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ORIENTATION  
WELCOME  

Welcome to Career Coaching! We’re so glad you’re here.  

Career Coaching is designed to assist you in the development of job search strategies, tools, 
and personal marketing plans to reduce the transition time as you seek employment.  

Each week we’ll review topics to assist with the professional career skills you need to be 
successful in planning your career and seeking the next career position. Whether you are a 
retail associate, engineer, tradesman or executive, this is the place to learn about career 
growth/ transition and put it into action!  

These handouts, checklists and examples will help you organize and plan your career transition. 
There are three activities every week aimed at helping you gain an understanding of career 
planning:  

1. Career Coaching Orientation/God’s Purpose For Your Life is for all new members and 
gives an overview of the career transition as well as discuss tools to help identify God’s 
purpose for work and your given talents and abilities.  

2. Weekly Career Training Class provides information on the development of employment 
transition materials such as resumes, cover letters, accomplishments, 30-second 
commercial, development of a target company list. These correspond to our workshop 
themes Resume Writing, Interviewing, Personal Branding, and Networking.  

3. 1-On-1 Coaching provides support for those in our program as well as in-depth 
discussion with the volunteers about the status of your job search. Participants who 
have an upcoming interview can do mock interviews. New members receive orientation 
and have their resume reviewed. Those who feel their job search has stalled can seek 
positive reinforcement.  

If you are unemployed, underemployed, advance career or know someone who is faced with 
this situation, we’re here for you! Just show up ready to learn with a resume and get to the top 
of the candidate stack.  

Career Coaching Ministry  

“Whatever you do, work at it with all your heart, as working for the Lord, not for human 
masters.” Col 3:23  

Disclaimer: Neither our ministry nor our church guarantees or makes assurances about the 
character and qualifications of any person or employer in the program or in attendance of our 
program, nor can we guarantee employment as a result of our program. It is incumbent upon 
the employer and job candidate to determine employment worthiness and success.  
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CAREER TRANSITION  
TRACKING CHECKLIST  

Name:_______________________________________________  

Class 1a: Orientation     Date:  

☐  Classes to Attend  

☐  Action Plan  

☐  Myers-Briggs  

☐ What to Learn 

☐ Weekly Schedule  

☐ Business Cards/Email  

☐ Weekly Tracking  
 

Class 1b: God’s Purpose For My Life     Date:  

☐  Daily Time w/ God  

☐  Attitude & Emotions  

☐  Skills Assessment  

☐ Spiritual Direction 

☐ Personal/Family Needs  

☐ Passion & Gift List  

☐ Personality Type  
 

Class 2: Resumes       Date: 

☐ Resumes  

☐ Cover Letters  

☐ Evaluate Job Match  

Class 3: Interviewing and Salary Negotiating   Date:  

☐  Preparation  

☐  Dialoguing  

☐  100 Interview Questions  

☐  Salary Negotiations  

☐ Interview Skills  

☐ Questions To Ask  
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☐ Dress For Success  

☐ Phone/Group Interviews  

☐ Mock Interview 

☐ Thank You/Follow Up  
 
 
Class 4: Personal Branding      Date: 

☐  Company Research  

☐  Targeted Companies  

☐  Accomplishments  

☐  Career Strategy Plan  

☐ Professional Portfolio  

☐ Researching People  

☐ Power Stories  

☐ Recruiters  

☐ 30-second Commercial  

☐ Tell Me About Yourself  

☐ 3 Words to Describe Me  

☐ Job Search Plan  
 

Class 5: Networking       Date:  

☐ Building a Giant Network  

☐ Professional Associations  

☐ Who to Talk to?  

☐ Helping Others  

☐  6 Steps to Networking  

☐  Small Group  
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WEEKLY ACTIVITY METRICS  
 

Month: ACTIVITY COUNTS/HOURS 

Week: Mon Tues Wed Thu Fri Sat 

Career Preparation       
Company Research       

Network Phone Calls       

Network Meetings       

Prof/Trade Assoc       

Direct Mail       
Resumes Sent       

Information Interviews       

Phone Interviews       

Interviews       

Job Offers       
Holiday/Vacation/Sick       

Counts/Hours by Day       

 

Month: ACTIVITY COUNTS/HOURS 

Week: Mon Tues Wed Thu Fri Sat 
Career Preparation       

Company Research       

Network Phone Calls       
Network Meetings       

Prof/Trade Assoc       
Direct Mail       

Resumes Sent       

Information Interviews       
Phone Interviews       

Interviews       
Job Offers       

Holiday/Vacation/Sick       

Counts/Hours by Day       
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SWOT-STRENGTHS WEAKNESS OPPORTUNITIES THREATS  
 

Codes  G - To God  FF - To Family Friends  S - To Self  AP - Accountability Partner  

Strengths Code Opportunities Code 

    
    

    

    

    

    
    

    

Weaknesses Code Threats Code 

    

    
    

    

    

    

    
Short Term Goals (7 +/-1) Metric 
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Recommended Books For Those In Career Transition  

1. The Bible   
2. What Color is My Parachute, Richard Bolles  
3. Don’t Send a Resume, Jeffrey J. Fox  
4. The Unemployment Survival Guide, Jim Stringham & David Workman  
5. Managing Your Career, How to Choose or Change Your Job, Robert M. Donaldson  
6. Quick Job Search, Seven Steps to Getting a Good Job in Less Time, Michael Farr  
7. The Quick Job Hunt Guide, Robert E. Siedle  
8. Knock ‘em Dead, Martin Yates  
9. Questions, Dorothy Leeds  
10. Who Moved My Cheese, Spencer Johnson  
11. Nonstop Networking: How to Improve Your Life, Luck, and Career, Andrea R. Nierenberg  
12. Jesus CEO: Using Ancient Wisdom for Visionary Leadership, Laurie Beth Jones  
13. We Got Fired!: ... And It’s the Best Thing That Ever Happened to Us, Harvey MacKay  
14. Comeback Career, Bradley Richardson  
15. Do What You Are: Discover the Perfect Career for You Through the Secrets of Personality 

Type, Paul Tieger  
16. Now, Discover Your Strengths, Marcus Buckingham  
17. Good to Great, Jim Collins  
18. Career Distinction, Stand Out by Building Your Brand, William Arruda, Kirsten Dixon  
19. Women Are Changing the Corporate, Jean Otte, Rosins Racioppi, Jill L Ferguson  
20. Purple Squirrel, Stand Out Land interviews and Master the Modern Job Market, Michael 

B Junge  
21. How Smart People Sabotage Their Job Market, Susan Howington  
22. Build Your Dream Network, J Kelley Hoey  
23. Wait, What? And Life’s Other Essential Questions, James E. Ryan  
24. Extreme You: Step Up, Stand Out. Repeat, Sarah Rob O’Hagan  
25. What to Do When Machines Do Everything, Ben Pring  
26. A Message to Millennials: What Your Parents Didn’t Tell You and Your Employer Needs 

You to Know, Tracey C. Jones  
27. Pivot: The Only Move That Matters Is Your Next One, Jenny Blake  
28. Tinker Dabble Doodle Try, Dr Srint Pillay  
29. 7 Secrets of Persuasion, James Crimmins  
30. Modern Etiquette for a Better Life, Diane Gottsman  
31. Emotional Intelligence 2.0, Travis Bradberry  
32. StrengthsFinder 2.0, Gallup and Don Clifton  
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RESUMES  
JOB SKILLS LIST  

1. COMPUTER LITERATE  
Develop, Organize and Complete Tasks and Projects Using Software Programs Such as Word, 
Excel and PowerPoint.  

2. PLAN, ORGANIZE  
Define Goals and Objectives, Schedule and Develop Projects or Programs. 
Not: Organized, Ordered, Filed Yes: Catalogued, Executed, Monitored, Operated  

3. OBSERVE  
Study, Scrutinize, Examine Data, People, or Things Scientifically.  

4. MAINTAIN RECORDS  
Keep Accurate and Up-to-Date Records, Log, Record, Itemize, Collate, Tabulate Data.  

5. TEACH, TRAIN  
Inform, Explain, Give Instruction to Students, Employees, or Customers.  

6. INTERVIEW FOR INFORMATION  
Draw Out Subjects Through Incisive Questioning.  

7. CUSTOMER SERVICE  
Effectively Solve Problems and Challenges That Satisfy Customers.  

8. ADAPT TO CHANGE  
Easily and Quickly Respond to Changing Assignments, Work Settings and Priorities.  

9. WORK WITH NUMBERS  
Easily Calculate, Compute, Organize Understand and Solve Numerical and Quantitative 
Problems.  

10. CONCEPTUALIZE  
Conceive and Internally Develop Concepts and Ideas.  

11. MEDIATE  
Manage Conflict, Reconcile Differences.  

12. CLASSIFY  
Group, Categorize, Systematize Data, People, or Things.  

13. MAKE ARRANGEMENTS  
Coordinate Events, Handle Logistics.  

14. BUDGET  
Economize, Save, Stretch Money or Other Sources.  

15. ENTERTAIN-PERFORM  
Amuse, Sing, Dance, Art, Play Music for, Give a Demonstration to, Speak to an Audience.  

16. READ FOR INFORMATION  
Research Written Resources Efficiently and Exhaustively.  

17. INITIATE CHANGE  
Exert Influence on Changing the Status Quo, Exercise Leadership in Bringing About New 
Directions.  

18. DEAL WITH AMBIGUITY  
Be Comfortable and Effective with Issues That Lack Clarity, Structure or Certainty.  

19. DELEGATE  
Achieve Effective Results by Assigning Tasks to Others.  
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20. MONITOR  
Keep Track of the Movement of Data, People, or Things.  
21. PERCEIVE INTUITIVELY  
Sense, Show Insight and Foresight.  
22. PROOFREAD, EDIT  
Check Writings for Proper Usage and Stylistic Flair, Make Improvements.  
23. MAKE DECISIONS  
Make Major, Complex, or Frequent Decisions.  
24. SELL  
Promote a Person, Company Goods or Services, Convince of Merits, Raise Money.  
25. NEGOTIATE  
Bargain for Rights or Advantages.  
26. DESIGN  
Structure New or Innovative Practices, Programs, Products or Environments.  
27. MANAGE TIME  
Ability to Prioritized, Structure and Schedule Tasks to Maximize Effort and Meet Deadlines.  
28. COUNSEL  
Facilitate Insight, and Personal Growth, Guide Advice, Coach Students, Employees, or Clients.  
29. DEAL WITH FEELINGS  
Draw Out, Listen, Accept, Empathize, Express Sensitivity, Defuse Anger, Calm, Inject Humor, Appreciate.  
30. EXPEDITE  
Speed Up Production or Services, Trouble-Shoot Problems, Streamline Procedures.  
31. IMPROVISE  
To Effectively Think, Speak and Act Without Preparation.  
32. MOTIVATE  
Recruit Involvement, Mobilize Energy, Stimulate Peak Performance.  
33. USE MECHANICAL ABILITIES  
Assemble, Tune, Repair or Operate Engines or Other Machinery.  
34. IMPLEMENT  
Provide Detailed Follow-Through of Policies and Plans.  
35. PORTRAY IMAGES  
Sketch, Draw, Illustrate, Paint, Photograph.  
36. ACT AS LIASON  
Represent, Serve as a Link Between Individuals or Groups.  
37. ANALYZE  
Break Down and Figure Out Problems Logically.  
38. TEAM WORK  
Easily and Effectively Work With Others to Obtain Results.  
39. SUPERVISE/Management Skills  
Oversee, Direct the Work of Others. 
Not: Led, Handled, Oversaw Yes: Consolidated, Appointed, Delegated, Established  
40. TEST  
Measure Proficiency, Quality, or Validity, Check and Double-Check.  
41. VISUALIZE  
Imagine Possibilities, See in Mind’s Eye.  
42. STRATEGIZE  
Effectively Plan and Develop Long-Range Strategies That Successfully Accomplish Objectives.  
43. INNOVATE-INVENT  
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Create Unique Ideas or Combine Existing Ideas to Obtain a New or Unique Result.  
44. GENERATE IDEAS  
Reflect Upon, Conceive of, Dream Up, Brainstorm Ideas.  
45. WRITE  
Compose Reports, Letters, Articles, Ads, Stories, or Educational Materials.  
46. EVALUATE  
Assess, Review, Critique Feasibility or Quality.  
47. SYNTHESIZE  
Integrate Ideas and Information, Combine Diverse Elements Into a Coherent Whole.  
48. ESTIMATE  
Appraise Value or Cost.  
49. MENTOR  
Educate, Guide, Coach or Counsel a Less Accomplished or Junior Colleague.  
50. MULTI-TASK  
To effectively Manage a Variety of Tasks and Projects Simultaneously.  
51. RESEARCH ON-LINE  
Able to Use Search Engines and The World Wide Web to Gather and Organize Information and Data.  
52. LEADERSHIP  
Organizing, motivating and providing direction to a group of people to achieve a common goal. 
Not: Talked, Led, Presented, Organized Yes: Addressed, Corresponded, Persuaded, Publicized, 
Reconciled  

 

MATCH SKILLS TO JOB REQUIREMENTS- COVER LETTER  

How to identify if I am qualified for a position before I apply? Don’t waste my time or that of 
the company!  

What is my object for a responding to a job lead: 
Can I win this job position or at least be in the top three? (being one of the 100 resumes is not 
acceptable for me to spend my time) 
Or, am I just tossing my resume in the hat and hope someone calls me? 
As a hiring manager, I receive a lot resumes for people who are not even close to the 
occupation or requirements  

How do move forward: PLAN FIRST! 
Evaluate the job description Identify the job requirements 
Match my skills 
Decide if the company meets my career goals, size, name, employees, location, salary reqts, 
etc. 
How can I differentiate myself  

Common to Specific Skills 
Industry (does this industry differ from my experience in another industry) Years experience 
Position Level (+ or – one level, supervisor, mgr, sr mgr, director, vp, svp, coo, etc.) Duties 
(specific skills of position) 
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Occupation (general competencies for this position or moving to adjacent roles) Unique 
requirements for this position and company  

Create a list to match my skills to the job requirements. This should be a complete list 
of the job requirements. In order to apply, consider matching 70%+ of the required skills. 
Remember your competition is going to have these skills. If you have a much lower % of 
matching your chances of winning the job is significantly reduced. Exceptions might be in entry 
level jobs or where they have many job openings for the same position.  

 
LIST JOB REQUIREMENTS LIST AND SKILLS  HOW MY SKILLS/EXPERIENCE MATCH THE 

REQUIREMENT  

1. 1. 
2. 2. 

3. 3. 
4. 4. 

5. 5. 

6. 6. 
7. 7. 

 

Put a subset of this list in my cover letter. Consider picking the top 3-5 of my best matches and 
those I think are most important to the company. This will create a compelling message along 
with your resume when you submit your marketing package.  

JOB DESCRIPTION SAMPLES  

1-Buyer  

Long term temporary position available for Buyer, to $20  

Purchase requisition and order entry, tactical sourcing of products and services, resolution of 
invoice mis-matches, and general procurement customer service as needed.  

Skills and Requirements:  

Excellent written and oral communication skills. Able to adapt to 
a changing work environment and experience using Microsoft Word, Excel and either 
knowledge of or ability to quickly learn Oracle Financials.  

2-Billing Collector  
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Seeking Collectors (all levels) 
Seeking a dynamic professional to join their organization. Offer excellent salary and benefits 
package, as well as a great work environment.  

Position responsibilities:  

- Calling, documenting and follow-up of accounts. 
- Achieve assigned goals (delinquency ratios) and reach productivity standards. - 
Negotiate payment arrangements 
- Clarification and explanation of company policies and procedures to customers  

Position qualifications include:  

- 6 months collection experience preferred 
- Previous experience in a call center environment or customer service background is 
helpful - Solid oral and written communication skills and good telephone techniques 
- Numeric aptitude, problem solving and analytical skills are desirable 
- Detail oriented and organized 
- Some basic computer skills are helpful but not necessary 
- Medical, Retail, Commercial, Auto loans, Student loans & Credit Card Loans are all 
desirable - Able to meet goals and deadlines in a fast-paced highly stressful environment  

3-Inside Sales-Entry Level  

Interviews are taking place right now!  

Seeking temporary to perm Inside Sales Representatives for an assignment at their Pasadena 
location. This is an entry-level position. All temporary workers will be eligible to receive full 
benefits through ABE Staffing Services, as well as consideration for full-time regular positions 
with Overture/Yahoo! as they become available.  

QUALIFICATIONS: At least 2 years of sales experience preferably in an internet environment. 
Must be articulate and have good written communication skills as well. Local candidates only 
please. Overture, a wholly-owned subsidiary of Yahoo!, Inc., is a global leader in commercial 
search services on the Internet. Overture pioneered commercial search by aligning the interests 
of consumers; its more than 100,000 active, paying advertisers; and its worldwide distribution 
partners, including Yahoo!, MSN, Wanadoo and Daum Communications. The company offers a 
full suite of Internet search products and search-related services. Overture is based in 
Pasadena, Calif. with U.S. offices in New York; Chicago; and San Mateo, Calif. The headquarters 
for Overture’s non-U.S. business 
is in Ireland, with offices across Europe, Asia, and Australia. For more information about 
Overture, visit www.overture.com.  
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4-Finance Mgr., Customer Support Requisition No. 2704BR  

Primary Job Responsibilities:  

• Define and Create Management Reporting processes, and Reports and Analyses for use 
by the VP’s of World-Wide Customer Support.  

• Manage Global Customer Support Financial Applications: Function as an Expert User and 
Administrator, Establish and Document Global and Regional Procedures, Train Users, 
Interface with other departments on system issues, Identify and Manage system 
enhancements and changes, etc.  

• Manage and synchronize accounts, cost centers, and cost allocation methodologies 
across BU’s, sites, and location.  

• Coordinate and synchronize the efforts of Finance Managers in North America, Europe, 
and Asia/Pacific.  

• Use analysis to add value to and create partnerships with the VP’s and Directors of 
Customer Support in North America, Europe, and Asia Pacific.  

• Create and manage consistent reporting and forecasting processes for a global CS 
organization.  

• Prepare periodic reviews, ad hoc analyses, and presentations.  
• Drive critical Finance projects, initiatives, and strategies.  

Job Requirements:  

• 6-8 years experience in the areas of Financial Analysis, Cost Accounting, and Systems 
Management in established preferably international companies.  

• Excellent verbal and written communication skills.  
• Proven ability and affinity for quantitative analysis.  
• Experience configuring, managing, and administering Financial Systems.  
• Superb attention to detail and the ability to prioritize and deliver in a fast paced 

environment.  
• Public Accounting background, MBA, and international experience highly valued.  

Education:  

• Bachelors Degree or Equivalent  
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COMBO RESUME  

NAME 

phone • email address 

INDUSTRIAL SALES EXECUTIVE 

A dynamic and multi-talented Direct Sales/Marketing Professional who is skilled in Operational 
Administration, Project Management and Business Analysis. Able to work cooperatively with a 
wide range of personalities to build strong working relationships with co-workers, and 
customers. Global travel experience and multilingual in English, Spanish.  

Key Areas of Strength 

• Sales and Marketing 
• Strategic Market Planning 
• Marketing Communications 
• Facilitating Solutions 

• Operational Administration 
• Competitive Analysis 
• Product Promotion 
• Recruiting and Hiring 

 

PROFESSIONAL EXPERIENCE 

Dynamo Corp     Director Sales      2000-present  

Responsible for all marketing and sales activities in Western US for $350 steel manufacturer.  

• Expanded successfully into 2 new U.S. small markets after completion of feasibility and 
entry strategy plan.  

• Assisted customers in saving 10% of purchasing costs while increasing margins by 14%  

 

Corian Distributors    Sales Manager     1991-2000  

Managed customer sales in sheet metal distribution industry in US. Responsible for direct sales 
and manufacturers reps.  

• Built customers supply network for import, marketing and distribution of recycled non- 
ferrous metals. Pioneered expansion into India reaching $9MM annual sales within five 
years.  

• Developed international supplier networks, successfully negotiating long-term 
procurement contracts for metal scraps.  
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Name Phone           Page 2 of 2  

Corian Distributors continued  

• Directed marketing campaigns to large companies and business through distribution 
network for small industry achieving 35% market penetration and doubled sales 
revenues within 3-years.  

• Instituted marketing and sales programs that increased market penetration from 35 to 
55% and tripled sales revenue.  

• Teamed up with leading research and advertising companies to conduct market 
research and analysis. Created promotional campaigns and seminars for industry trade 
shows and publications.  

• Supervised 9 branch offices, monitoring day-to-day effectiveness of area managers, 
regional managers, 30-sales engineers and administrators.  
 

ADDITIONAL EXPERIENCE 

• Industrial Metals Sales Rep. Improved order fulfillment 10% by increasing customer 
order visibility with manufacturing.  

