


 ❑ Form a support group with other job seekers.


 ❑ Develop an aggressive 30-day job finding plan (see key tips in The Quick 30/30 Job Solution – pages 1 and 59).


 ❑ Implement your plan with attitude and enthusiasm – show your spark and be positive.


   Do the Basics the First Week Out


❑ Involve your family – you’re in it together, so do it together.


 ❑ File for state unemployment compensation – visit this useful website for details on each state: fileunemployment.org


 ❑ Investigate government-sponsored retraining opportunities.


 ❑ Check on your health care insurance – extend it if possible.


 ❑ Send a thank-you letter to your former employer – you may become the first re-hired because of this thoughtful action!


 ❑ Let people in your network know you’re looking for a job.


 ❑ Take a few days off to smell the roses and clear your head.


❑ Avoid making any big decisions with major consequences.


 ❑ Get very busy working on finding a job – make job hunting a full-time job starting with the 30/30 approach (page 1)!


   Manage Your Money Well


❑ Make a list of your assets and liabilities. How are you doing?


❑ Determine what you need to live on and start budgeting.


 ❑ Change shopping and spending habits (TIP: use 1-2 credit cards only and limit online shopping to one day a week).


 ❑ Contact your creditors if necessary about your challenging financial situation (TIP: ask for new payment terms)


 ❑ DON’T touch your IRA or 401(k) – you’ll need them for long-term financial security and avoid 10% penalties.


   Form a Support Group/Job Search Club


❑ Join or form a job search club, such as The 40-Plus Club in Washington, DC (www.40plus-dc.org), or search for a job club near you on CareerOneStop.org; many such clubs are sponsored by career centers or churches.


 ❑ Contact friends and relatives for assistance – let them know you’re looking for a new job.


   Change Your Attitude, Change Your Life


 ❑ How’s your attitude? (TIP: take the quiz on pages 11-12)


 ❑ Prepare for several rejections with a positive attitude.


 ❑ Answer this key goal-oriented question – “What do you want to do with the rest of your life?”


  Use the Right Resources


❑ Government assistance – contact your local OneStop Center.


 ❑ Alumni groups – contact your school for information.


 ❑ Online social networks – start with www.linkedin.com.


 ❑ Websites – start with www.livecareer.com/resources, www.servicelocator.org, www.careers.org, and monster.com.


❑ Books and DVDs – see resource section on pages 58-59.



   

 

      
      
  10 Steps to Job Search Success



 Finding a job involves a well-defined 10-step process. Each step includes specific job search activities that should be conducted sequentially. Unfortunately, many job seekers start with Step 7 -write resumes and letters-without going through the previous six steps that are prerequisites for producing effective resumes, letters, and applications. Smartjob seekers follow these 10 job search steps, and in this order:



	Get motivated with winning attitudes (pages 11-12)



	Seek assistance and become proactive (pages 8-10)



	Select appropriate job search approaches (pages 8-10 and 20)



	Assess your skills and identify your Motivated Abilities and Skills (MAS) (page 14)



	Develop a powerful objective (pages 15-16)



	Research jobs, employers, and communities (pages 21-22, 55-56)



	Write applications, resumes, and letters (pages 17-19)



	Network for information, advice, and referrals (pages 28-30)



	Develop winning job interview skills (pages 31-40)



	Receive job offer and negotiate compensation (pages 41-42)





 For detailed information on how to implement each of these steps, refer to my Change Your Job, Change Your Life, High Impact Resumes and Letters, and Job Hunting Tips for People With Hot and Not-So-Hot Backgrounds (Impact Publications – available through pages 58-59).


   What′s Your Job Search IQ?



 How well prepared are you to organize and implement an effective job search according to the 10-step process outlined on page 7? Let’s find out by identifying your level of job search competence by completing the following exercise:



   INSTRUCTIONS: Respond to each statement by circling the number at the right that best represents your situation.




 SCALE: 1 = Strongly agree


 2 = Agree


 3 = Maybe, uncertain


 4 = Disagree

 
 5 = Strongly disagree




	  1. I know what motivates me to excel at work.


	1
	2
	3
	4
	5



	  2. I can identify my strongest abilities and skills.


	1
	2
	3
	4
	5



	  3. I have seven major achievements that reveal a pattern of interests and abilities that are relevant to my job and career.


