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Chapter 1 – Introduction
Today, some 15 million Americans are looking for a job. Are you one of them?
Are you looking for a job or are you looking for meaningful work?
If you are looking for meaningful work – This Job Search Handbook from an “Employers Perspective” is dedicated to you.

To help you find meaningful work and get a step ahead of the competition, you must begin to think like an employer and consider 3 key actions:

· Be Prepared!
· Be Professional!
· Be Positive!
This Handbook will help you with these considerations.

May the wind be at your back as you conduct your job search – Good luck!


Chapter 2 – Be Prepared

If you want to be a step ahead of the competition during the job search – Think like an employer: 
· Know what an ideal candidate looks like for a specific job.

· Know how employers attract ideal candidates into an applicant pool.
· Know how candidates are qualified and screened before the final selection.
· Know what interview questions you will be asked.

· Most of all – Be prepared.
Are you the ideal candidate?
In 1986, a large automobile company had over 100,000 candidates applying for 3,000 jobs. In 1997, a large aircraft company had over 40,000 candidates applying for 1,000 jobs. In 2004, a small manufacturer had over 400 candidates for 10 operator positions. They all started at the same place – The Job Analysis – Each of the company’s Human Resource Managers completed a job analysis to determine what an ideal candidate looks like for each open position – And answered the question, “What are the competencies required for success?”
The end product of each job analysis was a competency coverage grid. This grid showed what competencies are required for success and what tools would best measure each competency.  
Below you will find a sample competency coverage grid:
Sample Competency Coverage Grid
“What an ideal candidate looks like and how an employer finds them in an applicant pool”
	Competencies
	Attract

Candidates

(Resume)
	Qualify

Candidates

(Test)
	Screen 

Candidates

(Phone Interview)
	Assess

Candidates

(Final Interview)

	Job Fit
	X
	X
	X
	X

	Ability to Learn
	
	X
	
	

	Teamwork
	
	
	X
	X

	Job Skills
	X
	X
	X
	X

	Communication
	
	X
	X
	X

	Initiative
	
	
	X
	X


How does an employer find an ideal candidate in the applicant pool?

Let’s start our preparation by looking at what job you are seeking and what it will take to be successful in that job? Write your ideal job here:   
_________________________________
Then, determine what competencies (Skills, Traits, Motivations, etc.) that you think the employer will require of a successful candidate in your ideal job? Write the competencies here:
· ______________________________

· ______________________________

· ______________________________

· ______________________________

· ______________________________

· Now that you know what the employer is looking for, “How will the employer screen for the ideal candidate in an applicant pool?” – That’s right – Advertise, Attract Candidates, and Collect Resumes – 
Then the resumes in the applicant pool will be screened.
Applicant Pool
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If an employer has 400 resumes to screen for 10 jobs, most HR Managers will sort them into one of 3 boxes A – B – C, based on the following criteria:
	A
	B
	C


· “A” box is for those candidates who meet all of the criteria – That is, the resume indicates that the candidate has the right job fit, experience, and job skills for the job.
· “B” box is for those candidates who meet some of the criteria –

· “C” box is for those candidates who meet none of the criteria – 

What box do you want to be in? 

“A” box of course –

How do you get your resume into the “A” box? – Simple – Develop a resume that indicates that you meet all of the criteria for that specific job. Easier said than done, right? In Chapter 3, we will discuss resumes in more detail.
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Now that your resume is in the “A” box and the prospective employer has called you – What next?
Tests
“A”
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The next steps of the selection system will vary by employer and by job level. For some jobs, the Ability to Learn, Integrity, Substance Abuse, Reliability, and Work Ethics are very important. If one of these competencies is important, most employers will tend to administer Paper & Pencil or On-Line Tests. Be prepared – get a good nights rest. After the test, you still want to be in the “A” box.
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Other employers will go straight to a job interview (By Telephone or Face-to-Face or both).

Interview

“A”
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Most HR Managers or Recruiters will do some form of interview. Therefore, it becomes extremely important that you know what kinds of interview questions that you will be asked. Be Prepared. 