• US Army, Sgt, Supply  

EDUCATION 

BS, California State University Fullerton, Business Administration 

PROFESSIONAL MEMBERSHIPS 

American Marketing Association 

COMMUNITY SERVICE 

Volunteer Greeter, Homework Club 
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SKILLS COVER LETTER  

Date  

Name 
Title 
Company name  
Address  
 

RE: Job ID  

Dear Mr/Ms...:  

When I heard about your position for an EVP and Managing Director of Sales, I immediately 
noticed a win-win situation. There appears to be a very strong match of my qualifications and 
the job specifications of this position. Some of my professional highlights are noted in the 
attached resume. In addition, I have taken the liberty to point out how close the fit is between 
us.  

Position Specification  
1. Start-up Environment 
2. Full Range of Sales Skills  
3. Build Sales Organization 
4. Process Industries 
5. 10+ yrs Sales Mgt in Enterprise Software  
 
 

My Qualifications  
Former Business Owner  
Sales Process, Territory Plans, Qualifying, 
Leads, Forecast/Pipeline, Solution Selling, 
Closing  
Building and Coaching Sales Teams  
Worked at Edison, Customers: Shell, BP  
SAP, Commerce One  

 

In view of the close parallel between my qualifications and the position specifications, I feel a 
personal meeting would be advantageous to each of us.  

I look forward to speaking with you.  

Sincerely,  

John Doe Phone email  
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FUNCTIONAL RESUME  

NAME 
phone • email address 

 
MARKETING COMMUNICATIONS MANAGER 

Creative, dynamic manager with proven expertise in the successful development and execution 
of strategic integrated marketing activities. Significant experience in advertising, promotion, 
press relations, training programs and marketing campaigns.  

Key Areas of Strength 

• Messaging Consistency  
• Editing  
• Copywriter  
• Training  

• Communications 
• Public Relations 
• Project Management

 

SKILLS & ACCOMPLISHMENTS  

Marketing Communications 

• Achieved a 300% increase in sales while developing and effectively managing highly 
successful marketing campaigns and product launches.  

• Recognized for increasing sales team awareness of company activities and national 
successes through the development of weekly newsletters, marketing bulletins, intranet 
website updates and quarterly videos.  

• Developed self-paced manuals, sales presentations, competitive analyses and reference 
materials.  

Project Management  

• Successfully developed and managed a corporate packaged services project and channel 
partner launch project which increased sales from initial $500,000 per month to $1.5 
million dollars per month. Projects included package design, process development for 
warehousing, fulfillment, purchasing and registration, and nationwide training of 
corporate and channel partner sales.  

Training  

• Increased monthly sales from initial $500K to $1.5M through the effective training of 
channel partners and the sales team.  

• Developed and organized new hire training programs for worldwide sales team.  
• Interacted closely with internal departments which resulted in accurate and up-to- date 

training materials.  
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PROFESSIONAL EXPERIENCE 

SST SOLUTIONS  Marketing Communications Manager  2012-present 

HEDLIND TECHNICAL SERVICES  Service Marketing Manager   2008-2012 

PRINT-RITE, INC.   Marketing Program Manager   2004-2008 

UNITED TECHNICAL    Western Area Training Manager  2001-2004 

     Sr. Product Trainer     1999-2001 

 

EDUCATION 

BS, Business Administration Marketing, University of Oregon  
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8 THINGS YOUR RESUME DOES TO TURN OFF HIRING MANAGERS  

Richard Rosser, McKinsey ex-consultant, expanding movemeon.com  

Adam, our general manager looks at the most easily remedied CV mistakes we come across at 
Movemeon. Safe to say, it is surprising how difficult some incredibly qualified people make 
things for themselves. At Movemeon I see hundreds of CVs each month and you would be 
surprised how difficult some incredibly qualified people make things 
for themselves. Here I’ve attempted to put together a short list of the most easily remedied and 
highest impact mistakes I regularly come across.  

• It’s saved in word. It sounds so irrelevant, doesn’t it? Word vs PDF, what’s the 
difference? Let me tell you, it is minor but word takes a lot longer to open. When I read 
CVs ahead of checking in with a hiring manager if I’m pressed for time Word CVs are 
often the ones that fall to the bottom of the priority list. They then get read in a rush, or 
not at all, instantly disadvantaging the applicant. For me, opening a CV in word also 
opens it in a different place on my screen to PDFs and thus I am more likely to forget the 
one or two who opt not to submit in PDF. It sounds minor but when it comes to deciding 
who to call for an interview it always pays to be front of mind.  

• It’s not personalized for the job you want. The only piece of advice I give to friends 
when they ask 
me to look over a CV for them (after all, you don’t want to take work home... even if it 
does try to 
wine and dine you) is to make sure that you have re-written your CV to highlight the 
relevant 
experience you have. Not only does this put your best foot forward it also makes every 
subsequent 
step easier. Often I speak to hiring managers who aren’t convinced by the motivation of 
a great candidate (who really wants the job) because their CV looks like one used for 
generic application 
and then wants to push them at interview. Simply making sure you mention projects in 
relevant industries and functions you have performed is a great way to say that you feel 
you belong in their world!  

• It’s too long. Linked to the above, if you aren’t writing your CV for the opening there is 
an understandable temptation to put down everything you’ve done. Exhaustive lists are 
exhausting, show you understand what the role is about and leave something in reserve. 
The applications I find make it to the top of shortlists are those that succinctly 
demonstrate that they tick all the boxes with a controlled list of projects.  

• It’s not clear if you have the right to work there. If you’re not based in the country 
you’re applying to work in and have existing work rights make sure this is something 
mentioned in either the header or the footer of your CV. You make things difficult for a 
hiring team when you ask them to guess based on the languages you speak, where you 
went to university and where you started your career. Hiring teams sometimes have to 
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deal with hundreds of applications and simply don’t have time to waste; so don’t give 
them any reason to think you might not work out.  

• It’s not chronological. Some people opt to order their CV thematically according to the 
different types of experience they have. This makes reading rather confusing; as it 
becomes hard to track progressions, understand moves into / out of industry and even 
to quickly understand how experienced you are.  

• You’ve overcrowded with charts, images and graphs. A picture can be worth a 
thousand words. Equally, it can be worth one and take up 10 times the space on a 
document already bursting at the seams with your achievements. If it doesn’t explain 
something you could type in the same space an image probably is just overcrowding. If 
you’re looking for a way to get across personality and fit (often the decisive factor for 
start ups) a cover letter is a better way to get things across.  

• You’ve not explained gaps in your CV. Everyone needs to take a little time out, so avoid 
unexplained gaps where ever you can. Unknowns look ominous but saying that you took 
some time out to have / raise your kids or go traveling says a lot about you and is a great 
conversation point at interview.  

• You’ve not explained your impact. Pointing out the relevance of your projects is 
important, but so is showing that you were able to get things done. Always say what 
your work resulted in if you can. Everyone loves a winner.  
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HI-HO, HI-HO! IT’S OFF TO WORK WE GO!  

5 Steps to Getting You Whistling While You Work  

Anyone who has ever seen the Walt Disney classic Snow White can picture the seven dwarfs 
singing and whistling as they march off, tools in hand, to spend their day working in the mine.  

Walt Disney made this epic film shortly after the great depression when people were thrilled to 
have jobs. A job meant they could feed and clothe their families without taking government 
handouts.  

That was then. Today’s bumper sticker reads, “I-owe, I-owe, so it’s off to work I go. ”We get up 
before dawn to join the freeway demolition derby, arrive at work stressed out, grit our teeth 
through another day at the salt mines, and then clench our teeth as we battle the traffic back 
home. We endure all this so that we can pay our mortgages, save up a little for vacation, and 
maybe put  

a bit away for a rainy day.  

What has happened to us? Why aren’t we thrilled with our jobs? Why aren’t we going off to 
work singing and whistling like the seven dwarfs?  

Perhaps you are so far gone that you think the only reason the seven dwarfs were singing is 
because they were strung out on mega-doses of antidepressants prescribed by over indulgent 
doctors, who were in cahoots with Simon Legree, the owner of the mine!  

Some people think that work is a curse that God put on man after he sinned. But in reviewing 
Genesis 1, we find that God first blessed Adam and Eve, and then gave them the command to 
rule over the fish of the sea and birds of the air and every other living creature that moves on 
the ground; to work.  

Long before the first sin, work was part of the plan even in paradise. So if work is part of the 
plan God has for our lives, and God blessed Adam and Even before He gave them the command 
to work, then our attitude toward work should have us singing “Hi-Ho, Hi-Ho,” not the familiar 
Johnny Paycheck song, “Take This Job and Shove It!”  

By understanding the plan God has for our lives we can improve our attitudes, and find new 
motivation for our work. The Scottish philosopher Thomas Chalmers said, “The grand essentials 
of happiness are: something to do, something to love, and something to hope for.” Incorporate 
these essentials into your life and you may even find yourself whistling while you work!  
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5 Steps to Getting You Whistling While You Work  

Something to do, something to love, something to hope for. If we cannot find a way to live the 
part of our lives that are our occupations Biblically then we shall have empty, unfulfilled lives. 
Here are five steps to get you whistling while you work:  

ATTITUDE  

Remember Paul’s admonition to the Corinthians (1 Corinthians 7:17) to be content in their 
stations. The one with the most toys is not the winner! Your occupation is secondary to the 
fulfillment of  

your vocation; to be a servant of God, a light unto the world. Forget what the “world” says. It 
really doesn’t matter whether you are the janitor or the president as long as you do the best 
work possible as unto the Lord. So the first step is to adjust your attitude to reflect your 
vocation while you’re working at your occupation.  

DILIGENCE  

It is not honoring to the Lord if your coworkers can accuse you, a Christian, of being a sluggard. 
So work as Solomon said with diligent hands. That way no one will be able to say behind your 
back that Christians are a lazy bunch who don’t carry their fair share of the load.  

PASSION  

If you do not have passion for your work it is a clear signal that you do not love your work. 
Perhaps it is because you do not have a job that makes use of your talents, or perhaps it is 
because you are focused on your occupation rather than your vocation. Take steps to either 
work in your job with passion, or find a job in which you can!  

PERSEVERANCE  

Life is not as they say “A bowl full of cherries.” Often times life is more like just the pits. Paul 
was shipwrecked, stoned, flogged, and put in prison. Yet he counts these difficult times as “light 
and momentary afflictions.” Paul’s passion and his sheer determination kept him from being 
defeated by the difficulties that he encountered. If he can count his tribulations as light, what 
are ours in comparison? Is it really that important to get mad at the fool who cut you off on the 
freeway, or take personally a comment that a coworker made about your department? Or are 
these things the really “light and momentary” afflictions? For goodness sake, do not let the light 
and momentary take precedence over the eternal implications of your vocation to serve God.  
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HOPE  

We are, all of us, nothing but flesh and blood. And with that frailty comes the knowledge that 
eventually, no matter how loud we whistle, we will fall short. When this day happens, 
remember to hear the melody of the future and dance to it today. Our melody is the knowledge 
of our salvation through Christ. We may not be able to physically see Him with our eyes, but we 
can certainly hear His melody in our hearts.  

ONE FINAL THOUGHT  

Every morning when you get up, you have a very important choice to make. “Shall I live this day 
as though tomorrow will never come, and work as though God were standing beside me?” Or “I 
will live this day for myself, tomorrow is always another day”?  

James writes, “Now listen, you who say, ‘Today or tomorrow we will go to this or that city, 
spend a year here or there, carry on business and make money.’ Why you do not even know 
what 
will happen tomorrow. What is your life? You are a mist that appears for a little while and then 
vanishes. Instead, you ought to say, ‘If it is the Lord’s will, we will live and do this or that.’ 
Anyone then who knows the good he ought to do and doesn’t do it, sins.” James 4:13-15, 17  

Bonus Whitepaper  

“Hi-Ho, Hi-Ho, It’s Off to Work We Go!” This whitepaper is a broader discussion of how you can 
begin whistling as you go off to work:  

• Something to Do. What’s the difference between vocation and occupation?  
• Something to Love. Is it Biblical to love your work?  
• Something to Hope For. How to get the drive and determination to see the race through 

to the end.  
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9 QUESTIONS THAT’LL HELP YOU FIND YOUR DREAM CAREER  

The Muse, Contributor, Nov 1, 2013  

You’ve had another rough day at work.  

And as you’re talking about your lackluster job or about feeling lost in your career path, a well- 
meaning friend or relative responds with, “Well, what do you want to do?” Silence. If only it 
were that easy, right?  

Choosing a new career—whether you want to do a drastic 180 or just make a minor shift—can 
seem downright impossible. There are so many options. You don’t know what you’re qualified 
to do. Frankly, you’ve been so busy worrying about your current job that you haven’t taken half 
an hour to consider what you’d rather be doing. And when you do start to think about it? Your 
mind morphs into a cloudy mess of overwhelm.  

Believe me: I’ve been there, too. And after I did find what I was looking for, I’ve spent time 
coaching friends and colleagues who are going through the same thing. While there aren’t any 
shortcuts when it comes to planning a big career change, I’ve found that breaking the big 
question down into a few simpler ones can be a productive way to get started.  

Sometime this week, take the first step toward planning your dream career by filling in the 
blanks in the sentences below:  

1. If I could choose one friend to trade jobs with, I’d choose _______, because_______.  
2. I’ve always wondered what it would be like to do _____. It’s interesting to me because 

_____.  
3. If I had the right education or skill set, I’d definitely try _______, because _______.  
4. If I had to go back to school tomorrow, I’d major in _______, because _______.  
5. My co-workers and friends always say I’m great at _______, because _______.  
6. The thing I love most about my current job is _______, because _______.  
7. If my boss would let me, I’d do more of _______, because _______.  
8. If I had a free Saturday that had to be spent “working” on something, I’d choose _____, 

because _____.  
9. When I retire, I want to be known for _______, because _______.  

Once you’re done, take a look at your answers. You may find clear-cut patterns—for example, 
that everything on your list has to do with designing beautiful spaces or playing sports. But at 
the very least, you’ll probably see some common themes. Maybe it’s creativity, or caring for 
others, or working outside using your hands. And no, those things don’t point to one single 
career path, but knowing what you value, what you enjoy, and what you want to be known for 
is a great way to get started honing in on what you want to do next (or, hey, eliminating 
possibilities).  
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As you’re thinking through your career change, I’d encourage you not to let fear or insecurities 
about your skillset hold you back and to think big about the possibilities that are out there. 
Sure—if you’re a communications professional who’s fascinated by the law, becoming an 
attorney can be 
a long and difficult road ahead. But why not consider it? The road might not be as long as you 
imagine (and it definitely can be worth it). But, also pay attention to specifically what about the 
law gets you excited. Is it in-depth research? Helping other people? Arguing a case?  

There are plenty of other professions where you could combine your current skills with your 
passions to do those things, sans law degree. By diving into your interests like this, you can start 
to open up a world of possibilities. Oh, and if you get through the list and are still stumped? 
Share it with a friend or mentor. Sometimes an objective eye can see patterns you can’t.  
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13 MUST-HAVE WORDS TO INCLUDE IN YOUR RESUME  

by Amy Elisa Jackson April 14, 2017, glassdoor.com  

Steer clear of overused clichés. Misspelled words are immediate grounds for denial. Diction 
or word choice is important when it comes to drafting your resume, not just to ensure that your 
resume is reviewed positively by software, but also because you want to wow recruiters with 
your skills, competencies and relevant credentials.  

“The words used show what level the candidates is at in their career,” says Susan Joyce, owner 
and operator of Job- Hunt.org, the guide for a smarter, safer job search. “If I picked up a resume 
for a C-suite candidate who chose vague descriptors, they would immediately be discredited. 
Some might think a candidate’s experience outweighs the actual text of a resume, but this is 
often not the case. If a hiring manager doesn’t see key indicators a candidate is qualified by 
appropriate word choice or diction at first glance, chances are, the resume will be eliminated 
before they are even considered.”  

To help land your resume at the top of the pile, we tapped an expert panel of career coaches, 
resume writers and experts to ask, “What are the words you like to see on resumes?” Here’s 
what they had to say. Bookmark this article ASAP!  

1. Numbers  

“If you want to show that you’re results oriented and hard working, share the numbers. 
As they say, the proof is in the pudding,” says job coach Angela Copeland. “For example, 
rather than stating that you’re an “excellent digital marketer,” prove it. Say something 
that reflects your actual results, such as, ‘Grew online sales and revenue by 200% in one 
year.’ Now, that’s impressive!”  

2. “Redesigned”  

For life & career coach Jenn DeWall, action verbs are a must on any resume. But not just 
any action verbs. She advises clients to include verbs that show leadership and 
transformation. “‘Redesign’ demonstrates problem-solving skills as well as the ability to 
think big picture and reduce process inefficiencies.”  

3. “Launched”  

If clichés are a no-no, simple yet powerful words are your go-to’s, according to 
Glassdoor columnist Anish Majumdar. “Simple, practical words that denote 
responsibility have the most impact. Launched, solved, transformed, and optimized are 
all examples of action verbs that make you look good without resorting to clichés.” 25 
Highest Paying Companies in America for 2017  
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4. “Modernized”  

According to master resume writer Jacqui Barrett-Poindexter, this word along with 
“conceived and metamorphosed” are, “like a switch, powering up the candidate’s story, 
showing how they’ve improved, envisioned and transformed their work environments, 
and therefore, gained revenue, customer growth, reputation, etc. traction for their 
company. They empower and advance the candidate’s story!”  

5. “Value” or “Valuable”  

“These words show that the candidate is thinking about their own activities in terms of 
how they’ll improve the business,” says expert and author of Fearless Salary Negotiation 
Josh Doody. “Terms like ‘hard-working’ don’t do this because working hard doesn’t 
necessarily produce better results. But focusing on being productive, adding value, and 
making progress show that the person is tuned in to improving the company, which 
almost always resonates with hiring managers.”  

       6. “Orchestrated”  

“Anyone can say they “led” a team. Instead, use verbs that really explain what 
happened in that specific task,” insists Joyce. “Consider the verb ‘orchestrated’ and how 
it shows, versus just telling, the hiring manager what was accomplished. Orchestrated, 
by definition, means 
to arrange and direct. The key is to make a resume better than any great piece of fiction 
by embracing the storytelling aspect and showing readers your true qualifications.”  

7. Get specific  

If “results-oriented” and “hardworking,” are overused and lame, Joyce says instead of 
looking for the 2017 buzzword, job seekers are better off being specific in their resume. 
“It is really more about choosing words that accurately describe actions or goals that 
were met. In lieu of hard-working, consider saying what hard work was done, e.g. did a 
candidate work tirelessly to reach an impossible deadline? It is important to use verbs 
that really pinpoint what was accomplished, i.e. influenced, improved, achieved, etc. 
This way, there is no miscommunication about a candidate’s qualifications.”  

8. “Create, lead, managed”  

“I like to look for candidates who have had a role in shaping something from idea all the 
way through execution,” says executive coach Kate O’Sullivan. “One of the main 
qualities I look for is someone who can take a vague idea or strategic goal and see it 
through to completion, rather than someone who executes on a plan that’s already 
been decided. Using these key words will definitely signal that you’ve had a role in this 
higher level thinking, and will grab the attention of most hiring managers.”  
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9. Provide examples  

“In general, it’s very hard to convince a resume reader that you possess various soft 
skills, 
e.g. team player, just by listing these on your resume,” says O’Sullivan. “If you put 
yourself in their shoes for a minute you will understand why. Most job seekers want to 
be desirable and so they list these in-demand skills. But just listing the skill doesn’t do 
any thing to set you apart from the crowd. The most powerful thing you can do is give 
examples. If you want to show 
that you are a team player, you can talk about things like working on cross-functional 
teams, on boarding new hires, or developing a cross-training program. By listing 
concrete accomplishments and projects, you are demonstrating you have these skills in 
a credible and believable way that will help set you apart.”  

10. Be skimmable  

Doody insists that a resume should be impactful while still skimmable, or able to easily 
be skimmed by recruiters and hiring managers. “I coach my clients to assume the hiring 
manager won’t even look at their resume until they’re already in the process of 
interviewing them,” says Doody candidly. “Hiring managers don’t sit down the day 
before an interview, pour a glass of wine, and meticulously read through each resume 
they’re considering. Instead, they scramble to make it to the interview on time, open up 
the resume as the interview is starting, and skim it to find things to talk about.” 

11. “Spearheaded”  

According to Angela Copeland, a resume —and the job search, in general— is not the 
time to be shy. “Use strong words that emphasize your level of involvement. This isn’t 
the time to minimize yourself or your contributions. If you were instrumental in a 
project, replace the word “helped” with the word “spearheaded.” Spearheaded, 
created, and initiated all show that you took the lead and were not merely a participant 
in a project.  

12. “Committed”  

Show that you’re dedicated to your work, start to finish. This word, says DeWall, does 
just that. “If you disregard diction and word choice and think that they don’t carry any 
weight you’re wrong. Managers can gauge aptitude, readiness and even your leadership 
skills from paper,” she adds.  
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13. Edit expertly  

Reading and re-reading your resume is just the beginning of the editing process. Don’t 
believe us? Each of our experts weighed in on the importance of editing a resume. Here 
are a few of their insights:  

“Word choice is incredibly important. You only have a limited amount of real estate on 
your resume, so every single word counts,” says O’Sullivan. “Focus on achievements, 
quantify where possible, and make an effort to tailor your experiences to your target job. 
It’s more effective to talk about fewer projects and responsibilities more in-depth than to 
list every single thing you’ve ever done. Along these lines, concentrate on your most 
recent experience. Edit with the mindset of “does this piece of information directly help 
sell my experience for this role? If not, take it off.” “The easiest way to improve your 
choice of words is to read your resume out loud to yourself,” advises Copeland. “This can 
catch many of the potential issues before anyone else sees it. Then, ask a friend or family 
member who works in another industry to read it. If they find your resume to be 
confusing, consider updating the wording, so that it’s more clear.”  

