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Note from the Author 
 

 
When I say job seeking is in my blood, it may sound a bit dramatic, but it is true.  Like my 
father, I am an executive search consultant.  My father started Handler & Associates in the 
mid-seventies and I have worked in this business for most of my career.  Since its 
inception, our firm has collectively executed over 2,700 middle management and executive 
level searches.  I have personally had involvement in nearly 500 searches.  We have earned 
the privilege of becoming one of the premier retained executive search firms in the 
Southeast and I am proud of what we have accomplished.  

Although executive hiring managers are our clients, I have developed a tremendous amount 
of empathy for the job seeker.  Before I worked in executive search, I was a job seeker 
myself and can identify with the stress and anxiety associated with finding a job.  My 
involvement with both employers and candidates during the search process led me to 
develop a passion for helping job seekers succeed at the endeavor of the job search.    

Searching for a job can be a daunting undertaking; and thankfully, it is not a task that most 
people get a chance to perfect through experience.  One may never have had to conduct a 
formal job search because each job has fallen into place over the years.  Then one day, you 
find yourself as a job seeker.   

You may have lost your job from circumstances beyond your control, but now you are in 
control of your own future.  Suddenly, you realize you don’t know what to do.  Even if you 
are somewhat familiar with conducting a job search, today’s market is different from what it 
was just a few years ago.  The technology and tools available to job seekers continue to 
evolve and the realities of navigating the sea of digital inputs from email, job boards and 
social networking sites can be completely overwhelming.   

There is good news hiding in all of this confusion.  People still hire People, and technology is 
only a tool that helps to facilitate the process.  The true secrets of successful job searching 
live in how you prospect, present, and follow-up with the people you meet during your 
search.  It is about defining the vision of what you want, discovering what is great about 
you, and learning how to confidently share your story with the right people who can help 
you make your next move happen.  Success comes from keeping a positive attitude, staying 
motivated, and being vigilant! 

Using the experience I have gained from many years in the business, I created The Career 
Handler© workbook.  It includes information I have gathered from: 

• My own personal job search experiences 

• Coaching hundreds of candidates through the recruitment process  

• Lessons learned from years of volunteering for the benefit of job seekers in small 
group settings  

Career Handler© is about taking control of your next career move.  It is a comprehensive 
step-by-step methodical system designed to help you conduct an effective job search.  It is 
not just about finding a job; it is about finding the right job.  I want that for you!! 

All the best in your search! 

 

 
  



 
 
 

 
 
 
 

Eric J. Handler
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Chapter 1: Introduction to Search 

Building the Foundation  
Chapter 1 is about preparing you for what lies ahead in your search.  In this section, we 
provide you with an image and an attitude of the mechanics of a job search and how 
Career Handler© systematically prepares you to be successful.  With this fundamental 
understanding of the program, you will find your search less challenging and see the 
benefits of following the steps we suggest throughout the process.  

Among other things, we will cover the importance of developing and maintaining a positive 
attitude, selecting and preparing a dedicated workspace, and establishing productive work 
habits.  Finding a good job requires work, but it is really no different than any job.  The 
harder and smarter you work at it, the more you get out of it.   

So let’s go to work. 

 

In this chapter you will:  

• See a snapshot of the search process  

• Discover how the Career Handler©

• Focus on adapting a winning mindset 

 system works and what you will be doing  

• Get the materials you will need 
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A Lot to Manage 
Conducting an effective job search requires you to organize, catalog, schedule, and navigate 
through a dynamic mix of lists, documents, people, and opportunities.  It may all seem very 
straightforward at first, but the more involved you become in your search, the more you 
begin to realize that it can become rather overwhelming.  This system gives you the tools 
you need to manage this information successfully.   

As you evaluate further, you manage two categories of data: Information and People. 

Information:  
The information you receive comes from many sources and you should organize it so it can 
be easily retrieved.  Some of the information you may receive includes: 

• Alerts for job ads from job boards and corporate sites 

• New contacts and referrals from your people network 

• Documents including cover letters, resumes and work samples 

• Calendar appointments, follow ups and the general management of contacts 

• Email 

• Meetings, conversations, and notes 

People: 
As you interact with a lot of different people during your job search, some will require follow 
up and others may not.  To help manage this aspect effectively, categorize the people based 
on the value they can provide to you in your job search.  Here’s a brief glance at the three 
different types of people which are discussed in more depth in later sections. 

 

 

General Contacts  

This group represents the majority of the contacts you will encounter over the course 
of your search. 

 

 

Insiders/Sources 

These are people who can provide firsthand knowledge about target companies, jobs, 
and decision makers of interest. 

 

 

Decision Makers  

The most important category!  These are the people who hire people.  On average, you 
will need to connect with 25 Decision Makers to find a job.  



 Introduction  

Copyright © Career Handler 2011 All rights reserved                   

 

Chapter 1: Introduction   |   Page 7   

 

A Snapshot of the Job Search 
If you have been in your job search for more than one day, you already realize how 
confusing the process can be without a systematic approach.  An effective job search is 
comprised of many more activities than searching alone.  Before we describe the 
methodology, we need to have a good visual picture of what the search process looks like. 

 
 

It starts with you on the left side.  As you begin your search, you are bombarded with all 
types of information and people.  You will be led down a process of prospecting for leads 
and presenting yourself to the marketplace.  Ultimately, you are searching for the right 
company and position that fits your criteria for a job. 

There are many ways of moving down this path of your job search.  The Career Handler© 
system allows you to develop for yourself the best and most efficient road to ride on.
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The Career Handler System© 

Every successful franchise business develops a step-by-step methodology that positions a 
new business for the best success possible.  These steps were created from the previous 
success of the business.  The Career Handler© system is similar in that we have identified 
all the important activities of a job search, and placed them in a logical order to set you up 
for your greatest success.   

Career Handler© breaks down the job search into a step-by-step flow making the entire 
process less overwhelming.  Breaking the process into bite size chunks which follow a 
logical, sequential format, allows you to plan your work, check things off the list as you 
finish them, and experience a sense of accomplishment as you progress through your 
search. 

Every worthy goal requires a well-executed plan.  Some of you may get lucky and hear 
about a job opening tomorrow that sounds perfect for you, but most times in life we make 
our own luck, and luck favors the prepared.  Take full advantage of the system as it 
provides the steps to develop a highly effective search plan and help you allocate time to 
focus more attention on the highest payoff activities. 

The Career Handler System© at-a-glance 

     

Introduction 

Building the 
foundation of a 

successful search 

Enrollment 

Setting up your 
communication 

channels 

Positioning 

Identifying who 
you are and what 

you want 

Action Plan 

Putting your plan 
into action 

Implementation 

Making it happen! 

In each of these 5 chapters, we provide you with the support you need to conduct a successful search. 

Process:  Career Handler© is detailed and sequential.  Each section builds upon the prior section 
creating a successful search. 

Resources: Career Handler© provides the tools you need as well as many valuable resources such 
as:  

• Resource links to some of the best sources for your search 

• Templates for resumes, correspondence and phone scripts to help you communicate with 
confidence 

• Skills assessment activities and resources to help you better identify your strengths 

Community:  An opportunity to be involved with an online community of previous and current job 
seekers who share similar challenges and goals. 

Coaching:  An opportunity for both personal and group coaching relating to your own job search and 
career development. 
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Tip:   

The most frustrating part of the job search experience is the 
“payoff.”  It doesn’t come until the end of the process when 
you find a job.  Establishing a systematic approach that gets 
you closer to your goal every day, gives you an opportunity 
to WIN throughout your search. 

 

Quote: 
“Nothing is particularly hard if 
you divide it into small jobs.” 

~Henry Ford 

Keys to an Effective Job Search 
Career Handler© should be used to help you successfully complete an effective job search.  
It is not intended to be a “Do-It-Yourself” guide where you receive minimal assistance 
through the process.  Instead, it is to be used as the foundation and framework in which 
you should conduct your search.  Please do not attempt to read this system like a book.  It 
is likely that you will find yourself confused and overwhelmed.  Follow these guidelines on 
how to make the best use of this workbook. 

Work on One Section at a Time 
The success of your search depends on your willingness to commit the time and effort that 
it takes to complete the necessary tasks described in this system.  It will not work for you if 
you do not work at it, so follow this process:  

• Realize that this is a sequential order and each step builds on the last step 

• Complete the “To Do’s” from each section before moving on to the next section 

• Finish all sections in the Career Handler©

We encourage you to complete each To Do item as you read the section.  We like this 
method because it gives you a great sense of accomplishment as you progress through the 
program. 

 System 
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Take the Initiative 
Let’s get going and move on!   

Although there may be specific reasons that you find yourself in this position, dwelling on 
the past or trying to place blame won’t help you.  Take responsibility for where you are 
today and realize that your future is in your hands.  It is all about you now!  It is human 
nature to procrastinate on tasks that are uncomfortable or foreign, but remain focused on 
the process and proactively complete each task.  Don’t wait, Just do it.  

It’s NEVER Someone’s Else’s Job to Get You a Job 

There are plenty of resources that can help you throughout your search, but don’t rely on 
anyone but yourself!  It is great to accept help, but maintain control and stay organized.  
You are the only one responsible for your job search.  There will be others involved, but 
they aren’t responsible for your success–you are!  Here’s why: 

• Recruiters: If you work with recruiters, it is not their job to get you a job.  
Employers hire them to find and present qualified applicants.  It is your job to 
convince the recruiter that you are a qualified applicant. 

• Friends and family: Although you reach out to friends and family during your 
search and they will certainly be of help, it is not their responsibility to find you a 
job.  If they have leads, the most they can do is make an introduction.  It is up to 
you to make contact and follow up on the lead. 

• Business associates and contacts: When you start working your contact list and 
making calls, the people on the other end of the line are under no obligation to 
return your calls.  They are on the clock at their own jobs, in the midst of their own 
busy days.  It is your responsibility to follow up with them and give them a 
compelling reason to call you back. 

Quote: 
“Nothing will work unless you 

do.” 
~John Wooden 
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Be Teachable and Willing To Learn  
There is much to be done in your job search and you may think that you are willing to learn, 
but the true test comes when you are asked to do something that you have never done 
before or you are presented with a thought that conflicts with a preconceived notion you 
have.  Change is often difficult because of its uncertainty.  It usually pushes a person 
outside his/her comfort zone.  Keep in mind, some of the most valuable lessons are learned 
when you are challenged.  Treat this experience as an opportunity for personal growth and 
you will learn new things about yourself and see that this experience may be a blessing in 
disguise.  Be prepared to keep an open mind!  

 

 
Find a Partner(s) 
The Career Handler© System provides structure and process, but we believe it is most 
effective when executed in teams.  Although the system can be effectively implemented 
individually, we recommend that you find an accountability partner(s).  There is always 
strength in numbers.  Having a partner to help you work through problems, discuss the 
material, and share information can greatly enhance the experience and help you to become 
more effective.  Remember business is a team sport.  
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Attitude Determines Altitude  
It is easy to let negative emotions take over when you focus on the negative aspects of 
being out of work.  Being without a job is scary, but negativity is counterproductive and 
does you no good.  Maintain a positive attitude no matter what happens!  Fake it until you 
make it! 

You may be thinking, “Oh sure that’s easy for you to say, you have a job.”  While that is 
true, remember we aren’t talking about me.  We are talking about you and the truth is that 
positive energy attracts positive energy.  I have talked with countless hiring managers and 
candidates during my career as a recruiter and I have learned two important lessons about 
attitude.  

1. People like working with positive people - Developing an optimistic outlook on life 
and expressing it with a positive attitude makes you a more appealing candidate.  If two 
candidates with equal qualifications are up for the same job, the one with the best 
attitude wins every time.  Nobody wants to work with “Debbie Downer.” 

2. People like working with focused, enthusiastic people - If you haven’t defined 
what you want and are applying the “Shotgun” approach (“I’m keeping my options 
open”) to your search, you are playing a game of chance that denies you the 
opportunity to get truly excited about your next role.  The lack of focus makes it hard for 
you to project authority, confidence, and enthusiasm during an interview and these are 
the traits that employers are looking for! 

Quote: 
“If you don't like something, 

change it.  If you can't change 
it, change your attitude.” 

~Maya Angelou 
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What to Expect From Your Job Search 
There are many aspects to your job search that you encounter throughout your time in the 
marketplace.  Some items are task related while other items deal more with emotions or 
feelings that can affect your attitude.  The best thing to do is to recognize these items as 
they occur and realize you are not alone.  For example, not all of your previous business 
associates will return your calls.  Don’t take it personally, or get upset and discouraged.  
Just move on.  Here are a couple areas to better equip you for your search.   

Opinions are Everywhere 
You will encounter many well meaning people throughout your search that want to offer 
their opinion.  Be careful, not everyone is an expert.  If you ask, be prepared to accept the 
opinion.  Don’t act on everything you hear, simply consider the source and place a higher 
value on the opinions and feedback of experts such as hiring managers. 

 
This survey proves that 100% of the population has an opinion.                                              
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Don’t Get Discouraged…You’re Not a Job Search Expert 
You may have already discovered that you are not a job search expert, nor should you be.  
The goal of this system is not to make you one.  The goal is to help you find the right job in 
which you can continue building your expertise in the discipline and industry that you have 
targeted.  Don’t worry if you become lost, confused, or aren’t sure what to do next.   

A job search can become overwhelming.  It tests the endurance of even the most organized 
of individuals.  I have witnessed scores of remarkably talented and competent people 
become unnerved in the throes of their job search.  To keep it simple, just focus on what’s 
next. 

 

Tip:   
To be effective in your job search you must do two things:   

1. Define what you are looking for. 

2. Connect with the right people who can help you get it. 

The Emotional Rollercoaster 
A job search can become an emotional rollercoaster ride, so fasten your seat belt, hang on 
and try to remain calm.  As with most stressful situations, you will experience a range of 
emotions from excitement to disappointment.  One day you may get a hot lead on a job and 
be elated, and the next day you may be disappointed because no one is returning your 
calls.  Accepting this from the start makes it easier to manage your emotions and maintain 
your positive attitude.  This job search will end and as past job seekers will tell you, they 
are better off today than they were before they started their job search.  

 

Tip:   
Make sure you have a healthy outlet, like exercise, to work off 
stress. 
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Your Job Is Your “Job Search” 
You may not be a job search expert, but finding a job is your job, so treat it like one.  Your 
job search will provide you with plenty of things to do.  If you treat your search like a job 
you are more likely to see results faster.  You should: 

• Wake up early 

• Take a shower 

• Wear business attire 

• Work hard and if you are busy, put in overtime 

The results that you experience are directly related to the amount and type of effort that 
you put into your search.  Establish a work schedule and allocate your time according to a 
typical work day.  

Quote: 
“Fortune favors the prepared 

mind.” 
~Louis Pasteur 
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Decide on the Work Week 
How long will my job search take?  That’s the million-dollar question.  The fact of the matter 
is that no one knows.  It could take a week, a month, a year, or perhaps longer depending 
on the variables of supply and demand in your discipline, industry, and the whims of the 
economy.  

Patience is a virtue, but that statement provides no comfort unless you are working a plan 
with clear milestones that lead to defined goals.  This system helps you define your goals 
and provides you with tools to track your progress.  Set your goals and focus on hitting 
them.  Hold yourself accountable and if you are working with a partner, lean on each other 
to stay motivated to hit your marks. 

The goal of this entire process is to help you invest the time to find the “right” job for you.  
Only you can determine the mission critical needs of your current situation.  Taking the first 
job that comes along may seem like a prudent move at the time, but as opportunities arise, 
and they will, you need to consider them carefully and ask yourself if the opportunity is a 
good career move for you.  Otherwise, you might find yourself searching again sooner than 
you would like. 

Although you don’t know when you will get your next job, you can decide how much you 
plan to work to find your next job.  We define working part-time as putting in 15 to 20 
hours of recordable time.  Recordable time is time spent doing pre-planned activities that 
directly contribute to your job search.  If you want to work full-time, plan on putting in 30 
to 35 hours worth of work. 

 

Remember:   
The length of your job search has nothing to do with your 
personal worth. 

Exercise: 
Take a look at how you are spending your time.  Track your time today by writing 
down everything that you did and how much time you spent doing it.  Creating this 
type of personal awareness helps you to become more effective with your time. 

 

To Do: 
 Decide how many hours a week to work. 
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Claim Your Workspace 
One of the first and most important things you need to do is claim a dedicated workspace.  
This workspace is the place you work every day.  It might be the dining room or kitchen 
table, a spare bedroom, a corner of your basement, a home office or it could even be the 
local library.   

To set yourself up for success, your workspace should be a place that can help you: 

• Establish consistency and good working habits – a place where you can spread 
out, stay organized, and focus on working at your job search 

• Maintain privacy – a space that can help shield you from distractions such as 
barking dogs and playing children during phone calls and work sessions 

Remember, if you are part of a family, you probably aren’t the only one experiencing 
anxiety about your joblessness.  Claiming your workspace confirms to you and everyone 
around you that you are taking your job search seriously.  Having a defined space and a 
regimented work plan that places you in “your office” every morning at 8:00am working 
diligently on your job search, helps you feel more in control of the situation and can 
ultimately help dial down tension in your household. 

 
Although not the corner office Bob had pictured, a corner office none-the-less. 

 

To Do: 
 Claim Your Workspace. 



 Introduction  

Copyright © Career Handler 2011 All rights reserved                   

 

Chapter 1: Introduction   |   Page 18   

 

Get Your Job Search Tools 
Essentially, you are recreating an office environment at home.  If you don’t already have 
some of these items, you need to acquire or invest in the basic tools that enable you to 
conduct business. 

To Do: 
 Get the job search tools you need. 

 
 

 

Computer with an Internet Connection 

You need access to a computer with internet connectivity.  In many cases 
employers like to communicate via email, so having a home computer or ready 
access to a public computer may be a necessity. 

 
 

 

Office Productivity Software 

Microsoft Office–Microsoft Word is the standard format for letters and resumes, 
Adobe Acrobat also provides consistency in your format. 
www.openoffice.org is a free open source productivity suite that provides all the 
functionality of standard office productivity suites.  It allows you to save documents 
into most popular document formats. 

 

A Landline Phone 

A landline provides a reliable clear connection for business calls.  Voice Over IP 
(VoIP) services are fine if you are trying to save money, but realize that you may 
experience poor reception and dropped calls similar to cell phones.  If you are using 
a wireless home phone make sure the rechargeable batteries will hold a charge for 
longer calls. 