	1
	2
	3
	4
	5



	  4. I know what I both like and dislike in work.


	1
	2
	3
	4
	5



	  5. I know what I want to do during the next 10 years.


	1
	2
	3
	4
	5



	  6. I have a well defined career objective that directs my job search toward certain organizations and employers.


	1
	2
	3
	4
	5



	  7. I know what skills I can offer employers in different occupations.


	1
	2
	3
	4
	5



	  8. I know what skills employers most seek in candidates.


	1
	2
	3
	4
	5



	  9. I can clearly explain to employers what I do well and enjoy doing.


	1
	2
	3
	4
	5



	10. I can specify why employers should hire me.


	1
	2
	3
	4
	5



	11. I can gain the support of family and friends for making a job or career change.


	1
	2
	3
	4
	5



	12. I can find 10 to 20 hours a week to conduct a job search.


	1
	2
	3
	4
	5



	13. I have the financial ability to sustain a three-month job search.


	1
	2
	3
	4
	5



	14. I can conduct library and Internet research on different occupations, employers, organizations, and communities.


	1
	2
	3
	4
	5



	15. I can write different types of effective resumes and job search/thank-you letters.


	1
	2
	3
	4
	5



	16. I can produce and distribute resumes and letters to the right people.


	1
	2
	3
	4
	5



	17. I can list my major accomplishments.


	1
	2
	3
	4
	5



	18. I can identify and target employers I want to interview.


	1
	2
	3
	4
	5



	19. I know how to best use the Internet to conduct employment research and network.


	1
	2
	3
	4
	5



	20. I know which Websites are best for posting my resume and for browsing job postings.


	1
	2
	3
	4
	5



	21. I know how much time I should spend conducting an online job search.


	1
	2
	3
	4
	5



	22. I can develop a job referral network.


	1
	2
	3
	4
	5



	23. I can persuade others to join in forming a job search support group.


	1
	2
	3
	4
	5



	24. I know how to find job leads.


	1
	2
	3
	4
	5



	25. I can use the telephone to develop prospects and get referrals and interviews.


	1
	2
	3
	4
	5



	26. I can plan and implement an effective direct-mail job search campaign.


	1
	2
	3
	4
	5



	27. I can persuade employers to interview me.


	1
	2
	3
	4
	5



	28. I have a list of at least 10 questions about the Company I need to ask during interviews.


	1
	2
	3
	4
	5



	29. I know the best time to talk about salary with an employer.


	1
	2
	3
	4
	5



	30. I have a clear pattern of accomplishments I can explain to employers, including examples.


	1
	2
	3
	4
	5



	31. I have little difficulty making cold calls and striking up conversations with strangers.


	1
	2
	3
	4
	5



	32. I usually take responsibility for my own actions rather than blame other people for my situation or circumstance.


	1
	2
	3
	4
	5



	33. I can generate at least one job interview for every 10 job search contacts I make.


	1
	2
	3
	4
	5



	34. I can follow up on job interviews.


	1
	2
	3
	4
	5



	35. I know how to best respond to a job offer.


	1
	2
	3
	4
	5



	36. I can negotiate a salary 10-20% above what an employer initially offers.


	1
	2
	3
	4
	5



	37. I can persuade an employer to renegotiate my salary after six months on the job.


	1
	2
	3
	4
	5



	38. I can create a Position for myself in an organization.


	1
	2
	3
	4
	5



	TOTAL SCORE


	 








 Calculate your potential job search effectiveness by adding the numbers you circled for an overall score. If your total is more than 90 points, you need to work on developing your job finding skills. How you scored each item will indicate to what degree you need to work on improving specific job search


 
   How′s Your Attitude?
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  Identify Your Transferable Skills



 

  Organizational and Interpersonal Skills


 


