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            Preface

         
 
         As you open this book, what are you looking for?
 
         Are you self-assured, idealistic, tech-savvy and already have expectations about the work and lifestyle you want, but would welcome clear inside track information to help you get there?
         
 
         Or you may be a little anxious, keen to make the right choices but not sure what these should be or how best to go about it. You want a structure to help you choose a career, and complete guidance on how best to get through the selection processes; also examples of cvs, interviews, assessment centres and psychometric tests to practise on.
 
         Or have you a friend or relative who has to make career decisions and pass important interviews? They may not listen to every suggestion, but you would like them to have access to clear impartial advice to help them arrive at the best decisions for themselves.
         
 
         This book aims to provide you with everything you need to help you achieve the lifestyle you want by getting the right job for you. It is for people who are trying to get it right, whose sensitivity, ambition and natural impatience in today’s plugged-in multi-tasking life requires quick answers, accessible interfaces, respect and consideration. Work and university are increasingly challenging yet team-oriented and diverse and less focused on long-term commitments. A job is judged by how it fits your desired lifestyle, contributes to others, and how much value it adds to your skill set, and résumé/cv.
         
 
         Organisations are increasingly aware that they will survive and thrive, or fail depending on how successful they are in attracting and recruiting the right people to fit into their teams, be motivated by the task at hand and achieve their full potential so that the organisation can itself achieve its goals.
 
         My goal in this book is to put together people and organisations. The advice and recommendations given are based on real situations, real people, real résumés and cvs, real interviews and assessment centres in the UK, the USA, the Netherlands, Australia, Asia, Africa and in many other countries around the world. 
         
 
         So where does my expertise come from? Well, I began my working life as a psychologist, first in Britain then on a Fulbright Scholarship to the USA. I became a business executive for one of the largest multinational energy corporations in the UK, Middle East and Asia, and recruited staff for a new business venture in Malaysia. As a chartered occupational (business) psychologist I have designed and run hundreds of interviews and assessment centres in four continents for new graduates and experienced staff, both technical and financial (and trained the interviewers and assessors). I have designed testing and screening processes for thousands of résumés/cvs, and as a head-hunter interviewed hundreds of people for senior positions.
         
 
         Finally I headed up a worldwide recruitment business, leading recruitment staff in the USA, Europe, Asia and Australia, and researched the crucial factors that make the difference between high-flyers and those who may find more satisfaction in their work but will not be promoted as fast. I have counselled executives and students who are seeking to develop their careers and who want to achieve their desired lifestyles.
 
         In addition, I have held discussions with the graduate recruiters of many of the top organisations, and been on the committee of business psychologists who prepare the annual conferences in Britain. Most recently I have been employed by one of the largest and best professional services firms in the world, working with head-hunters and researchers to recruit partners to expand their international operation.
         
 
         All of that experience forms the basis of this book. You can read through the whole book from start to finish, or skip through it picking out those bits that you need at the time. Useful websites are included in Appendix 12 if you need to go deeper or to practise – some are excellent but not well known.
         
 
         Andy Gibb
 Langwaki, Malaysia
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            Why this book will enable you to do better at interview and selection 

         
 
         Our whole life is to a significant extent determined by interviews  and other techniques used to select who will have this job or that  contract. Two people with more or less identical experience and  talent may present themselves for interview, and one will get the  job or contract, not because their experience or talent are any  better, but rather because they are better at presenting themselves  and making sure that all their positive attributes are fully  taken into account by those doing the selection.
         

         And of course, up to a point, this skill in presenting themselves  well is an additional talent that will probably enable them to be  more successful in the job, and later to gain more responsibility  and promotions.

         So skill in being interviewed is an important, even critical one to  acquire if we want to get ahead, achieve our full potential, and  lead a happy and fulfilled life. But is this skill instinctive, inbuilt,  something we either have or haven’t?

         Are some people naturally better at being  interviewed?

         Well, I would not have written this book if I thought this skill is  100 per cent instinctive, something we are either born with or  not. I have seen far too many people who think they have a natural  talent for interviews, who do not take the trouble to present  themselves well. They prepare little, if at all, fail to take the advice available, enter the room, talk a lot in a charming way – and all too often fail completely.
         

         ‘A no-hoper,’ the interviewer will sigh as the candidate leaves the room. ‘They didn’t know what they wanted, didn’t know what we wanted, hadn’t thought through what skills and experience they had to offer, and didn’t listen. A shame, they looked quite good on paper.’
         