 

 

 

Cell Phone  

A cell phone may be your best option to communicate for your job search.  If that 
is the case, it is critical to ensure you have excellent reception and an extremely 
low likelihood that calls will be dropped from your primary location.  Today, most 
cell phones have reception quality similar to a landline.  Make sure this is the 
case for you if your cell phone is used as your primary contact number. 

http://www.openoffice.org/�
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Purchase the Necessary Office Supplies 
Having the right office supplies is important.  These supplies are used at different times in 
your job search and are critical for moving to the next step in the process.  Not having 
these items will significantly impede your progress.  Take a look at your current inventory 
and go to the nearest office supplies store to purchase the following items: 

1. A Day Planner/Calendar - If you are not already using a calendar, we recommend the 
At-A-Glance Brand Planner – model “Week-At-A-Glance” for the current year.  Using a 
calendar to manage your time is critical.  If you currently use a computer based 
calendar, be sure that it is mobile and easy to update and access. 

2. Professional Styled “Thank You” Cards – We recommend plain, generic “Thank You” 
cards that are 4” x 5” with blank space inside.  They typically come in packs of 25.   

3. 3-Ring Binder – We recommend a binder that is 1½” size with pockets on the inside.   
4. A 1-31 Day Index Tabs (pre-numbered & 3-hole punched) – These tabs are pre-

numbered and typically color coded.  They are designed to be used in conjunction with a 
3-ring binder.  Each numbered tab represents a day in the month. 

5. 3-Hole Punch – A 3-hole punch allows you to file certain papers in your 3-ring binder 
and helps you to stay organized throughout your search. 

6. Plastic Sheet Protectors – Purchase the sheet protectors that are designed to be used 
with a 3-ring binder. 

7. Miscellaneous Office Supplies - Anything else that you might need such as good blue 
pens, paper clips, stapler, and writing padfolio.  A writing padfolio should be taken with 
you on interviews and will hold a tablet of paper for note taking.  

 

Tip:   
If you already own some of these office supplies, consider 
re-using them for your job search. 

 

To Do: 
 Purchase the Necessary Office Supplies. 

 

Tip:   
Most job seekers don’t follow up with a thank you note.  Stand 
out in the crowd as someone to remember and send a thank 
you note. 
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Collect Job Related Information 
In your previous roles, it is possible that a lot of information had been generated that can 
be used in your current job search.  At this point, play detective and gather up any and all 
information that provides some record of your work history and achievements.  This 
documentation may include some of the following items: 

• Old resumes and biography 

• Past performance appraisals 

• Email documents of praise for work accomplishments 

• Work portfolio – work product or samples of your work  

• Articles you have written or were named in 

• Reference letters from past employers or managers 

• Past assessments or psychological profiles 

• Any other information you can use to define your accomplishments, successes, skills, 
values, etc. 

The more information you can find, the better you may be equipped to work on upcoming 
sections.  All information you find relative to your previous roles and accomplishments could 
be beneficial in the development of future material.  Don’t worry if you don’t have much in 
this section as we will provide you all the tools you need to effectively market yourself. 

 

Tip:   
As soon as you find your old resume, you may be inclined to 
update it immediately. DON’T!! Stay focused on completing 
each “To Do” first. 
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Your Checklist: 
Complete this list of action items before moving on to the next section 
 
 Decide how many hours a week you will work. 
 
 Claim your workplace. 
 
 Get the job search tools you need. 
 
 Purchase the necessary office supplies. 
 
 Collect job related information.   

 

 
Do not proceed to the 

next step until you 
have completed all of 

the steps above. 

 
 
 



Enrollment



 

          Enrollment 

Copyright © Career Handler 2011 All rights reserved                   Chapter 2: Enrollment   |   Page 1   

 

Chapter 2: Enrollment 

Setting Up Your Communication Channels 
The purpose of the Enrollment section is to prepare you for a successful search.  In this 
section, we cover the basic strategies of time and contact management. These are the 
subjects that you need to address to function effectively in your job search.  It does not 
matter if this is your first job search out of school or if you’ve been working for 20 years; 
you are beginning a new process and that requires some infrastructure.  You may no longer 
have the benefit of company resources and it can be easy to overlook the simple details as 
you begin your job search.  

By taking care of these basics now, you allow yourself to move forward with confidence and 
position yourself to maximize meetings and interviews.  Completing this section alone has 
the potential to take months off the time it takes to find a job. 

In this chapter you will:  

• Establish the basics for your channels of communication 

• Review the use of your calendar and properly schedule your time 

• Learn to use the Contact Tracking Log and Contact Sheet 

• Build your networking list of contacts 

Establish Your Primary Contact Information 
It is important to be clear and consistent with your contact information.  You want to make 
it as easy as possible for people to identify and contact you.  Decide what you want to be 
called and where you can be contacted. 

• If you have a name and a nickname, decide how you want to present yourself.  Be 
consistent in all of your communications.  For example, if your name is James and 
you go by Jim, decide if you want to go by either James or Jim.  There is no right 
answer, but be consistent in all of your signatures, communications, letters, notes, 
resumes, etc.  

• Choose one phone number and version of your name to use on all documents. 

• As you consider whether to use your home phone number or cell phone, consider 
connection issues and availability throughout the day.  

To Do: 
 Establish your primary contact information- choose the form of your name 
and the phone number to use on all communications moving forward. 
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Setting Up Your Voicemail 
First impressions are important, and your voicemail greeting may be the first time a contact 
or potential employer hears your voice.  Your greeting can influence the kind of message a 
caller may leave.  Don’t give them a reason not to leave a message. 

Listen to your home phone and cell phone message and re-record them if necessary using 
the Voicemail Scripts, Item 1, in the back of the Career Handler© Workbook. 

Follow these simple rules for voicemail greetings  

Do: 

• Make the greeting simple and 
professional (try using one of the 
scripts in the Tool Kit) 

• Project a positive attitude in your 
tone of voice 

• Listen to your greeting and re-record 
it until you are satisfied   

Don’t  
• Forget to include your name 

• Say too much or talk too fast 

• Sound monotone or in a bad mood 

• Reference a side business or 
consulting practice  

• Have your kids record the message 

 

Tool Kit Item: 
A Voicemail Script to help you record a professional voicemail greeting is 
included as Item 1 in the Career Handler© Tool Kit. 

To Do: 
 Set up your voicemail using the Voicemail Scripts, Item 1, in the Tool Kit in 
the back of the Career Handler© Workbook. 
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Your Email Address 
Remember, first impressions are critical, so your email address should be personal and 
professional.  This is not the time to be creative.  Avoid identifiers that represent a personal 
interest or hobby.  Keep it simple and try to use your name.  If your name is taken try:  

• Adding your middle initial 

• Adding a period between your first and last name 

• Adding an underscore (_) between your first and last name 

• Avoid adding years or numbers in your email 

When choosing an email provider, once again, keep it simple.  Set up an account with one 
of the many free email services or use your existing home internet provider. 

If your email suggests you are 
sharing an email address… 

Change it!  

If your email uses a goofy nickname 
or alias… 

Change it!  

Create a new email address if 
necessary… 

Use your name  

 

 

Tip:   
Once you have set up your new email address, send a test 
message to someone you know.  Ask them if your full name 
appears in the column marked “From.”  If not, edit that setting 
so that your full name is identified. 

To Do: 
 Establish a new email address if necessary. 
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Creating an Email Signature 
An email signature is a short identifier that appears at the end of an email and provides the 
recipient with the senders contact information.  Email signatures make it easy for recipients 
to respond to you, so be sure to include a signature on all outgoing job search related 
emails, even replies. 

When creating your email signature make sure you:  

• Keep it professional  

• Keep it short and concise 

• Don’t add quotes, sayings, or the type of job you are looking for 

Example: 

John Doe 
johndoe@gmail.com 

Email Programs 

(678) 123-4567 

Most email programs make it easy to create a custom signature.  Below is a list of where 
you can find the signature feature in the most popular email clients.  This information is 
subject to change, so use the “Help” feature and search for directions on setting up your 
email signature. 

Microsoft Outlook 
From the top navigation menu click Tools, then select Options.  The Options dialog box 
displays.  Click the Signature button to create your signature. 

Gmail 
Follow the Settings link in Gmail’s top right navigation menu.  Select General and scroll 
down to the Signature field and type the desired signature into the Text field. 

Yahoo Mail 
Select Options, near the top right corner of the Yahoo mail screen.  Go to the Signature 
category.  Be sure that Show signature on all outgoing messages is selected and enter 
your signature. 

Hotmail 
Click Options in the top right-hand corner of the Hotmail window.  Locate the Customize 
Your Mail menu and click Personal Email Signature.  Use the editor interface to create 
your signature. 

To Do: 
 Create an email signature. 

mailto:johndoe@gmail.com�
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Use a Calendar 
What is scheduled on the calendar is what gets done!  Therefore, we encourage the use of a 
calendar for all of your activities.  It should be mobile and easy to access at a moment’s 
notice. The Week At-A-Glance planner lives up to its name allowing you to quickly scan 
your week for openings. 

 
If you currently use a digital calendar efficiently, you may choose to continue using it 
instead of purchasing a new one.  The important thing is to use a calendar to schedule all of 
your activities!  Schedule everything.  This includes both personal and professional activities 
because these will most likely overlap during the course of your daily job search. 

Getting serious about scheduling all of your activities on your calendar greatly increases 
your productivity and ultimately your chances for success.  In section 3, we go into greater 
detail about scheduling your time and the specific items that should be on your calendar. 

 

Tips:   
Keep your calendar near you and easily accessible at all 
times. 

Use a pencil so you can easily erase and move appointments. 

Do not use a notepad for future appointments; always write 
appointments in your planner. 

Keep a running To-Do List 

 

To Do: 
 Commit to using your calendar to schedule all of your daily activities. 
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Your Job Search Directory 
It is important as you begin your search to maintain a single place on your computer to 
store all the files related to the search.  As you create and receive large amounts of 
information, maintaining a simple filing system makes it easier to manage and retrieve 
items.  Once you have created a folder, establish a basic directory structure.  There is no 
one correct way to establish it.  Organize it so that it makes sense to you.  Just be sure that 
you do it, because it allows you to save information in one central location. 

Example: 

• Resume 

• Cover letters 

• Target company research 

Move, consolidate, and organize all of your files into this one directory. 

 

To Do: 
 Create a Job Search directory on your computer and organize your files. 
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Build Your Contact List 
This is the first task in our system that requires some serious work.  Don’t get nervous - 
building your contact list is the most important step in the whole process and it is easy to 
do.  This activity is about defining who you already know.  This group is referred to as your 
Circle of Influence or COI.  Defining and growing your COI is critically important because 
75-80% of all hires come from a connection in your Circle of Influence. 

Plan to spend a minimum of three to four hours working on the development of your contact 
list.  You may want to do this in different sessions to avoid burn out.  Set a goal of getting 
at least 250 names; however, don’t stop once you hit 250…keep going until you are 
completely tapped out.  You never know, it could be that last name on the list that results in 
your next job! 

 Tool Kit Item: 
A Memory Jogger to help you generate more names for your contact list 
greeting is included as Item 2 in the Career Handler© Tool Kit. 

 
As you assemble your list don’t worry whether the names on the list can help you in your 
job search.  Just collect the names.  Later in the process, you will select names based on 
the needs of your job search.  Use the Memory Jogger, Item 2, in the Tool Kit and the 
sources below to build your contact list: 

Professional contacts: Personal contacts: 

• Business address book 

• Business email inbox and outbox for 
the last 18 months  

• Association lists 

• Recent tradeshow or conference 
attendee listings 

• LinkedIn and other business social 
network connections 

• Christmas card lists 

• Personal and cell phone address 
books 

• Personal email inbox and address 
book online 

• Wedding, anniversary, friends of 
parents, party invitation lists 

• Facebook friends  
 

 

Tip:   
75-80% of all hires will come from your Circle of Influence as 
a result of networking. 
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The Contact Tracking Log 
Conducting a job search where contacts reside in multiple places creates a lot of confusion 
and disorganization.  Even the most organized people find it challenging to keep track of all 
of the contacts in their network during a job search.  Having a system to manage your 
people reduces the stress level and provides an added level of confidence during your 
search. 

We created the Contact Tracking Log to help you manage your contacts. Use it to: 

• Consolidate all of your personal and business contacts into one place 

• Categorize each contact as a General Contact, Insider, or Decision Maker 

• Check-off the people you have contacted and are currently in play by placing the 
date of your initial contact 

• Add new contacts as you network in your job search 

 

Tool Kit Item: 
The Contact Tracking Log is Item 3 in the Career Handler© Tool Kit. 

 

Use the Contact Tracking Log as your master contact list.  Enter all the names you collect 
from your various lists into the Contact Tracking Log.  As you meet new people, add them 
to the Contact Tracking Log. 

Select relevant people to contact based on the needs of your job search.  Once you have 
decided to contact a person, fill out a Contact Sheet for them and put them into play. We 
go into greater detail about this process when we cover the Contact Sheet. 
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Consolidate All Contacts into Contract Tracking Log 
Enter as much information as you have available for each contact including: name, title, 
company, phone, and email.  If you don’t have all the information on each person, don’t be 
concerned, do your best to collect what you have available.  Don’t do any detailed research 
yet or worry about entering the type of contact.  We will do this later in the process when 
you begin to reach out to your contacts. 

To Do:  
 Make 10 blank copies of the Contact Tracking Log (Item 3 in the Tool Kit in 
the back of the Career Handler Workbook). 
 
 Generate a minimum of 250 names and write them on the Contact Tracking 
Log.  Plan to spend about 3-4 hours on this task.  
 
Now add those names to your list! 

 
Tips:   
Always think about building relationships and meeting new 
people.   

Referrals can and will be a key part of your job search 
success.  Always ask for 2-3 referrals at each meeting. 
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The Contact Sheet 
We created the Contact Sheet to capture more detailed information about the people from 
your Contact Tracking Log, as well as the people that you meet during your job search.  
Create a Contact Sheet for each person that requires some form of follow-up relating to 
your search. 

Not every person you meet requires a contact sheet.  Only create a contact sheet for people 
you plan to follow up with. 

Be sure to include: 

• Contact information 

• Notes about the contact that can help build the relationship 

• Schedule follow-up communications and actions 

Once you have completed a Contact Sheet, place it in the 3-ring binder in the section tab 
for the day you are scheduled to follow-up.  

 Tool Kit Item: 
The Contact Sheet is Item 4 in the Career Handler© Tool Kit. 

 

To Do: 
 Make 50 blank copies of the Contact Sheet. 
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Putting Together Your 3-ring Binder 
Your 3-ring binder is primarily used to manage your contacts.  It provides a simple way to 
organize your search documents and daily activity.  It is now time to put to use the items 
that you have purchased. 

Follow these steps to put together your binder.  Open the binder and place the items in the 
3 rings from top to bottom. 

• Sheet Protectors - In these you will keep your resume, marketing plan, blank 
Contact Sheets and Contact Tracking logs, “elevator pitch”, and success stories 

• Completed Contact Tracking Logs for reference 

• 1-31 Tabs 

Once you have exhausted a contact and have no need to follow up in the future, place their 
Contact Sheet in the back of your binder organized alphabetically by last name. 

To Do: 
 Put together your 3-ring binder. 
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Your Checklist: 
Complete this list of action items before moving on to the next section 
 

 Establish your primary contact information- choose the form of your name 
and the phone number to use on all communications moving forward. 
 

 Set up your voicemail using the Voicemail Scripts, Item 1, in the Tool Kit in 
the back of the Career Handler© Workbook. 
 

 Establish your email address if necessary. 
 

 Create your email signature. 
 

 Commit to using your calendar to schedule all of your daily activities. 
 

 Create a Job Search directory on your computer and organize your files. 
 

 Make 10 Copies of the Contact Tracking Log (Item 3 in the Tool Kit in the back 
of the Career Handler Workbook). 
 

 Generate a minimum of 250 names and write them on the Contact Tracking 
Log.  Use the Memory Jogger to help, Item 2, in the Career Handler© Tool Kit. 
 

 Make 50 copies of the Contact Sheet, Item 4, in the Career Handler© Tool Kit. 
 

 Put together your 3-ring binder. 

 

 

 
Do not proceed to 
the next step until 

you have completed 
all of the steps 

above. 
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Chapter 3: Positioning 

Self Assessment 
In this chapter we focus on YOU.  The purpose of Self Assessment is to center yourself 
around who you are and what you want.  During your job search it is important that you 
learn how to talk about yourself in a professional manner that makes a positive impression.  
We take a hard look at everything from your skills and values, to your salary history and red 
flags, to what to say in your 30 second elevator speech.  We recommend exercises that help 
you define your strengths and give you specific language to communicate your values; then 
we provide templates that help you tell your story with confidence and clarity.   

Once you have a clear picture of who you are and the value you provide, it is easier to 
determine where you want to go. 

In this chapter you will: 

• Define who you are and what you want 

• Assess and determine your skills and values 

• Learn how to create your “story” and know what to say 

• Track salary history and address potential red flags 

• Define search goals and objectives 

Employing Yourself 
If you are employed, you have a boss.  If you arrived late in the morning there were 
consequences.  The consequences could have included delayed deliverables or meeting 
attendance, which could have a negative impact on productivity, and ultimately the bottom 
line.  Of course, the professional consequences of this behavior would be both risky and 
costly.  Now that you are working at you job search, you don’t have to worry about all of 
that… or do you? 

You set the schedules.  You make the rules.  You measure the progress.  If something 
doesn’t get done there is no one to blame but yourself–you suffer the consequences.  Just 
like on the job, inefficiency costs money, but now, it’s your TIME and your MONEY. 

The financial cost of being out of work is substantial and with it can also come great 
emotional cost.  But instead of letting that scare you, let it motivate you.  Find something 
that puts that fire inside of you, something that encourages you to act, rather than freeze 
you with fear.  We want to give you something that you can use to motivate yourself to stay 
focused and productive.  
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Exercise: 
Let’s use money as a motivator and figure out the opportunity cost by being out of 
work.  
Let these numbers motivate you for continued progress in your search.  Example: 

 
Now you try: 
 
________________÷______2080__________=___________ 
(Previous Salary)     ÷ (Number of work hours) = (Hourly Rate) 
 

Once you have determined your hourly rate calculate your weekly and monthly 
opportunity cost: 
________________ x _____40 hrs_______ =_______________ Weekly 
 
________________ x ____173 hrs_______ =_______________ Monthly 

 

To Do: 
 Figure out your personal weekly/monthly salary. 
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You Are the Boss 
Embrace the concept of employing yourself as you now have the pleasure of managing 
yourself.  Treat your day like a real work day and engage in the personal disciplines that 
create structure and position you for success.  If you are not doing this already, set your 
alarm, get up, take a shower, get dressed, take a lunch break and, if needed, put in some 
overtime.  