	❑ communicating
	❑ motivating
	❑ judging



	❑ problem solving
	❑ leading
	❑ controlling



	❑ analyzing
	❑ selling
	❑ organizing



	❑ planning
	❑ performing
	❑ persuading



	❑ decision-making
	❑ reviewing
	❑ improving



	❑ trouble-shooting
	❑ team building
	❑ designing



	❑ implementing
	❑ coaching
	❑ Consulting



	❑ understanding
	❑ supervising
	❑ teaching/training



	❑ setting goals
	❑ negotiating
	❑ advising



	❑ innovating
	❑ administering
	❑ interpreting



	❑ thinking logically
	❑ conceptualizing
	❑ achieving



	❑ evaluating
	❑ generalizing
	❑ reporting



	❑ synthesizing
	❑ managing time
	❑ managing



	❑ forecasting
	❑ creating
	❑ multi-tasking






  Personality and Work-Style Traits




	❑ diligent
	❑ objective
	❑ tenacious



	❑ patient
	❑ warm
	❑ discreet



	❑ dependable
	❑ honest
	❑ talented



	❑ persistent
	❑ reliable
	❑ empathic



	❑ tactful
	❑ perceptive
	❑ orderly



	❑ loyal
	❑ assertive
	❑ tolerant



	❑ successful
	❑ sensitive
	❑ frank



	❑ versatile
	❑ astute
	❑ cooperative



	❑ enthusiastic
	❑ easygoing
	❑ self-starter



	❑ outgoing
	❑ flexible
	❑ effective



	❑ expressive
	❑ competent
	❑ tidy



	❑ adaptable
	❑ punctual
	❑ candid



	❑ democratic
	❑ receptive
	❑ firm



	❑ resourceful
	❑ diplomatic
	❑ sincere



	❑ creative
	❑ self-confident
	❑ efficient







  Know Your Motivated Abilities/Skills



 

 


	What abilities and skills have I always enjoyed using and want to continue using in the future?





	








   State a Clear Objective or Goal



 

 

 


   



 


   



 

 
    



 







 

 
 

 

 
   Complete Winning Applications



 


	Complete each section thoroughly. If something does not relate to you, write “N/A” (not applicable)


	Answer all questions completely – take time to do it right.


	Dress nicely for the application site – may get interviewed.


	Read the instructions carefully and follow completely.


	If writing, use an erasable black pen to make clean changes. If inputting electronically, carefully proofread as you go.


	Write as neatly as possible – it reflects on you.


	Include all previous employers – no obvious time gaps.


	If you lack work experience, be creative in revealing your key abilities and transferable skills.


	Appear educated, even if you lack formal credentials.


	Select your references carefully – only positive ones.


	Handle red flag questions honestly and tactfully (page 34).


	Minimize abbreviations and jargon.


	Avoid vague statements – employers want details.


	Avoid revealing salary information if possible.


	Emphasize your motivated abilities and skills throughout.


	Remember to sign and date your application form.


	Re-read your answers – should be complete and error-free.


	Attach an achievement-oriented resume if appropriate.


	Ask about the selection process and hiring decision.


	Follow up your application with a telephone call.





   Avoid 45 Resume Mistakes



 

 
	Resume is unrelated to the position in question.


	Too long or too short.


	Unattractive – poorly designed, small type style, crowded copy.


	Misspellings, poor grammar, wordiness, and repetition.


	Punctuation errors.


	Lengthy phrases, long sentences, and awkward paragraphs.


	Slick, amateurish, or “gimmicky” – appears over-produced.


	Boastful, egocentric, and aggressive.


	Dishonest, untrustworthy, or suspicious information.


	Missing critical categories – experience, skills, and education.


	Difficult to interpret because of poor organization and lack of focus.


	Unexplained time gaps between jobs.


	Too many jobs–job hopper with no sense of career advancement.


	No evidence of past accomplishments or a pattern of performance from which to predict future performance; primarily focuses on formal duties and responsibilities that came with previous jobs.


	Lacks credibility and content–includes “canned” resume language.


	States a strange, unclear, or vague objective.


	Appears over-qualified or under-qualified for the position.


	Includes personal information that does not enhance the resume.


	Lacks critical contact information (telephone number and email address) and uses an anonymous address (P.O. Box number).


	Uses jargon and abbreviations unfamiliar to the reader.


	Embellishes name with formal titles, middle names, and nicknames, which make him or her appear odd or strange.


	Repeatedly refers to “I” and appears self-centered.