         Why résumés are so important

         Of course, the interview is not the first stage of the selection process. Many people fail even to get an interview because their résumé, cv, covering letter, online application form or online psychometrics are not presented well enough, or do not do them justice. So this book also covers all these aspects, including especially how to prepare a résumé that gives you the best chance of securing an interview; and advice on filling in the increasingly common (and time-consuming) on-line application forms.
         

         Assessment centres

         Neither is the interview always the last stage of selection. Organisations have a whole menu of final selection devices available to them, some of which are quite lengthy and involved, and which if carried out properly give them a better chance of choosing a good (if not always the best) candidate. Assessment centres offer a series of different exercises designed to be similar to the real work you will be doing, and to give you the best opportunity to exhibit the competencies required. Development centres offer essentially the same thing, but are designed for staff already in the organisation, with the focus being on development as well as selection. So this book also covers assessment centres, development centres, group discussions, work simulation and other similar exercises. There’s also more on psychometrics, and a look at selection processes when you already have significant work experience and/or are applying for selection (often promotion) within your current organisation.
         

         What is the right career?

         But are you applying for the job or organisation that is best for you? You don’t want to go through a lot of effort to get a job, only to discover a month, a year, ten or 30 years too late that it was wrong (or at least significantly sub-optimal) for you. So this book also looks at how you can help yourself to choose the best range of jobs and organisations to apply for, or at least consider.

         Organisational culture

         The choices that organisations make will be influenced by their culture, and especially by their parent organisation. So for example, an American, British, Japanese or German organisation may well choose in very different ways from each other, even if they are all operating in a similar field. They will probably expect you to present yourself in different ways, and will concentrate on different aspects of your experience. This is a huge field; in the book we will cover some important aspects.
         

         Head-hunters

         Head-hunting is a very common way to fill many senior jobs, and we may well be approached by someone, often on the telephone, who asks whether we would be interested in a particular job ‘that they think would be just right for us’. This book covers that process, and how best to manage these approaches. Such knowledge is important, even early on in a career, because we can shape our experience to some extent to make ourselves more marketable. 
         

         When you have to select …

         And as we get more experienced, we will find ourselves in the position of being the person doing the selection. This book gives you insights into some of the pitfalls in selection, and some of the best ways to get the right person to help your team succeed.

         Go straight to the chapter you need!

         This book has been written so that you can go straight to the chapter that interests you – do not feel you have to start at the beginning. So if you are particularly interested in interviews, go straight to Chapter 10, Résumés (cvs) go to Chapter 7, Assessment Centres, see Chapter 13 and so on. Where there are useful links to other chapters, they are mentioned. The book deals with Career Choice (Chapter 2), how organisations decide who they want (Chapters 3–6), then the various selection methods they use (Chapters 7–15). Chapter 18 talks about head-hunters – otherwise known as executive search – because some organisations are even using head-hunter techniques at graduate recruitment, and it is certainly useful for the ambitious executive to know about this approach. Finally, there are some examples and other useful sources.
         

         If you have comments, questions or personal experience concerning selection, email me at andymgibb@yahoo.co.uk 
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            What do you really want to do?

         
 
         What do you really, really want to do?
         
 
         As a psychologist, I am used to asking clients questions like this, and waiting while they search around for something that really matters to them. Often the day to day stresses of business or home or college life dominate, and clients talk about achieving this year’s targets, or gaining promotion; or getting a good degree or sorting out the children, garden or yard. And I wait, like a cat about to pounce (except that sounds predatory which I am not), with the next question: Why?
 
         Because in my experience, no-one really, really wants to achieve this year’s targets. They may be a means to an end, but except in clinically obsessive cases, not an end in themselves. And even if they achieved the promotion or the perfect degree, child, garden or yard, the satisfaction seldom lasts very long, and is replaced by a fear of slipping back next year, so there must be a deeper need somewhere hidden.
         
 
         Your own personal strategy
 
         Seasoned executives who can analyse a strategy plan in fine detail within a few hours, and list ten reasons why every corporation without one would drift aimlessly and amount to nothing, find that their own personal strategy amounts to … well, they haven’t actually given it a lot of thought, could they have a bit more time on that one? 
         
 
         And sometimes they come out with what every hero in a John Grisham novel wants – to buy a sailing boat and sail away somewhere, ‘but that’s impossible just now, wait another ten or 20 years until I have more money’ (or, in the novels, steal a few million or murder someone for their inheritance).
         
 
         And I ask, ‘Why?’ again. And again, until we start to get to the point where they say something like: ‘Well, there isn’t a why, that is just what I really want.’
 