 
For optimal success, the full time job searcher should target 30-35 hours a week for their 
job search.  A part-time searcher should target around 10-15 hours a week.  Determine how 
many hours a week you are going to dedicate to your search and then stick with that 
schedule.  

 
It is really hard to dedicate over 35 hours a week to your job search.  Pushing too hard can 
actually burn you out, so conserve your energy to stay effective.  If you are planning to 
commit to a full time search, try to target 30-35 hours per week. 

 

Remember:   
Schedule your time.  If you are going to commit to a full-time 
search make sure you schedule 30 hours of job search related 
activities in your calendar.  Then, carefully follow your 
calendar. 
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Skills and Values 
Hiring Managers are most comfortable with candidates who know who they are.  Candidates 
who are fully aware of their strengths and weaknesses and able to discuss them fare better 
than those who do not.  If a candidate isn’t clear about who they are and what they can do, 
it places doubt and confusion in the mind of the interviewer. 

People are drawn to clarity.  Clarity translates directly into confidence.  If you are clear and 
confident, in many circumstances, you can outshine people with more experience.  It really 
pays to be fully aware of your strengths and weaknesses. 

Exercise: 
Circle 5 skills and values from the list below that best describe you.  You will use 
these words and phrases when you begin to create your marketing messages.  Don’t 
be limited by just this list.  This is to help you get started. 

Professional Skills/Values Business Skills/Values Relationship Skills/Values 

Well organized Quickly learns new concepts Very persuasive 

Strong work ethic Written communication skills Builds rapport easily 

Self confident Presentation skills  A good listener 

Tenacious/Persistent Analytical skills Personable 

High energy level Oral communication skills A natural leader 

Handles stress well Manages other people well Even tempered 

Innovative, creative Conceptualize "outside box" Great negotiator 

Focused Sets high work standards Tolerate differences 

Detail oriented Takes direction well Ability to work through conflicts 

Insightful Financially analytical Respectful 

Self-managed/Motivated Strategic thinker Problem solver 

High integrity Delegates well Forgiving 

Capacity for change Computer literate  

Outcome focused   

Well rounded/diverse interests   

Thrives on challenge   

Entrepreneurial   

Decisive   
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Take an Assessment 
Are you uncomfortable talking about yourself or not sure what to say when it comes to 
describing who you are?  One of the best ways to learn more about who you are is to take 
an assessment that can provide personal insight.  These standardized assessments can help 
you understand your talents and abilities and provide a powerful vocabulary to help you 
speak confidently about yourself. 

Companies often use assessments to screen candidates and taking one in advance can help 
you be prepared by reacquainting yourself with the testing process.  The lessons learned 
from taking an assessment are invaluable in crafting your story. 
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Recommended assessment tests: 
There are thousands of different assessments that are available and most provide real time 
feedback.  Here is a list of some of the more popular assessments to help you pick the one 
that is right for you. 

 
 

The DISC Assessment: 

One of the most well-known and widely accepted assessments is called the 
DISC Assessment. The 2 reports that we recommend are the Management-
Staff and Personal Interests, Attitudes and Values assessments. 

The suggested retail price for both these reports is $165 and the market price 
is around $120.  Competitive Edge will offer competitive pricing and service. 

http://www.competitiveedgeinc.com  
Contact Judy Suiter at judy@competitiveedgeinc.com.  

 
$11.50 plus 
shipping & handling 

Strengths Finder 2.0 

This book has become a #1 Wall Street Journal best seller and promises to 
help you “Discover what makes you stand out.”  Based on the theory that we 
spend more time trying to fix our shortcomings rather than developing our 
strengths, the book provides an access code to an online test that promises 
to uncover your top 5 strengths. The book itself provides strategies for 
applying your strengths and can help you change the way you look at 
yourself and the world around you. 

 http://strengths.gallup.com/110659/Homepage.aspx       

 

$80.00 or try the 
free version 

The Career Direct Complete Guidance System  

The Career Direct Complete Guidance System analyzes four critical areas 
(personality, interests, skills, and values) "to help you maximize your God-
given talents and abilities." While this tool is based on research and has been 
validated, it clearly states that it approaches career guidance from a Biblical 
perspective. Sample reports are available to see if this assessment is right for 
you. 

http://careerdirectonline.org/ 

 
Starting from 

$55.00 

Myers-Briggs 

The Myers-Briggs Type Indicator helps identify the ways you prefer to take in 
information and make decisions, as well as how you’re energized and resolve 
issues. This is a very popular tool, but it requires the interpretive assistance 
of a certified MBTI practitioner.  

You can find a full list of these practitioners at:  
http://www.aptinternational.org/ 

To Do: 
 Review a past assessment you have taken or take a new one. 

http://www.competitiveedgeinc.com/�
mailto:judy@competitiveedgeinc.com�
http://strengths.gallup.com/110659/Homepage.aspx�
http://careerdirectonline.org/�
http://www.aptinternational.org/�
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Your Story 
Everyone has a story to tell.  In this section, we discuss the development of your story.  We 
provide a framework that helps you tell people you meet about your past, present, and 
future.  It is a bit of an art to telling your story in a clear, concise fashion.  In essence, you 
are communicating your own personal brand and the value you can bring to an 
organization.  

 
That’s my story and I’m sticking to it! 

We address your past roles, most recent position and your future job.  Being able to express 
these ideas in clear personable language makes you memorable.  Being comfortable with 
the details that you provide creates clarity around who you are and what you want.  This is 
a very attractive commodity. 

To fully articulate your story you will develop: 

• 3-4 Success Stories 
 

• The “So, tell me about yourself” speech 
 

• The 30-60 second elevator pitch 

Quote: 
“Stories are the creative conversion of 

life itself into a more powerful, clearer, 
more meaningful experience. They are 

the currency of human contact.” 
~ Robert McKee 
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Success Stories 
Your success stories tell prospective employers how you will bring value to their 
organization.  They are like mini case studies of your accomplishments and should include 
the following components: 

Challenge – State the situation, challenge or problem that was solved: 

• Was it a management issue dealing with processes and people? 

• Were there specific financial or performance metrics that needed to be 
addressed? 

• How did you reorganize your job or work to be more effective? 

Approach – How you approached the situation/problem: 

• Was this something you identified or was the issue assigned to you? 

• Who was involved? What was your role? 

• What process did you use to formulate your approach? 

• How did you work with your boss and peers? 

Solution – The solution you came up with (examples): 

• “A new tracking process that streamlined inventory control” 

• “A standardized sales presentation that better aligned products for cross and 
upselling” 

Results – Outline the quantifiable results you created, be specific, use numbers if you can: 

• How much time and/or money did the solution save the company? 

• Did the solution increase revenue or profit margin? 

• What efficiencies were created? 

• What sales, marketing or new business objectives were achieved? 

• How did you know it was successful? 

Now think back and recall 3-4 of your most impressive accomplishments.  These are your 
finest hours and could come from your last role or your last couple of roles.  Write several 
bullet points that define the challenge, approach, solution and results that were gained from 
your efforts.  

 Tool Kit Item: 
We have created a Success Story Template to help you write about your 
achievements. (Item 5 in the Career Handler Tool Kit). 

 

 

Remember:   
Avoid Success Story Pitfalls  
Success stories are an important part of your story arsenal, but 
they come with a few pitfalls.  Here are some key points to 
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remember when telling your success stories. 

• At all costs avoid rambling on and on and on…keep your 
success story components concise. 

• Be sure to clarify your role in the operation or 
achievement. 

• Remember nobody succeeds without help.  Be sure to 
give credit where credit is due.  

• A little bragging is good, but don’t overdo it.  

• Don’t downplay your success, sound confident and proud 
about what you achieved. 

To Do: 
 Write 3-4 Success Stories.  Use the Success Story Template, Item 5, in the 
Tool Kit in the back of the Career Handler©

  

 Workbook. 
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So, Tell Me About Yourself? 
It is the ultimate icebreaker interview question.  Most interviewers who ask you this 
question are looking for far more than the contents of your life.  It is actually one of the 
great make or break questions.  The way you answer this question can determine the entire 
course of the interview and it is an art to answer without rambling and boring the listener.   

 
Interviewers who begin with this question are really trying to get the interview started by 
getting a snapshot of who you are.  They are really listening for the following: 

Your attitude:  

• Do you project positive energy? 

• Are you smiling and happy as you talk? 

Your communication skills: 

• Use of language  

• The ability to communicate clearly & concisely 

• Your ability to develop rapport and connect with the interviewer 

Your confidence: 

• Are you comfortable in your skin? 

• Are you confident and proud of what you have achieved? 

• Are you confident in your ability to execute? 

Notice that I did not mention anything about your work experience or accomplishments.  
This question is an interviewer’s attempt to get to know who you are as a person.  
Remember, you don’t have to spill all your beans on this one question.  Keep your story 
clear and concise and if possible make a connection with the interviewer that sparks 
conversation. 

 

So, Tell Me About Yourself (and use this template) 
This is your chance to connect with the interviewer on both a professional and personal 
level.  To help you master the art of the informal bio, we have put together a template to 
help you craft your “So, Tell Me About Yourself“ story.  This is Item 6 in the Career 
Handler© Tool Kit. 

Using the format below, write your answers out in bullet points.  Handwrite and practice the 
points until you have memorized them.  Then, practice telling your story in front of a mirror 
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until you can deliver the points in a concise, fluent, conversational manner.  Use a clock 
with a second hand or a stopwatch to time your responses to ensure that they don’t exceed 
the suggested time limits provided in the template.  Write out or type a clean version of this 
story and place it in your binder to use as a reference for phone interviews. 

Then, relax and enjoy telling your story when someone asks you that million dollar 
question.  Have fun! 

 Tool Kit Item:  Tell me about yourself template  
(Item 6 in the Career Handler Tool Kit) 

A synopsis of your youth: [1 minute]  

• Where you grew up, include items of interest that speak to your 
character such as Eagle Scout, class president, family context, early 
jobs, etc. 

College synopsis: [30 seconds]  

• College(s) attended, degrees earned, major fields of study 

• Fraternities or sororities, sports, leadership positions 

• How you developed your interest or passion for your profession 

Personal interests:  [30 seconds]  

• Family, hobbies, sports, activities, clubs, volunteer organizations, 
etc. 

Career highlights: [2-3 minutes]  

• Leading up to the present, include the following for your job as well 
as other relevant roles 

• Name of company and your role 

• Earlier entries can be addressed in more general terms 

• Assess the opportunity and spend more time on more relevant 
experience and include significant accomplishments 

What you are currently looking for: [30 seconds]  

• Describe the type of role and company that you are currently 
seeking (avoid saying what you are not interested in) 

 

To Do: 
 Use the template to create your “So, tell me about yourself” story.  This is 
Item 6 in the Career Handler© Tool Kit. 
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The Elevator Speech 
The elevator speech is a quick commercial about you.  This story is more focused on your 
career.  “Pretend you stepped into an elevator with a Decision Maker at one of your target 
companies.  He is heading to the 10th floor.  That is how long you have to introduce yourself 
and tell him your story.  The phrase was coined because this actually happens more often 
than you would think, so it pays to be prepared.  

Your elevator speech is a 30-90 second commercial about you.  You use it networking.  
When crafted and delivered skillfully, it will tell the person you share it with who you are 
and how you provide value.  Your elevator speech provides a brief overview of: 

• Who you are 

• What you have accomplished 

• How you are unique 

• What you are looking for 

• Includes 3 or 4 target companies that you are interested in 

 Tool Kit Item:   
We have created a template to help you craft your elevator speech.  This is 
Item 7 in the Career Handler© Tool Kit 

 

 

Tip:   
If it is not necessary to say, it is necessary not to say it. Keep 
it clear and concise and to the point. 

 

To Do: 
 Create your elevator speech.  Use the Elevator Speech Template; this is Item 
7 in the Career Handler©

Memorize “Your Story” 

 Tool Kit. 

As you have progressed through the process of creating your stories, you should have 
noticed that we have instructed you to commit these stories to memory by writing them out 
and practicing them in front of the mirror.  This may sound silly but it is a very important 
part of the process.  When you memorize your story, you no longer have to worry about 
“what” you say and can focus on “how” you say it. 

During the Skills and Values Assessment, we discussed the importance of knowing who you 
are, what you are good at, and the clarity and confidence that self-awareness provides.  The 
insight and language provided by the assessment enables you to write your stories.  That is 
only the first step.  The real magic lies in delivery.  What you say is 10% and how you say it 
is 90%. 
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Being able to tell your story in a concise and comfortable manner creates a crystal clear 
impression of you as a professional and a person.  Once again, this clarity directly translates 
to confidence. 

Practice makes perfect.  Memorize and practice telling your stories. 

To Do: 
Memorize and practice telling each part of your story. 
 

 Success Stories 
 

 So Tell Me About Yourself? 
 

 Elevator Speech 

Salary History 
Employers use many variables to screen potential candidates for open positions.  Salary is 
one of the primary factors.  When you are asked how much you made in your last role, you 
should be able to answer the question immediately and with confidence.  After all it is a 
fact. 

To get a clear picture of how your income has progressed, track your salary history for the 
last 3-5 years.  Take a look at how you have done.  Has it gone up, down, or stayed the 
same?  What do you think about this progression?  Now is the time to ask this question so 
you can formulate an intelligent answer. 

As we mentioned, if you are asked to share your salary history in an interview, phone 
screen, or application process, share it. It is a fact.  Also, do not ever offer that you are 
willing to accept less.  Such a statement implies to your future employer that you feel you 
are worth less than your previous value.  Even though you may think it will encourage the 
decision maker to consider you more closely as a candidate, it most likely won’t. 

If you are asked the question, “How much money would you like to make?”, avoid it.  There 
is no correct answer to this question.  Stick to the facts - your salary history.  Provide what 
you were making at your last job and accurately quote your base salary, bonus percentage, 
and stock option packages.  When you answer this question, tell your future employer that 
you are confident that they will offer a competitive salary commensurate with your skills, 
but avoid giving them a number.   

To help compose your salary history and total compensation package numbers, use the 
template we have provided.  It might take a little digging to pull some of the numbers 
together if you have not kept a running tally.  Old pay stubs, W-2’s tax records, and 
healthcare enrollment documents may prove useful. 

 

 Tool Kit Item:   
We have created a Compensation History Template to help you track 
your salary history. This is Item 8 in the Career Handler© Tool Kit 
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Tip:   
When asked, “What you would like to make in your next role?” 
Don’t answer in specifics. Instead let them know that you are 
looking for a salary commensurate with the value you will bring 
to the organization. 

To Do: 
 Create your salary history using the Compensation History Template.  This is 
Item 8 in the Career Handler© Tool Kit.   
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Potential Red Flags 
A “red flag” is any situation, instance, or condition that could be perceived as a problem in 
your career or even in your character.  Practically everyone has some form of a potential 
red flag in their career so don’t be embarrassed about yours.  However, it is necessary to be 
prepared to acknowledge these red flags and answer questions about them.  Some 
circumstances most commonly identified as potential red flags are: 

• Frequent job changes 

• Gaps in work history 

• No college degree or industry specific license 

• Changes in industry or discipline 

• Reasons for leaving a job 

 
Impressive resume Lothar, but we have some questions about the pillaging. 

 

When it comes to red flags, honesty is always the best policy.  Responding intelligently and 
honestly to a difficult question about a potential red flag in your career history shows 
character and helps an interviewer see you as a real person.  When thinking about your 
answers consider these questions:  

• What you do differently now that prevents it from happening again?  

• What did you learn? 

• How did you take responsibility for it? 

• How do I answer without blaming anyone? 
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Tip:   
Try not to worry about the impact of your red flags. Everyone 
has one.  What can make you different is that you recognize it 
and are able to talk about what you learned and how you 
handled the experience. 

To Do: 
 Review your career and identify any potential red flags.  Craft your speaking 
points about them. 
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Define Your Target Discipline, Industry and Title 
Having a clear understanding of what you are looking for, makes finding it a lot easier.  
Knowing what you want and being able to clearly communicate it, helps other people help 
you as you network. 

Define the type of position and role you are looking for and be as specific as possible.  
Target a discipline and industry; you can even include geography if you like. 

Now is not the time to keep your options open.  When you take this approach you appear 
aloof and indecisive.  Clarity is key.  Clarity attracts clarity.  If you have a clear picture of 
what you want, you are better equipped to identify potential opportunities when they 
present themselves.  Don’t worry; you will be presented with opportunities outside of your 
scope of focus.  At that time, decide if you’d like to pursue those opportunities, but don’t 
open up your job search so wide that your network doesn’t know how to help you. 

This may take some research and soul searching, but don’t stop until you feel confident 
about what you want. 

Your Target Discipline, Industry and Title 
Identifying your discipline, industry and title also helps you develop your target list of 
companies.  Your target company list represents your primary targets, but this list can also 
identify a sphere of companies that can help you broaden your horizons to include 
subsidiaries, competitors, and vendors.  

Discipline: This is what you do.  The area of knowledge or functional skills that you 
apply in the execution of your job such as: accountant, engineer, architect, 
writer, photographer, etc. 

Industry: This is the field in which you apply your discipline, such as aerospace, 
telecommunications, healthcare, transportation, consumer electronics, etc. 

Title: This is a generic title that most people are able to identify.  (Director of 
Marketing, Administrative Assistant, Vice President of Technology, Staff 
Accountant, etc.) 

 

To Do: 
 Define your target discipline, industry, and title. 
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Associations for Networking 
If you have never been a “joiner” now is the time to start.  It is important to get out there 
and be seen.  There is no better way to do that than to get involved with the relevant 
associations, clubs, and groups that support your industry and/or discipline. 

Go online and research relevant associations within your industry/discipline and find: 

• Key contacts (if listed) – Add these names to your contact tracking log  

• Calendar of events – Schedule networking events on your calendar and attend 
them 

• Sponsor companies and corporations – These might become excellent additions 
to your target company list. 

