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INTRODUCTION

If you are reading these words in a bookstore or library, trving to
decide whether this book is worth your time and money, let us help
you decide. We assume that, having turned to this page, you are inter-
ested in improving or changing your position. We also assume you
know that a powerful, effective resume is one essential tool toward
accomplishing that goal.

Probably you want to continue working in your current career area;
or you are changing career fields but know precisely in what new area
you want to apply past career interests, skills, and achievements. From
these assumptions we frame our entire universe of prospective read-
ers, and we welcome you among them. This book will show you how
to apply your skills to finding the job that satisfies you most.

In looking for a job, you should always aim for the very best and
try to avoid settling for less. Be sure, however, that you maintain an
open and realistic attitude, evaluating each opportunity with a flexi-
ble, far-sighted view. It is also our belief that you should take the job
where you’ll be happiest. Every job has psychological fringe benefits,
and these, in the long run, can more than counter what might be
viewed as a slight initial salary deficiency. If you are happy in your
job, you’ll do better work (and conversely, if you do better work, you’ll
be happy). Soon you will receive tangible recognition of that work.
The contentment in your work will spill out into other areas of your
life and is, therefore, an important and vital job asset. May this book
ultimately bring you happiness.

We wish to thank all our clients, both job seekers and recruiters,
who were so generous with their time and their suggestions. We are
very grateful to William Lewis, President of Career Blazers Personnel
Services, Inc., for his continual support and for keeping us supplied
with an excellent staff of researchers and résumés. And, lastly, special
thanks to Diane DeGeorgis for her continual patience in typing and
retyping the manuscript.
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Trls ART
oF JOis
AUNTING

Whether you’re unemployed, just starting out, or simply looking for
greener pastures, your job hunt can be either a triumphant experience
or a complete catastrophe. From our long experience with dealing
with a variety of job seekers, we've come to realize there is a definite
skill to the looking for and getting of jobs. We call this skill self-mar-
keting, the ability to sell one’s self. For those lucky few who intuitive-
ly possess self-marketing skills, job hunting is an exhilarating, reward-
ing experience. Conversely, for those not possessing this skill, job
hunting can be a depressing, traumatic task. Fortunately, learning to
sell one’s self can be mastered. It is rarely innate, never offered as part
of an educational curriculum, and hardly ever recognized as an inde-
pendent skill. It requires lots of thought, a dedication to assume new,
positive attitudes, self-discipline, and lots of perseverance before it
can be mastered. Once acquired, self-marketing skills will stay with
you for the rest of your life and serve as a tremendous source of securi-
ty in a variety of situations. You are always selling something, a
thought, an idea, and in a job search, you are selling the benefits of
hiring you over the competition. Self-selling skills are even important
after you get a job, to help keep it.

Part of being a good salesperson means you must always maintain
a cheerful, optimistic, and positive attitude. Keep in mind, always,
that you will get a job, and it really doesn’t matter if it’s this week or
next month. When you consider that you spend more than 70,000
hours of your life on the job, doesn’t it make sense to be generous with
the time allotted to secure one?

Give up all negative attitudes such as “I can’t; it’s impossible,” as
well as those negative presuppositions about the job market: “It’s not
what you know; it’s who you know,” “No one over forty stands a
chance of getting a good job,” “You have to have the exact experience
they’re looking for,” “They never hire anyone who’s been fired,”
“Large employment gaps are the kiss of death,” “It’s impossible to
change careers.”

Anyone involved in recruiting will tell you that there is no validity
to these beliefs. At our companies, we are constantly placing people
over age 40 in excellent positions in prestigious companies. We con-
tinually have job listings for persons interested in changing fields or
careers. If it were true—"It’s not what you know but who you know”"—



there would be no employment agencies, executive search firms, and
no ads in the paper. Our placement files prove that “exact” experience
is rarely a requirement. Employers are flexible, and although initially
they might ask for certain qualifications, they tend to lose their rigidity
and hire the person who best convinces them that he or she is right for
the job.