Some Recruiters will ask you questions like “tell me about yourself”. So, prepare your 2-minute elevator speech – Cover the highlights of your resume and tie your accomplishments to the job you’re seeking. Write it down and practice, practice, practice!
Other Recruiters will ask you behavioral questions – Looking for examples of times when you have done things like you’ll do on the job. For example, “Tell me about a time when you did something on your own initiative”. “Tell me about a situation in which you had to adjust quickly to a significant change in organization, department, or team priorities.  How did the change affect you?  What did you do?”
So, look at the competencies that are important for success on the job and think about questions that the Recruiter may ask you. Be Prepared!
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Then, think about your responses and the key points that you want to make. Think about your past jobs, experiences, and achievements. Be direct and be honest. Don’t “fake-it” or exaggerate – Give examples from your past work experiences that specifically tell:

· What you did
· How you did it

· Results
Think about little stories that you can tell about what you did, how you did it, and what your results were.
When asked a question, if you have a blank stare and make no response, you will not make a favorable impression.
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Now it is show time – Let’s practice – Think of your past work experience and write down a little story dealing with this question:

“What was the most difficult problem that you solved on your last job”?
· What?

· “What was the problem”?
_____________________________________________________________________
· How did you solve it?

· “How did you determine the problem and choose the best solution”?
_____________________________________________________________________
· What kind of results did you get?

· “What was the result of your solution”?
_____________________________________________________________________
· Can you give me another example?
To make sure that you are not faking, Recruiters will ask you for other problems that you have solved – If you can give 2 or 3 good examples, it is likely that you have a good problem solving skill.
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Let’s try another question – (And don’t tell me about your last boss) – 
Question
“Who was the most difficult person that you have worked with”? “Why”?
· What?

· “What was the situation”?

_____________________________________________________________________
· How?

· “How did you deal with that situation”?
_____________________________________________________________________
· Result?

· “What was the result”?
_____________________________________________________________________
· Can you give me another example?
The employer will want to hear several examples of how well you will work with others and if you are going to be pleasant to work with or be an “old grouch”.
Be Prepared and think of positive examples – The Recruiter doesn’t want to hear about how difficult your last boss was to work with or when you ran to the boss and “told-on” someone rather than deal with it yourself – or a time that you got into a fight with your fellow employee – Think about positive examples when you have dealt successfully with a difficult person.
· What you did

· How you did it

· What kind of results you got 

Most of all –Think like an employer – Know how the employer will screen candidates – Be Prepared – and you’ll be in that last pool – The Job Offer. 

Job Offer

“A”
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Chapter 3 – Be Professional

If you want to be a step ahead of the competition during the job search – Think like an employer: 

· Develop a Professional Resume

· Dress Professionally

· Be Professional

Professional Resume

We asked earlier about how you get your resume into the “A” box – Again, Simple – Develop a resume that indicates that you meet all of the criteria for that specific job. Easier said than done, right?

Let’s review a few questions on how to develop your “A” box resume – 

What is a resume?

First, resumes are not what people use to get jobs.
A resume is a one or two page summary of your education, skills, accomplishments, and experience. The purpose is to get your resume in the “A” box and your foot in the door. A resume does its job successfully if it does not exclude you from consideration. 

To prepare a professional resume, you need to know how to review, summarize, and present your experiences and achievements on one page. Unless you have considerable experience, you don't need two pages. Outline your achievements briefly and concisely. 

Your resume is your ticket to an interview where you can sell yourself!
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What Do Employers Want?
While doing hundreds of Job Analyses, I have asked the questions, “What is an ideal candidate?” “What does a successful employee say or do?” “What does a poor performer do or say that indicates that they are not successful in that job?” Employers say they are impressed by job candidates who have excellent communication skills, good grooming habits, and relevant work experience. Employers say they want trustworthy new hires that can move right in, take initiative, get along with their co-workers, are adaptable and can get the job done with minimum supervision. Employers say they want people that like doing that kind of work. To get into the “A” box, your resume must indicate that you have the skills, traits and motivations required for success in the job.
How Do You Prepare a Professional Resume?
1. Resume Essentials 

Before you write, take time to do a self-assessment on paper. Outline your skills and abilities as well as your work experience and extracurricular activities. Seek input from your significant other – They will be honest with you. Ask yourself these questions:

Last Job – 
· What did you like most about your last job?