“It’s not just about using the right words, it is equally about teasing out the nuances of 
your stories and then combining them in a way that is attractive to your target reader: 
recruiter, hiring manager, etc,” says Barrett-Poindexter. “You can use all the right ‘nouns 
and verbs’ that make a resume sing (on the surface), but without the right, focused 
stories, your resume will fall flat to the intended reader’s eyes and ears.”  

“In addition to diction and word choice it’s important to be strategic and concise. No one 
has time or energy to invest in a multi-page resume,” insists DeWall. “Make sure that 
you’re highlighting the most relevant and topical experience necessary for the position.”  

 

21 WORDS TO NEVER INCLUDE IN YOUR RESUME  

by Amy Elisa Jackson February 3, 2017, glassdoor.com  

We have all heard the saying, “You’ll never get a second chance to make a first impression.” 
This is perhaps most true when it comes to a job resume. While many companies use screening 
software to initially evaluate a candidate’s resume, recruiters are largely the first people you 
must impress.  

“The language or content of a resume can definitely tank a job seeker’s chances of landing their 
dream job,” says Jamie Hichens, Senior Talent Acquisition Partner at Glassdoor. “You have a 
limited amount of time to catch a recruiter or hiring manager’s eye – use it wisely.”  
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Filling precious resume space with verbose language or overused buzzwords can certainly 
backfire. Therefore, we tapped a group of HR and resume experts to give us the inside scoop on 
the 21 words and terms to never include in your resume.  

Scan your resume to make sure you’re not guilty of including these red-flagged terms:  

1. Unemployed  

“Your employment dates already show if you’re unemployed – you don’t need to 
highlight it,” says Hichens.  

2. Hardworking or Hard worker  

“We hope you are a hardworking individual who shows up to work on time and is self- 
motivated, but you don’t need to call it out,” she adds.  

3. “Ambitious”  

“Misspelled words [like this one] should never appear on your resume,” says Elizabeth 
Harrison, Client Services Manager and Senior Recruitment Partner at Decision Toolbox. 
“Read your resume numerous times, print it and take a pen to it and have someone else 
read it. One misspelled word can completely eliminate an otherwise strong candidate 
from consideration because it demonstrates lack of attention to detail.”  

4. Microsoft Office  

“Popular resume templates and HR pros prompt job seekers to include a list of strategic 
skills on their resume,” says Glassdoor expert Eileen Meyer. “From Java to Final Cut Pro, 
speaking Arabic to spearheading 150% growth, be sure to include not only the relevant 
skills that make you a perfect fit for the role, but also the skills that make you stand out. 
Take note, command of Microsoft Office is not a skill. It’s a given.”  

[Related: Game-Changing Skills To Include On Your Resume (Hint: Not Microsoft Office!)]  

5. Objective  

“Is your career trajectory pretty straightforward and lacking major gaps between jobs? 
Then you probably don’t need an objective statement,” contends Glassdoor writer 
Caroline Gray. “If your resume is self-explanatory, there’s no need to take up valuable 
space with anything that’s redundant. Also, if you’re submitting a cover letter with your 
resume, that should be more than sufficient in addressing your objective for your 
application.  
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6. Synergy  

“Words like ‘synergy’ and ‘wheelhouse’ are completely overused lingo,” insists Hichens. 
Steer clear.  

7. Reference Available Upon Request  

Having “references upon request” at the bottom of your resume is a sign that a 
candidate is overeager. If a recruiter wants to call to know more about you, they will 
reach out directly. There is no need to point out the obvious. As one HR expert said, 
“everyone assumes we want references, but honestly, we can ask.” [Related: Search 
Open Jobs Hiring In Your Area]  

8. I, She, He, Him, Her  

“Talking in 1st or 3rd person reads weird – did someone write your resume for you? Just 
state the facts,” says Hichens. For example write, “Led a team of 4” not “I led a team of 
four people” or “Jamie led a team.”  

9. Rockstar  

“It’s been overused in the last five years,” insists Jennifer Bensusen, Technology Lead 
and Senior Recruitment Partner at national recruiting firm Decision Toolbox. “Unless 
you are truly a singing superstar, applying for a wedding singer or entertainer role that 
is!”  

10. Dabbled  

Bensusen says do not use “technology or systems you have touched or were exposed to 
but really don’t know.” For example, stay away from sentences like, “... a Software 
Engineer who dabbled with Python in college seven years ago but has been developing 
in .NET professionally since.” In this case, don’t add Python to your resume if you’re not 
a pro.  

11. On Time  

Again, a candidate being on time is an expectation. “[Instead] craft a well thought out, 
concise resume with interesting content on accomplishments, KPI success or significant 
highlights with bullets on what you did,” advises Bensusen. “Did you create efficiencies 
that saved the company big bucks? Did you hire a stellar team that accomplished world 
peace?”  
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12. Expert  

“Stay away from the word expert, unless you truly are,” says Bensusen. Otherwise, “be 
prepared to be peppered with questions regarding your expertise.”  

13. Can’t or Won’t  

Negative words should not be included in a resume. “Resumes should demonstrate 
what you can do and not what you can not do,” says Harrison.  

14. Unnecessary personal information  

Harrison advises that your “date of birth, family status, personal interests etc. should be 
avoided on a resume. These items do not pertain to the qualifications of an individual 
for a position.” [Related: 7 Reasons Your Resume Sucks]  

15. “I know HTML, Photoshop...”  

“Skills are the most common resume lies,” writes Heather Huhman, career expert, 
experienced hiring manager, and founder & president of Come Recommended. 
“Although you may think that having every skill listed in the job description will get you 
the internship, that’s not always true. Telling the truth about your skills can set you up 
for success in your internship. You can still land the internship by being honest, and can 
gain valuable training and learning experiences on the job.”  

16. Hobbies  

“Content that does not relate to the job and does not address what qualifications a 
candidate has for a job can absolutely eliminate a candidate who may have 
accomplished many of the tasks that job is looking for, but was not articulated in the 
resume,” adds Harrison.  

      17. Generalizations  

“Substantiate your accomplishments with numbers,” says Nicole Cox, Chief Recruitment 
Officer at Decision Toolbox. Some recruiters prefer to see actual numbers (such as “cut 
manufacturing costs by $500,000”), while others prefer percentages (“cut 
manufacturing costs by 15 percent”). Either way, provide enough context to show the 
impact. If your objective was to cut manufacturing costs by 10 percent, make it clear 
that you exceeded the goal.  
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  18. Accomplished  

Instead of saying you are accomplished, show it. “Accomplishments are currency when 
it comes to resumes,” advises Anish Majumdar, CEO of ResumeOrbit.com. “The more 
you have, and the more applicable they are to the job you want, the greater your 
perceived worth. This can have a big impact not just on whether you receive an 
interview, but how much you’re ultimately offered. Front- load the accomplishment, 
then describe how it was achieved. For example, ‘Improved customer satisfaction 30% 
within 9 months through re-engineering support processes and introducing new training 
materials to staff.’” [Related: Brush Up Your Resume — Amazon’s Hiring in a Big Way]  

      19. Stay-at-home Mom  

Like personal information, do not feel obligated to explain gaps in your resume. 
“Personal information about age, relationships or children can expose you to 
discrimination,” warns Cox. “Employers aren’t allowed to ask for that kind of 
information, and you shouldn’t offer.” However, if you’d like to address a gap because 
you are re-entering the workforce, Cox says, “You can be creative, such as putting 
Domestic CEO as the title and listing ‘Successfully managed procurement, budgets and 
scheduling.’”  

      20. Responsible for...  

“Often, careerists will write, ‘Responsible for’ at the beginning of a statement where a 
more powerful lead-in would energize; e.g., instead of, “Seasoned sales management 
executive ...,” write, ‘Regional Sales Manager for Largest Revenue- Generating Area, 
exceeding competitors by 25-55% in revenue growth, year-over-year’,” says master 
resume writer Jacqui Barrett-Poindexter. “In other words, strengthen the story through 
muscular verbiage and results. Lead with strength and energy.”  

       21. Results-oriented  

“While many other words are misused or diluted by overuse, these are the weakest and 
most abused,” says Barrett-Poindexter. “If your resume language or content is weak, 
unfocused and/or rambling, you can obliterate your chances of landing that dream 
role.”  

 

15 WORDS AND PHRASES TO NEVER INCLUDE IN A COVER LETTER  

by Amy Elisa Jackson March 17, 2017, glassdoor.com  

While many job applications have the word “optional” next to the field that asks for a cover 
letter, it shouldn’t be overlooked. After all, a cover letter is intended to show you off and 
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captivate a hiring manager, kind of like a movie trailer. It’s meant to tease and entice the 
recruiter or hiring manager to keep reading and be so interested in you that they simply cannot 
put down your resume. Think: personable and professional.  

Some of the best cover letters tell interesting stories about the candidate and help them to be 
seen as a good culture fit for a company. “Recruiters always remember the personal side of 
cover letters—this is when you become more than just another applicant,” says career expert 
Heather Huhman. “They connect your experiences with your name because you’re giving them 
another dimension of you, sharing what makes you unique.”  

Given the importance of a cover letter, you cannot afford to blow it. Once you’ve got a working 
draft, it’s time to grab your red pen. Here are 15 words and phrases that are simply dragging 
your cover letter down. Cut ‘em! Take the expert advice below to craft the best cover letter 
possible and let your personality, not robotic prose, shine through.  

1. “To Whom It May Concern”  

Generic salutations, while professional, can be a bit sterile. Do a little digging to find the 
name of the hiring manager or the recruiter. “Let’s say you discover an opening 
for an electrical engineer position at an engineering organization’s website. The position 
description indicates the employee will report to the lead electrical engineer. You 
decide (initially) to bypass the company’s automated application system so you can 
customize your communications,” advises Jacqui Barrett-Poindexter, master resume 
writer. “You sail over to LinkedIn and begin researching. Use the advanced search 
feature and type in ‘name of company’ for the company name, ‘lead electrical engineer’ 
for keywords and ‘64152’ for a zip code for greater Kansas City (where the company 
headquarters and this position are located) and click enter. Your results will appear.”  

2. “Thinking outside of the box”  

Recruiters read thousands of cover letters and resumes. It’s their job. So try hard 
to make reading your cover letter a treat. Career coach Angela Copeland says, “more 
specifically, stay away from phrases that are known to annoy hiring managers, such as 
‘heavy lifting’ or ‘think outside the box’ or ‘game-changer.’” Be creative instead of being 
trendy.  

3. “I’m not sure if you know”  

“When it comes to today’s job search process, another thing to remember is your online 
footprint,” says Copeland. Phrases like this one underestimate a recruiter’s ability to 
Google and may come across as naive. HR professionals and recruiters do their due 
diligence on you. Trust us, they know. “In a way, your Google search results are a lot like 
the modern day cover letter. After an employer reads your cover letter, they will also 
Google you. Beat them to the punch and Google yourself. Be sure you’re comfortable 
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with the information that shows up on the first two pages of the Google search results. 
Look through social media, photos, and any other websites that show up when you 
search for yourself.”  

4. Insider Jargon  

“Job seekers should try to minimize phrases that are very industry-specific, especially if 
they’re switching industries,” advises Copeland. “Although these phrases may sound 
impressive within one industry, they will most likely confuse your hiring manager in the 
new industry you want to switch to.”  

5. Claims Without Evidence  

Instead of simply saying you’re good at what you do, Huhman advises providing a 
valuable anecdote. “Let’s say you’re applying for a marketing director position. Among 
other aspects in the description, the job requires several years of marketing experience, 
a deep knowledge of lead generation, and strong communication skills. Describe how, in 
your previous role as a marketing manager, you ran several campaigns for your clients 
and exceeded their expectations of lead generation (with specific numbers, if possible), 
and how you also trained and mentored new associates on how to manage their own 
accounts, which improved client retention rates.” In other words, show how effective 
you have been in the past. “Your anecdote is accomplishing a lot at once— it’s 
demonstrating one of your top hard skills, lead nurturing, and showcasing how you can 
collaborate with trainees, communicate effectively, and educate new employees on 
processes and client relations,” says Huhman. “You’re proving that you can meet the 
communication standards and marketing knowledge they’re seeking.”  

6. “Love”  

Cut the millennial speak. “You shouldn’t just say that you want the job or that you love 
your industry. You have to show your passion,” says Huhman. “Share why your career 
path best suits you and how your love for your work drives and motivates you. For 
example, answer some questions about what made you want to enter the field, how 
your personality helps you succeed, and what past experiences influenced your career 
decisions.”  

 

7. Lies  

“Embellishing in a cover letter is one way to set yourself up for letting down your future 
employer once you’ve been hired,” warns Huhman. Steer clear of touting skills you 
don’t really possess or overselling your impact on a key project at your current 
employer. “The best case scenario is that lying on a cover letter creates uncomfortable 
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situations. Worst case scenario? [You’ll lose the] job because [you are] not the 
candidate they were looking for.”  

8. Flattery  

“When you’re looking for a job, do your best to bring your authentic self to the table. As 
the old saying goes, people hire people. Often, you’re hired because the hiring manager 
likes you – not just because you can do the work,” says Copeland. “Nobody likes 
insincere flattery. It leaves an impression that you aren’t authentic and therefore can’t 
be trusted. In business, especially in an employee/employer relationship, trust is 
paramount. Avoid being insincere, and focus on building a true relationship with your 
future hiring manager.”  

9. “Please feel free”  

Ending your cover letter with a clear call-to-action is key, but instead of being gentle, be 
direct. Show your confidence and prove to the recruiter that you know you wrote a 
compelling cover letter by wrapping up with a more self-assured request for an in-
person interview or phone screen.  

10.  “Dynamic”  

“Get away from stuffing cover letters full of clichéd phrases and think clear, honest, and 
impactful. Think in terms of telling a story,” says resume expert Anish Majumdar. 
“You’re not a dynamic, agile leader who can deliver rapid marketing and biz dev ROI in 
rapidly-changing environments.” Instead, you are someone who thrives on helping 
companies “more fully realize their vision, and have some amazing successes on the 
marketing and business development front that you’d like to discuss.”  

11. “Significant”  

Instead of tiptoeing around the impact you’ve had at your current company with words 
like “significant,” “measurable,” or “huge,” get specific. Nicole Cox, Chief Recruitment 
Officer at national recruiting firm Decision Toolbox, advises job seekers to, “substantiate 
your accomplishments with numbers. Some recruiters prefer to see actual numbers 
(such as ‘cut manufacturing costs by $500,000’), while others prefer percentages (‘cut 
manufacturing costs by 15 percent’). Either way, provide enough context to show the 
impact. If your objective was to cut manufacturing costs by 10 percent, make it clear 
that you exceeded the goal.”  

12. “Really, truly, deeply”  

Flowery language and excessive adverbs can come off as insincere. “Don’t get me 
wrong, you need to share your accomplishments in your cover letter. Nobody else will 



 38 

do it for you. But, you want to come across as confident, not arrogant,” says Copeland. 
“Fluffy jargon will risk turning off the hiring manager.”  

13. Cut, Copy & Paste  

Resist the temptation to write a cover letter that regurgitates what you’ve outlined in 
your resume. Instead, recognize the opportunity that a cover letter presents. “Use the 
cover letter as an opportunity to highlight the parts of your resume that align to the 
job,” says Copeland. “And, add things you don’t normally include in your resume that 
are relevant to the work. For example, I once coached a job seeker who was a university 
administrator. He was interested to work for a large hotel chain. Although he didn’t 
have direct hotel experience, his hobbies included both real estate investing and 
managing a fitness franchise location. This information was critical to him landing a job 
with the large hotel company.”  

14. “Self-Starter,” “Detail-Oriented,” and “Forward-Thinker”  

These are what’s known as “frequent offenders” amongst cover letter and resume 
experts. They are overused and carry little weight these days. “Treat a cover letter as a 
chance to make a human connection, not a formality,” says Majumdar. “What gets you 
excited about this job? What have you been up to recently that they’d find interesting? 
What should they know about you that they couldn’t discern by reading your resume? 
All great points to touch on in this letter.”  

15. Synonyms Out of A Thesaurus  

While it may be tempting to head to thesaurus.com to add a few high-brow words and 
smart- sounding phrases, resist the temptation. Be yourself. Be honest. “This is a prime 
opportunity to showcase skills,” says Majumdar. Words like “change,” “execute,” 
“communicates,” and “relationship building” will all get the job done effectively when 
paired with strong anecdotes and authenticity.  

 

FINDING A JOB AFTER COLLEGE CAN TAKE 6-9 MONTHS HERE’S HOW TO CUT THAT TIME 
IN HALF 
By J.T. O’Donnell, Career Coach, LinkedIn, December 1, 2016  

Looking for your first full-time job after college is intimidating. Without any experience 
searching for professional work, you’ll likely feel anxious and confused — and with good 
reason. For the last 16+ years, you’ve been in school where someone has given you step-by-
step instructions and said,  

“Do this and you’ll ace it.” However, in the professional world it’s up to you to figure things out.  
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8 SHORTCUTS TO YOUR FIRST JOB  

The best thing about looking for work today is that you don’t need to (and shouldn’t!) rely on 
job boards to get you hired. Studies show there’s just a three percent chance you’ll get a call for 
a job you apply blindly to off a job board. The company’s Applicant Tracking System (ATS) 
tosses most people out electronically. The solution is to go around the process and leverage the 
power of people. In fact, if there was one thing I could personally teach every recent grad is 
that your network is your net worth in your career. Nobody succeeds professionally without the 
help of others. It’s up to you to build and serve your professional network, so when the day 
comes that you need to tap into them for help, they’ll be glad to do so. With that in mind, here 
are some of the best ways for you to speed up the hunt for your first job:  

1. Start an Interview Bucket List. If you think finding a needle in a haystack is tough, try 
finding a job today. The solution is to make the haystack smaller. Or, in this case, the 
pool of potential employers. Create an Interview Bucket List. Your goal should be to 
identify 10-20 employers that you admire. Focus on what they do and how they do it. If 
you feel connected to their work in some way, then it’s more likely you’ll do better in 
the interview process with them. These should be the companies you approach first 
about employment.  

 

2. Stalk potential employers on social media. I guarantee almost every company that 
makes your Interview Bucket List is on social media. In fact, employers know 70 percent 
of the people that follow them on LinkedIn are interested in working for them. So, guess 
where they look first when they have an entry-level opening? That’s right, they see who 
meets their criteria that is connected to them online. But, don’t limit your stalking to 
just LinkedIn. Employers are getting a lot more savvy with social media today. Besides 
being on Facebook, Instagram and Twitter, more and more are getting on SnapChat and 
Youtube in order to connect with a younger talent pool - a/k/a YOU!  

 

3. Play “Informational Interview Bingo” with yourself. Imagine you have a bingo card in 
front 
of you. It’s got 25 spaces you need to cover. Each one represents an informational 
interview you’ve conducted with a professional. I promise, if you can fill the board, you 
will find a job. Talking to people about their careers and asking for their advice on how 
to find your first job is how you start to build a powerful network. If you make a good 
impression, these individuals will be more likely to refer you to jobs at their company, or 
at other places they know are hiring.  

 

4. Study up on job search like you’re being graded. Job search is more than a process, it’s 
a skill. Getting good at anything takes practice. The more you read and watch videos 
about job search, the more confident you’ll be come. It also helps keep you in the right 
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mindset. Job search can take a toll on you mentally if you aren’t constantly providing 
yourself with positive reinforcement. Find sources that not only educate you, but keep 
you motivated too.  

 

5. Don’t look for internships, create them. Internships are tough to find. And when you 
do, there are usually so many people competing for them, your chances are slim you’ll 
get it. The solution is to find companies you admire and proactively reach out and ask 
them what you could do to create an internship with them. When passionate, talented 
young professionals knock on your door and say, “I’m interested in helping your 
company,” employers are inclined to take a closer look. Even if they don’t have 
something right away, you could be planting the seed. I’ve seen many young people do 
this and get rejected at first, only to have the employer call them back a few days later 
and say, “We found something you can work on.”  

 

6. Try before you buy. Temporary staffing agencies regularly hire recent grads to do short-
term assignments at companies who need coverage due to maternity leaves, long-term 
absences, and spikes in work load. Not only do you get paid and earn some work 
experience, but sometimes, employers fall in love with you and offer you a full- time gig.  