People involved in hiring are relatively sophisticated; they don’t
automatically prejudge anyone who has been fired. They are aware
that a person fired from a particular position at a different company
might be extremely valuable to their company. They realize that since
changing jobs is such a stressful experience, many people are willing
to stay in intolerable situations rather than face the great unknown.
Company A’s loss may very likely be Company B’s gain.

It is true that large gaps in employment history may require addi-
tional effort in job hunting. However, those people who remain confi-
dent and true to themselves as well as others will ultimately meet with
success.

People are constantly changing careers. A person with a scientific
background has excellent prospects for a career in technical sales.
We’ve seen engineers become salespersons, teachers metamorphosed
into publishers’ reps, copywriters filling slots in marketing areas.

Dwelling on the negative has no validity. Every negative thought or
disadvantage can be overcome. A positive attitude yields positive
results. Being negative gets you nowhere. To be successful, you must
focus on the positive aspects of your work history and accentuate the
positive skills you have acquired. Most importantly you must believe
you can, and you will.

Looking for a job requires a great deal of effort, much insight, the
necessity of developing a high frustration tolerance, and a strong
determination not to become discouraged and negative. Our vast expe-
rience in helping people find jobs tells us that a negative attitude is a
luxury no job seeker can afford. This has become one of our favorite
mottoes, and we believe every job seeker should incorporate it into his
or her personal philosophy.

THE SKILL OR ART OF JOB HUNTING—A 4-STEP
CAREER STRATEGY ‘

Step I is to first start your job hunt with a little research. Make sure
your salary requirements are in line with those currently offered. The
classified section of your local newspaper offers a wealth of such
information. A few calls to appropriate search firms is another simple
method of learning a great deal about market conditions.

You know exactly the kind of job you’re looking for. You are quali-
fied (both education and work history). And your salary expectations
are realistic. You are well on your way.



Step II is your résumé. You know there are jobs available. You
must now let the world know you are ready, willing, and available.
You want to put your credentials on display and broadcast the fact
that you are up for hire. Your résumé is the best possible vehicle for
this information. It must look good, be easy to read and—most impor-
tant—it must create interest in its product: You. After all, you are the
greatest product you will ever sell. To be successful, your résumé
must totally and instantly convince the reader that you are, indeed, a
person of substance and should be interviewed. Chapter 2 will show
you in a logical, step-by-step approach just how this can be accom-
plished.

Step III follows with how to most effectively circulate your
résumé. Chapter 5 gives you a crash course in cover letters that gets
the réader’s attention and maximizes the impact of your résumé so as
to prompt interviews. Chapter 6 discusses networking and job sources
for effective career strategy.

Step IV is changing an interview into an offer. Chapter 8 discusses
the skills of self-marketing at an interview. We learn the necessary
ingredients of effective self-selling, tell you how to handle multiple
interviews, and give you proper techniques for salary negotiations.
You’ll learn how to control the interview and, finally how to convert
that interview into a solid job offer. We are convinced that once these
basic skills have been mastered, you will find job hunting to be a posi-
tive, uplifting experience.

Go for it!






CONTENTS
AND STYLE
OF A RESUNMIE

There was a time when job seekers could simply visit a potential
employer and be interviewed, but that time has long since passed. In
this complex world where distance, time, and sheer numbers mitigate
against personal involvement, the résumé has become the most essen-
tial ingredient in both the job search and hiring process. As such, your
résumé must represent you in the clearest, most forceful manner possi-
ble. It must represent you when you are not there to speak for yourself.
In essence, your résumé becomes an embodiment of you, and will
serve as your representative. The success of your job campaign is com-
pletely dependent on the effectiveness of your résumé. A good résumé
results in interviews; an inferior one is simply discarded.