Here is a link to a list of association lists to help you get started (Online Directory) - 
http://www.weddles/associations/index.cfm.  Also, use an internet search engine to help 
you identify other groups and associations for networking. 

Library Resources 
The following books are two definitive resources on professional associations.  They are 
expensive to purchase, but are available at most public libraries. 

Associations USA    

($95, Impact Publications) 
Contains information on 14,800 active associations and 
other nonprofit organizations in the U.S. 

The National Trade and 
Professional Association of 
the United States                              
($299, Columbia Books) 

Contains information on over 7,800 trade and professional 
organizations.  

 

 

Tip:   
Search the web to find relevant associations for networking.  
Example searches: Atlanta Associations or Associations in 
accounting. 

 

To Do: 
 Identify three relevant associations and groups that support your 
industry/discipline and schedule 2 networking events.  Add them to your 
calendar. 

http://www.ipl.org/div/aon/�
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Volunteer 
Serving others can be a big confidence booster during your job search and can really help 
you count your blessings.  Volunteering is one way to do that with some of the extra time 
you have during career transition.  Identify volunteer opportunities that feed your interests 
and get involved.  

Although this should not be your primary motive, volunteering can often present hidden 
networking opportunities.  Volunteering shows potential employers your commitment to 
your community and is a good demonstration of your desire to help others. 

As you read the words on this page, a group or non-profit association may already be 
coming to mind.  If not, visit www.volunteermatch.org for opportunities in your area. 

To Do: 
 Choose an organization and schedule time in the next week or two to 
volunteer. 

Plan a Vacation 
This may sound strange, but now might just be the best time to get away.  At first, this 
might seem like procrastination or running away from your problems, but taking a vacation 
or trip can be a refreshing way to improve your attitude and get re-energized for your job 
search.   

Use this opportunity to reconnect with the people who are important in your life: your kids, 
spouse, friends, and family.  It is all about how you look at life.  This period of job loss is a 
blessing in disguise that can help you reset your priorities and gain a new outlook. Don’t 
miss out on this opportunity. 

 

Remember:   
Attitude determines altitude 
If getting away for a few days or weeks will help your 
attitude– DO IT! 

 

To Do: 
 Plan a vacation or weekend getaway. 

http://www.volunteermatch.org/�
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Planning Your Time 
Arguably the most precious resource you have is time.  Developing and maintaining the 
disciplines of planning and managing your time make you feel more in control.  Plan your 
schedule two weeks in advance and block off specific job search time and activities as well 
as personal time.  Here are some examples: 

• Identify decision makers from XYZ Company 

• Research new target companies 

• Work on marketing plan 

• Work on elevator speech 

• Create networking list 

• Write and send Thank You notes 

• Lunch with spouse 

• Coffee with John (former employer) 

• Respond to emails 

• Search for jobs online 

• Make phone calls to your network 

Blocking out two weeks at a time on your calendar helps you ensure that the amount of 
time you are spending on your job search adds up to the number of hours a week that you 
planned.  This helps you be as productive as possible and remain focused.  

The goal is to have your calendar drive your activity, rather than the unplanned less urgent 
items.  If you were currently employed, you would be clocking in and out.  To be successful 
in managing your time, you should be working on only the items that are listed on your 
calendar.  Be sure to check your calendar at the beginning of each week and at the start of 
each day.  

Planning your activities out two weeks in advance significantly reduces your anxiety level 
because you always know what you are supposed to be doing and when.  It also 
significantly increases your efficiency. 

Choose appropriate times for certain activities 

 

Quote: 

“Lost time is never found again.” 
~ Benjamin Franklin 
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Remember:   
If it isn’t on the calendar it won’t get done.  Schedule all 
activities in your calendar. 

To Do: 
 Plan the next two weeks on your calendar. 
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Your Checklist: 
Complete this list of action items before moving on to the next section 
 
 Figure out your personal weekly/monthly salary. 
 

 Review a past assessment you have taken or take a new one. 
 

 Write 3-4 Success Stories. 
 

 Develop your “So, Tell Me About Yourself” story. 
 

 Create your Elevator Speech. 
 

 Memorize all of your stories & practice delivering them until you’re flawless. 
 

 Create your salary history using the Compensation History Template. 
 

 Review your career and identify any potential red flags.  Craft your speaking 
points about them. 
 

 Define your target discipline, industry, and title. 
 

 Identify three relevant associations and groups that support your 
industry/discipline and schedule 2 networking events.  Add them to your 
calendar. 
 

 Choose an organization and schedule time in the next week or two to 
volunteer. 
 

 Plan a vacation or weekend getaway. 
 

 Plan the next two weeks on your calendar. 

 
Do not proceed to 
the next step until 

you have completed 
all of the steps 

above. 

 



Action Plan



Action Plan 

Copyright © Career Handler 2011 All rights reserved Chapter 4: Action Plan   |   Page 1   

 

Chapter 4: Action Plan 
Targeting, Marketing and Tracking Progress 
At this point in the process you have set up your lines of communication, built your contact 
list, studied yourself, and defined what you are looking for.  Now, it is time to put it all 
together into a cohesive plan. 

If you have any remaining “To Do” items from the first three chapters, now is the time to 
finish them.  Please do not move forward.  You should stop, go back and finish the 
remaining items you have not completed.  If you haven’t finished all the tasks to this point, 
you may have difficulty completing the final two sections and will find yourself going back 
anyway.  It is not uncommon for job seekers to spring forward with a desire to “get it done” 
and “get a job.”  Take your time and finish each To Do item before moving forward.   

Although many of the steps we have covered may have seemed basic, they provide the 
foundation for a system that will now serve you well as you work through the steps it takes 
to create your plan of action. 

In this chapter you will: 

• Create/edit your resume to support your story 

• Build your target company list 

• Create your marketing plan 

• Start tracking your progress 

About Your Resume 
Your resume is an important tool, but probably not as important as you think.  You may 
obsess about the perfect resume, but please don’t.  Your resume is a simple outline of your 
work history and career progression.  A good resume is easy to follow, clearly written and 
demonstrates the value you have brought to your previous employers. 

It may be necessary to change the way you think about your resume.  Throughout your job 
search, you should use your resume as a “leave behind”, rather than a “door opener.”  If 
you rely on your resume to open doors and get you meetings, you will most likely be 
disappointed and experience a longer, more difficult job search.   

 

Tip:   
One version of your resume is enough to land the right job for 
you. 
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Resume Presentation Basics 
• It should be well formatted, and include plenty of white-space.  

• The reader should be able to tell what you are looking for in 5-10 seconds. 

• We only recommend a chronological resume that lists your most recent work history 
first.  It should not be longer than 2 pages. 

• The writing should be clear and concise and the content should support “Your Story”.  

• Your resume should focus on results, achievements, role descriptions, and tasks. 

• No Typos!!!  After you’ve proofed it, have a friend or family member proof read it 
again! 

• It is not a complete biography.  Detail the last 7-10 years and summarize everything 
older than 10 years. 

Anatomy of a Resume 
If you search online, you will find countless resume templates for any job title, but most 
contain the same information.  The basic structure is outlined below: 

File Name: First Name Last Name Resume.doc = John Doe Resume.doc 

Contact Information: Include your name, address, phone number(s), email address.  

Summary: This states who you are to employers.  It is your brand in condensed 
format. 

Work History: Include each professional employment in reverse chronological order.  

• Provide a one sentence description of the company. 

• For each entry include time periods, title, function, employer 
and details of work.  

• Highlight internal promotions to demonstrate your successes at 
each organization. 

• Include periods of self-employment or entrepreneurial 
ventures.  

• If you have more than 20 years of experience, it is OK to 
consolidate your roles into one item.  Example: Various sales 
roles within Manufacturing. 

Education: For each degree include:  

• The name of the institution 

• The type of degree  

• The year of graduation 

Additional Info: This is the catch-all section.  It can include information relating to your 
professional background, publications, awards, affiliations, 
certifications, licenses, family status, children, etc. 

Use Designations to support your story.  For example: Use SPHR 
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Certification if you are going for an HR position.  Also, you can 
highlight recent training or associations with which you are affiliated. 

 Tool Kit Item: 
We have provided a resume sample and template to help you create your 
resume. (Item 9 in the Career Handler Tool Kit.) 

What Your Resume Doesn’t Do 
Just remember your resume only tells potential employers the basic facts about your career.  
It doesn’t tell them you want the job.  It doesn’t tell them anything about your personality, 
character, or physical appearance.  It doesn’t tell them if you fit into the corporate culture 
or whether you will click with the boss. 

 

Remember:   
Resumes don’t get you meetings, people do! 

To Do: 
 Revise your resume using the resume template in support of Your Story.  
Reference Item 9 in the Tool Kit in the back of the Career Handler©

 

 Workbook. 
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Your References 
Prior to making a job offer, a prospective employer is likely to ask you to submit a list of 
references.  A reference is an individual that can speak about you and the quality of work 
you can deliver.  Some employers may request a reference list, but never contact the 
individuals.  Others will conduct a thorough evaluation of your references by calling them 
and asking a detailed list of questions.  Either way, you want to be prepared to submit your 
list of references to your future employer.   

In addition to check individual references, it’s not uncommon for an employer to verify past 
employment.  Many employers will not give out any detailed information other than a 
starting and ending dates of employment.  Other employers may be willing to discuss your 
performance, work ethic, attitude and attendance. You really can’t control what people will 
say about you so it’s important that you choose references who you trust and who can 
speak knowledgably about your best work. 

When you are selecting references, it is far better to go for quality rather than quantity. 
Choose at least 3 strong references and try to represent a cross section of previous 
employers, customers and vendors.  It is unlikely that your future employer will go beyond 
the list of references you provide.  However, be aware of the information that may become 
available from the invisible reference.  Invisible references are people in your network that 
you may not have selected as a reference or recommend.  Sometimes a shrewd HR 
professional will select a first level contact from your LinkedIn profile and ask them to 
provide a reference.  Invisible references can also exist in the idol gossip and rumor that 
surround your industry.  

Once again you can’t always control what people say and you certainly can’t control what 
they think, but you can select at least 3 bullet-proof professional references. 

To Do: 
 Select 3 references you can provide to your future employer.  Use the 
Reference List Template, Item 10, in the Tool Kit in the back of the Career 
Handler©

 

 Workbook.   
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Building Your Target Company List  
Now it is time to define your target companies.  This is when your job search starts to get 
exciting.  A target company is a company where you are potentially interested in working.  
Remember, you need to research each company to determine if it is the place for you.  You 
begin to define your target companies based on your background, experience, and interests. 

Target Company Considerations 
Making some decisions to define your target company criteria can help streamline your 
search.  Take time to consider what you are really looking for in your next job.  Consider 
your past experiences and take into consideration what you liked and didn’t like in your 
previous role and company.  Think about your career goals and objectives.  Consider the 
personal factors that relate to lifestyle and family considerations.  

The list below represents some general categories to consider as you define your targets. 

Geographic Location 

• Local, national, or international –decide whether or not you are open to relocation 

• Your personal commute preferences  

Industry Segmentation 

• Healthcare, Financial Services, Information Technology, etc. – your job opportunities 
will be greater if you can stay in the industry where you are experienced 

Type of Organization 

• Technology start-up 

• Manufacturing 

• Non-Profit 

Company Size 

• Revenue and # of employees 

• Single location or multiples locations  

Quote: 
“Searching is half the fun: Life 

is much more manageable 
when thought of as a 

scavenger hunt as opposed to 
a surprise party.” 

~ Jimmy Buffet 
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Methods to Develop Your Target Company List 
Discover Your Public Library  
There are many hidden benefits to becoming a member of your local public library.  One of 
them is access to cost effective job search resources.  Go to your library and ask the 
research librarian about resources that list companies in your area.  Most public libraries 
subscribe to Reference USA, which provides a comprehensive database of companies.  
Libraries also subscribe to local and regional business publications that can help you conduct 
research on target companies. 

 

Tip:   
Every company has a SIC and NAICS code.  These are 
standard classification codes and can help you identify multiple 
companies in the same industry. 

Drive Around 
A great way to find hidden companies is to simply get out there and explore your own 
neighborhood.  We call this the Drive-by method.  Whenever I talk about this technique, 
people always smirk, but this is a really helpful technique, especially if geographical 
preference is high on your list of considerations. 

 
If your last job involved a long commute and long hours you may have lost touch with the 
development that has occurred in your own community.  You may be surprised at what you 
find.  It is also a great way to get out of the house and clear your head.  Here is how it is 
done: 

• Mark a 5-10 mile radius around your home 

• Go for a drive and get lost 

• Discover office parks and high rise buildings 

• Get out of your car and check the building directories 

• List the companies of interest 
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Utilize Your Network 
Once you have established your criteria, look through your contact list and review the 
companies where your contacts work for potential target companies.  Your list of target 
companies is a component of your marketing plan.  You will continue to grow your target 
company list over time and asking your COI for recommendations can be very effective.  

Review Your Association List 
In Chapter 3, we identified three professional associations to target for networking.  Go to 
these organization’s websites and search for people, companies, and sponsors that are 
active participants of the associations.  Research these companies and filter them by the 
criteria you have created.  Chances are that you may find several potential target 
companies that are affiliated with your associations of choice. 

Online Research 
Conduct online research.  There are many online resources that can help you build your 
target company list.  Free is good, so take full advantage of free resources such as internet 
search engines. 

Free business search tools: 
Yahoo!  

http://biz.yahoo.com/ic/index.html  

If you want to search for companies by industry, consider using Yahoo!. 

LinkedIn 

http://www.linkedin.com/companies 

LinkedIn Companies allow you to search companies in a variety of ways.  It is the best 
way to connect with the companies where people in your network are employed.  

Your local Chamber of Commerce 

http://www.2chambers.com 

Most local Chamber of Commerce sites post their list of member businesses.  If you 
live in a major metropolitan area there may be several to choose from including your 
city and its surrounding counties.  Their lists can be searched by category, industry, 
and keyword. 

Subscription based business search tools: 
Reference USA 

www.referenceusa.com 

This is a paid service, but it can be accessed for free at most public libraries.  

 

 

 

 

http://biz.yahoo.com/ic/index.html�
http://www.linkedin.com/companies�
http://www.2chambers.com/�
http://www.referenceusa.com/�
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Hoovers 

www.hoovers.com 

This is also a paid service, but they often run specials for job seekers.  The job seeker 
rate at the time of this writing was $50 per month. 

Jigsaw 

www.jigsaw.com 

This is a free online sales tool that provides the ability to conduct detailed searches for 
companies and individuals.  Sign up using this website to get free points - 
http://tinyurl.com/careerhandler. 

 

Tip:   

Your target company list is just a starting point.  Once you 
have identified a list of 10-15 target companies, continue your 
research and find their competitors.  This can help you grow 
your list exponentially. 

As you progress in your search you will discover new 
companies to add to the list. 

 

 

To Do: 
 Develop a list of 30-50 companies to target.  Pull the companies together 
from your personal and business contact list, your networking associations, 
and research. 

http://www.hoovers.com/�
http://www.jigsaw.com/�
http://tinyurl.com/careerhandler�
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Create a Marketing Plan 
Creating a Marketing Plan provides you with great clarity in your search and it helps 
others see how they can help you.  A marketing plan is a one page document that outlines 
your job search strategy.  It is one of the most powerful tools that you can create in your 
job search arsenal.  A marketing plan helps you stand out from the pack in networking 
meetings and demonstrates to others that you have a plan for your search.  Most people do 
not have a plan, but now with your marketing plan, you have charted a clear path for your 
job search. 

Your Marketing Plan serves many purposes: 

• It can be used as a cheat sheet or script for phone interviews 

• You can use it as a talking point in networking meetings and informational interviews 

• It shows your network that you are serious, methodical, and have focus in your 
search 

• It creates a positive impression and conversation starter for your networking 
meetings 

Your resume may seem redundant and serve little value in meetings with people that 
already know you.  However, sending them your Marketing Plan communicates exactly what 
you are looking for and the value you can add to an organization.  It makes a strong 
impression, helps you get the most out of meetings, and it puts the people you meet with in 
a better position to help you. 

If you have followed along with the Career Handler Process to this point and executed the 
action items in the system, you will find that your Marketing Plan practically writes itself.  It 
is assembled from key points in your story, resume, target company criteria, skills, and 
values.  We have provided a template and example in the Tool Kit. 

 Tool Kit Item: 
More information to help you create your marketing plan is available in the 
Marketing Plan Template and Sample.  Reference Item 11 in the Career 
Handler© Tool Kit. 
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Your Marketing Plan should include the following information: 

Professional Objective: 

The professional objective is a statement about the type of discipline/industry you are 
pursuing.  One or two sentences should capture the essence of who you are and what 
you are looking for. 

Target Positions/Preferred Functions and Industries 

• 3 to 5 bullet points that provide further detail and support your professional 
objective 

• Include a sampling of position titles 

• Include the major value add for your disciple (Example: exceeds sales quotas, 
product engineering and design) 

• Highlight particular industries of interest 

Positioning Statement: 

Your positioning statement adds further detail to who you are and the value you provide.  
Use this space to communicate what makes you unique and the value you can provide to 
your next employer.  It is OK to repeat yourself and get specific about your direction and 
what you are seeking. 

Key Competencies 

Key competencies are the value added skills that you have performed in past roles.  
Select four major key competencies.  Support each competency with three to four bullet 
points that support that competency.  

Target Market with Sample Target Companies: 

• Geographic location: Mention your preference and be specific 

• Types of industries: List one or several 

• Size of organization: Use employee size, revenue or locations 

• List of target companies 

 

Tip:   
As you schedule meetings with your contacts, send a 
confirmation email the day before the meeting and attach your 
Marketing Plan.  Tell them that you are using this document to 
help position yourself in the market and are interested in 
getting their opinion. 

To Do: 
 Create your Marketing Plan.  Use the Marketing Plan Template, Item 11, in the 
Career Handler© Tool Kit to help you. 
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Prioritize Your List of Contacts 
Now, it is time to sort through your list of contacts.  Return to your Contact Tracking Log 
and review it based on the job search planning that you have completed.  Look at your list 
and determine which individuals to contact first, second, third, etc.  Prioritize the first 20 
contacts by placing a “1” in the “Priority” column for the first person on the row that 
contains their information, a “2” next to the second person, a “3” next to the third person, 
etc.  