 

7. Get out and get (very) social. There are plenty of events you can attend to help you get 
used to networking. Alumni and young professional organizations often hold monthly 
meet-ups. So do local Chamber of Commerce organizations. The more visible you are at 
business-related events, the easier it gets to make new professional friends which can 
lead to the inside track on job opportunities. Speaking of business events  

 

8. Donate your time. Contact the organizations hosting the events to see if they need 
volunteers to work it. This is especially good if you are uncomfortable meeting new 
people. By having a purpose at the event, it will help you relax AND you’ll make new 
contacts who will see how productive you can be. In summary, if you want to shorten 
the time it takes to find your first job after school, then you need to focus on the high- 
payoff activities that will get you hired. The tactics above are proven to be effective in 
getting you connected and in front of hiring managers. Remember, job search isn’t 
rocket science, BUT it does take some effort so you can become more comfortable with 
it. The sooner you engage in the activities above, the sooner your career confidence will 
increase - and employers love young professionals who are confident.  

9 THINGS THAT WILL KILL YOUR CAREER  

By Travis Bradberry, Author, Emotional Intelligence 2.0 Inc.com May, 2017  
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There are so many things that can kill the careers of good, hard-working people. Honest 
mistakes often carry hard-hitting consequences. We usually only hear about the more 
egregious examples, such as when Yelp employee Talia Jane became an Internet sensation last 
month for writing a blistering post criticizing the company’s low pay and its CEO. To no one’s 
surprise, she quickly found herself out of a job.  

Most people don’t go down in a blaze of glory like Talia Jane; they kill their careers in subtle, 
decidedly undramatic ways. And it’s a shame because it happens all the time.  

A recent survey by VitalSmarts found that 83% of people had seen someone make a blunder 
that had catastrophic results for their career, reputation, or business, and 69% admitted that 
they themselves had done something that had damaged their careers:  

• 31% said it cost them a promotion, a raise, or even a job • 27% said it damaged a working 
relationship 
• 11% said it destroyed their reputation  

These numbers show how damaging you can be to your own career if you’re not careful. There 
doesn’t have to be a single, sickening moment when you realize that you just shoved your foot 
firmly in your mouth, either. Little things can add up over time and undermine your career just 
as much as (or more than) one huge lapse in judgment. The good news is that if you stay aware 
of them, these are all things that you can control before they creep up on you and kill your 
career.  

1. Over-promising and under-delivering. It’s tempting to promise the moon to your colleagues 
and your clients, especially when you’re honest and hardworking and believe that you can do it.  

The problem is that there’s no point in creating additional pressure that can make you look bad. 
If you promise to do something ridiculously fast and you miss the deadline by a little bit, you’ll 
likely think that you did a good job because you still delivered quickly. But the moment you 
promise something to someone, they expect nothing less. You end up looking terrible when you 
fall short, which is a shame, because you could have done the same quality work in the same 
amount of time with great results if you’d just set up realistic expectations from the beginning. 
This is one of those situations where perception matters more than reality. Don’t deliberately 
undershoot your goals; just be realistic about the results you can deliver so that you’re certain 
to create expectations that you will blow out of the water.  

2. Complacency. How long has it been since you proactively learned a new skill, reached out 
to your networking contacts, or even polished up your resume? If you can’t remember, you 
might have become a bit complacent, and complacency is a real career killer. It’s what happens 
when you’re just along for the ride and assume that nothing will ever change. But we’ve seen 
enough disruption-- technological and otherwise--over the last few years to realize that change 
is inevitable. If you’re always too busy to learn something new or to expand your network, 
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you’ve got your priorities mixed up. However, if you make continuous growth and development 
a priority, you’ll be ready for whatever comes your way.  

3. Fear of change. Fear of change is complacency’s evil twin. It actively works to keep things the 
same. I’m sure you’ve seen this one first hand at work when someone uttered the dreaded 
words, “But we’ve always done it this way.” Things are changing too fast these days to latch on 
so tightly to the status quo, and the costs of doing so can be huge. In one survey, 91% of 
respondents said that the most successful employees are the ones who can adapt to the 
changing workplace. Change is a constant part of our lives, both personally and professionally. 
It doesn’t matter whether you think things should change or whether you prefer the old ways-- 
change just is. You don’t have to learn to love it, but you do have to learn to stop resisting it 
and to start adapting to it.  

4. Having an inflatable ego. Did you ever work with someone who had a string of successes and 
started thinking that they were the be-all and end-all of superstardom? Success is great. It 
definitely boosts your career, and it feels really, really good. The problems start once you let it 
go to your head. You start thinking that success is going to last forever and that you’re entitled 
to it. Never, ever be content with resting on your laurels. Once you start thinking that you’re 
the cat’s meow, you’re setting yourself up for very painful failure.  

5. Losing sight of the big picture. It’s easy to become head-down busy, working so hard on 
what’s right in front of you that you lose sight of the big picture. But smart people learn how to 
keep this in check by weighing their daily priorities against a carefully calculated goal. It’s not 
that they don’t care about small-scale work; they just have the discipline and perspective to 
adjust their course as necessary. Life is all about the big picture, and when you lose sight of it, 
everything suffers.  

6. Negativity. Sometimes when you’re feeling negative and down, your mood can leak out 
and affect other people, even if you don’t intend it to. You were hired to make your boss’s and 
your team’s jobs easier, not harder. People who spread negativity through their department 
and complain about the work or other people complicate things for everyone else. If people 
always have to tiptoe around you so as not to dislodge that massive chip on your shoulder, they 
are unlikely to be willing to do it for very long.  

7. Low emotional intelligence (EQ). Everyone knows that you can get fired for being unable or 
unwilling to play nicely with others, but what trips up a lot of people is having a poorly 
developed poker face. If everyone can tell when you’re bored or irritated or that you think 
something a colleague says is stupid, this will catch up with you. Emotional outbursts, belittling 
others, shutting co-workers down when they speak, low self-awareness, and just generally 
being difficult are other ways that a lack of emotional intelligence will do great harm to your 
career.  

8. Sucking up to your boss. Some people suck up to their boss and call it managing up, but that 
isn’t the case at all. Sucking up has nothing to do with a real relationship built on respect; it is 
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sneaky and underhanded. Suck-ups try to get ahead by stroking the boss’s ego instead of 
earning his or her favor. That doesn’t go over well with colleagues who are trying to make it on 
merit. Yes, you want to bolster your relationship with your boss, but not by undermining your 
colleagues. That’s the key distinction here. For a boss-employee relationship to work, it has to 
be based on authenticity. There’s no substitute for merit.  

9. Playing politics. Working hard to build strong work relationships is very different from 
instigating conflict, choosing sides, undermining colleagues, spreading rumors, and all of the 
other things that fall under the umbrella of “playing politics.” Again, it comes down to 
authenticity. If you find yourself sneaking around or if you’re embarrassed if some of your 
behind-the-scenes manipulations come to light, that’s politics. Stick to strategies you’d be 
proud to discuss in front of your colleagues.  

Bringing It All Together - A lot of people make the mistake of thinking that they can only 
damage their careers by making one huge misstep, but the reality is that it’s usually not that 
dramatic.  

  



 44 

INTERVIEWING  
CAREER COACHING - 100 INTERVIEWER QUESTIONS TO PREPARE  

1. Tell me about yourself? 
2. Why should we give you the job? 
3. What is your major achievement? 
4. What are you good at? 
5. What sort of person are you? 
6. What are your strengths? 
7. What are your weaknesses? 
8. What do you know about our organization? 
9. How would you approach this job? 
10. How do you get things done? 
11. How do you manage your staff? 
12. What do you look for in a manager? 
13. What do you look for in a subordinate? 
14. How do you decide on your objectives? 
15. How do you manage your Day? 
16. What interests you most in your work? 
17. What have you read recently that has taken your interest? 
18. What sort of things do you like to delegate? 
19. What do you do in your spare time? 
20. In what environment do you work best? 
21. How did you change the job? 
22. What motivates you? 
23. If you could change your current/last job in any way how would you do it? 24. If you could 
change your organization job in any way how would you do it? 25. How have you changed over 
the last five years? 
26. Where do you see yourself going in the next 5 years? 
27. Describe a time when you felt you were doing well? 
28. Describe a time when you felt things were not going too well? 
29. How do you work in a team? 
30. What contribution do you make to a team? 
31. What would your colleagues say about you? 
32. How would your boss describe your work? 
33. Describe your ideal working environment? 
34. When were you most happy at work? WHY? 
35. Describe a difficult situation and what you did about it? 
36. Who are you working best with just now? WHY? 
37. Who are you finding it difficult to work with right now?. WHY? 
38. Describe how you typically approach a project? 
39. Given a choice in your work what do you like to do first? 
40. On holiday what do you miss most about your work? 
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41. Given a choice, what would you leave till last in your work? 
42. What do you think you can bring to this position? 
43. What do you think you can bring to this company? 
44. How do you see this job developing? 
45. You do not seem to have much experience of ............... ? 
46. You seem over/under qualified for this job? 
47. We prefer older/younger candidates. 
48. Why did you leave XYZ company? 

49. Why are you dissatisfied with your present job? 
50. Why are you considering a move from your present company? 
51. Why have you stayed so long with one company 
52. You seem to move from company to company very often? 
53. Why were you out of work for so long? 
54. Why were you made redundant? 
55. If we asked for a reference what would it say about you? 
56. What sort of salary are you expecting? 
57. What do you think is your market value? 
58. On a scale of 1-10 how important is your work to you? 
59. How did you get your last job? 
60. Why were you transferred/promoted? 
61. Do you like to work in a team or on your own? 
62. What do you like best about your current/last job? 
63. What do/did you like best about your current/last employer? 
64. What did you learn in that job? 
65. What did you learn from the XYZ Co approach? 
66. How did that job influence your career? 
67. If you did not have to work what would you do? 
68. Given the achievements in your resume why is your salary so low? 
69. What will you do if you do not get this job? 
70. What other jobs have you applied for recently? 
71. How could your boss improve his/her management of you? 
72. What decisions do you find easy to make? 
73. What decisions do you find difficult to make? 
74. How does this job fit into your career plan? 
75. How long would you plan to stay with this company? 
76. How do you motivate others? 
77. When do you plan to retire? 
78. What will you do in retirement? 
79. What training courses have you been on? 
80. What training have you had for this job? 
81. On what do you spend your disposable income? 
82. On taking this job, what would be your major contribution? 
83. How do you get the best out of people? 
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84. Which of your jobs have given you the greatest satisfaction? 
85. How do you respond to stress ? Give an example? 
86. This job has a large component of ................ How will you cope with that? 87. What 
support/training will you need to do this job? 
88. What will you look forward to most in this job? 
89. What sort of person are you socially? 
90. In your view, what are the major problems/opportunities facing this co? 91. How did you 
get into this line of work? 
92. What other irons do you have in the fire for your next job? 
93. What will be your key target in this job if we appoint you? 
94. What aspects of this job would you delegate? 
95. What makes you think you can be successful with us? 
96. What are the major influences that encourage you to take a job? 
97. How does the job sound to you? 
98. What questions do you have for us? 
99. Have you been coached in interview skills? 
100.Have you ever been fired? 
101. How many couches are their in America?  
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QUESTIONS TO ASK INTERVIEWER 

  
1. Why is this position open? 
2. How often has it been filled in the past five to ten years? 
3. What have been the primary reasons for persons leaving? 
4. Why did the person who held this position most recently leave? 
5. What would you like done differently by the next person who fills this job? 
6. What are some of the objectives that you would like done within the next two or three 
months? 
7. What is most pressing? What would you like to have done within the next two or three 
months? 
8. What are some of the longer-termed objectives that you would like completed? 
9. What freedom would I have in determining my work objectives, deadlines, and methods of 
measurement? 
10. What kind of support does this position receive in terms of people, finances, etc.? 
11. What are some of the more difficult problems that one would have to face in this position? 
How do you think these could be best handled? 
12. Where could a person go who is successful in this position and within what time frame? 
13. In what ways has this organization been most successful in terms of products and services 
over the years? 
14. What significant changes do you foresee in the near future? 
15. How is one judged? What accounts for success? 
16. What can you tell me about the roles that isn’t in the job description? 
17. Can you walk me through a typical day here on the job? 
18. What was the primary struggle for the last person in this position? 
19. Will I be working with a team? How is the work divided and managed? 
20. What about my manager? Do you know anything about their management style? 
21. What is the most challenging time of the day (week, month or year) for a person in the job 
and why? 
22. What do you think is the most important skill for the person performing this job?  
23. How do you think the person in the role might progress at the company? Are there 
prospects for growth? 
24. Is there a process for employee feedback or review? What does that look like? 
25. Where do you see the company in 5 years, 10 years? 
26. What can you tell me about this organization that isn’t widely know? 
27. Do you feel that the work environment is more collaborative or independent? 
28. How many people have joined the company in the last year? 
29. How do you feel about the company’s position in the industry? What do you feel makes the 
company different? What are the challenges facing the company, customers, suppliers? 30. 
What do you live most about working here? Why do people like working here? 
31. Is there time set aside to get to know people in other departments? 
32. What kinds of team building activities does the company conduct? 
33. How do you think the culture has changed at the company over the past few years?  
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Closing  

1. When do you expect to make a decision? 
2. When do you anticipate the person in this job will start work? 
3. Who should I stay in touch with (name, title, contact info)? And what is the best way to 
contact them, phone, email?  

COUNTERING LIABILITIES-OVERQUALIFIED  

Liability: Too many job changes/changed positions a short time ago  

Acknowledge:  I understand that stability is a key focus for you. It is important to me also. I want 
to join an organization that grows and is also stable.  

Refocus: The IT industry has been a volatile environment for the past several years, primarily in 
the system integration and consulting sector. Industry-wide, the average IT 
position tenure is 13 months.  

 
Refocus Question: So, given that we share a common goal here, how can we build an 
organization that contains a framework for ensuring growth and stability for its employees?  

Power Story: At NRT, I grew an IT department to a staff of 100 within one year. Implementing 
standards and methodologies, employee technology training programs, the department was 
able to build, test, and deploy 7 crucial software projects in time for an IPO and maintain a 
network of 5000+ computers. Because the aggressive growth was closely managed, employee 
turnover was extremely low, at less than 3%.  

What this could mean to you is... What this could mean to you is that, together, we can create 
an organization that can fulfill aggressive growth goals, while maintaining a high retention of 
employees.  

Liability: Unemployed  

Acknowledge:  When I interview potential employees, I ask the same question of them. As I’m 
sure you already know well, the IT industry has experienced the brunt of the economic 
downturn.  

Refocus: While I am unemployed on a full-time basis, I have continued to execute short-term 
development on a contract basis for clients and augment my management and technology skills 
through classes and self-study.  

Refocus Question: So, would it benefit the organization to have an enterprising individual who 
can create paths to success even during downturns?  
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Power Story: I complete one technology or management-related book each week. My contracts 
include the development and launch of a Microsoft .NET based software product for an 
Executive Search firm within two months. The software completely automates the acquisition 
of candidate data from established Web Sites on the Internet and saves 10 man-hours of work 
each day.  

What this could mean to you is...   

What this could mean to you is that, together, we can plan and implement strategies that 
ensure our success in any economic climate.  
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TIPS FOR WRITING THANK YOU LETTERS  

By Nathan Newberger  

It is proper business etiquette to send thank you letters, but many people overlook this matter 
of courtesy. A thank you letter can make you stand out from the other candidates competing 
for jobs, and in this tight job market, it is wise to consider every tool that will give you an 
advantage.  

To be effective, a thank you note should be sent before the hiring decision has been made, so it 
is best to mail it as soon as possible after the interview. When you send a thank you letter, you 
give the interviewer a chance to remember you (imagine having interviewed 10-15 candidates 
for a position, and then trying to distinguish each one after the interviews and trying to 
remember the specifics about each person). It is your opportunity to mention any important 
information you forgot to discuss during the interview.  

A thank you letter allows you to explain, restate, or clear up any potential misunderstandings. 
In addition, you can redirect your marketing campaign by focusing on something that you 
learned during the interview and re-emphasizing your strengths, accomplishments and skills. 
Sending a thank you letter shows the interviewer that you are a professional who is concerned 
about details. In the end, the thank you letter is your last chance to leave a good impression!  

There are several situations that require a thank you letter:  

• After an employment interview 

 
• When someone provides you with job search assistance such as referring you to an employer, 
providing a network contact, or speaking on your behalf to a prospective employer 

• After an informational interview, company visit, or other career exploration activity  

 

Try to follow these hints when writing thank you letters:  

• Keep your letters short and simple - usually one page is enough. 
• Help the interviewer remember you by referring to specific points discussed in your interview: 
show that you were listening and mention something that will refresh the interviewer’s 
memory of you 
• Be sure your letters are professional, for example: typed, no errors, on quality paper, etc. 

• Send your letter within one day - do not put it off! 
• Emphasize your qualifications, especially those that are most relevant to the position 
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• Provide any information that was overlooked during the interview or that which was 
specifically requested by the interviewer 
• Express your continued interest and enthusiasm for the position 
• Remember, very few people bother to send thank you letters - this can be your edge!  

Generally, your thank you letters should include the following information:  

First paragraph:  

• Thank the interviewer for taking the time to meet with you (mention the date). Remind 
him/her of the position for which you interviewed.  

Second paragraph:  

• Restate your interest in the position and the company/school/organization. Mention 
something you learned from the interview or comment on something of importance that you 
discussed. Again, emphasize your strengths, experiences, skills, accomplishments and slant 
them towards the points that the interviewer considered the most important for the position.  

Third paragraph:  

• Once again, thank the interviewer for his/her time and consideration. If appropriate, close 
with a suggestion for further action (if a second interview is a possibility), or mention that you 
will follow up with a phone call in a few days. Provide your phone number and the hours you 
can best be reached.  
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THANK YOU LETTER - EXAMPLE  

(Modified Block Format)  

Date  

100 Pine Street Albany, NY 12200 October 8, 1996  

Ms. Janet Jones 
Director of Research and Development ACME Computer Company 1234 Central Avenue 
Albany, NY 12204  

Dear Ms. Jones:  

I wanted to take this opportunity to thank you for interviewing me for the position of Senior 
Programmer in your Research and Development department. I enjoyed meeting with you and I 
learned a great deal about the ACME Computer Company.  

This position sounds very interesting and I am confident that my education and experience 
have provided me with the qualifications necessary to work effectively with your team. I am 
especially pleased to know that you use the Quadrini programming language, since I completed 
two courses in it and I have used it extensively during my internship at General Electric.  

Once again, thank you for the opportunity to interview for a position with your company. I am 
excited about the prospect of working with such a dedicated team of professionals. If you 
request any additional information, please do not hesitate to contact me. Thank you for your 
time and consideration, and I look forward to hearing from you.  

Sincerely,  

Sign your name Type your name  
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11 HORRIBLE BODY LANGUAGE HABITS THAT ARE HARD TO QUIT, BUT YOU’LL BE GLAD YOU 
DID  

“It’s not what you say, it’s how you say it.” It’s an old cliché, but it’s true. That’s why body 
languageis such a crucial part of communicating. The way you act can warp the entire meaning 
of what you’re saying. That being said, bad body language habits are often the hardest habits to 
break. We become so accustomed to slouching, averting our eyes, or folding our arms that we 
barely even notice what we’re doing.  

Here are several body language mistakes that are going to be tough to ditch. Still, if you’re able 
to quit them, you’ll definitely thank yourself later.  

Fidgeting. If you’ve gotten into the habit of fidgeting, it can be difficult to snap out of it. 
However, it’s important to take steps to reigning in this nervous habit. Fidgeting demonstrates 
nervousness and a lack of power, as body language expert and “The Power of Body Language” 
author Tonya Reiman previously told Business Insider.  

Playing with your hair. Leave your hair alone. Constantly running your hands across your scalp 
and twirling your locks is pretty distracting. Plus, as ABC reported, it can damage your hair 
overtime. It can be hard to quit, so try playing around a stress ball instead of your hair.  

Adopting a defensive pose. Many people naturally cross their arms or hunch over a bit just 
because they don’t know what to do with their hands.  

However, this posture can make you look uncomfortable, defensive, or untrustworthy. 
“You should always keep your hands in view when you are talking,” Patti Wood, a body 
language expert and author of “ SNAP: Making the Most of First Impressions Body Language 
and Charisma,” previously told Business Insider. When a listener can’t see your hands, they 
wonder what you are hiding.”  

Doing weird things with your hands. To gesture or not to gesture? That is the question. Some 
people keep too still while speaking, while others flail all over the place.  

As the Washington Post previously reported, behavioral consultant Vanessa Van Edwards notes 
that using hand gestures while speaking is actually an effective way to engage your audience. 
The trick is, avoiding the hand gestures that will trip you up. Don’t point, don’t pretend to 
conduct an imaginary orchestra (seriously), and don’t get too choreographed.  

Shuffling instead of walking. Humans are pretty judgmental creatures. We think we can tell a 
lot about someone based on snap judgments over something as simple as their manner of 
walking.  
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As BBC reported, how we walk can actually determine our risk of being mugged. 
It can be hard to change up your walk once you’ve fallen into bad habits, but it’s important to 
walk with confidence and coordination. Don’t shuffle through life.  

Forgetting to smile. Reiman previously told Business Insider that smiling demonstrates 
confidence, openness, warmth, and energy.  

“It also sets off the mirror neurons in your listener, instructing them to smile back. Without the 
smile, an individual is often seen as grim or aloof,” she explained.  