Employers tell us it is not unusual for them to receive hundreds of
résumés each day. Under these circumstances, no more than ten or
twenty seconds is given to scan each résumé before allowing time for a
thorough read-through. If a résumé is more than two pages long, it will
be immediately rejected, as will those that appear cluttered and don’t
invite easy reading. Spelling or grammatical mistakes are never toler-
ated. In order to warrant a thorough read-through, your résumé must
show immediately that you have the ability to organize information
and present it in a clear, concise manner. You must instantly commu-
nicate to the reader that you know where you are going with your
career, and that you have just the right background to make you a
valuable staff addition.

But let’s begin with the basics. Every résumé must identify and
describe the writer. It must include:

e Your name, address, and telephone number
e A description of your educational history

* A description of your work history

e Work-related honors or citations
Publications you may have been featured in

It may also include:

e A summary of qualifications

¢ Your job objective or career goal

* A capsule description of your work history

e Memberships in any professional organizations
e Foreign languages you may know



e Information on hobbies only if they relate in some way or
show personal success, such as an award or outstanding
achievement

¢ Military service, if any

e Security clearance, if any (technical sales)

* Willingness to travel or relocate

It should not include the following information:

e Reasons for leaving past jobs

» Past salaries or present salary requirements

Personal data—age, height, weight, marital status, number of
children

Health status

Names of spouse or children

A photograph of yourself

Names and addresses of references

RESUME STYLES

Although every résumé should contain a brief, concise summary of
your work history and educational background, the style or approach
differs in the arrangement of this data. Though there are several
résumé styles, we believe the chronological is the most effective, and
we strongly recommend that you choose this approach in writing your
résumé. We will, however, discuss others as well and evaluate each
style.

Despite minor variations, there are basically three different résumé
styles or approaches.

e Chronological (Historical)
e Functional
e Imaginative, Creative, or Informal

We’ll discuss each, with consideration of their usefulness.

THE CHRONOLOGICAL (HISTORICAL) RESUME

As the name applies, this style presents the information in chronologi-
cal sequence. The succession of facts must be presented in reverse
chronological order, starting with the present or most recent experi-
ence and moving backward in time.

As with any résumé, start with your name, address, and phone
number. It is traditional in some industries to list your education
before your work experience. There are no hard and fast rules about
this, and certainly if you have a good, solid background of experience
but have not completed your degree, then it makes sense to place the
education at the end of the résumé instead. Usually, however, your
most advanced degree is shown first, followed in reverse order by all
other degrees. Again dates should always be used. State the name of
the university, city, state, degree earned, and the dates attended.
Academic honors would be included in this grouping.



If you have opted to use a career objective or résumé capsule, place
it near the top of the first page. Keep it brief and realistic.

Your work history should list each job (in reverse chronological
order), specifying your job title, the name of your employer, the
address (city and state; number and name of street are not necessary),
and a summary of your duties and responsibilities. These summaries
should be brief but specific. Always include dates; they can be in ver-
tical columns to the left of the other information, on a line before the
description of each job held, or included as a integral part of the para-
graph. Generally, placing the dates in a vertical column is preferable,
as employers like to be able to determine at a glance the times
involved.

The- chronological résumé should be brief and take no more than
two pages. This type of résumé offers a clear, concise picture of you,
and it is probably the easiest to assimilate in a quick reading. Without
exception, the chronological format was preferred by the corporate
executives we’ve talked to; they felt it does the best job of indicating
an individual's direction, background, accomplishments, and general
qualifications.

THE FUNCTIONAL RESUME

As its name implies, the functional résumé emphasizes the writer’s
qualifications and abilities. This approach rejects a chronological
sequence of employment and educational history, and instead pro-
vides analyses of particular professional strengths. The employment
strengths or skills are the important facts in this style of résumé.

Your work history, volunteer experience, and educational record
are fragmented into significant talents, and each skill is listed sepa-
rately. Because these functions or responsibilities usually have crossed
over a number of jobs, the sequence of job history has been sacrificed
to emphasize ability. Names of employers and dates are omitted from
this section of the résumé, since the expertise has been gained from
more than one position.