	Includes self-serving references that raise credibility questions.


	Includes red flag information such as being incarcerated or fired.


	Sloppy, with handwritten corrections and/or stains or smudges.




 


	Not designed to be emailed or uploaded to a database.


	Poorly typed and reproduced – hard to read.


	Produced on odd-sized paper.


	Printed on poor quality paper or on extremely thin or thick paper.


	Soiled with stains, fingerprints, or ink marks.


	Sent to the wrong person or department.


	Mailed, faxed, or emailed to “To Whom It May Concern.”


	Emailed as an attachment which could have a virus if opened.


	Enclosed in a tiny envelope that requires the resume to be unfolded and flattened several times.


	Arrived without proper postage – the employer gets to pay the extra!


	Sent the resume by the slowest postage rate possible.


	Envelope double-sealed with tape and nearly indestructible!


	Back of envelope includes a handwritten note stating that something is missing – a telephone number, email, or new mailing address.


	Resume taped to the inside of the envelope, an old European habit practiced by paranoid letter writers.


	Accompanied by inappropriate enclosures – self-serving letters or recommendations, transcripts, or work samples.


	Arrived too late for consideration.


	Came without a cover letter.


	Cover letter merely repeated what was on the resume.


	Sent the same resume to the same person several times.


	Follow-up call made too soon – before the resume and letter arrived!




 


	Clearly communicate your purpose and competencies in relation to employers’ needs.


	Be concise, easy to read, and in an uploadable Word/PDF format.


	Outline a pattern of success highlighted with accomplishments.


	Motivate the reader to read it in-depth.


	Tell employers that you are a responsible and purposeful individual – a doer who can solve their problems.





   Use the Internet Wisely



 

 


	Post their resume to several employment websites – both general and specialty sites. They tend to have better luck with specialty sites.


	Respond to job listings that best fit their interests, skills, and abilities.


	Spend most of their Internet time doing research on employers and jobs and responding to online application systems of companies.


	Regularly use email to network and communicate with employers – from job inquiries to sending resumes and thank-you notes.


	Move on to more productive job search activities that do not involve the Internet beyond regularly communicating by email.




 

 
	A computer with Internet access.


	An email address for quick and easy communication.




 


	Use someone else’s computer – friend, relative, public library, or public employment office (CareerOneShop)


	Get an email address. Use the free email services of the three major Internet search engines (Google, Yahoo, MSN): www.gmail.google.com, www.mail.yahoo.com, and www.hotmail.com.





   Community-Based Opportunity Networks




 



	■   Banks/financial organizations
	■   Hospitals/clinics



	■   Schools/training groups
	■   Public health groups



	■   Colleges and universities
	■   Doctors/health Professionals



	■   Retail/wholesale businesses
	■   Transportation firms



	■   Direct sales businesses
	■   Construction firms



	■   Churches/temples/synagogues
	■   Temporary employment firms



	■   Nonprofit organizations
	■   CareerOneStop centers



	■   Volunteer organizations
	■   Staffing/placement firms



	■   Federal government agencies
	■   Auto dealers/suppliers



	■   State government agencies
	■   Real estate/property firms



	■   Local government agencies
	■   Shippers (UPS, FedEx)



	■   Military bases/associations
	■   Communication firms



	■   Professional associations
	■   Courts/judicial centers



	■   Clubs/community groups
	■   Substance abuse centers



	■   Media groups
	■   Mental health/wellness groups



	■   Law firms/lawyers
	■   Contractors/consultants



	■   Law enforcement/security
	■   Restaurants/food outlets
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   Attend Targeted Job Fairs




 

 

 

 

 

 

 

 

 

 

 

 

 

 
	


	


	


	


	


	


	


	


	




  
   Start Your Own Business




 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
    
    
    
    
    
    
    
    
    
    
    
  

 

 

 

 

 

 

 

 

 

 

 
   Find a Federal Job




 

 

 


	Survey job vacancies online at www.usajobs.gov and follow the application procedures. Also check out these two websites: www.federaljobs.net and www.jobsfed.com.


	Read the vacancy announcement carefully, determine your eligibility, and then carefully follow the application instructions.