Appearing distracted. There’s nothing more irritating than talking to someone who’s clearly not 
paying attention to you. Some people are just naturally distracted or busy, so it can be tempting 
to check your phone or watch at every available moment. Still, you’ve got to keep this impulse 
in check when you’re around others. Otherwise, you’ll just come across as a rude and uncaring 
person.  

Slouching. Stand up straight. Terrible posture is easy to develop, especially if you’re slouched 
over a desk for the majority of the day.  

Slouching doesn’t just make you look un-confident, writes Catherine New for Psychology Today, 
it’s also bad for your back. Improve your health and the image you present to the world by 
standing up straight.  

Nonexistent or aggressive eye contact. Here’s another body language pitfall where moderation 
is key. “What Your Body Says (And How to Master the Message)” author Sharon Sayler 
previously told Business Insider that the ideal amount of eye contact should be “a series of long 
glances instead of intense stares.”  

Overly long stares can make whoever you’re talking to pretty uncomfortable. On the other 
hand, averting your eyes indicates disgust or a lack of confidence.  

Being too still. It’s definitely good not to be jumping all over the place, constantly. However, 
you don’t want to be too eerily calm during conversations. This may make people feel uneasy, 
or that you’re not interested in what they’re saying.  

Do not mirror or mimic the other person.  

It can be tough to break out of your poker face, especially if you’re just naturally not that 
expressive — but it’s worth trying, since it can improve how you’re perceived.  

Mismatching verbal and non-verbal communication. You might be saying all the right things — 
but if your body language doesn’t match up with your words, you might end up rubbing people 
the wrong way.  
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In fact, researchers at Sacred Heart University devoted an entire study to this phenomenon. 
Their subjects were married couples, but their finding was pretty universal — when verbal and 
non- verbal messages do not align, “nonverbal signals carry the brunt of the emotional 
message.”  

6 BODY LANGUAGE TRICKS THAT ARE HARD TO MASTER BUT WILL PAY OFF FOREVER  

As Ursula the sea witch famously said, “Don’t underestimate the importance of body language.”  

Some tricks, like remembering to smile and having a firm handshake, are pretty easy to 
implement in your everyday life.  

However, there are other techniques that, while relatively commonsense, are somewhat 
trickier to tackle.  

Still, they can make a huge difference.  

Here are six body language hacks that can be tricky to master, but will definitely pay off forever 
once you do:  

Maintaining good eye contact  

It’s all in the eyes.  

People with a shaky gaze often come across as anxious, distracted, or dishonest. And it can be 
tough to master the skill of maintaining eye contact, since it’s a very uncomfortable and 
unnatural thing for some people. But it’s a practice that can help you immensely in life. 
Luckily, there are some simple techniques for maintaining better eye contact if you feel your 
stare isn’t cutting it.  

In “How To Talk To Anyone,” author and communication expert Leil Lowndes advises that you 
should “pretend your eyes are glued to your conversation partner’s with sticky, warm taffy.” 
Once you master this trick, you’ll immediately see an improvement in your face-to-face 
communications with others.  

Keeping your hands visible  

It’s hard to know what to do with your hands sometimes, especially if you’re a somewhat 
nervous person.  

As a result, you might take to compulsively jamming them into your pockets or crossing your 
arms. Those are understandable moves, but they also project a somewhat negative image. 
As Business Insider previously reported, it’s important to keep your hands visible, lest you look 
like you’re hiding something.  
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Invite people in and allow them to trust you by using more open body language. Avoid positions 
that make you appear defensive (even if that’s how you’re feeling).  

Not fidgeting or swaying (but not being too stiff, either)  

Some people are just a bit twitchy. Some people are almost unnaturally still. The problem is, 
others may mistake that for dishonesty or fear.  

That might be common knowledge, but Dr. Lillian Glass, a behavioral analyst and body language 
expert who has worked with the FBI on unmasking signals of deception, previously told 
Business Insider that you should also watch out for people who are not moving at all.  

“This may be a sign of the primitive neurological ‘fight,’ rather than the ‘flight,’ response, as the 
body positions and readies itself for possible confrontation,” Glass said. “When you speak and 
engage in normal conversation, it is natural to move your body around in subtle, relaxed, and, 
for the most part, unconscious movements. So if you observe a rigid, catatonic stance devoid of 
movement, it is often a huge warning sign that something is off.”  

If you can strike a balance between swaying and stiffness, you’ll be able to make a better 
impression with others.  

Sitting up straight  

Your parents were right to constantly bark at you to adjust your terrible posture when you were 
a moody teen.  

“If you lounge back in your chair, recruiters interpret it as a sign of your disinterest in the open 
position or that you’re not taking the interview seriously, neither of which will help you land the 
job,” Amanda Augustine, a career advice expert for TopResume, previously told Business 
Insider. “In addition, slumping over in the chair can indicate a lack of confidence.”  

Instead, she suggests sitting as if there was a string tied from the top of your head to the 
ceiling. Sitting up straight is seen as a sign of intelligence, confidence, and credibility, she 
explains. Anyone with bad posture can tell you that correcting your slouch is not always easy. 
But it’s definitely worth it in the long run.  

Walking with purpose and energy  

Not everyone walks with confidence. Some of us shuffle through life with a slumping, awkward 
gait.  

And it can be tough to change the way we walk. But if you take some steps to improve it, you 
can help to ensure that people don’t make snap judgments about your confidence, 
attractiveness, and trustworthiness, according to Scientific American.  
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Mirroring the person you’re speaking to  

Do not do this  

10 INTERVIEW QUESTIONS TO ASK TO EVALUATE A COMPANY’S WORK-LIFE BALANCE  

Heather Huhman Sept 13, 2016, glassdoor.com  

Nearly half of adults surveyed are working more than 40 hours a week, according to Ernst and 
Young’s Global Generations study of 9,700 adults. What employees really want out of 
companies is flexibility, and an opportunity for better work-life balance.  

Understanding a company’s policies and views on work-life balance is important to your success 
and happiness. You have the opportunity to discover what the flexibility and work-life balance 
look like before you even begin a job by asking a few key questions:  

1. What benefits are focused on work-life balance? The phrase “flexibility in the 
workplace” can be interpreted in a million different ways. This is why it’s necessary to 
directly ask interviewers what benefits are included in the job description that ensure 
work-life balance.  

Does the company have mental health benefits, unlimited paid vacation days, or 
physical fitness allowances? All of these can indicate varying focuses on employees’ 
well-being and balance. [Related: What is “Work-Life Fit”? And Is Balance A Thing of the 
Past?]  

2. Can you walk me through your typical work day? Get a closer glimpse by asking the 
interviewer to walk you through their own typical work day. If a day for the interviewer 
is jam-packed with meetings, tasks, a quick bite to eat while responding to emails, and 
attempting to end before the workday hits hour 10, it’s a good sign the balance might 
not be there.  

3. What are your views on goals, timelines, and measuring success? Employers who are 
focused on hours worked tend to hold the reigns tight when it comes to tracking hours, 
and not giving way to flexibility. Leaders who are goal oriented focus on the quality of 
work and not how many hours it takes to reach the goals. In reality, this may mean you 
need to work extra hours at times to meet deadlines, but a more flexible schedule is 
likely achievable with a results-oriented boss. [Related: 17 Companies with Great Work-
Life Balance & Hiring Now!]  

4. What’s the company policy on telecommuting? Being able to complete work where 
you’re most productive and efficient is a big part of work-life balance. If the employer 
offers telecommuting as an option, this shows their focus is on the best end goal, not 
just butts in office chairs.  

5. How do you set employees up for success? This question points out micromanagers. 
Work-life balance can be achieved when an employer gives employees the tools they 
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need to succeed on their own terms, rather than dictating every part of their workday. 
However, if you’re only allowed to follow preset habits and practices, you may end up 
stuck in the physical office working at a less efficient pace because you’re unable to 
work in a way most productive to you.  

6. What is your work culture like? Understanding how employees engage together will 
show you the company’s culture. Some companies engage in fun games and after-work 
activities together. This shows the employer knows the benefits relieving stress and a 
good work-life balance can have on their employees. [Related: 7 Things To Never Do In 
An Interview]  

7. What’s your mission statement? An organization’s mission statement can show you 
how the company values employees’ lives. If the mission statement places a high value 
on employees, it’s likely the employer will take care of employees needs, both inside 
and outside of the office.  

8. How do you incorporate employee feedback in the day-to-day operations?  

It’s important to know if your opinion about work-life balance will be valued. Employers 
who listen to, and implement, employee feedback care about what will make their team 
most effective. This leaves room for employees to come to managers and express what 
needs to be adjusted to better their work-life balance.  

9. What are your interests outside of the office? Yes — this does sound like a speed 
dating question, but it’s also a great way to gauge how much time the interviewer 
actually spends outside of the office. If they don’t have a lot of interests or hobbies, it 
may mean they’re too focused on work. In other words, this question can show you how 
well the interviewer values their own work-life balance. [Related: Ready, Set, Date: 6 
Interview Questions to Find Mr. or Mrs. Right Employer]  

10. Do employees control the structure of their goals and tasks? We all have those off days 
where our brains just aren’t working up to capacity. Employers who push for goals to be 
completed on their schedule, no matter what may interfere with your work-life balance. 
Interviewers who are straightforward about understanding sometimes our brains don’t 
work as quickly as we’d like, or occasionally, life happens, are considerate to work-life 
balance.  
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9 REASONS WHY YOU DIDN’T MAKE IT PAST THE FIRST INTERVIEW  

by Kathy Khalvati, glassdoor.com, March 31, 2017  

You breezed through the phone screening and your first interview went surprisingly well. But 
weeks go by and you never hear back. If you do end up getting a rejection email, you’re left 
staring numbly at an auto-response with too many clichés and not a single explanation of why 
you didn’t make the cut. And so, the vicious circle continues. How can you improve your 
interview game when no one is telling you what you’re doing wrong? While there are may be 
different factors at play, Glassdoor Senior Talent Acquisition Partner Jamie Hichens sheds light 
on nine red flags that can knock job seekers out after the first interview.  

1. You were unprepared.  

Before speculating on a whole host of things that you could have done wrong, ask yourself 
honestly if you did everything you could 
to prepare for the interview. According to Hichens, coming to your first interview unprepared is 
an immediate red flag. “While some things like personality and culture fit are harder to control, 
anyone can look up interview questions on Glassdoor, check out the LinkedIn and Twitter 
profiles of your interviewers, and do a Google deep dive on all aspects of the industry.” 
“Arriving to your interview at least 10-15 minutes early and bringing extra copies of your 
resume are also a must,” adds Hichens.  

2. You didn’t convey enough passion.  

The first interview is an incredibly important way for an interviewer to gage if you are truly 
interested in working there as opposed to just looking for any old job. That’s why Hichens says 
it’s “crucial to prepare a solid explanation as to why you are interested in the company and 
position.” Ask yourself: What first attracted you this company? What about the company’s 
mission/industry resonates with you? How does this position fit into your professional journey 
and your career aspirations?  

Visit the company’s press page and see what big news it’s being featured in. Look up the 
profiles of key leaders in the company and see if the specific work they are doing inspires you. If 
you have mutual connections that are company employees, reach out to them and get to know 
more about why they love working there. “Showing that you have gone above and beyond to 
make sure this company and position is the one for you will definitely set you apart.”  

3. You were too passive.  

Along with preparation and passion, make sure to stay proactive throughout the entire 
interview process. Interviewers want to see you ‘walk the walk’, and asking insightful questions 
and sending thank you emails are great ways for you to show them just how interested and 
responsible you are. Hichens is always impressed when candidates ask interviewers questions 
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that help them better understand the job. Bring a notebook and take notes on their answers. 
After you finish your first interview, Hichens says it is vital to send a thank you email to your 
interviews within 24-48 hours.  

“Hiring managers always share a candidate’s thank you email with me when they receive one.” 
Handwritten notes can go far as well, although only as a supplement to thank you emails.  

4. You were too aggressive.  

If being passive is not your problem, then be wary of having too much of a presence during the 
interview process. Acting too eager or arrogant will give the interviewer the impression that 
you are hard to manage. During the interview, your hyper-excited or know-it-all tendencies 
may compel you to cut the interviewer off mid question, but avoid interrupting at all costs. It 
says a lot more if you take a moment to develop a well-thought-out answer with concrete 
examples. “Avoid saying Like and Um repeatedly,” Hichens further advises. “If you get flustered, 
take a minute to gather your thoughts and start your answer again.” As for emails, quick 
response times and occasional follow-ups are a plus, but make sure not to overdo it on the 
communication, Hichens warns. “When a candidate overly emails, it’s a turn-off.” 20 
Companies Hiring Like Crazy in April  

5. You failed the physical first impression.  

According to Hichens, first impressions are everything. “Eye contact is very important as is a 
firm handshake. Don’t slouch or cross your arms – you can keep your hands folded on your lap 
or right in front of you on the table.” As for interview attire, Hichens recommends always 
dressing a notch up from the dress code (and cleavage is never appropriate). “Avoid distracters 
such as large amounts of makeup/jewelry, strong perfume or flashy hair so that the interviewer 
can truly focus on what you’re saying.” And lastly, always practice proper hygiene protocol.  

7. You didn’t show them you’re here to stay.  

During the first interview, it’s really critical for an interviewer to assess a candidate’s long-run 
potential for the position. It’s always a hiring manager’s worst nightmare to invest time and 
resources on an employee who doesn’t intend on sticking around. Be prepared to answer 
questions such as Where do you see yourself in 2/5/10 years? According to Hichens, questions 
like these “help the interviewer understand what your career aspirations and progression plans 
are and if that fits into what they can offer you as well as if you’ll stick around long term.”  

8. You were a poor culture fit.  

When it comes to personality, different types of companies are looking for different types of 
candidates. “For example, at a more formal company (i.e. a bank or law firm) a big personality 
and sense of humor might not go over as well as it would at an ad agency,” Hichens says. Make 
sure to do some corporate culture research to see how your social skills fit into the picture. It 
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will save time and energy for both parties involved and help you get closer to the job that is 
best for you. It’s also important to learn more about the social dynamics of the specific team 
you are applying for. If your interviewer says that communal efforts are critical to the team’s 
success, your independent work habits may not be considered a big plus.  

9. You had a less-than-positive attitude.  

Hichens notes that being rude or having a bad attitude can be a huge red flag in the first 
interview. Avoid badmouthing your current company or manager/peers. Treat everyone you 
encounter with at the company – whether it be the front desk manager or the CEO – with 
friendliness and respect. It definitely won’t go unnoticed. Moreover, always be gracious and 
appreciative of the interviewer’s time, even if you decide halfway through the interview that 
this isn’t the best position or company fit. Hichens explains, “Making a positive lasting 
impression will help you not only in this situation but in the future if you cross paths with these 
people again, even if you don’t get the job.”  
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8 QUESTIONS YOU SHOULD ABSOLUTELY ASK AN INTERVIEWER  

Caroline Gray August 9, 2016, glassdoor.com  

While some interviews may feel more like interrogations causing freak sweating and stuttering, 
they shouldn’t. Close your eyes and think of a tennis match, the ball is hit back and forth, rather 
effortlessly (well, unless you’re opposite Serena Williams). An interview should be like a casual 
game of tennis, where questions are lobbed back and forth.  

They ask a question, you respond. Then you ask a question, and they respond. Back and forth. 
The key is to ask the right kind of questions. The type of questions you chose to ask your  

interviewer should stem from what you need to know in order to fully evaluate the position. 
This means the questions you chose to prioritize should be well thought out. Here are 8 
prompts to get you in the right frame of mind:  

QUESTION #1: What do the day-to-day responsibilities of the role look like? Writer Annie 
Dillard said, “How we spend our days is, of course, how we spend our lives.” Success and 
happiness in a job boils down to contentment with the nitty gritty of the every day.  

QUESTION #2: What are the company’s values? What characteristics do you look for in 
employees in order to represent those values? Dig deep to get more information on company 
culture. You’ll get insight into what is most important for the company as a whole, and what it 
values in the individuals who work there.  

QUESTION #3: What’s your favorite part about working at the company? It’s important to get 
a sense of your interviewer’s opinions about working there. If enthusiasm flows easily, that’s a 
great sign. If it doesn’t, that is worth noting too.  

QUESTION #4: What does success look like in this position, and how do you measure it?  

It’s crucial to have a deep understanding of how a company measures success. What are the 
key performance indicators (KPIs) for the role? How, and how often are they measured?  

QUESTION #5: Are there opportunities for professional development? If so, what do those 
look like? When asking this question, you’re looking to key into whether there are 
opportunities for growth and whether the company has a Learning & Development program. 
Stagnation is a big red flag, so be alert!  

QUESTION #6: Who will I be working most closely with? This question will help you get a 
better sense of the dynamics of who your collaborators will be. Jot down names, ask for titles. 
It’s important to evaluate how cross-functional the role is.  
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QUESTION #7: What do you see as the most challenging aspect of this job? Knowing the good 
is just as important as knowing the not-so-good. You want to understand the scale of the 
problems you’ll be dealing with.  

QUESTION #8: Is there anything about my background or resume that makes you question 
whether I am a good fit for this role? This question displays that you’re highly invested in the 
job and committed to understanding your prospects as a candidate. Plus, it will also allow you 
an opportunity to respond to any potential concerns.  

HOW TO ENSURE YOUR JOB OFFERS ARE ALWAYS ACCEPTED  

By Lou Adler, LinkedIn Talent Blog, June 27, 2017  

If you’ve ever been surprised when an offer is rejected, it’s usually because you rushed the 
process and didn’t test it properly. When this testing is done properly and you ask the 
candidate, “Are you now in a position to formally accept our offer on the terms we discussed?” 
the answer will be, “Yes. Of course.” If the candidate hesitates at all, do not make the offer. 
Instead, you must find out the reason for the hesitation before making the formal offer. Here’s 
a quick summary of how to test offers:  

1. Switch the acceptance criteria to career growth, not compensation  

I like to take money off the table early in the process and shift the conversation to the career 
opportunity. If the candidate wants to know the compensation range before talking say, “If the 
job doesn’t represent a career move the pay shouldn’t matter. Let’s first see if it is a career 
opportunity and if so we’ll see if the pay fits.”  

2. Address any concerns  

Candidates often have serious concerns about things other than pay. These cover the gamut 
from company culture, the hiring manager’s style, the benefit plan and the working conditions. 
You can test the validity of the concern by asking if the concern can be properly addressed 
would the person be open to consider the opportunity. If the candidate doesn’t agree, there’s 
something else of concern. As a recruiter you must find out what it is before moving forward.  

3. Use the 1-10 test of interest  

Before an offer is made, ask the candidate to rank his/her other opportunities against yours on 
a 1-10 scale. Hopefully the person will say it’s an 8 or 9 and of serious interest. If so, ask, “What 
would you need to know or have in order for our opportunity to become #1 – a 10?”  

4. Ask them to explain why they see the job as a great career move  



 64 

Before the final round of interviews ask something like, “We’re now considering who we’ll be 
bringing back as finalists and one condition is only inviting those who see the job as a great 
career move. Given everything you’re considering do you see the job this way? If so, can you 
tell me why?” If the answer to “Why?” isn’t sincere, in-depth and more about the work than the 
money raise the caution flag.  

5. Test the start day  

About a week before making the offer ask the person, “If we can get an offer approved on all of 
the terms we’ve agreed upon in the next week, when do you think you could start?” This is 
called a trial close. If the person is seriously considering your job, he/she will openly share the 
specific details with you. If the person is vague or says, “I have to think about it,” do not 
proceed. Instead ask what’s of concern and use the “close upon a concern” technique to test it.  

6. Put money back in the parking lot  

Before presenting the offer ask, “Forget the compensation package for a moment, is this a job 
you really want?” If the candidate says yes, ask why. If the person is seriously interested he/she 
will describe the career opportunity in detail in terms of job stretch, why it offers more 
satisfying work and faster growth and why he/she wants to work with the people involved. Be 
concerned if the answer is vague or lacks commitment.  

7. Play hardball  

Even after they’ve agreed to all of the terms of the offer, candidates will frequently call before 
receiving the final offer with some concern. When it’s money, I just ask if they’re rejecting the 
offer or don’t think the compensation is fair. If it’s a money issue, I say I’ll do my best to get a 
better deal but to go to bat for the person, I need a 100% commitment he/she will sign the 
acceptance letter right away. I always give the person a few hours to consider the importance 
of making this personal commitment. This discussion of why being a bit underpaid is better in 
the long run than being overpaid helps address this issue.  