· What did you like least about this job?

· Why did you leave?
Job before last – 
· What did you like most about this job?

· What did you like least about this job?

· Why did you leave?
Job before that – 
· What did you like most about this job?
· What did you like least about this job?

· Why did you leave?

What additional training or education have you attended?

What would you consider to be the ideal job?

How would you rate the following skills?

3 = Strength

2 = Acceptable

1 = Developmental Need

___ Communication skills (verbal and written) 

___ Honesty/integrity 

___ Teamwork skills (works well with others) 

___ Interpersonal skills (relates well to others) 

___ Motivation/initiative 

___ Strong work ethic 

___ Analytical skills 

___ Flexibility/adaptability 

___ Computer skills 

___ Organizational skills
Now – you’re ready to develop the content of your Professional Resume.
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2. The Content of Your Resume 

Name, address, telephone, e-mail address, web site address
All your contact information should go at the top of your resume. 

· Avoid nicknames. 

· Use a permanent address. Use your parents' address, a friend's address, or the address you plan to use after graduation. 

· Use a permanent telephone number and include the area code. If you have an answering machine, record a neutral greeting. 

· Add your e-mail address. Many employers will find it useful. (Note: Choose an e-mail address that sounds professional.) 

· Include your web site address only if the web page reflects your professional ambitions. 
Objective 
An objective tells potential employers the sort of work you're hoping to do.

· Be specific about the job you want. For example: To obtain an entry-level position within a financial institution requiring strong analytical and organizational skills. 

· Tailor your objective to each employer you target/every job you seek. 

Education
New graduates without a lot of work experience should list their educational information first. Alumni can list it after the work experience section.

· Most recent educational information is listed first. 

· Include your degree (A.S., B.S., B.A., etc.), major, institution attended, minor / concentration. 

· Add your grade point average (GPA) if it is higher than 3.0. 

· Mention academic honors. 

Work Experience
Briefly give the employer an overview of work that has taught you specific skills. Use action words to describe your job duties. Include your work experience in reverse chronological order—that is, put your last job first and work backward to your first, relevant job. Include:

· Title of position, 

· Name of organization 

· Location of work (town, state) 

· Dates of employment 

· Describe your work responsibilities with emphasis on specific skills and achievements. 

References
Ask people if they are willing to serve as references before you give their names to a potential employer.

Do not include your reference information on your resume. You may note at the bottom of your resume: "References furnished on request."
3. Resume Check – You've written your resume. It's time to ensure quality:
Content:
· Run a spell check on your computer before anyone sees your resume. 

· Get a friend (an English major would do nicely) to do a grammar review. 

· Ask another friend to proofread. The more people who see your resume, the more likely that misspelled words and awkward phrases will be seen (and corrected). 
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Design:
These tips will make your resume easier to read and/or scan into an employer's data base.

· Use white or off-white paper. 

· Use 8-1/2- x 11-inch paper. 

· Print on one side of the paper. 

· Use a font size of 10 to 14 points. 

· Use non-decorative typefaces. 

· Choose one typeface and stick to it. 

· Avoid italics, script, and underlined words. 

· Do not use horizontal or vertical lines, graphics, or shading. 

· Do not fold or staple your resume. 

· If you must mail your resume, put it in a large envelope. 

Get your resume into the “A” box – Check, Double Check, and Spell Check – That makes a Professional Resume.
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Dress Professionally
During your job search, you’ll find a lot of Do’s and Don’ts – Like:

[image: image18]
To me, the most important advice that I have ever seen on any list is:

· Make a good first impression and dress professionally!
Put yourself in the employer’s shoes. Employers hire people that they think will become good employees. Would you give a job to someone who can’t show up on time for an interview? Would you hire someone who doesn’t come dressed as though ready to go to work? Would you give a job to someone who can’t even follow directions on the job application?