 

To Do: 
 Identify on your Contact Tracking Log the first 20 people you will contact.   
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Set up Trial Run Meetings 
Now it is time to get out there and start talking to people.  We want you to start off easy 
and build your confidence and momentum.  A great way to do this is by setting up a couple 
of one-on-one meetings with trusted people from your network.  We call these initial 
meetings - Trial Run Meetings.  Use these meetings to practice your delivery, gain feedback 
on your strategy and to generally work the kinks out of your presentation and message. 

Set up Trial Run Meetings with people whose opinions you value.  Make sure to choose 
people who will be honest with you and give you productive feedback.  They should be 
people with whom you already have a good relationship.  These contacts may include:  

• Family members or close friends 

• Business mentors, former bosses, trusted business peers 

 Tool Kit Item: 
We have provided a Trial Run Meeting Script to help you prepare for calls 
to set up your Trial Meetings.  Reference Item 12 in the Career Handler© 
Tool Kit. 

  In these meetings, share your marketing plan, job search plan, and the work you have 
done in your previous role(s). 

What are the goals of these meetings? 
• Practice sharing your story and gain confidence 

• Receive feedback on your strategy 

• Obtain leads, ask for 3-5 leads and follow up 

• Create an instant advocate, get recommended 

To Do: 
 Set up 2 Trial Run meetings.  Use the Trial Run Meeting Script to help 
prepare for the calls.  Reference item 12 in the Career Handler©

 

 Tool Kit. 

Remember:   
Send your Trial Meeting participants a confirmation email 
before the meeting and attach your Marketing Plan to give 
them time to review the document.  Also, bring a copy to the 
meeting. 
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Identify the Decision Makers 
Once you begin your networking with the Trial Run Meetings, continue setting up 
appointments with the remaining 18 people on your list that you have already placed as a 
priority.  Concurrent to this activity, it is also time to do some detective work to identify the 
people who would be hiring you within your targeted organizations.  We identified these 
individuals as “Decision Makers” in Chapter 1.  There are many variables that impact your 
ability to identify decision makers.  One important consideration is the actual size of the 
company.  The larger the company size, the more management layers and greater difficulty 
you may have finding the correct decision maker.  Here are some methods you should use 
to help you locate Decision Makers.  

Use Your Network  
Your most valuable asset in your job search is your network of contacts.  Consistently reach 
out to your friends and associates in your immediate network that might have connections 
to the Target Companies.  Think about it…if you have just 100 people in your network and 
they each know 100 people, that could potentially give you access to 10,000 individuals.  
Leverage this multiplier effect in your search. 

Online Research 

Company Website 
Most often companies highlight some of their key executives on the company website.  Be 
sure to check it out.  You may be surprised at how much information you can find. 

 

Tip:   
Go to the “About Us” section of a company website and look for 
a link to the management team. 

LinkedIn and Jigsaw  
LinkedIn is an online networking tool that can be highly effective for conducting decision 
maker research. 

Using Advanced Search 

You can use the advanced search function in LinkedIn and Jigsaw to narrow your search 
by company and title.  For example if you are searching for a person in the IT department of 
Coca-Cola, you can use Vice President, Coca-Cola, and Information Technology in your 
search criteria. 

Check to see if your results show connections to people in your extended network.  If so, 
you have now identified potential Sources or Insiders that can help you make that 
connection.  When you start networking, approach your mutual connections 
(Sources/Insiders) first, to gain intelligence and to help you establish contact with the 
decision maker as a referral. 
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Research the Person:   
Take note of details such as where they went to school and 
past places they have worked.  These details help you start a 
conversation and build rapport when you contact them. 

Jigsaw.com 
Jigsaw is an online user generated directory of companies and contacts.  Members can 
conduct searches by company, job title, and other helpful classifications.  At last check, it is 
one of the world’s largest databases of up-to-date, downloadable contact and company 
information, providing access to over 25 million business contacts in over 4 million 
companies. 

Joining Jigsaw is free and it operates on a points based system.  Members share their 
contacts to earn points that act as currency to pay for searches.  Points can also be 
purchased, but you should not have to do that since you have already developed an 
extensive network on your contact tracking log. 

If you haven’t already joined Jigsaw, you can do so by going to the following website - 
http://tinyurl.com/careerhandler. 

Call the Company and Ask 
Yes, that’s right.  Pick-up the phone and call the company.  Call the main number and ask 
to be directed to a specific department.  For example, if your new boss could be the Vice 
President of Marketing, ask to be sent to the Marketing Department.  If the company is 
small (less than 250 employees), then you may be able to ask the operator or secretary 
directly.  You may want to do some online research prior to your call.  Therefore, your call 
may only be to confirm that the contact information and address you have for the individual 
is correct.  You never know, they may be located at a different location than the one listed 
on the website. 

 Tool Kit Item: 
We have created a Decision Maker Inquiry Script to help you make calls 
to identify decision makers at your target companies.  Reference Item 13 
in the Career Handler©

 

 Tool Kit. 

To Do: 
 Identify Decision Makers at all of the companies you have targeted.  You will 
complete this To Do item as you proactively approach each target company. 

http://tinyurl.com/careerhandler�
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The Benchmark of a Good Week 
We told you at the beginning of this process that we wanted you to embrace the concept of 
employing yourself.  When you are employed by an organization your performance is 
tracked based on tangible metrics and milestones that are designed to help you and the 
organization meet and exceed goals and objectives.  Why should your job search be any 
different? 

So what should a good week’s work look like and what should it yield?  We have created 
targets that represent the benchmarks of a good week.  This is the level of activity that 
delivers real results.  

 

Hours worked: These are the scheduled job search activities that you have blocked off on 
the calendar. 

Meetings and events: These represent group network meetings and one-on-one in person 
meetings with contacts from your network.  Be sure to have a good mix of different types of 
meetings. 

Phone or personal interviews: This is the result of your networking activities. 

New Decision Maker contacts: Add 1-2 new decision makers to your network every 
week.  How you connect with them may vary, but what’s important is that new decision 
makers are becoming aware of who you are every week. 
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Tracking Your Progress 
Even the best of us need accountability.  As we have stressed from the beginning, job 
searching is complex and it is easy to get lost in the shuffle and lose track of what you are 
accomplishing.  Keeping track of your progress allows you to make adjustments and ensure 
that you get the results you are seeking. 

We have created a simple way to track your progress so that you can make sure you are 
building momentum in your search.  Here is a view of what you will track. 

 

Quote: 
“That which gets measured 

gets done.” 
~ Tom Peters 
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Keep track of: 
• The hours you are working on your search 

• The number of meetings you are having 

o One-on-one meetings 

o Group meetings 

• The number of contacts with whom you are connecting  

o General contacts 

o Insiders and Sources 

o Decision Makers 

• The number of interviews you are attending 

o Phone interviews 

o Personal interviews 

• The number of job offers you are receiving 

o You only need one! 

The Status Report 
Keeping a status report helps you track your progress, make adjustments, and stay on 
target.  This may seem like overkill, but it is a discipline that serves you well when you 
commit to the practice. 

 Tool Kit Item: 
We have created a Status Report that you can easily fill out to keep track 
of your results.  Reference Item 13 in the Career Handler© Tool Kit. 

The Status Report Template is designed to capture your activities on a daily and monthly 
basis.  Therefore, the numbers at the top of the document represent the days of the month.  
Here is a brief description of each item. 

Hours Worked:  This represents the number of hours worked in a particular day according 
to your calendar. 

# of Networking Meetings:  This represents the actual number of meetings you attended 
in a particular day.  Keep track of both one-on-one and group meetings.  For example, if 
you had one group meeting it would be represented on the report with a hash mark “|”.  If 
you had two meetings “||”, four meetings “||||”, etc.  

New Contacts Added:  This represents how many contacts you added to your job search 
networking process.  If you are using the Contact Tracking Log, this is easy to manage.  
Once you pull a name from the Contact Tracking Log and establish a Contact Sheet for that 
person, you will count them as a new contact added to your job search.  This is a very 
important number as it represents exactly how many people know that you are in a job 
search. 

# of Phone Interviews:  This represents the number of phone interviews that are 
conducted that represent an open position for a potential employer. 
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# of Personal Interviews:  This represent the number of personal interviews that are 
conducted that represent an open position for a potential employer. 

# of Offers:  This represents the number of job offers you have received.  This is without a 
doubt the most exciting box to fill in! 

 

Tip:   
You can always refer to the “Contacted” field in your Contact 
Tracking Log to determine how many new contacts are added 
each day. 

 

To Do: 
 Begin tracking your job search progress using the Status Report Template, 
Item 14, in the Career Handler©

 

 Tool Kit. 
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Your Checklist: 
Complete this list of action items before moving on to the next section 
 
 Write or revise your resume using the resume template, Item 9, in the Career 
Handler Workbook. 

 Select 3 references you can provide to your future employer.   
 

 Develop a list of 30-50 companies that you want to target. 
 

 Create your Marketing Plan. Use The Marketing Plan Template, Item 11, in the 
Career Handler Tool Kit. 
 

 Identify on your Contact Tracking Log the first 20 people you will contact. 
 

 Set up 2 Trial Run meetings.  
 

 Identify Decision Makers at all of the companies you have targeted.  You will 
complete this To Do item as you proactively approach each target company. 
 

 Begin tracking your job search progress using the Status Report. 

 

 
Do not proceed to 
the next step until 

you have completed 
all of the steps 

above. 

 



Implementation
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Chapter 5: Implementation 
Making it Happen 
Congratulations!  You have made excellent progress and are now equipped with the tools 
you need to conduct an effective job search.  The “To Do” items in the previous chapters 
were a linear series of progressive one-time tasks, each leading to the next task.  This 
chapter is all about the hunt.  The activities within its pages represent more of a cycle.  The 
tasks are repetitive and you will focus on repeating them and refining your performance 
each time you execute them.  You will repeat them in your search until you find a job. 

We also show you how to survive the process and succeed.  We will explain exactly what 
you will be doing and how to prepare and plan to maximize your efforts.  Although the 
process of job searching is multidimensional, you will find that it all boils down to 
consistently executing a list of key activities–prospecting, presenting, and following up. 
Success comes from being disciplined, and repeating these activities until you find the right 
job. 

Let’s implement our plan. 

In this chapter you will: 

• Implement your job search strategy 

• Understand the networking circle 

• Review interview preparation and planning strategies 

• Learn the keys to surviving your job search  



Implementation Plan 

Copyright © Career Handler 2011 All rights reserved Chapter 5: Implementation|   Page 2   

 

How it All Adds Up 
Remember people hire people, so everything we do is focused on meeting and conversing 
with the right people.  The people who hire people are called “Decision Makers”.  They are 
the most important people in our contact lists.  It is of critical importance that we focus our 
efforts on identifying Decision Makers. 

It takes 15-20 contacts to identify 1-2 Decision Makers and the job seeker needs to connect 
with an average of 25 Decision Makers to find a job. 

You can see why it is important to track your activities by recording the number of hours 
worked and the number of contacts collected.  Good progress takes disciplined effort.  If 
you work 30-35 hours a week to connect with 15-20 contacts and discover 1-2 new Decision 
Makers, you have made good progress.   

 

  

 

 

15 - 20 contacts 
result in 1-2 

Decision Maker 
(DM) 

It takes 25 DMs on 
average to land a job 

15-20 contacts 

1-2 new DMs 
Consistent follow-up 

with phone, email and    
thank you notes 
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Job Search Survival Basics 
Nearly everything that you do in your job search can be summed up into three activities: 
Prospecting, Presenting, and Following-up.  Anybody in sales will attest that these are 
the three primary activities that fill their days.  Whether you like it or not, you are now in 
sales.  These three activities will be repeated in various ways throughout your search.  

 

Prospecting is reaching out to your existing 
network and looking for new companies, 
contacts and positions to target.  

 

Presenting is meeting with people on the 
phone and in person to share your story. This 
may come in the form of a networking 
meeting, phone or personal interview.  

 

Follow-up is where you reconnect with your 
contacts after you have connected with them 
regarding your job search. This may be 
sending thank you notes or emails or leaving 
voicemail messages. 

Prospecting 
The strategy for your job search should contain 3 prospecting methods.  The first method 
should be networking with you existing contacts.  The second method should be responding 
to job ads found on the internet, newspaper and company postings.  The third method 
should be determined by your own personal preferences relating to your strategy.  You will 
select your third method from the following list.  If you prefer, you can use a combination of 
all 3 methods below. 

• Direct mail 

• Walk-in and fill out an application 

• Using recruiters 
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Start with your Existing Network  
As you begin prospecting, begin with your existing network.  Begin here because this is the 
group of people where you will potentially have the most success.  Review your contact 
tracking log and make contact with those individuals who are most relevant to your job 
search.  Start with trial meetings and then progress from there. 

When you are prospecting, you should reach out to your network with some specific goals in 
mind.  This isn’t rocket science, it is a formulated progression.  First, reach out to your 
existing network to set up meetings to share your marketing plan and resume.  During 
these meetings, you also ask for job leads, engage in discussions to discover new target 
companies, and ask for new contacts. 

Get a                              
Meeting 

 
 

Share Your                       
Story 

 

Ask for 
Opinions/Assistance/Referrals 

 

Get a Meeting 
There are three basic ways to set up a meeting: by phone, email, or in person.  In some 
cases it may require a combination of these methods to set up a meeting.  
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The best way to get a meeting with your existing network is to call.  Phone calls generally 
solicit the most immediate response.  Sending an email may work, but it is less immediate 
and a lot easier for the contact to ignore.  Talking to people in person is the easiest and 
most direct way to connect and get a meeting; however, this may not always be practical 
based on your typical day. 

Getting a meeting with your network contacts should be pretty straightforward.  Your first 
priority should be to schedule the meeting in person over coffee or lunch.  If this isn’t 
possible (your contact lives out of state or is unavailable) the next best thing is to schedule 
15-30 minutes for a phone meeting. 

 Tool Kit Item: 
You can use the Trial Run Meeting Script to help you prepare for calls 
and set up meetings. (Item 12 in the Career Handler Tool Kit) 

Share Your Story 
When you are actively prospecting and reconnecting with your network, it is important to 
focus on them first.  When you talk, be personal and catch-up.  Force yourself to spend as 
much time, if not more, on them than you spend talking about yourself.  Ask them what 
they have been up to since you last spoke.  Ask them about mutual friends and family 
members.  Take the time to let them talk and be a good listener.   

Once the conversation turns to you, be prepared to share.  Make sure that you are direct 
and honest and tell them about your situation.  Be prepared to share your marketing plan 
and fill them in on the details of your situation. 

Quote: 
“You can make more friends in 

two months by becoming 
interested in other people than 

you can in two years by trying to 
get people interested in you.” 

~ Dale Carnegie 
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The Coffee Meeting Agenda 

Now you have taken the first step by calling one of your contacts and setting up a time to 
meet over lunch, coffee, or a pre-scheduled phone conversation.  Now what?  Here is a 
rough agenda to help you get the most out of these meetings.  Don’t forget to have fun! 

• Ice breaker conversation– 5-10 minutes 

Catch-up on common interests, friends and family. 

• Discussion/Update about your contact– 15-20 minutes 

Catch-up on your contact’s career progression since you last spoke.  Be a good listener 
and ask questions that help them tell their story. 

• Discussion/Update about your job search– 5-10 minutes 

Share your marketing plan and bring them up to speed on your career progression since 
you last spoke.  Tell them about your job search. 

• Ask Opinion/Assistance/Referrals– 10-15 minutes 

Ask your contact for feedback on your strategy, possible target companies, contacts, 
etc.  Ask if they are aware of any open positions that would align with your marketing 
plan.  Then, ask them if they know anyone who might be able to help you and ask if 
they would mind providing referrals.  

Asking for Opinions, Assistance, and Referrals 
Quite possibly the hardest thing to do is to ask for help, especially when you feel like you 
may be at a low point in life.  However, now is the time to reach out to everyone in your 
world.  Most people really want to help.  Your Marketing Plan can help direct these 
discussions, but it is up to you to ask specific questions that provide actionable answers. 

Asking for Opinions:   

If your contact has experience working with a target company on your list, ask them specific 
questions about working with or for that company, strategies, corporate structure and 
culture, etc. 

Asking for Assistance:  

Using your marketing plan as your guide and given your professional objectives, 
competencies, target market and company list, ask your contact if there are any other 
companies that you should be considering. 

Asking for Referrals:  

Building on opinions and assistance in targeting specific companies, ask your contact who 
they might know at these companies who might able to help provide further information or 
assistance.  Ask if they would mind providing a referral or facilitating an introduction.  

Everyone is busy these days and time is precious.  Realize that every minute someone gives 
you is a gift.  Make sure you are appreciative.  Say thank you and ask how you can return 
the favor. 
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Tips:   
When you ask someone to meet you for coffee or invite them 
to lunch ALWAYS pick up the tab. 
 

When you are calling a prospect to set up a meeting be sure to 
ask the question, “Do you have your calendar handy?”  Always 
wait for the other person to respond first even if this creates an 
awkward silence.  The first person that speaks loses in this 
instance.  If they say no, ask them if they could please get it 
out.  Once they have acknowledged that they have their 
calendar politely suggest a couple of dates and times. 

Filling in the Blanks 
As you review your prioritized list of contacts, you will most likely not have all of the contact 
information that you need for each person.  You need to become a detective and do some 
research to get the latest contact information for the people in your network.  The good 
news is that it is easier than ever these days to get this information.  Here is how it is done: 

• Use Your Network to locate the detailed contact information. 

• Use LinkedIn to find where your most relevant contacts are currently working. 

• Use Google to look up the phone number of the company.  

• Use LinkedIn to send them an invitation to reconnect.  

 Tool Kit Item: 
When calling a company to reconnect with a person on your contact list, use 
the Reconnect Phone Script, to prepare for the call.  (Item 15 in the 
Career Handler Tool Kit) 

In Chapter 4, we touched on using the Advanced Search to identify decision makers.  As 
you identify new decision makers, look for connections to people in your immediate 
network.  These individuals can then be used to help you connect with the decision makers.  
Before you ask a connection to introduce you to a decision maker, it is best to reconnect 
with your contact first to reestablish that relationship.  

Connecting with a decision maker on LinkedIn can be the ultimate icebreaker.  Be sure to 
make note of previous companies and colleges to establish common ground.  These details 
show that you care about the contact and that helps you build the rapport to create a 
relationship. 

