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Introduction

In a lot of ways, things were a whole lot easier in the old
days. If a woman wanted a job, there were no long, stressful
interviews to endure. No rigorous questioning about manage-
ment philosophies, past accomplishments and career goals—in
the first place, we weren’t supposed to have any, and in the sec-
ond, no one cared if we did. For the most part, all a career-
minded woman had to do was prove she could type so many
words per minute and make a decent pot of coffee.

Salary negotiation? That was a man’s game, something the
big boys did. Society said it was unladylike for women to con-
cern themselves with crass subjects such as money. If a woman
did dare ask why she earned half as much as a man doing
exactly the same job, she would likely hear that it was because
she didn’t need as much money. Women just worked for fun
and mad money, after all; the man had a family to support.

Well, that was then and this is now—thank heavens!
Women today contribute to the work force in fields from medi-
cine to mining, at levels of the corporate ladder that were
unthinkable 20 years ago. Thumb through Working Woman,
Executive Female and other business magazines, and you can
find all sorts of encouraging stories about women playing in
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the big leagues, commanding compensation packages that
make the good old boys of the Fortune 500 blanch.

The bad news is that although many things have changed
in the working world, many things have not.

Fighting the same old battles

Corporate America is trying hard to accept the idea that
women deserve equal status with men in the workplace. But
old habits die hard. And in too many businesses, especially in
fields traditionally dominated by men, women still do not get
a fair shake.

Despite all the various laws that make it a crime, employ-
ers continue to discriminate on the basis of gender. Bias
against women shows up in job interviews, in recruiting prac-
tices and in advancement policies. The laws haven’t motivated
employers to eliminate wage discrimination, either; according
to U.S. Department of Labor statistics, women are paid, on
average, 24 percent less than men doing the exact same jobs.

Sometimes, the bias is unconscious. The employer honestly
doesn’t realize that a particular hiring procedure or manage-
ment policy is discriminatory. Other times, however, the
employer is fully aware that the company’s actions are dis-
criminatory and simply doesn’t care. From a legal standpoint,
such employers have little reason to care. Because of the way
discrimination laws are written and the conservative nature of
the courts at present, even if a woman does bring a discrimi-
nation lawsuit, her chances of winning are extremely, mad-
deningly slim.

Problems of our own making

Enough to make your blood boil, isn’t it? But consider this:
We women must shoulder much of the responsibility for our
status in the workplace. If we don’t get the jobs for which we’re
well-qualified, if we don’t earn the salary we deserve, it’s some-
times our own fault.

For reasons explored in Chapter 2, women often don’t sell
themselves as well in interviews as men do. We don’t like to
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Introduction

“brag” about past accomplishments. We downplay our suc-
cesses and are quick to point out our shortcomings.

Many women—especially homemakers entering the work
force for the first time or re-entering the job market after rais-
ing children—Ilack confidence in their abilities. They can’t con-
vince interviewers they’re worth hiring because they don’t
believe it themselves.

We often hurt our own cause in terms of salaries, too.
Again, because of a lack of confidence, we may undervalue our
skills and experience. We don’t ask for as much money as a
similarly qualified man might, and we back down sooner in
salary negotiations. No wonder some employers view women
as the best bargain around!

Even when it comes to career advancement, we can be
our own worst enemies. Many women have the mistaken
notion that good work is automatically rewarded. Instead of
lobbying for the promotion or raise we’ve earned, as our male
counterparts do, we sit back and wait, hoping our efforts will
be recognized.

Of course, not all women suffer from these problems. But
even if you're very well-educated, even if you've advanced into
the management ranks, there’s a good chance that at least
some of your career wounds are self-inflicted.

What this book will teach you

If what you’ve read so far has you feeling a little gloomy,
take heart. This book will help you overcome these challenges
and more.

The first book in the Smart Woman series, The Smart
Woman’s Guide to Resumes and Job Hunting, provides step-by-
step advice on how to create an effective resume and also offers
a general overview of the entire job-hunting process.

The book you now hold in your hands, as its name implies,
takes a closer look at two critical aspects of the job search:
interviewing and salary negotiation. For most women, these
two areas are especially troublesome, not only because of the
way employers view women in the workplace, but also because
of the way we view ourselves.
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In the chapters to come, you'll learn to:

e Overcome cultural stereotypes that can affect the
outcome of your interviews and salary negotiations.

e Sell yourself with confidence to prospective employers.

e Find an employer who truly offers equal opportuni-
ties to women.

e Negotiate the salary you deserve, even in a tight
marketplace.

e Convince your current employer that you deserve a
raise.