	Submit an outstanding application (OF612 or resume) by following the seasoned advice and examples found in these three key books on federal employment (visit www.impactpublications.com):


	The Book of U.S. Government Jobs


 	Federal Resume Guidebook


 	Roadmap to Federal Jobs









   Network Your Way to Success
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	❑ Friends (see Christmas list)
	❑ Ministers/church members



	❑ Relatives (close/distant)
	❑ Association contacts



	❑ Neighbors (present/former)
	❑ Club members



	❑ Social acquaintances
	❑ Direct-sales people



	❑ Classmates
	❑ Your doctor/dentist/optician



	❑ College alumni
	❑ Your lawyer/accountant



	❑ Teachers
	❑ Your insurance agent



	❑ Bank managers
	❑ Tradespeople



	❑ Co-workers
	❑ Former employers






 
   Prepare for Job Interviews




 


	Develop a 30-second pitch on why someone should hire you.


	Review your resume and be prepared to discuss everything that appears on it – no ifs, ands, or buts.


	Practice developing positive answers to frequently asked interview questions (see examples on pages 35-37) – practice in front of a mirror or conduct mock FaceTime, Skype, or Zoom interviews.


	Prepare positive answers to any objections to your background, experience, and skills, especially any red flag issues (page 34).


	Identify at least 10 questions you want to ask the interviewer.


	Select an appropriate interview wardrobe – neat, clean, and suitable for the employer and company.


	Confirm the time and place of the interview and arrive at the site five to 10 minutes early.


	Treat everyone you meet, including receptionists, with enthusiasm and respect – everyone may be interviewing you!


	Prepare for different types of interviews – one-on-one, sequential, serial, panel, group, behavioral, examination/test, and situational.


	Be prepared to tactfully deal with illegal questions.


	Know how to communicate both verbally and nonverbally.


	Greet the interviewer property – with a firm handshake and smile.


	Communicate positive behaviors during the first five minutes.


	Let the interviewer initiate the openers.


	Answer questions with complete sentences and with substance.


	Close the interview properly by summarizing your understanding, scheduling a second interview, or asking for the job.


	Delay salary discussions until you’ve received a job offer.


	Communicate enthusiasm and energy throughout the interview.




 
   Avoid 40 Job Interview Errors




 

 

 


	Arrive late to the interview.


	Makes a bad impression in the waiting area.


	Offers poor and unacceptable excuses for behavior.


	Presents an unattractive appearance and negative image.


	Expresses bad, negative, and corrosive attitudes.


	Engages in inappropriate and unexpected behaviors for an interview situation (shows tattoos, flirts, etc.).


	Appears somewhat incoherent and unfocused.


	Is inarticulate and uses poor grammar.


	Gives short, incomplete, vague and uncertain answers.


	Appears ill or has a possible undisclosed medical condition.


	Volunteers personal information that normally would be illegal or inappropriate to ask.


	Emits bad or irritating smells.


	Shows little enthusiasm, drive, or initiative.


	Lacks confidence and self-esteem.


	Appears too eager and hungry for the job.


	Communicates dishonesty or deception.


	Demonstrates extreme role-playing to the point of being too smooth and superficial.


	Appears evasive when asked about possible problems with background.


	Speaks negatively of previous employers and co-workers.


	Maintains poor eye contact.


	Offers a limp or overly firm handshake.


	Comes unprepared and shows little interest in the company.


	Talks about salary and benefits early in the interview.


	Is discourteous, ill-mannered, and disrespectful.


	Appears socially awkward and/or odd.


	Tells inappropriate jokes and laughs a lot.


	Talks too much and too fast.


	Argues with the interviewer.


	Drops names to impress the interviewer.


	Appears needy and greedy.


	Fails to talk about accomplishments.


	Does not ask questions about the job or employer.


	Seems too effusive and self-effacing.


	Appears self-centered rather than employer-centered.


	Demonstrates poor listening skills.


	Seems not bright enough for the job.


	Doesn’t know his/her worth and fails to negotiate properly when it comes time to talk about compensation (salary and benefits).


	Closes the interview by just leaving.


	Fails to schedule another interview and/or ask for the job.


	Lacks appropriate follow-up skills, such as immediately writing a thank-you note, sending emails, and making important phone calls.