8. Keep it closed by making sure they are instantly engaged  

A few days after the offer is accepted I have the hiring manager meet with the candidate to 
discuss an important business issue related to the job. This gets the candidate engaged 
instantly in the new job and it gives the company a chance to make sure things are proceeding 
smoothly. If you test offers this way, you won’t ever be surprised again when an offer is 
rejected. Even better, few will be.  
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19 SIMPLE SOCIAL SKILLS THAT WILL MAKE YOU MORE LIKABLE  

by Rachel Gillett and Áine Cain, BusinessInsider.com, Jun. 3, 2017  

Being likable is entirely under your control. All it takes is the ability to pick up a few key social 
skills that build emotional intelligence. To help you out, we sifted through the Quora thread 
“What are useful social skills that can be picked up quickly?,” talked to an etiquette expert, and 
looked to some social psychology researchers. Here are 19 simple ways to start crafting a 
“million-dollar personality” and become the most likable person in the room:  

1. Keep eye contact  

As Heidi Grant Halvorson explains in her book “No One Understands You And What To 
Do About It,” the very first thing people will try to decide about you when they meet you 
is if they can trust you — and it’s fairly hard to like someone if you don’t trust them. Their 
decision is made almost entirely unconsciously, and it usually comes down to how well you can 
balance conveying two things: warmth and competence.  

“Above all else, really focus on what is being said to you — people need to feel that they have 
been heard, even when you can’t give them what they are asking for or can’t be of particular 
help,” Halvorson writes. One simple way to show you’re paying attention is to make eye 
contact and hold it.  

“It is an idiotically simple thing, but it remains one of the most impactful life hacks around,” 
writes Quora user Brad Porter. Halvorson says that making eye contact is also an effective way 
to convey competence, and studies have shown that those who do so are consistently judged 
as more intelligent. Start this habit immediately, says Porter. It requires no practice or special 
skill — just the commitment to meet someone’s gaze and look them in the eye while 
conversing.  

2. Smile  

Don’t underestimate the power of smiling, another simple and effective way to convey warmth.  

Additionally, laugh and tell jokes, recommends Quora user Craig Fraser. People unconsciously 
mirror the body language of the person they’re talking to. If you want to be likable, use positive 
body language and people will naturally return the favor.  

3. Show enthusiasm  

“Along with a smile, show some enthusiasm and energy, also known as charisma,” suggests 
Rosalinda Oropeza Randall, an etiquette and civility expert and the author of “Don’t Burp in the 
Boardroom. “This not only draws people to you, but it is contagious,” she says. “After spending 
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time with you, people will walk away with a warm and fuzzy feeling, which most likely, they’ll 
pass on to someone else.”  

4. Put your smartphone in your pocket  

And keep it there until your conversation or meeting is over. Quora user Basil Chiasson puts it 
simply: “Pay attention. Look at them. Stop what you’re doing. No interruptions.” This is another 
simple yet effective habit that can be executed immediately and does not require any effort or 
skill.  

5. Give a firm handshake  

“Not too hard, certainly not limp and soft, and with no dominance play,” writes Quora user 
Tony Vincent. Research shows that people decide whether or not they like you within seconds 
of meeting you. A firm handshake can contribute largely to that first impression.  

6. Call people by their name  

The next time someone greets you by name or uses your name mid-conversation, remember 
how great that feels.  

If you have trouble putting names to faces, try different strategies, such as using imagery or 
rhymes associated with the name. 
Former Business Insider Careers editor Jacquelyn Smith learned the art of remembering names 
from her dad, who taught her a few key tips:  

• Repeat people’s names numerous times as you speak to them 
• Tell someone else these people’s names, in case you do forget and need a reminder 
• Write names down in your phone with a short description of who they are/how you met 
them.  

“In life, and at work, remembering people’s names can help you build stronger relationships 
and avoid awkward situations,” Smith says. “People also appreciate when you remember their 
name — as it’s a sign of respect and thoughtfulness.”  

7. Listen  

Listen more than you speak, says Quora user Mark Bridgeman: “You have two ears, only one 
mouth. That’s the ratio you should use them with.”  

8. Don’t just listen — actively listen  

Simply hearing words doesn’t cut it. Likable people show that they’re listening to the person 
they’re talking to. Active listening requires four steps, writes Quora user Chiasson: hearing, 
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interpreting, evaluating, and responding. Step one requires dropping what you’re doing and 
paying attention. Next, “paraphrase what you’ve heard and ask clarifying questions,” she 
suggests. Evaluating means steering clear of quick judgment and jumping to conclusions: “Make 
sure you have all the pertinent information before forming or expressing an opinion.” Finally, 
“give feedback to let the speaker know that you heard them,” she writes.  

9. Know how to accept a compliment  

Accepting a compliment can be tricky because you don’t want to seem egotistical. But you also 
don’t want to mumble a, “Thanks, you too,” because that makes you seem self-conscious and 
socially inept. So instead of giving phrases like, “You look 10 times better than me” or “It was all 
thanks to you,” Reisinger suggests accepting the compliment with confidence by using phrases 
like “Thanks! Hearing that feels really good” or “Thank you! What an amazing experience.”  

10. Stroke egos  

Flattery “grabs people directly by their ego and is therefore extremely effective,” writes Quora 
user Julian Reisinger. Flattery comes with a caveat though. Too much can be a huge turn-off, 
especially if it doesn’t seem genuine and it feels too treacly.  

For those uncomfortable about doling out praise, Halvorson says that a particularly effective 
method of affirmation, which makes another person feel effective and valuable, is to ask 
questions that allows them to focus on what is meaningful about themselves and their lives. 
Reisinger suggests using conversation openers that make the other person feel like an expert, 
such as  

“You know a lot about social marketing, don’t you?” or “Do you know why I always get this 
error message?” This way, you learn something new and the other person gets to feel needed. 
“It’s as easy as that, it’s a win-win, and it works 100% of the time,” Reisinger says.  

11. If someone is interrupted, ask them to continue  

Everyone has been that person who is telling a story, gets interrupted, and then has to 
awkwardly stand by, wondering if anyone was even listening to you. Quora user Milena 
Rangelov says that you can be that person’s liberator by saying something like, “Hey, can you 
please finish your story about the bicycle ride? The last thing you mentioned is that dogs 
started following you. Can I hear the rest, please?” You will instantly put the speaker at ease 
and make them feel appreciated, she writes.  

12. Say you’re sorry  

Of course, taking accountability for your mistakes is instrumental in changing someone’s bad 
impression of you. But an “I’m sorry” when you’re not to blame for something can also be 
surprisingly helpful. Saying “I’m sorry” when someone tells you about something bad that 
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happened to them is an effective way to show that you’re putting yourself in their shoes and 
are trying to relate, otherwise known as showing empathy, according to Halvorson. In fact, 
researchers at Harvard Business School and Wharton found that people were far more likely to 
lend someone their cell phone when subjects first said, “I’m so sorry about the rain!” 
Expressing you understand someone’s experience and hope the best for them produces 
tangible increases in trust.  

13. Skip the small talk  

Quora user Pete Zbrojkiewicz recommends to forgo “polite conversation” and get a little 
vulnerable with the other person, if you’re looking to become friends. “We may not have 
experienced the same activities, but we have experienced the same emotions,” he argues. “So 
when I say you need to find common interests, I mean you need to find something that sparks 
similar emotions in both of you.”  

14. Practice good posture  

Stand and sit up straight, Randall recommends. Bad posture sends a message that you’re 
apathetic or unapproachable, she tells Business Insider, and if you convey negative body 
language, no one will get close enough to find out if you’re likable. Halvorson also writes that 
sitting up straight is an effective method of conveying competence. According to social 
psychologist Amy Cuddy, standing or sitting in an expansive way (legs apart, arms spread wide, 
leaning forward) not only conveys your confidence to others, but it also triggers immediate 
changes in your body chemistry that make you more powerful, which Halvorson explains goes 
hand-in-hand with competence.  

15. Be true to your word  

Sometimes, the behaviors that convey warmth and those that convey competence can be at 
odds with each other. “If you appear too warm, people may question your competence — so 
you come across like a doormat,” Halvorson writes. “And if you appear too competent, people 
may assume you’re cold — so you end up looking like a jerk.” Neither doormat nor jerk are 
particularly likeable qualities. The key to finding the sweet spot between “lovey-dovey” and 
“arrogant bastard,” Halvorson says, is to simply be a person of your word. “Be sure to take 
ownership of your own mistakes, avoid deceit at all costs, and be someone your coworkers can 
always count on to do the right thing. After all, this is ultimately what trust is actually about,” 
she says.  

16. Don’t complain  

Being around negative people is draining. That’s why Rangelov calls them “energetic 
vampires”— “because they suck your energy.” Being a “Negative Nancy” is an instant turnoff. If 
you notice yourself complaining while everyone else starts to look distracted, do yourself a 
favor and pick a new topic.  
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17. Make everyone feel included  

It stinks to feel left out when you’re talking in a group. You can avoid this by making sure you 
look at everyone involved, according to Reisinger. “Make everyone feel like they are a part of 
the conversation and their attention will be yours,” he says. If it appears that someone in the 
group is trying to say something but keeps getting cut off, take it upon yourself to help them 
jump in. You can try, “Jim, did you want to say something?” But never put anyone on the spot 
of make them feel uncomfortable.  

18. Don’t jump to conclusions  

Sometimes, our brains can cause us to jump to conclusions about people. This can cause us to 
become more closed off. In order to avoid getting the wrong impression of anyone, Quora user  

John Roldan argues that it’s important to get familiar with nonverbal communication. “The 
problem with making a ‘snap judgment’ is we make them with a ‘low level structure’ in our 
brain. This implies that little reasoning is employed when we initially attribute character traits 
to someone.”  

19. End a conversation right  

Your final words can leave a lasting impression on a person, so use them right. Randall suggests 
sending people off with a genuine remark like, “I enjoyed getting to know you,” “I hope you 
enjoy the rest of your day,” Or, “I’ll remember our conversation.” It’s so easy to do, and can 
make all the difference.  
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9 UNEXPECTED INTERVIEW QUESTIONS THAT REVEAL A LOT ABOUT CANDIDATES  

by Lydia Abbot, January 31, 2017, LinkedIn Talent Blog  

Whether you’re screening a candidate over the phone or sitting down with them for their in 
person interview, you know there are some questions that you will definitely ask - questions 
that you ask just about every candidate. These include...  

• “What’s one of your greatest accomplishments?”  

• “Why do you want to work at our company?”  

Sounds familiar, right? The problem is, candidates are expecting these questions...so they’ve 
had ample time to prep canned answers. And, that means it’s harder for you to get a clear 
understanding of who they really are.  

The real test comes when you ask unexpected questions. No, we aren’t saying you need to 
stump candidates with extremely difficult questions (like these). But, if you want to determine 
whether or not a candidate is the right fit, you need to ask questions that dig deeper and reveal 
how they think, their workstyle, values, and what motivates them.  

That said, here are nine questions that recruiters and leaders across different industries like to 
ask to reveal if a candidate has the qualities they are looking for.  

1. “It’s 12 p.m. one year from now. What are you doing?”  

Shared by: Angela Bortolussi, Partner at Social Recruiting  

The goal of this question is to determine confidence. In Bortulussi’s opinion, if a candidate 
can answer this question quickly and assuredly, it signals that they know themselves and are 
confident in who they are. “I’m looking for someone to answer with confidence, especially in 
roles that require confidence in decision making,” says Bortolussi. “This provides insight if they 
have the ability to think quickly on their feet.” And it’s not just about having the confidence to 
make decisions - people who have a healthy level of self-assurance aren’t shy about trying out 
new ideas, asking questions, stretching the limits, and believing in themselves. All of which are 
traits that will help drive a company forward.  

2. “What is the one thing you like most about your current manager, and what is one thing 
you would change?” 
Shared by: Allison Hernandez, Co-Founder and Managing Partner at Lotus823  

Asking this question “helps me better understand the type of work environment they excel in 
and how they best communicate and learn in that environment,” says Hernandez. If the 
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candidate’s answer indicates they wouldn’t work well on the team they are being hired for or 
with their potential manager, that’s a clear signal that they aren’t right for the role.  

3. “How would your manager describe you? Now tell me, how would your best friend 
describe you?” 
Shared by: Krista Williams, Talent Acquisition Manager, North America at Swarovski  

With employee engagement being a major challenge for many organizations, it’s important to 
identify people who are passionate about the work that your company needs done. But, 
passion can be challenging to assess in an interview, which is why Williams asks this particular 
question.  

“The similarities and variances between the answers to these two questions can tell you a lot. I 
find that those who describe themselves fairly similarly in both instances tend to enjoy the 
work they are doing more than just as a job,” says Williams. Look for candidates who are 
equally enthusiastic about their work and personal lives — a sign that they will find happiness 
within your organization too.  

4. “Give me an example of someone that you coached and developed and were able to 
promote. What did you work on with them to make it happen?” 
Shared by: Nickolaus Bushman, Senior Talent Acquisition Specialist at Staples  

“This question shows how passionate they are about coaching others, and what their approach 
is to keeping and developing their team,” says Bushman. Understanding this is especially 
important if you are hiring for a managerial role, as you want to bring people into the company 
who will help others grow and succeed - ultimately helping your company succeed.  

5. “Can you share a story (about anything) that speaks to who you are from a values 
perspective?” 
Shared by: Sharon Hulce, President/CEO of Employment Resource Group Inc.  

Skills are only part of the hiring equation. It’s equally — if not more — important to find 
candidates who share your copmany values. By asking candidates to share a personal 
experience or story, you’ll start to learn more about how this person thinks, acts, and feels. As 
Hulce points out, however, recruiters should be cognizant to steer the conversation back to 
careers: “The key is to be prepared and only discuss personal situations or characteristics as 
they relate to the candidate’s work ethic and the value that they would provide to the 
prospective employer,” says Hulce. There is no ‘right way’ to approach this question. Instead, 
look for discussion points that shed insight into the person’s passions and values.  
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6. “What is your perfect job?”  

Shared by: Paige Carratturo, CEO and Founder at Enertech Search Partners  

The goal of this question is understanding a candidate’s motivations. Look for signs that tell 
you whether the candidate cares about his or her career trajectory...not just getting a raise or 
promotion. “What’s critical is finding out what drives people in their careers. Most people 
aren’t looking for a job, they are looking for a love affair,” says Carratturo. Look for people who 
are willing to work hard to pursue that ‘next step’ in their careers.  

7. “How would you describe yourself in one word?”  

Shared by: Dara Richardson-Heron, CEO of YWCA  

The best candidates are “the ones who know exactly who they are,” says Heron. It’s not about 
which word they use, either, she says, but about the way they define themselves. Watch 
carefully how candidates react to this question. Are they thoughtful and confident in their 
answer? According to Heron, the best candidates don’t just blurt something out - they are the 
ones who take some time to reflect before answering.  

8. “Give me an example of a time that you lost your temper. Tell me what happened. What 
was the outcome?” 
Shared by: Annette Matthies, Human Resources Consultant  

Asking this question can help you understand a candidate’s emotional intelligenc, as 
emotionally intelligent people are self-aware and will own up to their mistakes. “Emotional 
intelligence is about being aware of self and others as well as interacting with others,” says 
Matthies. “Answers to these questions will tell you how their interactions will be, how much 
conflict there will be on the job  

and how the mood of the organization will be.” Look for people who make amends and focus 
on problem solving and conflict resolution.  

9. “How long are you willing to fail at this job before you succeed?”  

Shared by: Jon Sterling, CEO at Interview Circuit  

This question is good because it throws people off - they often can’t just come up with 
something obvious that will instantly satisfy the interviewer. Sterling says a good candidate will 
express that they’re willing to stick with the job for as long as it takes to succeed. Weaker 
prospects will dodge the question, by changing the topic or sidestepping the question in some 
other way.  
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21 PSYCHOLOGICAL TRICKS THAT WILL HELP YOU ACE A JOB INTERVIEW  

By Shana Lebowitz, Business Insider, March 1, 2018  

Although in the moment they might seem larger than life, interviewers are people just like you. 
That means they’re susceptible to the same psychological preferences and cognitive biases that 
affect the rest of us. Simple tweaks to the way you speak and hold yourself can make you seem 
much more likable, competent, and hirable in their eyes. With that in mind, we rounded up a 
list of easy strategies to forge a connection with your interviewer and boost your chances of 
landing the job.  

1. Schedule your interview around 10:30 a.m. on a Tuesday  

According to Glassdoor, the “best” time to arrange an interview is the time that’s best for the 
interviewer — not the time that’s best for you. So if the hiring manager offers you some 
flexibility in choosing an interview time, ask if you could come in around 10:30 a.m. on a 
Tuesday. That’s likely when your interviewer is relatively relaxed. In general, you should avoid 
early-morning meetings because your interviewer may still be preoccupied with everything 
they need to get done that day.  

You’ll also want to avoid being the last meeting of the workday, as your interviewer may 
already be thinking about what they need to accomplish at home.  

2. Don’t interview on the same day as the strongest candidates  

Research suggests that interviewers base their evaluations of individual candidates on who else 
they’ve interviewed that day. One study, from researchers at the University of Pennsylvania 
and Harvard University, found that applicants who interviewed at the end of a day after a series 
of strong candidates were rated lower than expected. On the other hand, those who 
interviewed after a series of weak candidates were rated higher than expected. It’s not clear 
whether this is an unconscious phenomenon, or whether interviewers are consciously rating 
the last candidates higher or lower than they should because they don’t want their supervisors 
to think they’re giving everyone the same ratings. Either way, if you have any knowledge of 
who else is interviewing and when, choose to come in after comparatively unqualified 
candidates.  

3. Match the color of your outfit to the image you want to project  

A CareerBuilder survey of hiring managers and HR professionals found that clothing colors 
convey distinct impressions. 23% of interviewers recommended wearing blue, which suggests 
that the candidate is a team player, while 15% recommended black, which suggests leadership. 
Meanwhile, 25% said orange is the worst color. Other colors indicate: Gray: logical/analytical 
White: organized Brown: dependable Red: power  
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4. Tailor your answers to the interviewer’s age  

You can learn a lot (but not everything) about your interviewer and what they want to hear 
based on their generational age. In their book “Crazy Good Interviewing,” John B. Molidor, 
Ph.D., and Barbara Parus write that you should conduct yourself a little differently based on 
which generation your interviewer belongs to. Here’s their breakdown: Generation Y 
interviewers (between 20 and 30): Bring along visual samples of your work and highlight your 
ability to multitask. Generation X interviewers (between 30 and 50): Emphasize your creativity 
and mention how work/life balance contributes to your success. Baby Boomer interviewers 
(between 50-70): Show that you work hard and demonstrate respect for what they’ve 
achieved. Silent Generation interviewers (between 70 and 90): Mention your loyalty and 
commitment to previous jobs.  

5. Hold your palms open or steeple your hands  

According to Molidor and Parus, your hand movements contribute to the impression you 
convey in a job interview. Showing your palms generally indicates sincerity, while pressing the 
fingertips of your hands together to form a church steeple indicates confidence. On the other 
hand, you don’t want to hold your palms downward, which is a sign of dominance. You’ll also 
want to avoid concealing your hands, which looks like you have something to hide; tapping your 
fingers, which shows impatience; folding your arms, which indicates disappointment; and 
overusing hand gestures, which can be distracting.  

6. Find something in common with your interviewer  

According to the “similarity-attraction hypothesis,” we tend to like people who share similar 
attitudes. So if you know your interviewer really values community service and you do, too, try 
to work that topic into your conversation.  

7. Mirror the interviewer’s body language – do not do this  

 

8. Compliment the interviewer and the organization without self-promoting  

In one study, led by researchers at the University of Washington and the University of Florida 
and cited on PsyBlog, researchers found that students who ingratiated themselves with their 
interviewers, without coming across as self-promotional, were more likely to be recommended 
for the job. That’s likely because those students seemed like a better fit for the company. 
Specifically, the students who ingratiated themselves praised the organization and indicated 
their enthusiasm for working there, and complimented the interviewer. They didn’t play up the 
value of positive events they took credit for or take credit for positive events even if they 
weren’t solely responsible.  



 75 

9. Show confidence and deference simultaneously  

Success in business is often a matter of competing and cooperating, say Adam Galinsky and 
Maurice Schweitzer, business professors who wrote the book “Friend and Foe.” In an interview, 
that means showing deference to your interviewer, while also demonstrating self-confidence. 
One way to do that is say something like, “I love your work on [whatever area]. It reminds me 
of my work on [whatever area].” You’re confident in that you’re taking the initiative to guide 
the conversation, but also deferential in that you’re admiring the interviewer’s work.  

10. Be candid about your weaknesses  

In answering the question “What’s your greatest weakness?” your initial impulse might be to 
craft a strategic response that really emphasizes your strengths. For example, you might say, 
“I’m such a perfectionist” or “I work too hard.” But recent research from Harvard Business 
School suggests that “humblebragging,” or boasting concealed by a complaint, can be a turnoff 
in interviews. It’s wiser to say something genuine like, “I’m not always the best at staying 
organized,” which sounds more honest, and could make your interviewer more inclined to 
recommend you for the position. Interestingly, a 2016 study by a pair of Brown University 
researchers found that general bragging is more useful in certain contexts than in others. When 
you boast about how responsible you are, for example, and there’s no evidence to suggest that 
you’re not, you seem more competent. If, however, your recommendation from your last 
manager indicates clearly that you’re irresponsible, you’ll seem less competent for having 
bragged.  

11. Prime yourself to feel powerful  

A growing body of research suggests that you can easily make yourself feel and appear more 
powerful in business situations. In one study, from New York University and Columbia 
University, participants who wrote about a time when they held power over other people were 
more likely to be cited as influential during a group-work task — and that impression remained 
even two days later. You can employ the same strategy in a job interview: Before you head in, 
jot down some notes about a time you acted like a leader at work.  