The functional résumé should be brief, concise, and well struc-
tured. It should start with your name, address, and phone number,
your job objective, and a résumé summary (if needed). The body of the
résumé should consist of four or five paragraphs, each one heading a
particular area of expertise or involvement.

The skills paragraphs should be listed in order of importance. We
define the most important skill as the function that is most similar to
your present career goal or job objective.

Typical headings might be Marketing, Legal Secretarial, Research,
Sales Management, and so on. A brief summary of your accomplish-
ments in each category would follow.

Though this type of résumé has gained in popularity over the past
few years, very few employers, personnel directors, or managers



approve of this approach. Our employment experts tell us that they
become very suspicious of the functional résumé. They feel it is often
used to cover up a spotty work record (for example, seven jobs in four
years or a long period of unemployment), to exaggerate certain abili-
ties, or to disguise some "whole truth.” One corporate executive put it
succinctly when he said, “It raises more questions than it answers.”

The only situation that lends itself to the functional résumé is one
in which you are attempting a career change. In that case, this style
résumé may be advantageous because it shows at a glance the kinds of
jobs within your capacity. Because most résumé readers feel that
résumés lose their effectiveness if dates or names of employers are not
shown, you should overcome this by adding a very concise historical
(always in reverse chronological order) listing of employers, job titles,
and job descriptions with the appropriate dates. This history should
follow your description by function.

THE IMAGINATIVE-CREATIVE RESUME

You may feel that an imaginative, highly unusual approach is the ideal
thing to shake loose your résumé from the pack. Using artwork, illus-
trations, cartoons, or a unique format may very well create an impres-
sion, but not necessarily a good one.

We have received résumés that were over two feet long, wound up
like a scroll; very, very small ones put together to resemble a passport
(the print so reduced you would have to use a magnifying glass, if you
wanted to read it); résumés in the format of menus, playbills, calen-
dars, stock certificates, and even a summons. True, these résumés
caught the eye. They amused and charmed us, but they did not sustain
enough interest to become effective. Such résumés are usually difficult
to read, unprofessional, and impossible to file. Corporate employers
share our opinion that a résumé is a business matter and, accordingly,
should be presented in a businesslike, professional manner.



PUTTING
YOURSELF
QN PAPER

When preparing your résumé, always keep in mind the purpose of that
résumé~—to serve as a personal advertisement, generating enough
interest in you to secure an interview. As an effective advertisement, it
should be attractive, easy to read, concise, and informative. Because
the chronological résumé is the most preferred style, we will use this
approach in showing you how to write your résumé.

The information contained in the résumé should be presented in
the following order.

Identifying information

Summary or résumé capsule (optional)

Career or job objective (optional)

Employment history

Educational history

Honors or citations, if any

Publications you may have been featured in
Membership in professional organizations (optional)
Military service

Mention of hobbies, knowledge of foreign languages, a willingness
to travel or relocate, and other personal information is included only if
they are relevant to the position you are applying for. When used, this
information should appear near the end of the résumé.

In deciding whether to include a job objective and/or a job sum-
mary, consider that your present or most recent job description should
be on the first page. If your objective and/or summary are too long, it
may be better to shorten both or omit one of them.

IDENTIFYING INFORMATION

Always start with your identifying material in a conspicuous position,
either flush left (leaving room for the margin) or on the top center
(again leave about % to 12 inches for the margin). Give your com-
plete name, street address, city, state, zip code, and phone number,
complete with area code. If you can be reached at an office, that num-
ber should also be listed. The use of the summary, also called résumé
capsule, is optional, and mainly used by candidates with at least five
yvears of experience. To be effective, it must include information



indicating that you are indeed qualified for the position sought.
Although optional, we have been told by more than one personnel
director of an important company that this is the first piece of informa-
tion they scan. If the summary, essentially a digest of the résumé,
sustains their interest, they will continue to read the résumé in its
entirety. Similarly, if it is poorly worded, too long or too vague, the
candidate will be immediately rejected. The beauty of the summary is
that it gives you the power of the functional résumé and, at the same
time, excludes all of its disadvantages. Here is your opportunity to
combine and build on similar aspects of your background that may
have been acquired over a period of many years in a number of differ-
ent positions.