 
   Handle Red Flags Tactfully




 

 

 

 

 

 

 

 

 

 

  
   Prepare to Answer 58 Questions




 


	Do I show confidence?


	Do I sound dynamic?


	Do I talk in a conversational, non-memorized style?


	Do I speak without excessive fillers – “ah,” “like,” “you know”?


	Do I seem believable? Likable?




 


	Tell me about yourself. (Always focus on your work-related accomplishments – not your personal history)


	Why should we hire you? (Focus on your value/contributions)


	What are your salary expectations? (Timing is everything, and be careful what you wish for!)




 

 Personality and Motivation

 

	Why should we hire you?


	Are you a self-starter?


	What is your greatest strength? Weakness?


	What would you most like to improve about yourself?


	Describe your typical workday.


	How well do you work under deadlines?


	What will you bring to this position that others won’t?


	How well do you get along with your superiors? Co-workers?


	Do you prefer working alone or with others?


	How do others view your work?


	How do you deal with criticism?


	Do you consider yourself to be someone who takes greater initiative than others? Can you give an example?


	Are you a good time manager?


	How important is job security?


	How do you define success?


	How do you spend your leisure time?


	What really motivates you to perform on the job?

 Education and Training



	Why didn’t you go to college?


	Why didn’t you finish college?


	Why did you major in _______________?


	Why weren’t your grades better in school?


	What subjects did you enjoy most? Least?


	If you did it again, what would you change about your education?


	What leadership positions did you hold in school?


	What materials do you read regularly to keep up in your field?


	What is the most recent skill you have learned?


	What are your educational goals over the next few years?

  Experience and Skills



	Why do you want to leave your present job or previous jobs?


 	Why have you changed jobs so frequently?


 	What are your qualifications for this job?


 	What experiences prepared you for this job?


	What did you like most about your present/most recent job?


 	What did you like least about that job?


 	What did you like most about your boss? Least?


	Tell me which responsibilities you most enjoyed in your jobs.


 	What duties did you find most difficult to perform?


	Why do you want to leave your present job? Being forced out?


	Have you ever been fired or asked to resign?


	What’s the most important contribution you made on your last job?


 	What did you want to accomplish but were unable to?


 	What’s the most important thing you’ve learned from your jobs?

  Career Goals



	Tell me about yourself.


 	Describe your career goals.


 	How do your career goals today differ from five years ago?


	Where do you see yourself five years from now?


 	Describe a major goal you set for yourself recently?


 	What are you doing to achieve that goal?


	How long have you been looking for another job?

Why You Want This Job



	Why do you want to work for us?


 	What do you see as your major contributions to our company?


 	What would you change about this position?


 	How long would you expect to stay with our company?


 	How do you feel about working overtime or on weekends?


 	Are you willing to relocate?


 	How much are you willing to travel?


 	What are your salary expectations?


 	How soon could you begin work?


 	Do you have any questions?




 


	Best Answers to 202 Job Interview Questions


	I Can’t Believe They Asked Me That!


	Job Interview Tips for Overcoming Red Flags


	Keywords to Nail Your Job Interview


	Nail the Job Interview!


	Win the Interview, Win the Job


	You Should Hire Me!




  
   Ask Informative Questions




 

 


	What duties and responsibilities does the job entail?


	Where does this position fit into the organization?


	Is this a new position?


	What are you looking for in a successful candidate?


	When was the fast person promoted?


	Is this position vacant now? Why? For how long?


	What is the best experience and background for this position?


	What expectations do you have for this position long-term?


	Whom would I report to? Tell me a little about these people. What are their strengths and weaknesses?


	What is the most difficult challenge facing this position?


	May I talk with present and previous employees about this job?


	What problems might I expect to encounter on this job?


	What has been done recently in regards to . . . . . . . ?


	Tell me about promotions and advancement with this company.


	What are your expectations for the person hired for this job?


	Where do you see this company five years from now? Ten?




 

 
   Close and Exit the Interview Properly




 

 

 


   



 


   



  
   Follow Up the Interview Quickly




 

 

 

 
	Express your appreciation for the interviewer’s time.


	Indicate your continued interest in the position.


	Restate any special skills or experience you would bring to the job (keep this brief and well focused).