You’ll learn how to shine in job interviews and how to nego-
tiate the best possible price for your services once the job offer
is yours. You’'ll also discover the secret to negotiating a higher
salary in your present job.

Not for women only

Although this book does focus on the special problems that
await women in the interviewing and salary negotiation process,
it also covers many job-hunting and negotiation pitfalls that
have nothing at all to do with gender. Men, as well as women,
can benefit from this information.

So if you have brothers, a husband or other male acquain-
tances in need of a career boost, pass this book along to them.
If they’re reluctant to accept it because of its title, make a book
cover out of last month’s Field and Stream or some other men’s
magazine. They’ll get the information they need, and no one
will be the wiser.

Advice from a broad range of experts

Many aspects of job hunting and negotiation have clear-
cut rules. In resume-writing, for example, the experts all
agree that a certain length and layout of document makes the
most impact on employers. But when it comes to interviews
and salary negotiations, things are not so black-and-white.
It’s not easy to say that any one interviewing or negotiating
strategy is best, because so much depends on the situation.

1o |



Introduction

Different employers have different policies about how job
applicants are to be interviewed and how much salary negoti-
ation is acceptable.

In addition, the attitudes and personality of the inter-
viewer or person handling the salary negotiations also affect
how well a particular strategy will work. Employers try to be
objective in hiring decisions, but the subjective opinions of the
people involved in making those decisions are always a factor.

It’s important that you look at the interviewing and nego-
tiation process from many different viewpoints so that you can
determine the best way to proceed in your particular situation.
To that end, I've included in this book comments from numer-
ous people who interview job candidates and negotiate salaries
every day for a living. Their opinions are representative of
what hiring managers, human resources directors, executive
recruiters and placement specialists have to say about various
interviewing and negotiation strategies.

A look at the chapters to come

Here’s a brief preview of what’s ahead:

Chapter 1 provides an overview of the types of discrimina-
tion women face in interviews, in salary negotiation and in the
work force in general.

Chapter 2 explores the flip side of the coin, explaining how
traditionally female ways of speaking, acting and thinking can
hurt women when they interview for jobs and negotiate
salaries.

Chapter 3 discusses the ins and outs of the information
interview, an often-overlooked job-hunting tool that can help
you define your career goals, lead you to unadvertised job
openings and give you an edge on your competition.

Chapters 4 and 5 help you overcome your anxiety about job
interviews by taking a realistic look at the process and ex-
plaining the different interviewing approaches employers are
using today.

Chapter 6 shows you how to use the same techniques that
salespeople use to sell their products to market yourself to
employers.
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Chapters 7, 8 and 9 explore three of the most critical as-
pects of winning favor with the interviewer: creating chemistry,
making a good first impression and communicating your skills
with confidence.

Chapters 10 through 15 guide you through the process of
preparing for your interview. In Chapters 10 through 14, you
learn how to research the company, assess your skills, answer
any interview question in a powerful, professional manner and
deal with special interview situations, such as out-of-town
interviews. You also learn how to interview the interviewer so
that you can determine whether the job and the company are
really right for you. Then, by completing the role-playing exer-
cise in Chapter 15, you reinforce your newfound skills.

Chapter 16 walks you through important post-interview
steps: writing a thank-you letter, assessing your interview per-
formance and evaluating information you obtained from the
interviewer.

Chapters 17, 18 and 19 explore the issue at the forefront of
most job-seekers’ minds: money. Chapters 17 and 18 show you
how to negotiate a starting salary with power and finesse.
Chapter 19 teaches you how to get more money after you have
the job.

Chapter 20 offers a few parting thoughts on dealing with
rejection and provides a list of additional resources that can
help you with job-hunting and career problems.

There is no quick fix

Unlike some other books on the market, this book does not
take the “quick-fix” approach to interviewing or salary negoti-
ation. For example, you won’t find scores of canned answers to
interview questions or clever statements designed to fool the
employer into thinking you're something you’re not. Why?
Because they don’t work.