Make a good first impression:

· Arrive on time – even 5 to 10 minutes early. Allow time for traffic problems or getting lost.

· Be ready to fill out an application – take your Personal Data Sheet and resume.

· Allow enough time for the interview – don’t schedule more than two interviews in one day – one in the morning and one in the afternoon.

· Never take anyone to the interview with you.

· Be courteous – to everyone you meet from the moment that you walk into the employer’s area.
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Dress Professionally:

· No matter what anyone says, you know that first impressions do count. The employer forms an opinion of you right from the start. Your dress and appearance are big factors in creating an impression. It should convey pride in yourself and in the type of work that you do. So, the first step in preparing for your interview is taking a good look in the mirror. As a general rule, dress for the interview the way that the best employees holding similar positions dress on the job. 
· For Men – Whatever clothing you wear to the interviews, be sure it fits well, is clean and pressed. If you are interviewing for a position in the crafts, warehousing and maintenance operations – basic workmen’s clothing is fine. If the position requires a uniform, jeans and a sport shirt can be worn. If you’re interviewing for clerical or administrative work, wear a suit or sports jacket in a basic color. Leave the bright plaids or prints in the closet along with the loud ties. Stick to white or light blue shirts and subdued ties. Personal hygiene is also important. Hair should be clean and neatly cut: beards and mustaches neatly trimmed. Easy on the aftershave.
· For Women – Again, first rule: whatever you wear should fit well, be clean and pressed. If you’re interviewing for work in a general work area, a basic dress, blouse and tailored skirt or slacks can be worn, depending on the position. Manufacturing, assembly and warehouse positions call for casual wear such as slacks or blue jeans. For clerical or administrative jobs, you should wear a dress, blouse and skirt with a blazer. Keep it basic in style, color and design. Save the bare look, sheer fabrics and bright colors and prints for your social life. Wear natural, snag-free hosiery and tailored shoes with dresses and skirts. Make sure that your hair is clean and neatly styled, make-up natural looking, nails clean and trimmed and only neutral shades of polish on them. Keep the perfume light. It shouldn’t precede you into the employer’s office. 
· Dressing professionally for the interview and looking your personal best gives your potential employer one less reason to put you in the “B” or “C” box. Make a good first impression and get into the “A” box.
Develop a Professional Resume – Dress Professionally – Be Professional!
Chapter 4 – Be Positive
If you want to be a step ahead of the competition during the job search – Think like an employer: 

· Have a Positive Attitude

Positive Attitude
If you were an employer, conducting a job interview, and the candidate began to say negative things about there last boss or negative things about the company or describing their failures – What box would you put them in -A – B – C – Why? 

People that remain positive in all interview responses are more likely to find themselves in the “A” box. They tend to talk about the positive aspects of their last job and people that they have worked with. If they are forced to discuss failures, they focus on what they learned from the failures.

One of the  favorite interview questions for some Recruiters is “We have all missed a small detail and let things fall through the crack – When has this happened to you and what did you do to make sure it didn’t happen again”. Can you make a positive response to this question? Of course you can! Focus on how you have insured that this never happens again. Be Positive!
Another favorite interview question of many Recruiters is “Who was the most difficult person that you have worked with”. The employer is not looking for negative comments about your old boss or fellow employees – If you are dealing with difficult people in a positive way – “A” box – If you are running to the boss and “telling-on” the employee (that’s the boss’s job) or just ignoring the people (hoping they will go away), instead of dealing with the situation in a positive way – “B” or “C” box – 
One last question – “Describe a time when you had to deal with change on the job” – One candidate moans and complains about the change – Another candidate describes, in a positive way, how they dealt with the change – Which candidate do you want to work with? What box would you put them in?
Another question that employers ask is “Why did you leave that job”. How do you answer, in a positive, honest way, when you quit or were fired or terminated? Here are some tips for explaining your reason for leaving a job:

“Red Flag” 




Alternative Explanation
Quit ----------------------------------------
Career Advancement

Personality Conflict ---------------------
Career Change

Personal -----------------------------------
Career Change

Lack of Advancement ------------------
Career Advancement

Fired (For any reason) ------------------
Management Decision





(OR)