         And I explore this with them for a while, and fine tune it some more, and we identify the blocks they perceive, skills they need to acquire, and why they feel they can’t do it now, why they have to wait one or five or 20 years. And as they talk, they start to get energised and work out … what they really, really want, and once that is clear it usually doesn’t need all the money, or the time, or all the anguish, all it needs is to focus on a few key issues like the people who really matter to them, and what they genuinely enjoy doing and are good at, just as in the best strategic plans.
 
         2.1 MONEY, INCOME AND HAPPINESS
 
         Money often looms as a key need for people. But it is being increasingly demonstrated in ground-breaking psychological research that money by itself does not make people happier. (Maybe this is why people say that psychology is all about proving what is obvious to everyone else.) True, people with money are more likely to be happy than people who have very little money, but provided you have about the average amount of money compared to people around you, studies are demonstrating that you are likely to be as happy as anyone who has millions or billions. The key issue (apart from genetics, which you can’t do much about) is who you compare yourself with, and whether you genuinely believe you are making the most of yourself. So, if you compare yourself only with the people who are earning in the top 1 per cent, and you are not there, you will probably not be happy. But if you compare yourself with people around you at work, at home and at leisure, you will very probably find that your income is about the same as theirs – perhaps even a little bit higher.
         
 
         If you concentrate on this, and on enjoying the work you are doing, then you are far more likely to be happy than if you are trying desperately to get a job which pays more money. Happiness is about enjoying the journey, it’s not a destination in itself. That sounds glamorous but probably isn’t. (For more on this, see the work of Professor Martin Seligman at the University of Pennsylvania, a leading expert on happiness. See www.ppc.sas.upenn.edu.)
         
 
         The positive aspect of this is that it is up to you. You can choose the high-stress, high-pay job or career, and you may well find the work itself intensely satisfying. You need to recognise that you will be setting yourself new and ever more demanding targets (or having others set them for you), trying mightily to achieve them, and being developed into roles that you may not feel comfortable in. The rewards may be sufficient to motivate you when the going gets tough. However, you may also choose a job or career that you enjoy that does not have the same degree of stress, that pays adequately, even fairly well, and enables you to compare yourself with others in similar positions. You may not have the same status, or make the same impact on others, but you may well be happier and more fulfilled. You decide. That is what strategy is all about.
         
 
         2.2 ARE YOU A HIGH-FLYER?
 
         People in their 20s and 30s have significantly high energy levels, and maybe that’s why most successful sportsmen and women are in their 20s and retire from active competition at the highest level in their early 30s. Young people are also quite properly ambitious. If you don’t start out with high ambitions, you may end up achieving significantly less than you are capable of. In later life you could find yourself regretting that you did not aim higher; perhaps even struggling to find the resources to enable you to enjoy a healthy, satisfying lifestyle. So it is natural for many people to aim for the top, to go for the high-pay, high-achievement job or career, looking to reap the material rewards such positions promise. Be aware though, that your aspirations are likely to be increasing as fast as, or faster than, your income.
         
 
         After some years of work, most people will be starting to get some feedback on how well they are doing, and an appreciation of how fast their career is progressing. Most organisations try to identify fast-track achievers or high-flyers by the time they are 30, and most professional services firms aim to make the best people partners in their 30s (the usual age varies by country and by profession; law for example is often earlier, accountancy slightly later). One of the reasons for identifying high-flyers is to ensure that they get the development experience that will benefit them in more challenging and senior roles, and also to some extent to ensure that they get the competitive remuneration to keep them with the organisation. If you are regarded as a ‘high-flyer’ you will probably be made aware of it, although some organisations are surprisingly reticent about this – partly because if they tell some people they are high-flyers, those who are not so identified may be de-motivated and leave, and partly because it can be seen as a self-fulfilling prophecy.
         
 
         There have been many studies of high-flyers, often producing different answers. However, some of the better predictors of high-flyers are early responsibility, early experience in a variety of challenging situations – for example abroad, or in differing roles, and good networking skills.
         
 
         Do you really want to fly high?
 
         If you seem to be recognised as a high-flyer, only you know the effort and sacrifices you are having to put in to be successful. If you are enjoying life – the adrenaline highs, the sense of achievement, the praise, rewards – and can cope with the challenges and increasing demands placed on you, fine. But if you are increasingly  finding yourself overstressed, feeling vulnerable, not enjoying work or life as much as you would like, then it is important to be aware that there are alternative paths which may make you happier as well as less stressed. This could involve a career change, or as likely a change of perspective.
         