The only way to persuade employers that you are the best
person for the job or that you deserve a certain salary is to con-
vince them that you can solve their specific problems. That
means that you must take the time to research the company and
the position thoroughly. More importantly, you must take the
time to learn about yourself—to assess your unique abilities,
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skills and experiences and figure out how they will enable you
to become the solution that the employer is seeking.

This book leads you step-by-step through the process of
learning about the employer, the job and your own qualifica-
tions and shows you how to use that information to develop
powerful interviewing and salary negotiation strategies. I'll
provide you with all of the guidance and assistance I can, but
no one can do the necessary research, self-evaluation and
preparation but you.

Yes, this approach takes time and effort. But I promise
that if you commit yourself to it—if you read all the chapters
in this book and complete all of the recommended exercises—
you'll gain advantages that far outweigh the cost. You'll not
only develop the skills and insights you need to be successful
in interviews and negotiations, you'll acquire a level of self-
confidence that will automatically make you a more sought-
after employee.

Getting ahead in the real world

When the world is a perfect place, all career-minded peo-
ple, regardless of gender, will have the same opportunity for
jobs, salaries and career advancement.

It’s not yet a perfect world.

If you go into your interviews, salary negotiation or any
other part of the job search denying that disappointing truth,
you're hurting your odds of success. You need to be prepared
for the biases you may encounter and know how to deal with
them. You also need to take a close look in the mirror and
determine whether your own behavior is part of what’s keep-
ing you down.

As a woman, you still must work harder—and work
smarter—than your male counterparts to get the job and the
salary you want. This book will show you how to overcome the
challenges that await you and find all the success and satis-
faction you deserve.
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Chapter 1
It’s a jungle out there

Imagine that you're walking through a deep, dark jungle.
You round a bend and discover that a huge, centuries-old tree
has fallen across your path, blocking your progress. What do
you do?

Do you stand there kicking and cursing it, hoping that
your outrage will convince that tree to move out of your way?
Do you sit and wait, confident that someone, someday, will res-
cue you? Do you throw up your hands and turn back, accepting
the fact that for now, you're not meant to go any farther?

The answer, of course, is none of the above. Being the intel-
ligent, rational woman you are, you assess the situation and
then figure out a way to either climb over or walk around that
tree.

That, in essence, is the same approach a smart woman
takes on her career path. By no means should you give up and
accept the cultural stereotypes and gender biases that block
your progress. Nor should you expect that if you wait patiently
enough, some heroic employer will come to your rescue, deliv-
ering the job or raise you deserve. It simply won't happen.

On the other hand, kicking and cursing about the unfair-
ness of it all won’t do you any good. either. Responding to an
employer’s sexist question or statement with an angry diatribe

15 |




The Smart Woman'’s Guide

about women’s rights may make you feel better, but it cer-
tainly won’t win you the job or the pay raise.

Instead, you must take an objective look at the obstacles
on the path between you and the salary or job you want. After
you understand those obstacles, you can plot out the best way
to get around them.

In this chapter, you’ll take the first step in the process by
examining the major roadblocks you may encounter as a
woman in the work force jungle.

The glass ceiling: still shatterproof

A report titled “Good for Business: Making Full Use of the
Nation’s Human Capital,” published by the U.S. Department of
Labor in March 1995, documents corporate America’s advance-
ments in the area of equal opportunities for women and minori-
ties. Unfortunately, the report holds little good news. Women
now make up nearly 50 percent of the nation’s work force, but
we're still seriously under-represented in upper management.
The report estimates that only 3 to 5 percent of senior posi-
tions—defined as vice president and above—in private-sector
companies are held by women. Of the Fortune 1,000 companies
studied in the report, only two had female CEOs.

Many corporate leaders talk up their dedication to equal
opportunity, but there’s a major difference between what the
typical business is saying and what it’s actually doing. A big
part of the problem seems to be that the average CEO believes
that discrimination is a thing of the past—something that
used to exist but has been erased by their edicts that all can-
didates for a job should be given the same consideration. What
these company leaders fail to recognize, suggests the Good for
Business report, is that the equal-opportunity hiring practices
they have demanded are not being faithfully carried out by the
middle- and upper-level managers who have the power to
make or break an employee’s rise up through the ranks.

To many of the white males who comprise the majority of
middle- and upper-level management, women and minorities
are a threat. As one white male interviewed for the Labor
Department report put it: “If (women and minorities) are in,
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