Suppose one of your accomplishments occurred in an early job. If
you were using a straight reverse-chronological style presentation, this
important information might not be noticed by the reader. It probably
would appear near the bottom of the page or possibly on the second
page, and would very likely be missed. The summary allows you to
emphasize it at the beginning. It is the space where you can list the
highlights or whatever else you might consider your biggest career
accomplishment, regardless of when that was.

The summary should consist of one strong sentence, three or four
at the most. Those sentences should be enough to highlight the aspects
of your background that will most appeal to a potential employer.

Here are some samples of summary paragraphs:

Seventeen years’ of sales growth achievement in
the medical field, having established strong rapport
with professional practitioners.

More than 12 years’involvement in the C lan-
guage, UNIX area of programming both in Systems
and Applications. Thoroughly experienced in design-
ing, implementing, and debugging.

Fifteen years’experience in Nuclear Power Plant
Engineering, including start-up, modifications, con-
struction, installation, and testing of ASME Code
Class I, II, and III Systems.

We suggest that you write down every skill, responsibility, job
duty, and accomplishment that will qualify you for your next position.
Think of every problem you had some part in solving, any new idea
you contributed which was ultimately used by your employer, any
achievements or capabilities you have which would demonstrate or
suggest that you can do the job better than anyone else.

Study your list and pare it down to five or six points. Combine
those that are similar in function so that you can write a brief narrative
that has a convincing tone to it. Be brief. Choose your words carefully.



You may have to write several drafts—shortening sentences,
changing a word here and there, deleting unnecessary adjectives or
phrases that might be repetitive. Work on it until you have it perfect.

The summary or capsule résumé is the best way of emphasizing
solid work background and highlighting specific qualifications to a
targeted employer. Although it often involves retyping the résumé for
each potential employer, the capsule résumé can be the only part of
your résumé that does have to be adjusted to suit different employers’
needs.

JOB OBJECTIVE OR CAREER GOAL

As with the summary, the use of a job objective or career goal is
strictly optional. It is usually used when an individual has background
in more than one area and has preference in a particular direction.

We’ve seen excellent results with resumes that include objectives
as well as those that omit this information. The purpose of the objec-
tive is to describe succinctly the position you want by job title,
function, and/or industry. The job objective must logically connect
with the balance of your résumé. The contents of your résumé must
demonstrate that you are indeed qualified for the position you are
seeking. You should avoid stating objectives that are too confining;
you don’t want to cancel out opportunities that might be of interest to
you. On the other hand, be careful of clichés “a position that is both
rewarding and stimulating;” “a challenging position which offers
growth potential.” Such statements are meaningless and the reader
may infer you either lack direction or are unsure of what your career
goals are. The following are clear and concise examples.

A position with management potential in the sys-
tem software area in a technically advanced
environment.

Seeking corporate position where an expertise in
editorial design will be employed in communications
media for both external and internal circulation.

EMPLOYMENT HISTORY

The heart of your résumé is the section that describes your experience
or employment history. It is important to remember that your résumé
must be honest as well as logical. Never put anything in your résumé
that is not 100 percent true. Stay with the truth, even if you feel a
small exaggeration or distortion might make you more marketable.
Any information that is not true can become an insurmountable liabil-
ity. Employers usually expect that a new employee will require some
training, and they are quite willing to provide it. If, however, you
claimed certain strengths and are unable to demonstrate those abili-
ties, you can be sure your credibility on all other matters will be
questioned.
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