12. Speak expressively  

If you want to sound smart, avoid speaking in monotone. According to Leonard Mlodinow, 
author of “Subliminal: How Your Unconscious Mind Rules Your Behavior”: “If two speakers utter 
exactly the same words, but one speaks a little faster and louder and with fewer pauses and 
greater variation in volume, that speaker will be judged to be more energetic, knowledgeable, 
and intelligent.  

“Expressive speech, with modulation in pitch and volume, and a minimum of noticeable pauses, 
boosts credibility and enhances the impression of intelligence.” Over at Inc., Geoffrey James 
suggests that you “slow down and speed up depending upon the importance of what you’re 
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communicating at the time. If you’re summarizing or going over background, speak more 
quickly than when you’re providing new information. When you’re introducing an important 
concept, slow down to give listeners time to absorb it.”  

13. Make eye contact when you first meet your interviewer  

Don’t be bashful — when your interviewer comes to greet you, look them in the eye. In one 
study, a pair of Northeastern University researchers asked participants to watch videos of 
strangers talking to each other for the first time and then rate how intelligent each person 
seemed. Results showed that the people who consistently made eye contact while speaking 
were considered more intelligent than those who didn’t make eye contact.  

14. Be friendly and assertive at the same time  

One fascinating study, from the University of Guelph, in Canada, sought to address the reasons 
why candidates who seem anxious are less likely to land the job. Turns out, at least in mock 
interviews, it’s not nervous tics like fidgeting that hurt your chances. Rather, it could be that 
being anxious makes you seem less warm and assertive, and makes you speak slowly. “If you’re 
not naturally extroverted, you need to make sure you sell your skills,” study coauthor Deborah 
M. Powell told Forbes. “Don’t be afraid to take ownership of your contribution to a project.” 
Powell told Forbes that slow talking hurt candidates’ chances because interviewers may have 
assumed that the candidates were having a hard time answering their questions.  

15. Showcase your potential  

You might be tempted to tell your interviewer all about your past accomplishments — but 
research suggests you should focus more on what you could do in the future, if the organization 
hires you. In one study, from Stanford University and Harvard Business School, participants 
received information about a hypothetical job applicant. Some participants learned that the 
applicant had two years of experience and had received a high score on a test of leadership 
achievement; others learned that the candidate had no experience and had received a high 
score on a test of leadership potential. Results showed that participants thought the candidate 
would be more successful when they learned he had great potential. According to social 
psychologist Heidi Halvorson, our brains pay more attention to uncertain information because 
they want to unlock it. That means we end up spending more time analyzing that information 
and, if the information is positive, we’re left with a more favorable view of a person’s 
competence.  

16. Prepare for uncomfortable questions  

The Harvard Business Review spoke with John Lees, author of “The Interview Expert: How to 
Get the Job You Want” and he recommended that candidates prepare just as well for questions 
they’d rather not answer. Here’s a snippet from the HBR article: “Let’s say you were laid off. 
You can say something like: ‘Like hundreds of other people, I lost my role when the company 
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downsized. But that gave me a chance to look at the skills I’ve developed and identify new 
areas of growth.’ Shift your answer from the past to the present and keep the conversation in a 
comfortable place.”  

17. Don’t smile too much  

There’s no need to scowl at your interviewer — but you’ll also want to avoid keeping a giant 
grin plastered across your face. Research suggests that, for certain professions, smiling too 
much can undermine your success in a job interview. In one study, from the Department of 
Veterans Affairs, Northeastern University, and the University of Lausanne, researchers asked 
college students to role-play job interviews. They found that students who played candidates 
for the position of newspaper reporter, manager, and research assistant were less likely to get 
the hypothetical job when they smiled — especially during the middle of the interviews. 
Another part of the study found that people expect job candidates to smile more when they’re 
applying for a position like consumer representative or salesperson.  

18. Be enthusiastic  

As Jonathan Golding and Anne Lipert point out on Psychology Today, a number of studies have 
found that candidates who project energy and excitement are generally more likely to get the 
job. They write: “In particular, candidates with higher affect, energy level, and pitch and 
amplitude variability are significantly more likely to be invited back for a second interview than 
applicants who demonstrate lower affect, energy level, and pitch and amplitude variability.”  

19. Don’t discount the pre-interview small talk  

Recent research suggests that seemingly idle chitchat before the interview really gets started — 
what psychologists call “rapport building” — can make a big impact on the interviewer’s 
impression of you. In the study, led by researchers at Georgia Institute of Technology, Texas 
A&M University, and Texas Christian University, candidates who did a good job making small 
talk in mock interviews received higher ratings on the job-related questions than candidates 
who were less adept at chit- chatting, meaning the interviewers’ first impressions had colored 
their overall impressions.  

20. Go off-script  

That’s a suggestion from professors at the Ohio State University and the Kellogg School of 
Management. Writing in The Harvard Business Review, they say that the interviewer and the 
interviewee are often following “preprogrammed scripts,” with both focusing on the 
candidate’s resume. That’s why they advise candidates to pause after the interviewer asks a 
question, instead of launching into a rote response. They recommend that the candidate “listen 
for and reuse a few key words from the interviewer’s question in your own answer to signal 
that you’re building on the interviewer’s statement.” The professors continue: “One of our 
managers shared another technique he used to disrupt the script by stating, ‘Let me tell you 
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what’s not on my resume.’ That got the interviewer’s attention, since the interviewer stopped 
mindlessly looking at the resume.”  

21. Ask the interviewer why they brought you in  

“Why did you invite me to interview today?” might seem like a pretty weird question. But 
according to psychologist Robert Cialdini, it works. Specifically, it draws the interviewer’s 
attention to your strengths and to the reasons they like you. “You will have focused those 
evaluators on the positive features, the strongest elements of your case,” Cialdini told Business 
Insider. “With that in mind, they will now be in a mindset to see you in a positive light.”  
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PERSONAL BRANDING  
HOW TO WRITE POWER STORIES  

By John Hall, MA  

Derrick Rollins was asked at the beginning of an interview, for a marketing position with a 
consumer electric company, the most common of all interview questions, “tell me about 
yourself”. In his brief practiced reply he included three accomplishment stories which 
demonstrated his marketing savvy and then told how each experience would directly benefit 
the company. In a thank you letter, mailed the same day, Derrick repeated several of his 
accomplishments and how they would directly benefit the company. Four days later he was 
offered and accepted a marketing position.  

Derrick’s experience demonstrates the value of using brief “Power Stories”. Antidotes focusing 
on accomplishments which demonstrate how you make money, saved time, lowered costs, or 
improved the competitive position of an organization against its competition, and what this 
means to a potential employer.  

The purpose of this article is to help you recall and present work related accomplishments in a 
manner that will grab the attention of the employers and clearly demonstrate your strengths. 
These accomplishment stories should be used on your resume, in answering interview 
questions and in a “personal commercial”.  

Write your accomplishments by breaking them into three elements based on the acronym PAR. 
The P stands for the problem or situation you were dealing with in your accomplishment. The A 
stands for the action or actions you took (including a team setting) and the R stands for the 
results you achieved. Keep your stories brief by minimizing what you did. The primary focus of 
your stories should be quantified results. You’ll know you are on the mark when an interviewer 
interrupts you to get the “how you did it” details about one of your accomplishments.  

Example  

Suppose, as a marketing professional, your company had an under performing consumer 
product. He gave you s six- month deadline and a limited budget. Despite these limitations, the 
marketing campaign you came up with resulted in a dramatic increase in sales. Here is how you 
would separate the elements using the PAR formula.  

P (Problem/Situation)  

Needed to create and implement an effective marketing plan for an under performing 
consumer product and turn its sales around in less than six months, on a $40,000 budget.  

 



 80 

A (Action)  

Worked 80 hour weeks for a month and a half in the creation and development of an 
innovative, cost effective marketing and public relations campaign using targeted radio spots 
and local newspaper ads.  

R (Results)  

The marketing campaign was implemented under budget in two months. Sales increased 35% 
in the first six months and have continued to improve at this level for the last three years.  

The next step is to rewrite your accomplishment in a concise manner. Use the following 
guidelines:  

Where ever possible quantify your accomplishment. This could represent increased 
revenues, money saved, time saved, man hours saved, etc. You can use exact figures or 
percentages, or approximate the number if exact information is not available (i.e. more 
that 25%).  

Begin with action words, such as designed, developed, implemented, increased, saved, 
earned, etc. Keep each accomplishment under 30 words.  

Rewriting the above accomplishment using these guidelines, this is the result:  

Created, developed and implemented a consumer product marketing plan, on time and 
under budget that increased sales 35% in each of its first three years.  

If you worked with large sums of money, say millions of dollars, use the figure. If such were the 
case in the above accomplishment it might read:  

Created, developed and implemented a consumer product marketing plan, on time and 
under budget that increased sales $35 million in each of its first three years.  

Put the results up front. You can increase the impact of your accomplishment by putting the 
results (R) at the beginning of the statement. For example:  

Increased sales $35 million per year, for three years, by creating, developing and 
implementing a consumer product marketing plan. The plan was implemented on time 
and under budget.  

Try writing 12 accomplishment statements. Whenever you are in doubt if an accomplishment is 
strong enough to be included, include it, most people tend to undervalue their 
accomplishments. Once you have written the accomplishments you may find it stronger than 
you thought.  
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Completed Examples  

Increased occupational medicine patient volume 93% with project net income of 
$325,000 by negotiating a worker compensation contract with McDonnell Douglas 
Government Aircraft Division.  

Developed and implemented a computer learning center which is projected to reduce 
outside vendor training cost 20% during the first year and 75% during subsequent years. 
Conceived, designed and implemented a three year plan which secured degree granting 
status for a small British Columbia College. This required the passing of an act of the 
province’s legislature.  

Assisted in raising over $400MM in equity within one week of issuance by preparing the 
prospectus and financial projection for the offering.  

Earned recognition for sales achievement by consistently placing first or second place in 
every promotion in the past 9 out of 10 years.  

Granted over $1 million annually by modifying and adapting a special instrumentation 
valve to an application for the semiconductor industry. The value is now recognized as 
an industry standard.  

Relate It To The Organization  

Several days after Derrick began his new job he learned that he had been selected because he 
demonstrated how his accomplishments would translate into increased market share for them. 
He was able to do this by using the phrase “What this means to (organization) is ............... ,” 
and then showing how each accomplishment translated to their bottom line.  

To be able to relate how your accomplishments transfer to an employer’s bottom line the job 
hunter must do three things.  

1. Research using databases, directories, the Internet, and networking with fellow 
professionals at professional associations and trade group meetings.  

2. Writing dialogue which focuses on results and how these results translate into benefits 
for the target organization.  

3. Rehearsing the dialogue to the point that it flows in an easy and natural manner.  

If you take the time to prepare your Power Stories, research their benefit to your target 
companies, and practice telling them, you will dramatically increase the number of offer your 
receive. This is because most people do not work very hard at interview preparation and in 
effect “wing” job interviews. Increase your interviews by hard work using the techniques 
described in this article.  
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PAR-Problem/Situation, Action, Results – Organize by Skills  

1. Exceeded customer satisfaction index by 10% with the target index being seven out of 
10 by managing customer relationships and software implementations. (Listening, Work 
with People, Balancing Principles)  

2. Achieved an instructor rating of 90% over a 12-month period by teaching customer 
classes for business applications and software implementations (as a certified SAP 
instructor). (Organizing, Work with People, Knowledge of Products)  

3. Increased on-time project implementations by 35% and saved customers over $500,000 
in cost overruns by developing a global risk management program. 
(Negotiating Principles, Guiding, Consulting)  

4. Saved 1,000’s of companies over $1500 per student by reducing classroom time from 
five days to two and developing standardized training for software implementations. 
(Organizing, Negotiating Principles, Leading)  

5. Increased sales by 25% by developing software project estimation tool for customer 
proposals. (Promoting Sales, Guiding, Knowledge of Product)  

6. Lower software projects costs by certifying over 1,000 consultants on a standard 
software implementation methodology (SAP implementations). 
(Guiding, Work with People, Knowledge of Product)  

SKILL 1 2 3 4 5 6 

Listening    X   
Promoting Sales     X  

Work with People X X    X 

Leading    X   

Consulting   X    

Negotiating Principle   X X   
Knowledge of Product  X   X X 

Guiding   X  X X 

Balancing Principles X      

Organizing  X  X   

Persuading       
Determining Value       

Directing       

Negotiating Strategies       

Designing       

 

 

HOW TO DEVELOP AND USE PERSONAL 30-SECOND COMMERCIALS  
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By John Hall Career Services  

Your personal commercial (Elevator Speech) should ideally be 30 seconds, with 45 seconds as 
the absolute limit. The following four-step model should help you develop one quickly. To help 
you, I will use my personal commercial as a model.  

Step 1. Your Career Field and/or title?  

My career field/title: Career Management and Outplacement Consultant  

Step 2. In 25 or 30 words describe what you do.  

Again, using myself as an example:  

“I help executives, technical and management level men and women find their next 
position as quickly as possible and then maximize their long term career potential.”  

Now add another sentence that will communicate a better idea of what you do by giving 
information about the level, range, or scope of your expertise. It is helpful if you can quantify 
your experience, as numbers as impact and believability. Here for example is what I use:  

“In that capacity, I have worked with recent college graduates to executives earning 
$350 thousand annually, and companies ranging in size form start-up to Fortune 50.”  

Here are more examples to help you complete step 2 of your Personal Commercial:  

“In that capacity, I have closed sales from $5 to $5 million.” 

 
“In that capacity, I have been in charge of budgets ranging from $200 thousand to $100 
million.”  

“In that capacity, I have been in charge of facilities anywhere from a few thousand 
square feet to 300,000 square feet.”  

Step 3. Describe exactly what you are looking for.  

Many job hunters are not specific enough in describing the type of position they are seeking, 
usually because they fear missing out on opportunities. The reality is that people are not likely 
to offer contacts if they do not know exactly what you want. If I was looking for a job here is 
what I might say:  
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“Currently, I’m looking for a position as a senior consultant with a large national 
outplacement company with offices in Orange County, California where I can work with 
senior executives from Fortune level companies.”  

Notice how specific you should be. Briefly describe the job function and the level of the 
position you want, and the geographical location. If you are willing to relocate, say so, “For the 
right position, I am willing to relocate anywhere on the West Coast”, or wherever in the nation 
or the world you would relocate.  

Step 4. Ask about organizations with problems you can cure.  

99.8 percent of the time when a job hunter asks anyone if they know of an opening they get a 
blank expression followed by the word “no”. A much more effective approach is to ask about 
problems you can solve, and to ask using an open ended question. Don’t ask, “Does anyone 
know of opening for a marketing manager”, a closed ended question that can be answered yes 
or no. Instead use an open ended question focused on problems you can solve.  

“Who do you know who may be aware of an Orange County company experiencing 
declining sales? Or who do you know that may be aware of a company planning a 
product introduction?”  

Step 4b. Ask if they know anyone at 1-3 targeted companies.  

Using the four steps and the examples above, write a draft of a personal commercial for 
yourself. Once you have created a draft, read it into a tape recorder and listen to it and time it. 
Revise is as many times as you need to until it is between 30 and 45 seconds and gets your 
message across. Then learn it so well that you can go through it confidently in groups like 
chambers of commerce or professional associations. Learn it so well that you can drop 
elements of it into one-on-one conversations. If you develop, rehearse and use a personal 
commercial you will be amazed at the contacts you will make.  

THIRTY SECOND COMMERCIAL  

Wouldn’t it be nice to have as part of your team someone who has 
(_________________________________________________________________________), 
(_____________________________________________________________________), and 
(___________________________________________________________)? Someone who has 
(___________________________________)? If you can benefit, or know of a company that  

can benefit, from having this talent as part of your team, then let’s talk. I’m (Your Name) and 
I’m an (____________________________) for hire.  
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Example:  

Wouldn’t it be nice to have as part of your management team someone who has grown a 
company from startup to $30 million in sales, managed budgets in excess of $25 million, and 
staffs of over 300 people on four continents? Someone who has set up both direct and indirect 
channels of distribution and who can add creditability to your organization in your search for 
funding? If you can benefit, or know of a company that can benefit, from having this talent as 
part of your team, then let’s talk. I’m (your name) and I’m an ( ) for hire. Who do you know at ( 
)?  

PERSONAL COMMERCIAL WORKSHEET  

The personal commercial is a basic networking tool, which you will use in a variety of situations. 
However, to use it effectively you must know it so well you do not consciously have to think 
about it when using it. There are typically four modules to the personal commercial.  

Module 1  

Career Field _________________________________________________________________  

Module 2  

What You Do (Part 1) ___________________________________________________________ 
___________________________________________________________________________ 
Examples/Metrics (Part 2) _______________________________________________________ 
___________________________________________________________________________  

Module 3  

What You Are Looking For (ideal job, geography, size, function) __________________________ 
___________________________________________________________________________ 
___________________________________________________________________________  

Module 4  

“Who do you know who.....?”______________________________________________________ 
___________________________________________________________________________ 
“Who do you know that works at these companies (1-3 names)?” 
__________________________ 
___________________________________________________________________________  
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 “TELL ME ABOUT YOURSELF”  

Your answer to this most common of all interview questions should ideally be a 2-3 minute 
overview of your background tailored to the company and position. This is usually an opening 
question by the interviewer to get started and hear an overview of your career and skills. Also, 
asked as: “Summarize your resume/career”  

1. Begin with an upbeat statement  

“I’ve had (number) very successful and rewarding years in (industry/field). My career really 
began when ....................  

Since then, I have worked for companies/organizations ranging from ..................... To 
.....................” I really enjoy what  

I do, and I’m very good at it!  

2. Give a brief reverse chronology of your background  

..........Company name, title  

..........Company name, title  

3. Include several accomplishments  

“To give you a better idea of the experience/skills I can bring to (company) let me share a few 
of the things I’ve done.”  

Use three Power Stories/PARS that focus on hard and/or soft results and include action words. 
Try to keep your stories to less than 40 words. If possible, focus them on a problem or project 
related to the organization.  

4. Summarize your skills of value to the position  

“Putting everything together, I have developed expertise in (list 4 to 7 skills) ”  

5. In a sentence or two state why you’re seeking a position  

“Currently, I am looking for a position because ”  

6. Use a closure statement to create a smooth ending  

“Is that the type of background you are looking for?”  
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NETWORKING & LINKEDIN  
 

15 WAYS TO BOOST YOUR LINKED PROFILE  

By Anne Marie Segal, Forbes Coaches Council, Oct 12, 2018  

As a career coach and writer, create a great first impression, drive traffic and bolster your 
credibility in a job search. These universal tips set the foundation for increased credibility and 
discoverability on LinkedIn.  

1. Have a great photo. Profiles with photos generate more search matches and views, and 
better photos lead to better outcomes. Present yourself as you would for your best client, 
board of directors and/or CEO. Soft lighting, neutral backgrounds and keen attention to hair, 
jewelry and wardrobe are often the best choices. Avoid shiny foreheads, and choose clothing 
and background colors that match your personality and target roles. Above all, make viewers 
want to meet you.  

2. Help people contact you. Include a personal email address, even if you create a new one for 
LinkedIn due to privacy concerns.  

3. Use your headline well. Your headline is prime real estate. People need to understand who 
you are and what you do. “Partner at ABC Inc.” shares very little. You could be a lawyer, 
architect or data scientist. Compound headlines can work well, such as “Product Manager | 
Technology | VP @ ABC.” Buzzwords like “Experienced” waste space without adding value. The 
best headline is unique to you, so play around until you get it right.  

4. Don’t sound desperate. Even if you are unemployed and desperate, don’t use “Actively 
seeking opportunities” as your headline. As on the dating front, desperate is not a good look for 
a job seeker. People want to date (and hire) someone who is in demand (i.e., someone other 
people also want), so look and speak the part in your LinkedIn presentation. Yes, it’s often a 
game, but it’s a game to win. Indicate your value, not your needs.  

5. Sound approachable. First-person is often recommended as more interactive and inviting, 
although some professionals prefer a third-person summary. While retaining your 
professionalism, sound like someone recruiters, hiring managers, clients and other potential 
connections would like to meet. Avoid jargon, unless you are only seeking roles for which such 
jargon is expected (i.e., only outsiders use the long form of a phrase).  

6. Write how people read. People read differently on screens and devices. Short paragraphs 
with easily digestible words are always a better choice. If your role is highly complex, don’t 
dumb it down, but strive to make it readable.  
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7. Include keywords artfully. Job descriptions can help you define the keywords and concepts 
that are relevant to your audience. Don’t stuff your profile with keywords, but make sure to 
include them so you are found in a search based on your target roles.  

8. Reflect accomplishments. If information is or can be made public, include anything that 
constitutes “bragging rights” for your career. Don’t show off, but don’t undersell yourself 
either. In general, try to quantify your accomplishments in a meaningful way that demonstrates 
you bring results.  