 
Tip:   
Whenever you connect or reconnect with a contact on LinkedIn 
always remember to personalize the message. 
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 Tool Kit Item: 
Use the LinkedIn Scripts to compose a brief invitation to reconnect with 
people on your contact list. (Item 16 in the Career Handler Tool Kit) 

Using the Contact Sheet 
Using the Contact Sheet is a critical part of your prospecting and it now comes into play.  
It helps you keep track of each person that you contact.  The Contact Sheet and the 
numbered tabs in your binder are a low-tech, high-touch system that is always on and 
ready for you.  If you are disciplined in using this system, you are able to easily keep track 
of: 

• When, who and how you need to follow up 

• What your next step should be 

• Who referred you 

• Details that are important to the relationship 

Here’s How it Works: 
Step 1 

Identify a person you want to contact from your Contact Tracking Log. 

Step 2 

Write the date you contacted an individual on the Contact Tracking Log (Far right column 
labeled “Contacted”). 

Step 3 

Fill out a Contact Sheet and all the information you have for that person.  Once you have 
completed the sheet, schedule the date to contact them and place the Contact Sheet under 
the corresponding tab in your 3-ring binder.  Don’t forget to make sure you have scheduled 
time on your calendar to make calls on that same day. 

Step 4 

Attempt to contact that person.  If you are unsuccessful in reaching that person on the 
scheduled day, re-file the sheet under the following day’s tab and try again.  Follow the 
process until you connect with them. 

Once you make contact with the individual, schedule a meeting.  Use the Contact sheet to 
track your follow-up activity.  Write the follow-up activity in the section at the bottom of the 
form and file it in the binder under the numbered tab that corresponds to the day you plan 
to follow up.   

As you begin to create contact sheets, your binder will become quite full.  As you schedule 
follow-ups, be sure to enter them into your calendar.  Your calendar provides you with the 
global view of your agenda for the day.  The contact sheets and the tabs in your binder 
supply the details you need to get the most out of your calls and follow-ups. 
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The Anatomy of the Contact Sheet  
(Item 4 in the Career Handler Tool Kit) 

 

 

Remember:   
When you record and schedule follow-up activities with your 
contacts make sure you note the specific follow-up activity and 
date on the contact sheet.  File the contact sheet in your binder 
under the numbered tab that corresponds to the day you have 
the scheduled follow up. 
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Responding to Job Advertisements 
Approximately 20% of job seekers will find there next position by answering an 
advertisement.  Therefore, responding to job advertisements should be your second 
strategy for finding a job.  According to job seekers, responding to job advertisements can 
be one of the most frustrating aspects of a job search.  This is because most employers will 
not respond back to you.  Therefore, it’s not uncommon to send out 30 or 40 resumes with 
no response!  Now that’s frustrating and depressing so proceed to this method with caution.  
Be sure that your expectation for a low response rate is in check. 

Job advertisements can come from a variety of sources such as internet job boards, 
company postings, newspapers, and email alerts.  Here are some tips that will help you 
keep your responses from disappearing into the “black hole.” 

• Apply to only 3-5 positions per week – Be very picky about the types of positions 
you apply for and only select those roles that match up exactly with your position 
objectives.  If you apply for more than 5 positions per week, you will spend most of 
your time following up on job leads and lose productivity in your search. 

• Follow-up on each job advertisement using multiple methods – Don’t just 
send your resume and expect a response.  Be aggressive in following up with the job 
opportunity.  Your goal should be to identify the company and decision maker and 
submit your credentials to multiple people within the hiring organization.  You should 
not only send your resume through the job ad, but also try to send it to people who 
are already employed at the company. 

• Use your existing network to identify insiders and decision makers – If you 
apply for a position, get serious about leveraging your network for an internal 
connection.  It will most likely only take a couple of great connections to get you 
past all the other job applicants and stand out from the crowd. 

• Only apply to companies and positions that support your story – Be selective 
and choose companies and positions that will see value in your specific background 
and experience.  It is highly unlikely you will receive a positive response if you apply 
to positions outside of your scope of experience. 

 
“Amazing indeed, Mr. Zambini, but we are interviewing for a staff accountant.” 
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To Do: 

 Apply to 3 – 5 new positions per week that match up with the goals of your 
job search 

The Prospecting Circle 
The Prospecting Circle represents the cyclical activities that you execute repeatedly as 
you prospect.  You make contact with people, share your value, identify new target 
companies that fit your criteria, get leads, and schedule interviews, which ultimately lead to 
employment offers.  Consider the prospecting circle in the context of your search.   

There are two types of people: people you know and people you don’t know.  If you have a 
target company where you have no contacts, then you will need to try to establish some 
new connections.  

Use every tool in your arsenal to find contacts in that company.  Reach out to your network 
as well as friends and family members to see if they know any insiders or decision makers.  
Use Jigsaw.com, Reference USA, and LinkedIn to find contacts.  Search LinkedIn for people 
in your immediate network who can introduce you to people who work for that company on 
your target list.   

 

 
 

 

To Do: 
 Add 15-20 new contacts and 1-2 new decision makers to your job search 
every week 
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Presenting  
Presenting in your job search will take on many forms.  You may be presenting yourself in a 
one-on-one or group meeting.  Or, it could be that you are delivering your elevator speech 
to a new person you met at the grocery store.  Either way, you are selling yourself so be 
prepared.  Here are some of the ways you will present. 

Meeting with your Existing Network 
We started the presentation process with Trial Run meetings with a few trusted people in 
your immediate network.  These meetings are intended to get you back into networking and 
get a little constructive critique in the process.  You were reconnecting with people and 
leading with your marketing plan to direct the meeting and clearly communicate what you 
are looking for.  Let’s review the goals of these meetings:  

• Practice sharing your story and gain confidence 

• Receive feedback on your strategy  

• Obtain leads, ask for 3-5 leads and follow up 

• Create an instant advocate 

• Get recommended 

Now is the time to continue this process of meeting with people in your network.  Your 
confidence will grow as you land meetings and move out into your network.  As this process 
begins you will now find yourself meeting with both your existing network and new referred 
contacts:  the people you know and the people you will soon know. 

Meeting vs. Interview 
Let’s take a moment to clarify the difference between a meeting and an interview.  Meetings 
are mutual exchanges of information and work sessions designed to achieve a pre-defined 
purpose.  The person calling the meeting should clearly state the objectives and direct the 
agenda to achieve the desired outcome.  Typically, you will be soliciting and scheduling 
meetings so it is up to you to direct the meeting outcome.  

Interviews are meetings called by potential employers for the express purpose of screening 
candidates for employment.  You may stumble into an interview while trying to schedule a 
meeting, but the company is in control of the agenda in an interview.  That agenda is 
focused on assessing your qualifications and suitability for employment at their company.  

There are some subtleties associated with various types of meetings that occur in the 
progression to a formal interview. 

Networking/Group Meetings 
Networking/Group Meetings are meetings that can have anywhere from 5 to 500 people 
attending.  They are usually sponsored by an association or organization.  You may be 
addressing one person or a small group in a social or professional setting.  The objective 
here is to share your elevator speech and clearly communicate who you are, what you do, 
and what you are seeking.  Your goal is to develop new contacts and target companies with 
the potential outcome of turning them into job opportunities.  You should try to connect 
with as many new contacts as possible during any one networking event.   
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Tip:   
Show interest in someone else before sharing information 
about yourself. 

One-on-One Meetings 
One-on-one meetings are exactly what the name implies.  These are meetings that you 
schedule with an individual either on the phone, at their office, or in a public setting.  The 
one-on-one meeting is more intimate and allows you to go into greater detail about your 
story.  Depending on the context of the meeting, you may share your marketing plan or you 
may simply talk through your search objectives.  Either way, the objective is to present 
yourself, share your story, and tell the other person what you do and what you are looking 
for.  Once again the goals in a one-on-one meeting are the same, get leads to new contacts 
and target companies.    

The difference here is that a one-on-one meeting provides you with a greater opportunity to 
connect with the other person.  Therefore, these meetings stand a better chance of leading 
to a recommendation.  

Do some research about the person with whom you are connecting or re-connecting.  This 
helps you build rapport and ask intelligent questions about their current position and 
company.  Remember, be a good listener.  Once you have connected, share your story and 
what you are looking for and don’t be shy about asking for leads.  This is one of the primary 
purposes of the meeting and they know it. 

Phone Interviews 
Phone interviews are classically used to screen candidates for job interviews.  You may have 
come to the interviewer’s attention through an application process or direct 
recommendation.  They will most likely have seen your resume and this interview serves as 
an opportunity to connect with you on a more direct level. 

If you have a phone interview scheduled make sure you practice your “Tell Me About 
Yourself speech” and “Success Stories.”   

 

Tip:   
Try to avoid an unscheduled phone interview.  It is best to try 
to schedule meetings in advance, get a job description and do 
your research. 

This is usually a chance to present your personality and attitude.  The interviewer is 
listening for the attributes that could indicate that you could be a good fit for the role and 
company culture.  Interviewers are listening for good communication skills, the ability to 
establish rapport and a positive attitude. 
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Job Interviews 
We have covered the cyclical steps required to identify opportunities and land meetings that 
can lead to interviews.  Now it is time to focus our attention on preparing for actual 
interviews.  “Acing” an interview is no different than “Acing” a test.  They both require that 
you do your homework and study the material. 

Research, Research, Research 
If you have been following the system and collecting information on the companies on your 
Target Company List, preparing for an interview with one of these companies becomes 
much easier.  You have already collected information about the company that can serve as 
a foundation for your research.  When you land an interview, refer back to your research 
and make sure that you have up-to-date information about the company including: 

• The company’s position in the market and key competitors 

• Challenges and opportunities 

• Recent press releases and news items of interest 

Company 

Conduct your company research as if you were considering investing in the company, 
because in reality you are.  If the company is public, review their most recent annual report 
and especially the letter to the shareholders by the CEO.  Being able to reference relevant 
information from an annual report or press release during an interview can be pretty 
impressive.  It proves that you are motivated enough to do your homework and are 
plugged-in and ready to engage.   

It is also a good idea to plug-in the company name into a couple of internet search engines.  
You may be able to uncover some relevant information that can be used in your interview. 

People 

Always research the people who will be interviewing you.  When the interview is scheduled, 
make sure to ask how many different people you will be meeting and what their roles are in 
the organization.  Look these people up on LinkedIn and Google and fill out a contact sheet 
on them (if you haven’t already).  Make sure to include key points that will help you build 
rapport and understand their relationship to the role for which you are being interviewed.  
After the interview, update the contact sheet and schedule your follow-ups. 

 

Remember:   
Exchange business cards with each interviewer that you meet. 
Getting their business cards will ensure that you have the 
appropriate contact information to launch your follow-up 
campaign. 
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To Do: 
 Set up and attend 6-8 meetings per week (maintain a mix of one-on-one and 
group meetings) 

Interview Questions 
Interviews are about making a personal connection with the interviewer so after the 
interview they remember liking you and trusting you have what it takes to do the job.  
The more skilled the interviewer the more strategic the questions become.  Sometimes the 
interviewer’s strategy and what they are really trying to learn by asking the question has 
little to do with the actual content of your answer.  We explored this concept during our Self 
Assessment phase in Chapter 3 when we discussed the real purpose of the million-dollar 
question, “So Tell Me About Yourself.” 

Who really knows what to expect when you are preparing for an interview.  The styles vary 
depending upon the person and business you are engaging.  What is important is that you 
continue to reflect back on your story and the components of your Success Stories, Elevator 
Speech and “So, tell me about yourself”.  You will most likely have to repeat the 
components of each with everyone you meet. 

 
We are looking for a dedicated team player. How are you with co-dependency? 
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Presenting your Questions 
During an interview you will also be judged by the questions you ask.  Your questions may 
actually be more revealing than your answers to the questions that your interviewers have 
prepared for you.  Your inquiries will demonstrate the research you have done on the 
position and how you think. 

When you are asked at the end of the interview if you have any questions, you should have 
a list of carefully prepared questions to ask.  A good rule of thumb is to have a list of 
thoughtful general and job related questions.  If you will be meeting with more than one 
interviewer you should also prepare to have a question or two that are specific to the roles 
of the other interviewers and how they might interact with the position in question. 

Interview Questions you Can and Should Ask 
• If I were hired and started next week, what would you like me to accomplish in my 

first ninety days?  First year? 

• How will performance and success be measured for this role? (What does success 
look like?) 

• I have read about the company’s goal to (list a corporate goal from your research) 
are there any other important challenges or goals you can share?  And/or how does 
that relate to your department? 

• How do you see this position supporting the achievement of those goals? 

• Is this a new or existing position?  If existing, what did you like/dislike about how the 
previous employee performed?  If new, why was it created? (If not obvious) 

• What are the prospects for growth and advancement?  What is your thought 
regarding a career path within the organization from this position? 

• Can you describe a typical workday for this role?  If it is not obvious, who does this 
position report to and who are the people this role typically interacts with?  

• How would you describe your culture?  What is it like to work for the organization? 

o What do you like most? 

o What would you like to change? 

• What is your expected timeline for making a decision to fill this position? 

• You should also have a list of 5 questions that are specific to the position and 3 
questions that are specific to the person that is interviewing you. 

You’ve heard people coin the phrase, “The only stupid question is the one that isn’t asked.” 
Well, that doesn’t hold true in interviews.  There are plenty of inappropriate questions that 
you should avoid.  Avoid obvious questions that you could have easily been discovered by 
conducting research.  Avoid questions relating to benefits, vacation policies, and alternative 
work situations such as telecommuting and job sharing until the progression reaches a 
further stage. 
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Interview Questions you Shouldn’t Ask Immediately  

You should try to remain aware of where you are in the interviewing process and what 
questions you are asking.  When you ask an obvious question, it screams to the interviewer 
that you didn’t do your research.  The questions below may not be appropriate in a first 
meeting, but certainly could be up for discussion in a 2nd or 3rd interview as you move into 
the details of the position. 

• What are the work hours? 

• How many sick days do I get? 

• How many weeks leave do I get? 

• How long is the lunch break? 

• Are the working hours flexible? 

 

 

Tip:   
Become a member of glassdoor.com to prepare for interviews.  
The site provides user submitted interview data from top 
companies.  It reviews the interview by difficulty of questions, 
frequently asked questions and other key information.  
Membership is free.  

Presentation: Grooming and Appearance 
Dress code always raises spirited discussion, but it is still true that first impressions and the 
clothes you wear are important.  Although corporate culture and the challenges of the 
modern work place have led to more relaxed dress code standards, it is still best to err on 
the side of conservatism when you are dressing for an interview. 

We always recommend wearing a suit and tie or suit separates.  If the hiring manager that 
you will be meeting with tells you not to wear a suit and tie because it is casual Friday and 
he will be in jeans and a T-shirt, take his advice.  Nevertheless, dress a level above and 
wear casual slacks, a sport shirt and a blazer. 

Many of the creative and IT driven industries may promote more progressive, style 
conscious, or casual environments, so once again, it pays to do your homework.  If the 
company has an informal corporate culture and dress code, always dress to the upper end 
of that scale.  If you decide to wear a suit and tie and an interviewer comments that you 
didn’t have to do that, smile and nod your head and say, “I know.”  If they decide not to 
hire you because you were over dressed for the interview then it probably wouldn’t have 
been a good fit anyway. 

http://www.glassdoor.com/�
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Tips for Gentlemen 

  
The devil is in the details and that also holds true for personal hygiene.  Now is a good time 
to get out the tweezers and trimmers and clean up the hair in your nose and ears and never 
underestimate the power of a breath mint. 

A word of caution to smokers, we highly recommend that you refrain from smoking before 
an interview.  These days, smoking can be a politically charged topic that begs questions 
ranging from work habits and ethics to personal health.  It is best to stay away from even 
the smell of this topic in an interview.  
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Tips for Ladies 

 

Tattoos and piercing may have reached the mainstream, but they still have little or no place 
in interview settings.  For ladies that have a tattoo on the foot that will show if wearing 
standard hose and business pumps, wear dark hose and a pants suite or investigate cover-
up make up on a first interview.  You just don’t want to give an interviewer any reason not 
to like you.  Some of the more creative or progressive IT driven industries may dictate more 
relaxed standards, but it is always best to play it safe in these instances.  

 

 

Tip:   

When dressing and accessorizing your outfit for an interview, 
less is more.  If an item distracts the interviewer or draws 
attention away from your face, don’t wear it. 
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Following-up with a Purpose 
Following-up with your circle of influence after meetings and interviews gives you an instant 
advantage over other candidates because fewer than 25% of job searchers do it.  Any good 
salesperson will tell you that a presentation meeting only marks the beginning of the sales 
cycle.  The real battle is won through follow-up that creates a connection with the prospect, 
demonstrates engagement and proves that you want the business, in this case, the job.  A 
job interview is the same.  Following up demonstrates your interest in a job, so please don’t 
miss this incredible opportunity to differentiate yourself from the pack. 

After a meeting or interview, you should follow-up immediately.  If you meet with multiple 
individuals at the same company, make sure that you follow-up with each person 
individually.  If you really want to stand out of the crowd in your job search, you will make 
following up a part of your daily routine in your search. 

 

Tip:   
We have created simple “scripts” for Thank You card and email 
follow-ups for your reference in the Career Handler Tool Kit. 
(Item 14 Follow-up Scripts). 

Follow Up Example:  You call one of your contacts and set up a one on one meeting or 
pre-scheduled phone call.  After the meeting, you follow up and send an email expressing 
thanks.  You also write a handwritten thank you note and mail it through the post office.  A 
week later, you follow up with a phone call.  Your goal is to check in with them and 
determine if they have any additional leads or thoughts that would be helpful in your 
search.  If they had suggested a referral, you should be sure to have received their contact 
information.  Additionally, you will include them on your monthly email update that relates 
to your job search progress.  Every month thereafter, it would be wise to follow up with 
them in some form: email, fax, phone, mail to stay top of mind.  A similar follow up 
schedule should also be applied to sources/insiders and decision makers. 
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Following-up with your network typically lasts during the entire time you are in your job 
search.  It is important that you use multiple methods to follow up attempting to add value 
each time.  Following-up on a consistent basis may seem a little awkward, but it is the only 
way your contacts know you are still looking for a job.  And that is exactly why it works. 
Remember the old saying “out of sight, out of mind.”  We don’t ever want that to be you!   