Job Ended





(OR)

Position Eliminated or Restructured






Or Reorganized








(If you weren’t replaced)

Terminated (Same as Fired)

Discharged (Same as Fired)

Retired (Salary Issue) -------------------
Career Change





(OR)

Relocated (If you moved afterwards)

Spouse Transfer -------------------------
Relocated

Medical -----------------------------------
Temporary Medical Condition








(If you quit)





(OR)

Family Leave (If you quit)





(OR)

Changing Careers’





(OR)

Management Decision








(If you were fired)

Maternity Leave -------------------------
Family Leave

Injury --------------------------------------
Temporary Medical Condition





(OR)

Management Decision

Be Positive – Be Honest – Research the job before you apply – 
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Is this job right for you?
Do your research before you apply for a job – Answer these questions:

· Is it the right job for you? 

· Do you have the skill, traits and motivations to be successful in this job? 

· Do you like doing things that you would have to do on this job?

You can be more positive about a particular job, if you have done this type of work before and you really liked doing it. Think about the things that you really like to do when you work and things that you don’t like to do – Compare your likes and dislikes to what is in the job and what is not in the job – Make sure that you are the right person for the right job – Express the attitude that you are looking for meaningful work and not just a job to put food on the table – Candidates that don’t like doing things on a particular job, will tend to move to another job – It’s the single biggest contributor to turnover – and turnover costs employers money – money to hire a replacement and money to train a new person. It is just as important for you to make the right decision about a job as it is for the employer to make the right hiring decision. Your positive disposition reflects your motivation to be successful and to find meaningful work.
ATTITUDE – ATTITUDE – ATTITUDE – Be Positive!
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Chapter 5 – Epilogue
A large Car Insurance Company has a Call Center in the Midwest. They need to hire 3 new Call Center Representatives (CSR). The CSR assists customers on the telephone to solve car insurance problems. The ideal candidate loves to talk on the telephone and listen to customer complaints, navigate through a computer and solve problems.
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The HR Manager conducts a job fair and advertises on the internet and local newspaper. The HR Management Team receives 100 resumes to place into the applicant pool and begins to screen them into three boxes:
	A
	B
	C


Results: 
  24         52          24
The 24 candidates that were placed in the “A” box completed an on-line test and 12 candidates were scheduled for a telephone interview. Six candidates were selected and scheduled for the final interview. 
The following competencies were measured during the final interview. If you were the employer, what questions would you ask to measure these competencies?

· Customer Focus __________________________________________?

· Teamwork / Collaboration _________________________________?

· Job Fit Motivation ________________________________________?

· Problem Solving _________________________________________?

· Communication __________________________________________?

· Adaptability _____________________________________________?

Based on a 3-point scale, each candidate was evaluated on each competency. 
Here are the scores: (Which 3 of the 6 candidates would you make a job offer?)
3 - More than acceptable

2 - Acceptable

1 - Less than acceptable
	Competency
	A
	B
	C
	D
	E
	F

	Customer Focus
	3
	3
	2
	2
	2
	1

	Teamwork / Collaboration
	3
	3
	1
	2
	2
	2

	Job Fit Motivation
	3
	2
	2
	3
	2
	2

	Problem Solving
	2
	3
	2
	2
	3
	3

	Communication
	3
	3
	2
	3
	3
	2

	Adaptability
	2
	2
	1
	2
	2
	2


Final Questions: If all of the candidates had interviewed very well, which of the following would make the best 1st impression on you? Which would you hire?
· Strong Resume

· Professional Dress

· Positive Attitude

You only get one chance to make a 1st impression on the employer. If you want to be a step ahead of the competition during the job search – Think like an employer!
Good Luck on your Job Search  

`
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Do dress professionally.


Do turn off your cell


Do be on time


Do greet with a smile, firm handshake and eye contact.


Do your homework on the company











Don’t chew gum


Don’t take people, food or drink with you


Don’t use cute e-mail addresses


Don’t have unprofessional voice messages on your recorder
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