 
         If by this time you have a family or partner, or people close to you, you will benefit from involving them – after all, it is to some extent your understanding of their expectations that is driving you. If you talk to them about your situation you may well find that their expectations are more relaxed than you think, and that they regard being able to spend quality time with you as more important than your achieving another promotion. And don’t think this need to change perspective won’t happen to all the other high flyers – they will almost certainly come to the same choice of career change or change of perspective. For some this may come a bit later (by which time it could be more difficult to change career or to change perspective or expectations), and they may have missed some of the most important times in life, such as spending time with their young children, or enjoying active leisure activities, or even the next can’t-miss business opportunity.
         
 
         2.3 CAREER CHOICE – AND THE POSSIBILITY OF CHANGE
 
         Your choice of career, or expertise you want to acquire, or next significant job, will probably have more effect on your life than any other single decision, except possibly your choice of partner. And in a funny way, your choice of employer is similar to a choice of partner (but don’t tell them that!). Because you need someone you will enjoy being with, who will help you achieve your potential, who will support you when you encounter difficulties, and who will provide you with financial income for at least some of the time. 
         
 
         It is also a lot easier to get into an organisation when there is a good fit between what you want and offer and what they want, and what they offer. And don’t be put off by the word ‘career’. In earlier times, it is true, it was much more difficult to change jobs, even more difficult if not impossible to change employers, and a career really was for life – or at least it was, provided that your employer decided to make it that way. Even today in Japan, many salaried jobs are considered to be for life.
 
         But in most other countries, there is much greater likelihood of being able to change jobs, employers and area of work. As the rate of change in jobs increases, so the value of previous experience decreases, making it easier for an employee who can learn fast to be as good and effective within weeks as one who has been around for years.
         
 
         Making change work for you
 
         This means that you can try a particular line of work, and if you do not like it or it is not giving you the rewards (financial and non-financial) you want, or if your employer has to cut back their staffing, then you can change, and within a few months have a reasonable chance of getting into a new line.
 
         This does not mean that you should jump from one career to another every few years (unless this is what you particularly want to do). Most employers and most clients favour people who have some depth of experience, and once you have found the career line that suits you, you should find yourself motivated to develop yourself, develop new ways of working, and new services to offer clients. This is likely to be more satisfying than switching from one job to another.
 
         So how do you go about deciding what you want to do? Well, there are a number of approaches, any one of which will do, because the crucial thing is thinking through all the angles, being brutally honest with yourself about yourself, and doing some research about the world of opportunities out there. 
         
 
         2.4 THREE CRUCIAL FACTORS THAT DETERMINE CAREER CHOICE
 
         You need to take into consideration just three factors when making your choice of career:
 
              
            	Where do I want to work? For example, in the country or in a city, and if so, which city, which country or continent? Do you want to work close to someone – your partner or potential partner perhaps?
            
     
            	Which type of industry or business do I want to work in? For example do you want to work in government, or NGO, professional services like accountancy, consultancy, law, medicine, banking, energy or mining, communications, information technology, leisure or sports, water or other utilities, retail stores or logistics, transport, military, not for profit, etc.
            
     
            	What sort of role or particular job do I want? This may be already largely defined by your choice of industry or business. For example, if you choose medicine, there are some well defined roles in that area such as doctor, nurse, and paramedic. But there are also some less obvious roles, such as accountant, administrator, receptionist, care assistant, physiotherapist, and psychiatrist. So try to think outside the box, and don’t limit yourself to obvious roles. If you do not want to work for someone else, perhaps you would like to run your own business?
            
 
         
 
         The crucial factor in all this is finding out what you enjoy. And I don’t mean just the type of work, but also the type of activities you enjoy – for example meeting people, helping people, analysing numerical problems, presenting a case, analysing strategic or more conceptual issues, writing, reading, learning new things, teaching others skills you have yourself. There are exercises in Chapter 3 to help you work out what are your underlying motivators – the sort of activities and environments that you find get you excited. 
         
 
         2.5 THE IMPORTANCE OF PLAN A, PLAN B AND PLAN C
 
         There are quite literally thousands of possible careers and jobs. And even if you are currently in a career, you can still change – right up to the point when you stop working altogether. So while it makes sense to try to determine which career will give you the best chance of being happy and successful, there is no need to narrow your choices down to just one, and put all your eggs in one basket. For one thing, you may well not be accepted into your first choice career. Your second or third choice may be just as good, or better, in the long term – and even in the short and medium term.
 
         So having a Plan B makes a lot of sense, and even a Plan C as well. You can develop them in parallel, checking out or exploring the ground as you go along, collecting information and skills that will be useful to you, and seeing just how practical it is for you to get into a particular industry or profession. This also means that if you receive a setback in one area – your Plan A – a rejection, or even a
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