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  About the Author – Ian Allan

Life has a way of throwing up challenges. Mine happened in my late teens. In the final year of my apprenticeship a nasty workplace accident forced me to rethink my career.

Fast forward to my early 30s, I’d been a furniture restorer, a furniture removalist, a bingo caller, a pedestrian accident researcher, a condom tycoon (for some reason that failed to impress my girlfriend’s mother), a software engineer, and a lecturer and researcher in mapping science. I won jobs, sometimes due to my tenacity, but looking back, mostly through word of mouth.

In the 90s I started a consultancy and did map modelling for universities, the water industry, all levels of the Australian government and the UN. Magically, consulting work and now my employees came via word of mouth.

So, after 40 years as an employee and as a consultant, I’ve learnt that the secret sauce for getting work is relationships, especially professional relationships. These need not be insincere or manipulative. Opportunities naturally arise if you make the effort. The trick to giving relationships their best chance of yielding work is to put yourself in the other person’s boots and empathize with their problems, their hopes and their dreams. Getting work becomes a simpler exercise when you’ve customized your offering to meet someone’s needs. And that, in a nutshell, is what this book is about.

I’m a teacher at heart. Now, in my 50’s, I can look back on my career as an employee looking for work, as a consultant winning work, and as an employer hiring and firing. When I started out, the guidance I give you in the following pages was not around for me. In the absence of a mentor, I had to work it out for myself. And so here it is for you. For all you early career job seekers, I hope The Job Hunting Book makes your job seeking journey an easier one.

 


  Preface

PARALLEL UNIVERSE #1 – ALEX HASN’T READ THIS BOOK YET.

 

Job hunting is frustrating. This must be Alex’ one hundredth job application. Alex has downloaded a résumé template from the web, filled it in, and by changing the job and employers details, has been very efficient and emailed it to five employers just today

 

Lou is overworked and understaffed. The right employee would take the pressure off. The responses from last week’s ad keep coming in. Over two hundred already. Evaluating them is another job on top of everything else. It wouldn’t be so bad if they were all killer candidates, but so far, they all seem hell-bent on sabotaging their chances. None have made the effort to address Lou’s carefully crafted job description, so only a few have made it into the maybe pile

 

Returning from a break, Lou sits down to check more emails. Spam, spam, spam, spam. Oh. Here’s one. My new employee perhaps? Bla, bla, bla...promising...résumé attached...hmmm...

 

I bet they emailed this to 20 employers just today...Lets give them the benefit of doubt...Check them out on LinkedIn. Ahhhhh! Just as I thought. Alex is a “student at a university”. Nothing more. Why bother? There’s time I’ll never get back!

 

Even good people have bad days, and it’s one of those days for Lou.

 



[image: Scan the QR code or click the link below to play the 9 minute video]
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People talking about job seeking are like teenagers talking about sex. Most proclaim to be experts. Some have success stories to tell. Others, failure stories. Others are conspicuously quiet. There’s lots of talk. Lots of experts. But usually little actual experience.

Likewise, job seekers trade stories about a killer résumé or interview trick that landed a friend their dream job. Inevitably though, few have any strategic understanding of the job market. To be fair, few people do.

The key to getting a job is simple. You need to put yourself in the boots of your employer. The odds are, they just want to employ the most personable, most professional, most qualified person for the job, and with the least amount of effort on their part. I want this person to be you! That’s why this book focusses on three ideas that many job seeking books do not.

Idea 1: You need to create a presence for yourself

Your presence will allow you to tap into jobs more easily. Marketers call this a personal brand. The Kardashians and Oprah are two extreme examples. Your presence need only be a micro-brand. One that will make you just famous enough to turn an otherwise cold-call on an employer (think telemarketers at mealtime) into a warm-call (think coffee with a new friend).

Whether they like the idea or not, everybody has a personal brand. Lazy, party-animal, angry, spiteful... are not desirable ones to an employer. Better ones might be intelligent, hard working, professional, personable...

Your presence that we’ll build together is everything about yourself that will make you the ideal candidate for your new job. It’s what will give an employer the confidence to employ you. It’s the research that you’ve done to understand your new job. It’s your LinkedIn profile, informed by your research, that an employer can discreetly look at to find out more about you. It’s the professionalism and confidence, underpinned by your job research, that you radiate when you’re networking.

Idea 2: The focus of a job application should always be on the employer

A résumé is not all about you! The key is to understand that a résumé is a personal marketing document that’s all about making the job of employing you an easy one. When you think of your résumé in those terms it becomes obvious what should go in, what should stay out, and what should be emphasized.

By the time the foundations of your presence are in place, it’s possible that you will have already met the person who will employ you. That will allow you to write a laser focused job application to someone you already have a relationship with...a friendly, personable, professional résumé and cover letter that address all of a job’s selection criteria, and conveys your confidence that you’re qualified for the job you’re applying for.