You want to continue to demonstrate the value that you can bring to the organization, so 
continue to research your industry and target your company list looking for items of interest 
that can spark discussion or provide a valuable point of interest.  Get creative in the manner 
in which you follow up.  There are many different sources that you can utilize to collect 
information that can be valuable in your follow up.  Here are a couple of examples to use: 

Google Alerts - Set Google alerts (www.google.com/alerts ) for your target companies, 
their products, competitors and relevant keywords.  Doing this alone, may provide a lot of 
news and content that could then be forwarded to some of your contacts.  Make sure to add 
comments and pose relevant questions where appropriate.   

Business periodicals and news articles- Make copies of relevant articles in newspapers, 
magazines, and industry publications that directly relate to business events that impact your 
target companies’ business interests.  These articles can provide a great insert to a follow-
up thank you card or create an excellent “excuse” to send a timely follow-up letter. 

Company press releases- Frequent the newsrooms on the web sites of your target 
companies and their competitors.  Look for the latest releases that directly impact your 
discipline and the division within the company that you are targeting and forward links to 
these releases in your strategically timed email follow-ups. 

http://www.google.com/alerts�
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To Do: 
 Follow up consistently with your contacts to stay top of mind 

Surviving your Search  
Here is the great news!  You WILL get a job!  We just don’t know how long it will take.  Your 
job search could last a couple of weeks or several months.  However long it takes, you 
should only focus on those things that you can control.  We have provided you with a 
systematic approach to your job search.  It is now your job to execute and do the best you 
can, marketing and selling your value to your next employer. 

Here is a list of the top 10 things you should focus on to survive your job search. 

1. People hire people – computers don’t.  Do your best to focus at least 75% 
of your time networking with your circle of influence and sharing your 
marketing plan with as many people who are willing to listen. 

2. Use a contact management system - what, how, when, where, and who to 
follow up with is something you should not have to worry about in your job 
search.  A contact management system solves this problem. 

3. Resume perspective – rethink about how you use your resume from a 
“door opener” to a “leave behind”.  Use only 1 version of your resume to 
maintain simplicity and focus. 

4. Network with a purpose – always focus on getting yourself closer to the 
decision maker.  Use and engage your existing network in your personal job 
search. Consistently ask your network who they know who hires people like 
you.  

5. Don’t go it alone – don’t be the lone ranger on your job search.  Team up 
with someone in your network that will hold you accountable. 

6. Attitude is everything – fake it if you have too!  Be positive and speak the 
language of success…begin to visualize yourself in your new job. 

7. Follow up – on everything and leave no stone unturned.  If someone offers a 
referral, follow up and get that information.  Don’t wait for someone to call 
you, it will never happen. 

8. Manage your time wisely – use your calendar to stay focused on the 
important tasks of your job search.  Maintain an active “To-do” list and 
prioritize your work based on importance. 

9. Use the phone – pick up that 500 lb. gorilla called “the telephone” and call 
your contacts to advance your search.  Don’t hide behind email because it’s 
easier. 

10. Celebrate the small successes – each small victory is huge!  Aim to 
achieve a small victory everyday and your job search will be a short one. 

Bonus Tip 

Exercise Professional Persistence – be consistent and persist as you follow up with 
contacts and job opportunities until you reach the desired outcome. 
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Your Checklist: 
Continue to work this list of action items until…! 
 
 Apply to 3 – 5 new positions per week that match up with the goals of your 
job search 

 Add 15-20 new contacts and 1-2 new decision makers to your job search 
every week 

 Set up and attend 6-8 meetings per week (maintain a mix of one-on-one and 
group meetings) 

 Follow up consistently with your contacts to stay top of mind 

 Stay focused on the top 10 things to survive your job search 

 

 ACCEPT NEW JOB!!! 



Tool Kit Items
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Voicemail Scripts 
If your current voicemail messages don’t fit the standards we are suggesting, we recommend you 
change them.  Here are some suggestions.  It is important to keep it short and to the point.  It is 
preferable that the job seekers voice is the one being recorded on the message. 

Remember: While recording your message, stand up, smile and create a positive attitude in 
your voice and the manner in which you project your tone.  Once you have done 
your recording, listen to your message to ensure it is a good one.  If not, do it 
again until you are happy with it. 

Home Phone 
Hi!  This is the [Last Name] family.  We are sorry that no one is available to receive your call.  
Please leave your name, telephone number, and a detailed message and we will call you back as 
soon as possible. 

Cell Phone 
Hi!  This is [Name].  You have reached my cell phone and I’m not available to receive your call.  
Please leave your name, telephone number, and a detailed message and I will call you back as 
soon as possible.  

Work Phone 
Thank you for calling [Company].  This is [Name].  I am in the office today, but currently away 
from my desk or on another call.  Please leave your name, telephone number, a detailed message 
and I will call you back as soon as possible. 



 

       Tool Kit – Item 2 

 

Copyright © Career Handler 2010 All rights reserved Tool Kit: Memory Jogger   |   Page 1 of 5 

 

 

 

Memory Jogger 
The purpose of this exercise is to develop as many names as possible from memory.  At this point, 
don’t worry about whether or not that person can help you with your job search.  Just focus on 
recalling as many names as possible for your list.  You will determine later whether or not you will 
contact them based on your job search plan.  As you think of a name just place it in your Contact 
Tracking Log. 

Plan to spend a minimum of three to four hours working on the development of your contact list.  
You may want to do this in different sessions so as to not burn out.  You should set a goal of 
getting at least 250 names.  However, don’t stop once you reach 250…keep going until you are 
completely tapped out.  You never know, it could be that last name on your list that results in your 
next job! 

The following are different exercises to get your mind thinking about different people that should 
be on your list.  Do not limit yourself to just these activities, but this is a good place to start. 

Money 
Use the “Follow Your Dollar” strategy to develop as many names as you can.  Think about where 
your money goes.  Begin with your checkbook and go forward from there.  Review the last six 
months of bank statements and credit card statements.  Take a look at Quicken or other programs 
you use to track your dollars. 

Use this exercise to remind you of people that you were around when you made the purchases.   

Example:   You identify a charge at a local restaurant and it jogs your memory of two 
contacts you met with about your previous work.  These could be great contacts 
for your job search. 

• Who is your doctor? 

• Who is your insurance agent? 

• Who does your taxes? 

• Who sold your last house?  

• Who repairs your car? 

• Include people who have paid you money 



 

       Tool Kit – Item 2 

 

Copyright © Career Handler 2010 All rights reserved Tool Kit: Memory Jogger   |   Page 2 of 5 

 

 

 

Calendar 
Look over the past year or two at the work or personal appointments you have had.  Review your 
Outlook calendar or hard copy calendar such as a DayTimer or Franklin Planner.  Use this exercise 
to remember events and the people that attended or were associated with the event. 

• Look closely at your old work calendar 

• Neighborhood social events 

• Meetings for major projects 

• Meetings with vendors, suppliers, etc. 

• Non-profit service work 

• Sporting, coaching and civic events 

• Meetings at your church 

• Homeowner’s association meetings 

The Rolodex of Life 
Let’s do a mix of old school and new school to identify more contacts for your list.  Most people 
have a rolodex or pile of business cards that have been collected over the years.  Now is the time 
to get these cards and be reminded of the people you have met.  Once you’ve done that, go to 
your cell phone and look through your names.  Every name in your cell phone should be on your 
list. 

• Go through an old address book 

• Review all of the emails you have sent and received over the past two years, if you have 
multiple email address…be sure to check them all 

• Utilize social networking sites to see who is already in your network of friends and business 
contacts (Facebook and LinkedIn may be your primary websites) 

Stages of Life 
Think about the different phases of your life and different milestones that have occurred and the 
people that may have been associated with that event.  Don’t rush through the list, spend time 
with each word evaluate the situation/circumstance trying to identify the people involved. 

High School friends Sports, clubs Vacations 

Scouting Mission/service trips College 

Fraternity/Sorority Hobbies Weddings 

Summer jobs 1st Job Divorce 

Children Internship Post-Grad Studies 

Car accident Illness Promotions/Achievements 

Previous jobs Previous bosses Previous subordinates/peers 
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Categories of People 
• People who care about you – List people who really care about your success and future.  

If they care about you, they will try to help. 

• People you care about – Who do you care about and want to see have a great life? 

• People who share your ideals, interests or hobbies – Who do you know through clubs, 
church or associations?  Since they already know you, they are likely to help your search 
and provide personal recommendations. 

• Business owners you know – Business owners, especially small business owners often 
help you meet your goals.  Visit them and don’t forget the goldmine on their desk, their 
Roledex. 

List 
In case you’ve left anyone out, think of additional contacts you may know as you look at each of 
these memory joggers. 

Accountant 
Actors, producers, directors 
Advertising. marketing, PR 
Aerospace engineers 
Aircraft pilots-flight engineers 
Anesthesiologists 
Animal care 
Animal trainer 
Animator 
Announcers 
Antique dealer 
Appraisers 
Arbitrator 
Architects 
Archivists, curators, museum 
Art & Design 
Artists 
Athlete/coach/referee/trainer 
Audiologists 
Author 
Automotive body/service 
Aviator 
Banker, bank teller 
Barber/hair stylist 
Barista (might be a retired 
CEO) 
Bartender 
Baseball players 
Basketball players 
Bible study members 
Bill collectors 
Biochemists 
Biographer 
Biological scientists 

Electrician 
Embroiderer 
Emergency med tech (EMT) 
Entertainer 
Entrepreneur 
Exterminator 
Famers/ranchers 
Fashion designers 
Fraternity member 
FBI agent 
Figure skaters 
Film director/producer 
Financial adviser, planner 
Financier 
Fire fighting occupations 
Fire marshal/officer/fighter 
Fisherman 
Fitness workers/trainers 
Flight attendant 
Flight engineer 
Flight instructor 
Flight technician 
Florist 
Forester 
Funeral directors 
Game designers 
Game developers 
Gardener 
Geographer 
Geologist 
Geophysicist 
Golfers 
Government agent 
Graphic artist 

Neighbors 
News analysts, reporters 
Notary 
Nurses 
Obstetrician 
Occupational therapist 
Optometrists 
Orthodontist 
Orthopedists 
Painters 
Paralegals 
Pediatrician 
Personal and home care 
aides 
Personal trainer 
Pest control 
Pharmacist 
Photographer 
Photojournalists 
Physical therapist 
Physician assistant 
Physicians 
Plays a musical instrument 
Plumber 
Podiatrists 
Police 
Politician 
Postal worker 
President of something 
Priest 
Principal 
Private detective 
Professional athlete 
Programmer 
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Bookkeeper 
Bookseller 
Boss, current and past 
Broadcast sound engineering 
Broker 
Builder 
Business analyst 
Business owner 
Business partner 
Cabinetmaker 
Caddy 
Calligrapher 
Cameraman 
Cardiologist 
Cardiovascular MD or tech 
Cargo & freight agents 
CEO (Chief Executive Officer) 
CFO (Chief Financial Officer) 
Chairman of the Board 
Chairman School Board 
Chaplain 
Chefs, cooks 
Chemist 
Chief of Police 
Childcare workers 
Chiropractors 
Christmas list 
Civil engineer 
Civil servant 
Claims adjusters 
Clinical psychologists 
Coast guard 
College president 
Comedian 
Composer 
Computer IT managers 
Computer programmer 
Computer systems analysts 
Conductor 
Construction manager/worker 
Consultant 
Controller 
Copywriter 
Coroner 
Corrections officer 
Cosmetologist 
Counselors 
Court reporters 
CPA 
Curator 
Custodian 
Customs officer 
Dancers and choreographers 

Graphic designer 
Gymnast 
Gynecologist 
Has a great job 
Headmaster 
Healthcare occupations 
Heating/air-conditioning 
Herbalist 
Historian 
Host/hostess 
Hotel/motel management 
Human resource occupations 
Hunter 
Illustrator 
Importer 
Instructor 
Insurance sales agents 
Intelligence officers 
Interior designer 
Internist 
Interpreters and translators 
Interrogator 
Interviewers 
Inventor 
Investment 
analyst/banker/broker 
Jewelers 
Job seeker 
Journalist 
Judges, magistrates 
Karate instructor 
Landlord 
Landscape architects 
Law enforcement agent 
Lawyer 
Lecturer 
Librarian 
Life/Business Coach 
Linguists 
Loan officer 
Lobbyist 
Magistrate 
Mail carrier 
Make-up artist 
Manager 
Marketing director 
Massage therapist 
Mathematician 
Mechanic 
Media/communications related 
Medical and health services 
Medical assistants 
Medical records 

Project manager 
Property association 
Managers 
Psychiatrist 
Psychologist 
Public Relations 
Public Speaker 
Publisher 
Race driver 
Radiologist 
Real estate brokers/agent 
Real estate 
developer/investor 
Recently changed jobs 
Receptionists 
Recreational therapists 
Relatives – make a list 
Religious leader 
Reporter 
Respiratory therapist 
Sales and related 
occupations 
School 
principal/superintendent 
Screenwriter 
Sculptor 
Secretary, administrative 
assistant 
Securities, commodities 
Security guards 
Sorority member 
Sheriff 
Singer/Songwriter 
Sound technician 
Speech therapist 
Sports announcers 
Stockbroker 
Store Manager 
Student 
Surgeon 
Surveyors 
Teachers 
Television actors 
Television reporters 
Tennis players 
Therapist 
Trademark attorney 
Translator 
Travel agents 
Tutor 
Veterinarians 
Video editor 
Waiter/Waitress 
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Dental assistants/hygienists 
Dentist 
Designer 
Desktop publisher 
Dietitians and nutritionists 
Diplomat 
Director 
Disc jockey 
Doctor 
Economist 
Editor 
Education administrator 
Education, training, library 
Educator 
Electrical engineer 

Meeting & convention planners 
Mentored you/ by you 
Met on a plane 
Meteorologist 
Military 
Model 
Mortician 
Movie actor 
Music director 
Museum occupations 
Musicians, singers 
Negotiator 

 

Web designer 
Webmaster 
Wedding planner 
Wine connoisseur 
Writers and editors 
X-ray technician 
 

 

While in your job search, you should always be thinking in terms of building relationships.  
Referrals can and will be a key part of your job search process.  There are two types of people you 
will come across in your job search: the people you know and the people you don’t know.  You 
spent the time on this Memory Jogger exercise to build your contacts of those individuals you 
know.  Let these people know about your situation and ask for referrals and consideration as they 
hear about opportunities in the marketplace.  

Ideas to Build Your List – Finding people you don’t know…yet 
Try these ideas to develop more contacts. 

• Attend trade shows 

• Take additional classes 

• Attend parties and functions 

• Attend a community meeting (Rotary, Kiwanis, Lions Club) 

• Go to professional networking groups 



Tool Kit - Item 3

Contact Tracking Log

Priority Type Name Company Title Phone Email Contacted

1 DM John Doe Acme Company VP Sales 123-456-7890 johndoe@gmail.com 7/15/2010

2 G Tom Watson Wonder Corp Sales Manager

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

General:______
Source:______
Decision Maker:______ Copyright © Career Handler 2011 All rights reserved Page _____

mailto:johndoe@gmail.com


 

Tool Kit - Item 4 
 Contact Sheet

Referred by: ___________________________

Name Company Title

Phone (Main) Email (Work)

Phone (Cell) Email (Home)

Address
Street:

City, St, Zip:

Notes

Referral Contacts
Name/Company Phone Notes

Follow Up Schedule
Date Date Date

Date Date Date

Copyright © Career Handler 2011 All rights reserved
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Success Story Template 
 

Challenge:  

State the situation, challenge or problem that was solved 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

 

Approach:  

How you approached the situation/problem 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

 

Solution:   

The solution you came up with 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

 

Results:  

Outline the quantifiable results you created, be specific, use numbers if you can 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 
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The ”So, Tell Me About Yourself.” Template 
Use this template to craft your own “Tell Me About Yourself” story. 

A synopsis of your youth: [1Minute]  

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

College synopsis: [30 seconds]  

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

Personal interests:  [30 seconds]  

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

_______________________________________________________________________________ 
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Career highlights: [2-3 Minutes]  

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

 

What you are currently looking for: [30 seconds]  

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 
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The Elevator Speech Template 
 

My name is (if the person doesn’t know you) 

_______________________________________________________________________________ 

 

Profession (this is your discipline and industry, example: an accountant in the manufacturing industry) 

_______________________________________________________________________________ 

 

I most recently worked at (name the company and what the company did) 

_______________________________________________________________________________ 

Title 

_______________________________________________________________________________ 
 

I was responsible for (brief review of job functions) 

_______________________________________________________________________________ 

_______________________________________________________________________________ 
 

I am currently pursuing opportunities in (be specific about what you’re looking for) 

_______________________________________________________________________________ 

_______________________________________________________________________________ 
 

My target companies are (list two or three company’s…more if they want it) 

_______________________________________________________________________________ 

_______________________________________________________________________________ 
 

My phone number:  

_______________________________________________________________________________ 
 

My email:  

_______________________________________________________________________________ 

Note:   If it’s not necessary to say, it’s necessary not to say it (for example, don’t talk 
about how long you’ve been looking for a job or anything else that doesn’t 
positively contribute to your story. 
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Compensation History 

Use this template to consolidate your compensation history.  This document is for your personal   
use and not intended to be shared with potential employers.  

 

Current Year 
Date employed: 

Company and Title: [Job title starting, include promotions/job changes] 

 

Base Salary (Starting)  

Base Salary (Ending or Current) 
 
Plus: [Bonuses, stock options, perks, benefits, vacation, etc.] 

1 year ago 
Date employed: 

Company and Title: [Job title starting, include promotions/job changes] 

 

Base Salary (Starting)  

Base Salary (Ending or Current) 
 
Plus: [Bonuses, stock options, perks, benefits, vacation, etc.] 

2 years ago 
Date employed: 

Company and Title: [Job title starting, include promotions/job changes] 

 

Base Salary (Starting)  

Base Salary (Ending or Current) 
 
Plus: [Bonuses, stock options, perks, benefits, vacation, etc.] 

3 years ago 
Date employed: 

Company and Title: [Job title starting, include promotions/job changes] 

 

Base Salary (Starting)  

Base Salary (Ending or Current) 
 
Plus: [Bonuses, stock options, perks, benefits, vacation, etc.] 
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Resume Sample 

Here are the basics that every resume should include: 

The file name:   
First name Last name Resume.doc   

Remember, this file name identifies your document for the reader, so don’t get creative with 
the file name of your resume.  Keep it simple.  Use your first and last name and the word 
resume (John Smith Resume.doc).  You should avoid using version numbers, dates and any 
other identifiers.  You should have one version of your resume.  