	Close by mentioning that you will call in a few days to inquire about the employer’s decision.




 

  
   Avoid 20 Salary Mistakes




 

 
	Wishful thinking – believe you’re worth more than you are worth.


	Appear to be a clever and manipulative person playing games.


	Neglect to research salary options and comparables.


	Fail to communicate accomplishments when talking about money.


	Reveal salary expectations on the resume or in a letter.


	Answer the question “What are your salary requirements?” before being offered the job.


	Raise the salary question before the employer does.


	Fail to ask “value” questions about the company and job.


	Ask “Is this offer negotiable?𠅍


	Quickly accept the first offer without considering options.


	Accept the offer on the spot.


	Agree to the offer primarily because of compensation.


	Try to negotiate compensation during the first interview.


	Forget to consider benefits and thus only focus on salary.


	Negotiate a salary figure rather than discuss a salary range.


	Haggle over the telephone or by email.


	Focus on your needs rather than the employer’s needs.


	Try to play “hardball” by engaging in tough negotiations and mentioning alternative offers, which may or may not be true.


	Express a negative attitude toward the employer’s offer.


	Talk too much and listen too little.




  
   Accept the Job Offer




 

 

 

 


	Send your new employer a nice thank-you letter – never underestimate the power of a simple thank-you letter.


	Send thank-you letters to those who assisted you with all phases of your job search.





[image: No One Will Hire Me” Is a Myth! Krannich, Long, and Fein #3866 Rid yourself of negative job search thoughts with these seven timeless bestsellers. Address numerous myths and misconceptions about finding employment, especially for those who think the deck is always stacked against them! Can purchase separately. SPECIALS: $99.95 for all 7 books; $899.00 for 10 sets of 7 books (70); $6,799.00 for 100 sets (700). Best Resume, Letter, and Interview Tips #6205 Discover the latest inside tips and techniques for communicating qualifications to employers. Can purchase separately. $86.95 for complete set. SPECIALS: 5 sets (25 books) for $399.95; 10 sets (50 books) for $759.95; 100 sets (500 books) for $7,189.95. Best Keywords for Resumes, Letters, and Interviews ($19.95) Cover Letters That Knock ‘Em Dead ($15.99) Modernize Your Resume ($18.95) Modernize Your Job Search Letters ($18.95) Resumes That Knock ‘Em Dead ($15.99) Best Job Interview and Salary Advice Kit #6350 Includes key resources for job search success. Can purchase separately. SPECIAL: $99.95 for all 7 books. 101 Great Answers to the Toughest Interview Questions ($14.99) 101 Dynamite Questions to Ask At Your Interview ($13.95) Best Answers to 202 Job Interview Questions ($17.95) Give Me More Money! ($17.95) Can’t Believe They Asked Me That! ($17.95) Job Interviews for Dummies ($18.99) Win the Interview, Win the Job ($15.95) ORDERS AND QUANTITY DISCOUNTS: 1-800-361-1055 or www.impactpublications.com]

[image: Employment and Life Skills Pocket Guides: The Essential 10 for Individuals in Transition #5980 Designed for job seekers in general, veterans and their spouses, and ex-offenders trying to turn their lives around, these 10 inexpensive and practical self-directed action guides are jam-packed with essential information on employment, personal finance, re-entry, emotional control, and changing mindsets. Each pocket guide includes engaging checklists, tips, examples, quizzes, and exercises for understanding and taking action. Designed (3 7/8 x 4 7/8) as quick references to conveniently fit into pockets and/or handbags. 64 pages each. Copyrights 2010-2021. Can purchase separately - 6 for $2.95 each; 3 for $3.95 each; and 1 for $4.95. QUANTITY SPECIALS: $32.95 for all 10 pocket guides; 10 sets of 10 guides (100) for $299.00; 100 sets of 10 guides (1,000) for $2,299.00. The Anger Management Pocket Guide ($2.95) The Military Family Benefits Pocket Guide ($2.95) The Military Financial Independence and Retirement Pocket Guide ($2.95) The Military Spouse’s Employment Pocket Guide ($3.95) The Military-to-Civilian Transition Pocket Guide ($2.95) The Quick Job Finding Pocket Guide ($4.95) The Re-Entry Employment and Life Skills Pocket Guide ($3.95) The Re-Entry Personal Finance Pocket Guide ($2.95) The Re-Entry Start-Up Pocket Guide ($2.95) Re-Imagining Life on the Outside Pocket Guide ($3.95) ORDERS AND QUANTITY DISCOUNTS: 1-800-361-1055 or www.impactpublications.com]