Idea 3: Technology has changed the way the job market works

Some aspects of job seeking haven’t changed. Others have, even compared to a decade ago.

Networks have always been important, as have résumés and cover letters. However, to the inexperienced job seeker, the emphasis on résumés and cover letters is greater than ever. That’s because the recruitment industry’s tool kit has changed. It’s now common for recruiters to use Applicant Tracking Software (ATS) to compare hundreds of applications to a job description, automatically rank them, and so help to quickly create a shortlist of applicants to interview. This new efficiency is why recruiting sites are always saying send your résumé or apply online.

Résumés are tangible, so the media, family and friends, and the education system focus on them. This leaves many graduates with the false impression that getting a job is solely reliant on having a perfect résumé. That in turn leads to the silver bullet approach to job seeking – submitting the same carefully constructed résumé to every job they see advertised. It’s a trap that’s less likely to be successful because a résumé needs to be tailored for each job, and because of the 80/20 rule of job seeking (four in five jobs are not advertised).

Too many graduates ignore the 80/20 rule and spend too much effort competing for the 20% pool of jobs. Sure, there’ll always be advertised jobs that are worth applying for, but wouldn’t it be more sensible to spend 20% of your effort on the 20% of the jobs that are advertised, and 80% of your effort on the 80% of jobs that aren’t?

Here’s the bit that’s changed in the job seeker’s favor. Although you still access unadvertised jobs through networking just like old-timers did, there’s a new generation of tools at your disposal to find and research those jobs – Google, LinkedIn and jobscan. They’re what I teach you to harness in this book. If you use them properly, you’ll have a better chance of creating laser focused job applications, often for hiring managers you already know.

Throughout this book I deliberately use the pronouns you and your. That’s because you need to take responsibility for your job research, for your LinkedIn profile, for your networking, and for your job applications.



If you don’t tell people what you can do, how on earth are they meant to find out!



Expect my approach to presence building and job application writing to be challenging. Embracing challenges is one way we grow both personally and professionally. The research, preparation and practice you’ll be doing will help you to move beyond the fear of, and reluctance to, talk about yourself. It will give you the confidence to talk to people about yourself in a way that’s meaningful to them, and natural to you. It’s important to be able to talk about yourself because if you don’t tell other people what you can do, how on earth are they meant to find out!

My approach is not just challenging. It also involves work. But, in contrast to the soul-destroying technique of applying unsuccessfully for sometimes hundreds of jobs, it is empowering because it also sets a foundation for maintaining and building your career once it’s under way.

It is about understanding that your résumé needs to be tailored to the job that you’re applying for. And it needs to address every point in a job’s description. Generic résumés aren’t enough. A résumé that demonstrates an understanding of the job the sector it is within, and a hiring manager’s problems, hopes and dreams, is far more likely to succeed.

When I started my consulting business, I struggled to get work until I worked that out. Things turned around when my tender responses became more focused. My tenders often took a week or more to write. But, as will be the case for your job applications, after doing that initial lump of work, my next response took only a fraction of the time.

It’s understandable that graduates, especially those who have been juggling work and study for many years, will expect to be rewarded with a queue of employers offering them a job. That’s rarely the case. A year after graduating, a friend once commented how useful his PhD was. He joked that it’s given me the opportunity to wait tables, work bars, and cart furniture. His experience is a common one, so don’t feel bad if this happens to you.

Nobody can guarantee you instant job search success. But, I can promise you that in a world where four in five jobs are not advertised, you are more likely to have success making warm calls to an employer who already knows you, than competing with everyone else for the 1 in 5 jobs that are advertised.

If you’ll allow me, I’d like to help you be the best at job search that you can be. Read on and I’ll show you a way to improve your chances of getting the job you want, with an employer you’ll enjoy working for, sooner than you might otherwise do.

A note on the FREE companion website

All figures, tables, PowerPoint templates, worksheets and other resources can be downloaded using the QR codes and links in the appendix. These and 4 hours of video tuition are free. If you choose to enter your email address ...


    	I will email you the link to a resources page, from which you can access all the book’s resources, and


    	I will notify you when I update the website with new videos and downloads.

  

Some useful terms

Before we start, here’s some terms that I use throughout the book.

Applicant Tracking Software (ATS): Software that some employers use to compare a job application to a job description, and then automatically produce a shortlist of applicants.

Avatar: I show you how to use avatars to document the problems, hopes and dreams of a hiring manager and their workplace. It’s a tool we’ll use to give you focus when you’re creating your LinkedIn profile and your job applications. Also called a persona.

Hiring manager: The person, who, in your new workplace, would be your immediate boss.

Keyword: These are words that people are searching for on LinkedIn. Important keywords relate to job titles and software tools. For example, software engineer, accountant, Excel, Python, Xero...