Contact info:  
Name, Address, Phone Number(s), Email Address 

Summary:  
The summary section describes your brand in a condensed format.  This can be done in a 
couple of sentences followed by 6 to 8 bullet points further highlighting your capabilities.  The 
summary should isolate 5 or 6 attributes about your primary qualifications.  Here is the basic 
structure. 

• Start with who you are and what you can do 

• Then, add you major knowledge and experience  

• End with technical skills and proficiencies 

Example:  

Impressive sales leadership profile resulting in continuous promotions and building sales 
organizations from ground up.  Expertise in strategic planning, general management, sales and 
marketing, and customer service in the telecommunications and technology industries.  
Motivational and proactive team leader with the ability to recruit and train top-flight teams and 
instill high performance standards.  Additional qualifications include: 

 Business Development     Start-Up & Turnaround   Key Account Management  

 Call Center Management     Performance Management          Alliances & Partnerships 

 Account Revitalization     Sales Training & Leadership  Client Relations 

Work History:  
This section highlights your employment starting with your most recent employer.  List the 
company name along with a one sentence description of the company.  Include the time period 
of each employment and the changes of position (promotions) that may have occurred during 
your tenure. 

Each position should include a 2-3 sentence description of the role followed by 3 to 4 bullet 
points that represent the accomplishments for that position.  We recommend that you include 
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all companies and positions held including any entrepreneurial ventures. 

Note:  If you have 20+ years experience in your background, it is OK to summarize your first 
10 years with a sentence or small paragraph.  For example:  Held various sales and marketing 
roles within the manufacturing industry. 

Education:  
This section will highlight where you went to school.  For many people this represents your 
undergraduate and/or graduate degrees.  Include your degree and the year you graduated as 
well as any honors or achievements.  

Associations/Honors/Certifications/Activities/Awards/Family 
This section acts as a catch-all area for you and should include items that help to share your 
story.  If you are currently the President of you industry association, then it would be wise to 
include as this will enhance your brand.  If you are an active marathon runner, that 
demonstrates your commitment to exercise and health. 

Designations should support your story.  Example: SPHR Certification should appear next to 
your name if you are going for an HR position or put it at the bottom of the resume if you are 
going for another discipline. 

 

 



 
       Tool Kit – Item 9 

 

Copyright © Career Handler 2011 All rights reserved Tool Kit:  Resume Sample  |   Page 3 of 3  

 

Example: 
John Doe 

123 Main Street, Atlanta, GA  30339 
(678) 123-4567 

johndoe@gmail.com 
 

Summary 
Impressive sales leadership profile resulting in continuous promotions and building sales organizations from 
ground up.  Expertise in strategic planning, general management, sales and marketing, and customer service 
in the telecommunications and technology industries.  Motivational and proactive team leader with the ability 
to recruit and train top-flight teams and instill high performance standards.  Additional qualifications include: 

 Business Development  Start-Up & Turnaround  Key Account Management  

 Call Center Management  Performance Management Alliances & Partnerships 

 Account Revitalization     Sales Training & Leadership Client Relations 

Work History  

ABC Corporation  (2002-Present) 
(ABC is a $4 Billion manufacturer of automotive accessories serving the industrial marketplace) 

Director of Sales (2006-Present) 

Reported to the Vice President of Sales & Marketing:  Responsible for sales to wholesale distributors and 
retailers.  Assisted in the development of marketing materials and lead development campaigns leading a 
team of 5 account managers 

 Secured $700,000 in annual business exceeding quota by 150% of plan in 2010 

 Reorganized sales process saving the company over $50,000 in 2009 

 Led the new contract agreement which resulted in one of the company’s top five accounts 

Account Manager (2002-2006) 

Directly responsible for growing existing accounts and developing new business through cold calling and 
referral marketing 

 Created new territory from 0 to 15 customers representing $450,000 in new business 

 Recognized as the number 1 account manager in a team of 15 for all 4 years in position 

 Assisted in the implementation of a CRM system resulting in a 30% increase in customer retention 

Education 
Auburn University, Bachelor of Science Business Administration – Finance 2002 Summa Cum-Laude 

ASSOCIATIONS/HONORS/CERTIFICATIONS/ACTIVITIES/AWARDS 
Student Council President 
The National Association of Sales Professional – Membership Director 
Enjoy golf, skiing and marathon running 
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Your Reference List 

Use this template to consolidate your references.  Remember your references should consist of at 
least 3 bullet-proof contacts that have seen you at your best and are familiar with your best work.  

Some future employers may want a mix of both personal and professional references.  Use this 
template for your personal use and create a separate document to share with others. 

 

Reference Name 
Relationship to Reference: (This may be a brief description such as: John was a previous 
customer that I interacted with on a weekly basis.) 

Current Company: 
Email Address: 
Phone number:  

Reference Name 
Relationship to Reference: (This may be a brief description such as: John was a previous 
customer that I interacted with on a weekly basis.) 

Current Company: 
Email Address: 
Phone number:  

Example 

John Smith 
 
Previous co-worker at ABC Company.  We shared similar responsibilities but had different 
geographic regions. 

ABC Company 
john.smith@abc.com 
(123) 456-7890 cell 
 

Jane Doe 

Vendor of company when I worked at Acme widget. 
 
U2 Supplies 
jane_doe@usco.com 
(123) 456-7890 work 
 

mailto:john.smith@abc.com�
mailto:jane_doe@usco.com�
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Marketing Plan Template 
 

Name 
Address 

City, State Zip 
Phone 
Email 

Professional Objective: 

The professional objective is a statement about the type of discipline/industry you are pursuing.  One or two 
sentences should capture the essence of who you are and what you’re looking for. 

Target Positions/Preferred functions and industries 
• 3 to 5 bullet points that provide further detail and support your professional objective 
• You could use a sampling of position titles 
• Include the major value add for your disciple (Example: sales grows revenue, 

engineering designs products) 
• Highlight particular industries of interest 

Positioning statement: 

Your positioning statement will add further detail to who you are and the value you provide.  Use this space to 
communicate what makes you unique and the value you will provide to your next employer.  It is OK to repeat 
yourself and get specific about your direction and what you are seeking. 

Key competencies include: 

Value Ad #1 Value Ad #2 Value Ad #3 Value Ad #4 

• Include 3 to 4 bullet 
points that support 
this value, skill, and 
competency 

• Include 3 to 4 bullet 
points that support this 
value, skill, and 
competency 

• Include 3 to 4 bullet 
points that support 
this value, skill, and 
competency 

• Include 3 to 4 bullet 
points that support 
this value, skill, and 
competency 

 

Target Market with Sample Target Companies: 

Geographic location: Mention your preference and be specific 
Types of industries: List one or several 
Size of organization: Use employee size, revenue or locations 

Name 15 to 20 of your 
target companies here 
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Marketing Plan 
John Doe 

Street Address, 
City, St  Zip 

(404) 123-4567 
johndoe@gmail.com  

Professional Objective: 

Obtain a senior management position in IT & Business Consulting or software product management 

Target Positions or Preferred functions 
• Designing and executing strategy 
• Manage client relationships 
• Solve complex cross-functional business issues 
• Coach a team of professionals 

Positioning statement: 

Accomplished Professional Services leader with over 15 years of experience in directing, designing and 
implementing sustainable business and IT solutions at Fortune 500 companies.  I aim to direct the service 
delivery or product management for a small to midsize software company, which builds on my expertise in 
solving complex cross-functional business issues and aligning business processes with IT solutions. 

Key competencies include: 

Client Relationships Operational Leadership Process Improvement Business and IT Alignment 
• Reconciled client and 

development team on 
SAP’s leasing solution 

• Managed and 
maintained escalated 
$500k+ clients 

• Developed trusted 
advisor relationship 
with clients for over 13 
years 

• Set and executed 
strategy for Professional 
Services 

• Motivated people to 
overcome issues with 
new products 

• Managed $2.5MM P&L 
and a team of 20 people 

• Made decisions for 
escalated customer 
situations 

• Developed methodology 
for accelerated 
implementation 

• Developed 
measurement 
methodology without 
control group 

• Redesigned Service 
offering to shorten sales 
cycle 

• Developed expertise in 
explaining technology 
issues and solutions to 
business clients 

• Functioned as primary 
CRM client-
Development liaison 
for new SAP beverage 
solution 

• Developed practical 
SAP solutions 
sustainable by the 
business 

 

Target Market with Sample Target Companies: 

Geographic location: Atlanta, 20 to 30 minutes from 30339 – willing to travel 25% 
Types of industries: Software solutions; business consulting (boutiques) 
Size of organization: Small (<100) and Midsize (<500) employees 

Pitch Consulting NorthStar Consulting Span Forth Similar Target 

SOA Biotech Jacada Pointclear Hourglass Inc. 

Thirdwave Technologies Steveco Newsome Technologies Diamond Software 

 

mailto:johndoe@gmail.com�
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Trial Run Meeting Script 
We realize this may be your first big step in your job search where you are forced to get out of 
your comfort zone.  The phone may seem like it weighs 500 lbs; so we have created a Trial Run 
Meeting Script to help you get moving. 

As we mentioned, this call is typically going to be made to people in your direct network (people 
that you already know) or trusted referrals from your direct network.  The goal here is to set up a 
meeting, so you want to share only the necessary information and focus on getting an appointment 
on the calendar as soon as possible into the call.  This type of call will work whether you are going 
to schedule a meeting in person or over the phone. 

_______________________________________________________________________________ 

 
You:  Hi (Name), this is (Your name).   

Note: With some of your business and personal contacts, you may need to spark their memory as 
to how you know one another.  Don’t be afraid to do this if you aren’t 90% certain that they will 
remember who you are and how you may know one another. Periodically, we all need a memory 
jogger and the quicker you can do that for them the better.  You don’t want to keep them 
guessing. 

Contact:  Hi, how are you doing?  

You: I’m doing great. How are you?   

Note: Let your contact give you their pleasantries and let them share some of the latest 
information going on with them. 

Contact:  Let them share, Let them share, Let them share  

You:  Ask a couple questions that would relate to how you know this contact and further stimulate 
conversation. Your goal here is to have your contact talk about themselves and what’s happening 
before you launch into your story.  For example: When was the last time you heard from (a 
mutual acquaintance)?  How has business been for _______ Company?   What exciting 
projects have you worked on lately? 

Contact:  Let your contact answer your questions and be a good listener. Note: Ideally, this will 
occur for a couple of minutes.  You want your contact to feel reconnected with you. This is best 
achieved by listening and hearing what’s been happening in their lives.  

You:  That sounds great.  It’s good to hear from you and reconnect.  I’m not sure if you 
had heard, but I am no longer working at _________ and am currently in a job search. 
 Since leaving ________, I’ve spent time putting together a marketing plan and was 
interested in your thoughts/opinions on the plan.  Can we get together for 10-15 
minutes for a cup of coffee? 

Contact: Sure, I would be happy to. 

You:  Great.  Do you have your calendar handy?  How about Tuesday at 2pm or Friday at 
9am? 

Contact: Let’s do Friday at 9am. 
You: Confirm a convenient location for them and reiterate the date and time for their 
calendar. 



 
       Tool Kit – Item 13 

Copyright © Career Handler 2011 All rights reserved                   Tool Kit:  Decision Maker’s Script   |   Page 1 of 1  

 

Decision Maker Inquiry Phone Script 
Cold calling takes nerve.  Nobody said this would be easy.  Put that positive attitude to work and 
look at these calls as an adventure.  Once you get the hang of it, you will start developing your 
own style based on what works and you might actually start to enjoy these calls.  In the meantime, 
use this handy script to get the ball rolling. 

Call the main number and ask to be directed to a specific department.  For example, if your new 
boss could be the Vice President of Marketing asked to be sent to the Marketing Department.  If 
the company is small you may be able to ask the operator or secretary directly.  You may want to 
do some online research to find out who this person is already.  Therefore, your call is to confirm 
what you already know…you never know, they may have retired or left the company.  Also, be sure 
to confirm their address for follow-up.  They may be located in a different office. 

_______________________________________________________________________________ 
 
 
Receptionist:  Hello, ABC Company. 

You:  Your _________ department please. 

Receptionist:  Hello, __________ department.  (They may answer by name) 
 

You:  If you don’t have the name – Can you tell me the correct spelling of your (Use their 
Position Title)?  

You: If you have the name – I was calling to confirm the spelling of your (Position Title), 
(Use their Name) ?   

The receptionist may give you the information right away or instead of giving you the name, they 
may say, why do you want to know? Your response should be… 

You:  I’m sending out some very important information to _________ and wanted to 
ensure my information was correct.  

If they press you for specifics, don’t hide the fact that you are in the job market. 

You:  I am in the job market and I am very interested in your company. My research has 
indicated that your department has a great reputation and your director is a highly 
respected executive in his/her field. He/she is someone I would be very interested in 
working for. 

Don’t be afraid to start up a conversation and ask them how they like working at the company. 
Always be polite and respectful of these “gatekeepers.” They might just decide to help you. If you 
get shunted to the human resources department, try again. 
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Month _____________

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 Totals

Hours Worked

# of Networking Meetings

     One on One

     Group

New Contacts Added

     General

     Source/Insider

     Decision Maker

# of Phone Interviews

# of Personal Interviews

# of Offers

Goal Actual

     # of Networking Meetings Remember:  A good week looks like…

     # of New Contacts Added 25 -30 Hours Worked

     # of Phone Interviews 6 - 8 Networking Meetings

     # of Personal Interviews 1 - 2 Phone/Personal Interviews

     # of Offers 1 -2 New Decision-Maker Contacts
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Reconnect Inquiry Phone Script 
In many cases, you will need to get additional contact information about people in your network.  
This most likely includes an up to date work phone number.  This is relatively easy, but does 
require a little bit of detective work.  

First, you need to determine the name of their current employer.  In many cases, you may have a 
contact in common with that person that will be able to assist you.  If that is the case, simply call 
that person and ask them where they are currently working.  If you are not this lucky, visit one of 
the websites we have mentioned in the past to find them; such as: LinkedIn.com, Jigsaw.com, or 
Google.  You can even try to track them down on a social networking site like Facebook.com.   

Once you have the company name, you can find the main phone number by going to the company 
website.  Call the main number and ask to be directed to the individual. 

_______________________________________________________________________________ 
 
 
Receptionist:  Hello, ABC Company. 

You: May I please speak to name of contact. 

The receptionist may connect you right away or may ask your name and the nature of your 
business…since you know this person, share your connection. 

You:  This is____________, I used to work with _______ at XYZ Company. 

Remember always be polite and respectful of these “gatekeepers.”  
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LinkedIn Connection Scripts 
 

Reconnecting with someone you know. 

When reconnecting with contacts on LinkedIn, it is best to keep it brief and to the point, but always 
personalize the message to acknowledge the relationship. 
 
 

Hi [Name], 

I saw your profile on LinkedIn and would like to reconnect.  It’s been quite a long time 
since we’ve spoken.  Please accept this invite.  I look forward to catching up soon. 

Thanks, 

[Name] 

[Phone number] 
 

 

Connecting with someone you don’t know. 

It is not uncommon to connect with someone on LinkedIn that you have never met before.  In fact, 
the reason you want to connect with them is so you will have an opportunity to introduce yourself 
to them.  Starting with a LinkedIn invitation is a great icebreaker. 
 

Hi [Name], 

I saw your profile on LinkedIn and noticed we share a mutual interest in [name 
whatever commonality you might have such as the manufacturing industry, software 
services, etc.] and would like to connect.  Please accept this invite as an initial 
introduction. 

Thanks, 

[Name] 

[Phone number] 
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Thank You Follow-up Scripts (Card/Email) 

A thank you card and email should be sent after every in person meeting or conversation that 
takes place where someone gives you more than 30 minutes of their time.  We recommend that 
you send the thank you card and email the same day the event took place.  The meeting will be 
fresh in your mind and will demonstrate a level of professionalism to your contact. 

Follow this simply guide when constructing your note 

1. Greeting 
2. Expression of gratitude 
3. Value gained from meeting 
4. Closing and restatement of thanks 

 

IMPORTANT:  Once you’ve written one thank you note, you’ve written them all.  Be sure to keep a 
copy of a thank you note and use it as a guide for future notes. 

 

Examples: 

Thank you card as a follow up to an interview 
 

[Name], 

First part: A couple of sentences thanking the interviewer for their time and opportunity to learn 
more about the company and position. 

Thanks for taking the time to meet with me about the [title] position yesterday.  I 
enjoyed our conversation and appreciated the opportunity to learn more about [company 
name]. 

 

Second part - Option A: Include a couple of sentences referencing your qualifications and 
experience and the value you will bring to the role.  This is where you are selling yourself.  You 
should also mention something about the next step that was discussed. 

This job seems like an excellent match for my skills and interests and I am excited about 
the prospects of joining your team.  I look forward to following up with [name] on 
Monday to discuss further.   

Second part - Option B: This should be a couple of sentences referencing a highlight from the 
interview and expressing your desire to work for the interviewer, team and/or company.  Include a 
statement that implies your desire for a prompt response.  

I really appreciated the tour and the opportunity to meet the department heads.  I am 
very interested in working for you and the [department] team and look forward to 
hearing from you soon. 

 

Regards, 

[First Name] 
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Thank you card as a follow up to a networking meeting 

[Name], 

It was great to catch up with you over coffee on Monday.  Thanks again for your time 
and input regarding my job search.  You provided valuable advice and insight that I can 
incorporate into my plan.  I am excited to take this next step in my career and appreciate 
your continued support and guidance.  I will keep you up to date on my progress and 
look forward to connecting again soon. 

Regards, 

[Name]  
 

Follow-up email  

A thank you email is appropriate anytime a thank you is deserved, but does not take the place of a 
handwritten note.  Keep your thank you email short and to the point.  Do not get overly verbose 
and try not to say too much.  Also, be aware that every email you write has the chance to be 
forwarded to a decision maker.  Spell check everything! 

A thank you email is no different than a handwritten note other than the delivery time is 
immediate.  Take advantage of that fact and be prompt when sending a thank you note over email. 

IMPORTANT:  Keep a copy of your email thank you notes so you don’t have to create them from 
scratch every time. 
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