OEBPS/Images/bck_fig_002.jpg
Employment and Life Skills Pocket Guides:
The Essential 10 for Individuals in Transition

Re-Entry Quick Job
Start-Up

Mitary = Saall
pouse's
Empioyment |

ghafeey

211 &
#5980 Designed for job seekers in general, veterans and their spouses, and
exoffenders trying to tumn their lives around, these 10 inexpensive and prac-
tical self-directed action guides are jam-packed with essential information on
employment, personal finance, re-entry, emotional control, and changing mind-
sets. Each pocket guide includes engaging checklsts, tips, examples, quizzes,
and exercises for understanding and taking action. Designed (3 7/8" x 4 7/8)
as quick references to conveniently fit into pockets and/or handbags. 64 pages
each. Copyrights 2010-2021. Can purchase separately - 6 for $2.95 each; 3 for
$3.95 each; and 1 for $4.95. QUANTITY SPECIALS: $32.95 for all 10 pock-
et guides; 10 sets of 10 guides (100) for $299.00; 100 sets of 10 guides
(1,000) for $2,299.00.
The Anger Management Pocket
Guide 52,

REIMAGINING
it

Skills Pocket Guide ($3.95)
 The Re-Entry Personal Finance Pocket

y Spouse Employment
chet Guide ($3.95)

1y-to-Civilia
Pocket Guide (52.95) Pocket

Tianstion ® Re-imagining Lifeon the Outside
ide (5395)

ORDERS AND QUANTITY DISCOUNT:

055 or www.impactpublications.com






OEBPS/Images/chpt_fig_001.jpg
consultants
\ N

" ﬁm
NS,
S

WA'ADONA
wrours A/ .
RN
EAREASS
I ~~\\“E£Y:" conincian

‘Transportation/ ' Staffing
shipping Mlc"!g"‘/
firms temp fims





OEBPS/Images/bck_fig_001.jpg
“No One Will Hire Me” Is a Myth!

Krannich, Long, and Fein

B Job tervew Tps

R #3866 Rid yourself of negative job search thoughts with these:
seven timeless bestsellers. Address numerous myths and mis-

conceptions about finding employment, especially for those
< .3 who think the deck is always stacked against them! Can pur-

chase separately. SPECIALS: $99.95 for all 7 books; $899.00

for 10 sets of 7 books (70); $6,799.00 for 100 sets (700).

Best Resume, Letter, and Interview Tips
#6205 Discover the latest inside tips and techniques for com-
municating qualfications to employers. Can purchase sep-
arately. $86.95 for complete set. SPECIALS: 5 sets (25
books) for $399.95; 10 sets (50 books) for $759.95; 100
sets (500 books) for $7,189.95.

Best Keywords for Resumes,Letters, and Interviews (519.95)

o Cover Letters That Knock im Dead ($15.99)

o Modernize Your Resume ($1895)

o Modernize Your Job Search Letters ($1895)

— . Resumes That Knock £m Dead (515.99)

Best Job Interview and Salary Advice Kit
#6350 Includes key resources for job search success. Can
purchase separately. SPECIAL: $99.95 for all 7 books.

» 101 Great Answers to the ToughestInterview Questions ($1499)

© 101 Dynamite Questions to Ask At Your Interview ($13.95)

@ Best Ansiwers t0 202 Job Interview Questions ($17.95)

© GiveMe More Money! ($17.95)

» Cant Believe They Asked Me That! ($17.95)

o Jobnterviews for Dummies ($1899)

» Winthelnterview, Win the Job (51595)

ORDERS AND QUANTITY DISCOUNTS:
1-800-361-1055 or www.impactpublications.com






OEBPS/Images/frn_fig_001.jpg
Fourth
Edition

T Quick Job
Finding

Pocket Guide