Presence: This is my version of a personal brand for graduate job seekers. By graduating up the levels of your presence pyramid (Figure 1), the idea is to make you just famous enough to find yourself on a hiring manager’s radar.

The characters:


    
      • Alex: Job seeking graduate.
    


    
      • Lou: Alex’s hiring manager.
    

  

 


  Introduction
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You need to be proactive when you’re searching for a job. Not reactive! By that I mean that you need to reframe the idea of applying for a job into searching for a job. A résumé always has been, and always will be important. But it’s not the silver bullet for getting a job. The way you use a résumé for job search is not straight forward like it once was. As has always been the case, a résumé will work much more effectively if you already have a relationship with an employer.


You need to reframe the idea of applying for a job into searching for a job.


You build relationships with employers by networking. For networking to be effective, you need to have substance. To gain substance, you need to take the time and effort to build the foundations of your presence. It can be a lot of work. But if you’re out of work, your job is to get a job. That means long days of researching and reflecting. Not long days on social media and then working on job search with the time that’s left over! Sending texts, checking email, time on social media, and doing laundry does not move you closer to getting a job! Your ability to curb your nonproductive time is a test for how well you work unsupervised – an important workplace requirement these days.

Everybody wants the silver bullet for getting a job. That one thing that will set them apart from their competition. The perfect résumé layout. The perfect email subject line. The perfect email signoff. Ask 10 different people their opinion on what the silver bullet is, and you’ll be sure to get 10 different answers. My opinion makes that 11! The truth is that the silver bullet for getting your job is buried in the following story.

In the 1950s, piano maestro Arthur Rubenstein was walking along a New York street when a stranger asked him “can you tell me how to get to Carnegie Hall?” His answer...”practice, practice, practice”.

[image: Your presence pyramid - Industry research, LinkedIn profile, networking, job research and job application]

Figure 1: The five levels of your presence pyramid.

Whether the story is true or not is unimportant. But, the idea behind it is. To get a job, you need to be prepared to work, work, work!

The work I think you need to do is summarized as my 5-level presence pyramid (Figure 1). The knowledge and skills you gain by completing each level support the tasks you need to do at the next higher level. In level 1 you research your industry, and that helps you fill in your LinkedIn profile in level 2. Having a good LinkedIn profile makes you more confident in networking situations in level 3, and because it’s a living document, the things you learn while networking feed back into your LinkedIn profile. Over time, your LinkedIn profile improves and becomes a place where you’re proud to send friends, family and potential employers so they can discreetly find out more about you.

By the time you find a job to apply for, the lion’s share of writing your job application is done. Your job application is the peak of the pyramid (level 5). It will be a version of your LinkedIn profile you created in level 2, that’s been edited to have focus on the job that you’re applying for (level 4). That’s a much smaller task than writing a job application from scratch.

Each level of your presence pyramid involves work that’s comparable in effort to a college assignment. The higher you climb your presence pyramid, the more refined your presence will become.

Your presence is an important tool for your job search. It’s everything about you that an employer sees. The depth of research embodied in it can mean the difference between a cold call (telemarketer at mealtime) and a warm call (coffee with a new friend). The more committed you are to working on your presence pyramid, the more likely you are to craft your presence in a way that leaves an employer in no doubt that you are professional, committed, and a good employee choice. 

This book has four parts

This book is written in four parts. In part one I talk about the 2020s job market, and how and why its different to the job market even a few years ago. In part two, I show you how to focus your job research on an industry. In part three, I show you how to build on the research you did in part two, and give it focus on the job that you’re applying for. In part four I present worked examples of advertised jobs and the research, LinkedIn profile, résumé and cover letter that address them.

PART 1: Context for the 2020’s job market

In part one I set the context for job search in the 2020s. Technical advancements combined with fallout from the 2008 GFC created the perfect storm for change in the way that both employers and job seekers approached the job market.

Covid triggered a recession of GFC scale. This time the driver was a health crisis rather than a flakey financial system, so expect the bounce back and long-term impacts to take a different form. The most significant long-term impact of covid on the job market will be the rearrangement of where jobs are, including the return of some manufacturing from overseas. That has implications, not only for the types of skills that the job market needs, but also for how you frame your job applications. On top of covid, the decarbonization of the energy sector is going to create even more manufacturing jobs.

Following that discussion, I ask you to imagine that you’re an employer. By asking yourself if I was an employer, what would I want from an employee, you’ll gain some insights into why employing someone is such a big deal, especially for small business. You’ll learn that there’s a big incentive for employers to employ the
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PRESENCE PYRAMID LEVEL 1 – Industry research





PRESENCE PYRAMID LEVEL 2 – LinkedIn profile




PRESENCE PYRAMID LEVEL 3 – Networking and relationship building









PART 3: Applying for a job


PRESENCE PYRAMID LEVEL 4 – Job research


PRESENCE PYRAMID LEVEL 5 – Job application


PART 4: Examples of job applications
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