9. Avoid the “resume dump.” While algorithms improve every day, and LinkedIn is a recruiting 
tool that threatens to obviate the traditional resume, the style of LinkedIn is different. Strive to 
reveal information that places you as a competitive candidate without sounding like your 
profile is simply a job search marketing tool (even if it is). If this is unclear, refer back to No. 5 
above.  

10. Expect your employer to read your profile. Be on alert that your current or prior employer 
will likely view your profile. If there are compliance policies, follow them. If information is 
proprietary, don’t reveal it. Write a profile that promotes (or at least is not in conflict with) your 
present role, unless you are willing to risk a current job for the sake of the next one. In all areas, 
use your best judgment.  

11. Proofread vigilantly. I have seen profiles of high-level executives with typos in their 
headlines. Need I say more? Yes, I will say more. Put descriptions of prior roles in past tense. 
Make sure dates match your resume. Keep capitalization and punctuation consistent. If you 
have multiple entries, have them match (e.g., Master of Science and Bachelor of Arts, not M.S. 
and Bachelor of Arts).  

Print out your profile, and keep proofing. Start at the bottom and read up if it eases the burden.  

12. Delete irrelevant information. As you are completing your proofreading, delete the Twitter 
account you never use and website from two jobs ago. Remove your high school, unless it’s 
a highly recognizable one that will help you make connections. Consider streamlining earlier 
employment entries, unless they contain valuable keywords or experience that explains your 
current career narrative.  

13. Get recommendations. It is human nature to be swayed by good referrals. Even a hardened 
cynic (who preaches that recommendations are hogwash because they are edited and 
selective) will hold you in greater esteem based on public praise. Seek recommendations from 
highly-placed individuals, former colleagues, direct reports and/or others who know you well in 
a professional context. You can shore up recommendations offline and then place a formal 
request on LinkedIn.  

14. Be active. Activity on LinkedIn raises your score in algorithmic search results (user 
engagement is good for the platform and an essential element of LinkedIn’s business model). 
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Post relevant information or comment and “like” others’ contributions, either publicly or within 
relevant groups. LinkedIn is not Facebook; business-oriented posts set the right tone. If you 
have a flair for writing, consider adding an article on LinkedIn Pulse. A relevant article or well-
placed comment that garners respect from the right audience could be the start or growth of a 
great business relationship.  

15. Customize your URL. Your LinkedIn URL should resemble this: linkedin.com/in/yourname. 
If your name is taken, try a combination with initials or otherwise. For instructions, search 
LinkedIn Help or type “LinkedIn customize URL” into a search engine. Once your link is 
customized, you can include it on your resume and/or email signature.  

BUILD YOUR SALES PROFILE IN LINKEDIN  

Ten Tips for Building a Strong Sales Profile  

To edit any part of your profile, move your cursor over Profile at the top of your LinkedIn.com 
homepage and select Edit Profile.  

TIP 1 Upload a professional photo  

Include a professional headshot of yourself that would be worthy of a business card. Profiles 
with photos receive a 40% higher InMail response rate because people like to see who they’re 
speaking to. In addition, your LinkedIn Sales Navigator account entitles you to a larger photo 
than other LinkedIn members, making it easy to stand out.  

TIP 2 Change your background image  

With your LinkedIn Sales Navigator account, you have access to a library of background images 
to help your profile stand out from the rest. Click Edit Background, choose a custom 
background from the Premium gallery, and click Save.  

TIP 3 Write a compelling headline  

The text underneath your name is the headline. It’s the first thing people look at in your profile 
after your photo and follows your name in search results. Instead of simply entering your job 
title underneath your name, think about how you can creatively explain what you do or how 
you help clients (e.g., “helping sales teams grow their business through social selling”).  

TIP 4 Add Rich Media  

Make your LinkedIn profile one more place where prospects and customers can access and 
download important files and presentations such as data sheets, white papers, and 
presentations. Upload files from your computer or add links to videos and SlideShare 
presentations to display your own presentations, and check out presentations from your 
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colleagues. Look for the Add Media button in the Summary, Education, and Experience 
sections of your profile.  

TIP 5 Customize your public profile URL  

Located at the bottom of the top block on your profile containing your name and headline, your 
public profile URL (web address) is a great addition to signatures and business cards and will 
make you more easily found in search engine results. Create a URL that closely matches your 
name (e.g., www.linkedin.com/in/ryangainor).  

TIP 6 Customize links to websites  

Take advantage of the websites section under the Contact Info section of your profile by adding 
relevant links and websites that relate to what you are selling, your point of view, or your 
background. Instead of using the default link title, choose Other and customize your text to 
include a call to action such as “Download our White Papers.”  

TIP 7 Add your contact information  

Once you’ve connected with a prospect or colleague, you’ll want to make it easy for them to 
contact you. Add your company email address and phone number at a minimum. Your contact 
information is only visible to your direct connections.  

TIP 8 Tell your story in your summary  

After your photo and headline, the most commonly read portion of your profile is the summary. 
Use this area to tell your story. Think about it from the perspective of someone trying to 
determine if they want to do business with you or respond to your InMail. How can you add 
value? What unique insights can you bring to their business? What value have you brought to 
organizations that have already done business with you? Likewise, your summary of 
experiences should read less like a resume and support the story that you are trying to tell.  

TIP 9 Add your education  

Show your potential clients that they’ll be working with an educated professional by 
showcasing your education. This will also allow you to tap into your alumni connections to help 
grow your network, leading to better chances for future opportunities. This also makes it easier 
for your former classmates to find you as well.  

TIP 10 Ask for recommendations  

Ask for recommendations from colleagues, employers and, even better, customers who can 
speak credibly about your abilities and contributions. Ask them to focus on a specific skill or 
personality trait that drives their opinion of you. Make meaningful comments when you 
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recommend others (how you describe others and your experience with them says as much 
about you as who you are recommending). Think quality, not quantity, and be authentic. To ask 
for a recommendation, move your cursor over your profile photo thumbnail at the top-right 
corner of any page on LinkedIn.com and select Review next to Privacy & Settings.  

SHOULD YOU SEND “BLIND” LINKEDIN INVITATIONS TO CONNECT?  

By Bruce Johnston, LinkedIn, June 20, 2017  

Maybe not. I define a blind invitation as one that comes in out of the blue. The recipient is not 
aware of the inviter’s existence until the invitation to connect arrives. Sometimes the invitation 
to connect is personalized, but often the personalizing isn’t very imaginative, just a bland “We 
share ten connections so we should be connected too” type of thing.  

Some aspects of the blind connection request you should take into account:  

• They can leave you waiting...and then what do you do? Someone receives your 
invitation, reads your personalized plea to connect and goes, “meh”, and does nothing. 
But you don’t know that, you’re waiting for a reply.  

• Did they reject your invitation?  
• Did they just put it aside for a couple of days?  
• Did they turn it down? Welcome to Limbo, population: you.  

They can turn you down...with extreme prejudice.  

o Someone you invite to connect has the option of not only declining your request, but 
telling LinkedIn they declined because they don’t know you. Collect enough of these “I 
Don’t Knows” and LinkedIn will restrict your account. Even worse, LinkedIn will not warn 
you if have collected any “I Don’t Knows” or how many.  

o Having your account restricted means having to know and provide the email address 
as part of any connection requests you make from now on. I had this happen to me 
early in my time on LinkedIn when I sent invitations to connect to customers of a 
company I used to work with. Apparently, I remembered them a lot better than they 
remembered me. It took a lot of explaining with LinkedIn in order to get my privileges 
restored.  

 

LinkedIn’s focus seems to be changing to your overall invitation success rate  

LinkedIn used to allow you a certain number of lifetime invitations to connect. A few years ago, 
this number was rumored to be three thousand and in the past couple of years it was rumored 
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to be five thousand. If you reached the invitation cap, you were cut off from inviting more 
people and you had to go and grovel with LinkedIn to get an extra fifty invites at a time to use.  

Now it seems that “negative feedback” matters more than absolute numbers. In the LinkedIn 
help section, the references to a hard cap seem to have disappeared. Instead, LinkedIn says you 
can be “limited from inviting more members” if too many of the people that you invite to 
connect either ignore you or report you. So it is not just “I Don’t Knows” anymore. Even well 
written and personalized invitations to connect are not immune to being ignored.  

Blanket acceptance of invitations is being taken advantage of  

There was a “sweet spot” in late 2016 and early 2017 when a lot of people would accept 
connection requests pretty easily. Being rejected was something you really didn’t have to worry 
about. So, blind invitations became a popular strategy for sales people.  

But the pendulum seems to have started swinging back again as too many people have used 
easy connection acceptance as a way to immediately bombard those new connections with 
sales pitches. Even more insidious, these connectors would immediately - and without 
permission - add those new connections to their email lists and the Spam those poor 
connections outside of LinkedIn too.  

I think this has the potential for connection requests to be not accepted as easily as they were 
just a few months ago. And there are other potential problems with this as well:  

• If LinkedIn users start thinking of their connections as pests, maybe they will start 
ignoring messages from connections.  

• Maybe the pendulum swings too far the other way and LinkedIn members start 
accepting fewer and fewer connection requests.  

• Or maybe to avoid spam, more LinkedIn members start using a “special” email address 
for LinkedIn. One that they never bother checking.  

While these latter three may seem improbable, the idea of them happening would 
probably give LinkedIn a case of the cold sweats. So, my guess is at some point LinkedIn 
will really clamp down on invite abusers.  

The takeaway here? Don’t take inviting someone to connect for granted. If you are 
inviting ten people to connect and getting four acceptances, maybe it is time to re-think 
this strategy. Someone accepting your invitation shouldn’t be an open question, it 
should be close to a given. Keep your invitation acceptance rate up.  
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SEVEN THINGS YOUR LINKEDIN PROFILE SAYS ABOUT YOU — LIKE IT OR NOT  

By Liz Ryan, Forbes, May 31, 2017  

The simplest way to think about your LinkedIn profile is this: your profile is your online 
billboard. You get to choose what you say about yourself. Everybody else gets to decide how to 
react. When you walk around town you wear certain clothes and avoid others. Your clothes say 
a lot about you. Some people dress to blend in. Other people dress to stand out.  

Everybody gets to decide which clothes to wear. Your LinkedIn profile is the same way. There is 
no “right way” to write a LinkedIn profile. In my experience, most people are too timid when it 
comes to writing their LinkedIn profiles. They try to blend in when there is no benefit to doing 
so. They forget that thousands or tens of thousands of other people have the exact same 
keywords on their profiles. Every day recruiters tell me “I love to see a LinkedIn profile or a 
resume that sounds like someone has taken the time to speak to me. It’s refreshing. When I can 
see how someone thinks, I already know a lot about them.” LinkedIn can be an anonymous, 
purely transactional marketplace if you want to see it and use it that way. It can be a warm, 
vibrant and human place for you to share ideas and build “glue” between yourself and other 
LinkedIn users. You get to decide what LinkedIn will be for you!  

Here are seven things your LinkedIn profile says about you — whether you want it to, or not!  

1. Your profile tells the world how you see yourself professionally — in your LinkedIn 
headline and your Summary, especially. You get to choose your own brand. Your past 
job titles do not make up your brand all by themselves! Your present job title doesn’t, 
either. Your headline and Summary could be completely different from your current job 
and your past jobs — it’s entirely up to you.  

2. Your profile tells us the side of you that you’ve chosen to make public on LinkedIn — 
in your headline and your profile photo, especially. There are many faces you could 
show us — your photo tells us which one represents you as you see yourself.  

3. Your profile tells us how strongly your current role influences your brand. Some 
people make their LinkedIn profile all about their current job. Some people make their 
profile all about their career before and beyond their current job, and some people 
make their profile about themselves as people who happen to have jobs. You get to 
choose — and you also have to choose! Every branding decision is a choice.  

4. Your profile tells us what you think is important in your work history. Some LinkedIn 
profiles include long lists of keywords. These profiles tell us that a LinkedIn user wants 
us to especially know about their technical or functional skills in standard categories. 
Some people use the work history section of their LinkedIn profile to tell Dragon-Slaying 
Stories, instead — the times when they came, saw and conquered at their past jobs (or 
at school).  

5. Your profile tells us how proficient and comfortable you are with written English  

(or whatever language your profile is written in).  
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6. Your profile tells us how you are most comfortable addressing strangers. Some 
LinkedIn profiles are businesslike and formal. Others are casual.  

7. Your profile tells us what you care about. The blog posts you’ve written, the Influencers 
you follow and other profile categories tell LinkedIn users what’s most important to you, 
at work and elsewhere. When it hits you how momentous your LinkedIn profile or can 
be in expressing your personality, perspective and values, you realize that the words you 
choose to describe yourself on LinkedIn carry a lot of weight. Your next step is to start 
writing. Don’t censor yourself. Write a lot, until you are comfortable with your self-
description. Get your friends involved to help.  

Here are three LinkedIn Summaries to get you started:  

Account Manager - I’m an Account Manager at Wiggly Systems, where I help fourteen national 
accounts use our products to grow their companies. I got into Account Management from 
Inside Sales, first at Micro Gadget Emporium and now at Wiggly. Outside of work I’m a lifelong 
Cubs fan and I write short stories for fun.  

Some people don’t want to talk about their personal lives on LinkedIn. That’s fine! It’s up to 
you.  

Entry-Level Marketer - I graduated from State U. with a degree in Advertising in 2017. I’m 
looking for my first post-college job. At school, I was a Resident Advisor for 27 freshman 
women, vice-chair of the Young Advertisers club and the organizer and promoter of our 
monthly Karaoke Night at the campus bowling alley. Check out writing samples!  

This new grad is aware that she doesn’t have any “career-type” work experience to talk about. 
So what? Everybody was a new grad once! She uses her LinkedIn profile to tell us how she’s 
been rocking it since long before she graduated! She knows that only the employers who value 
her talents deserve them.  

HR Director - I love to build an organization’s HR infrastructure around their mission and goals, 
to help them hire and retain great employees. I’ve started six HR departments for successful 
firms in the Bay Area. I’m an evangelist for smart, nimble processes and great culture. 
All of these Summaries use complete sentences. The writer becomes a real person when they 
speak directly to their audience, rather than listing disconnected Skills and keywords. You are a 
whole person! You get to tell us exactly how you want us to see you.  
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UNSURE WHO TO ACCEPT OR REJECT ON LINKEDIN? CONSULT THIS FLOWCHART  

By Leah Fessler, LinkedIn, March 5, 2018  

LinkedIn can be a cesspool of facades and self-important descriptions. But it’s also a goldmine 
for professional opportunities. It can help connect you to reputable experts in any number of 
fields, and can keep you hopeful about job prospects.  

But sometimes it’s annoying, and even stressful, to figure out whose LinkedIn connections to 
accept and whose to ignore. I’ve taken to ignoring some requests for weeks, then engaging in 
some twisted Rorschach test as I analyze each person—a sales rep, my former classmate, that 
dude I dated 10 years ago—via completely arbitrary standards. What should be a very simple 
decision quickly becomes an energy suck. Yes, you worked together, but you couldn’t stand 
him—rude to decline? She went to your university but you’ve never met her—worth the 
connection? He wants to work for you, but you’re not hiring—keep him around? He was a really 
good kisser—but wtf, this is LinkedIn? With some help from networking expert Kelly Hoey, 
author of Build Your Dream Network: Forging Powerful Relationships in a Hyper-Connected 
World, we set out to develop the definitive guide to managing your LinkedIn requests.  

1. Know your LinkedIn goal  

According to Hoey, a tough thing about LinkedIn is that it offers technology that we all feel we 
should be able to use in the same way—we all log in the same way, build our profiles the same 
way, click the same buttons—except we absolutely do not. “We forget that while this is a 
technological service, there’s a human relationship behind it, and behind every LinkedIn 
request, which is why we struggle so much with deciding who to ignore,” she says. To resolve 
the dissonance, explicitly ask yourself what your goal is. “Some people use LinkedIn very 
narrowly, creating a curated community of connections they know and work with, but other 
people throw it wide open,” Hoey says. “These dispositions can change in different phases of 
your career or job search, which is what causes confusion.” In fact, shifting your perspective on 
how you want to use LinkedIn over the course of your career isn’t just okay, it’s essential if you 
want to be able to flex beyond your present company or industry. Besides, you can always 
remove connections should your community become too large at any given career stage.  

2. Remember the vitality of a personalized message  

“I rarely see people so relieved as when I tell them, point blank, that if someone connects with 
you via LinkedIn and they don’t include a personalized message, don’t overthink it— just 
reject,” says Hoey. Crafting that 300-word personalized message is an art unto itself. 
It takes more than a nano-second and requires some level of critical thought. Whereas LinkedIn 
once left the decision to write a personalized message completely up to the user, it now 
prompts you with a reminder to write a note every time you connect with someone:  
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The message that pops up when you attempt to connect with someone on LinkedIn. “No 
personalized note, ignore,” says Hoey, “because if you don’t know the person and they’ve now 
asked you to connect, they’re leaving it up to you to figure out why they’re reaching out. 
They’ve now put work and emotional labor on you, the person they’re connecting with, when 
it’s truly their responsibility to make their interest in you clear.” This mindset is particularly 
important if it’s a recruiter connecting with you via LinkedIn, says Hoey—it is literally their job 
to personalize their outreach, and if they don’t do that, then they aren’t worth your time. Of 
course, this rule isn’t completely hard and fast. If you’re standing next to someone at a cocktail 
hour or conference and talking about connecting, it’s fine to just pull out your phone and skip 
the personalized message, says Hoey. Or if you’re connecting with a colleague, past or present, 
who you’re close with, or a good friend, the lack of a personalized message probably won’t be 
confusing or off- putting. Otherwise, take the stress off yourself, and let the personalized 
message dictate whether you accept the connection or not.  

3. Never tolerate harassment, and control your own privacy  

“It goes without saying that if someone makes you feel uncomfortable or attacked in any way 
via LinkedIn, you should immediately remove their connection,” says Hoey, also emphasizing 
the importance of reporting people whose LinkedIn behavior is inappropriate.  

There is power, and stress-relief, in knowing that on LinkedIn you can report people for 
inappropriate behavior and control your own privacy levels. Fed up with all the requests she 
received from people she didn’t know, Hoey changed her privacy settings to require people to 
enter her email address before they can send a connection request. This drastically cut down 
on spam, harassment, and unwanted requests, she says.  

What is your goal for LinkedIn? 

What is your goal for LinkedIn? 

Wider network of professional contacts and opportunities 

Is there a personalized note? 

Yes No 

Look at their profile – is it someone you of and care to stay in touch with peripherally or 
directly? 

Does it seem like a gimmick or like you’re trying to sell something you don’t want? 

Do you recognized their name (even peripherally) from work, school, or personal life? 

Tentatively Accept 



 97 

If they send you bothersome messages or badger with content – block 

Do you see their company as of interest to your career advancement or professional network? 

Accept  Reject 

Do you strongly dislike them? 

WHAT YOUR LINKEDIN PROFILE SHOULD LOOK LIKE  

By Kristen Bahler, LinkedIn- time.com/money, January 17, 2018  

Hate to break it to you, but if you’re treating LinkedIn like an old-fashioned Rolodex, you’re 
doing it wrong. Nearly every industry uses LinkedIn to find and vet job candidates, and over 
90% of recruiters rely on the site, according to data from the Society of Human Resource 
Management. So your profile can’t just be a storage unit for career contacts — it needs to be a 
living, breathing record of your professional life. We rounded up the best LinkedIn profile tips 
to catch an employer’s eye, and shape how they feel about your candidacy. “People need to be 
told who you are and what you do,” says Donna Serdula, owner of LinkedIn-Makeover.com. 
“This is your online reputation. Take control of it.”  

1. Know what to include (and leave off)  

There are a few things that belong on every profile, according to LinkedIn career expert Blair 
Decembrele. Users who list their education appear in searches up to 17 times more often than 
those who don’t. Location is another important detail: filling out this field with where you want 
to work will make you appear in up to 23 times more searches, she says.  

A professional-looking picture is another must-have. Profiles with a photo get up to 21 times 
more views and up to 36 times more messages, according to Decembrele. And a summary 
statement, an “elevator pitch” with at least 40 words that speak to your skills, motivation, and 
interests, will also help grab a recruiter’s eye. Your LinkedIn headline also deserves some 
attention. If you’re actively looking for a new gig, think about how you can use this space to 
grab a recruiter’s attention. There are a million “Marketing Director” profiles; something like 
“Master of Digital Pharmaceutical Marketing” will get way more eyeballs.  

2. It’s a social network. So be social  

LinkedIn can be a powerful networking tool — if you let it.  

Instead of just saving the connections you’ve met throughout your professional life, actively 
engage with contacts by liking, sharing, and commenting on their activity.  
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It’s fine to connect with someone you’ve never met, Serdula says. But make sure you send a 
customized message in your invitation. She suggests something along the lines of: “Hey, Steve! 
We don’t know each other, but we both work in sales, and I’m really impressed with what 
you’re doing. I’d love to connect.”  

If it’s hard to engage with LinkedIn during the work day, so Serdula suggests downloading the 
site’s mobile app and scrolling through it in your downtime. “A lot of my clients say, ‘I wasn’t 
using LinkedIn until it was on my phone,” she says. “Now they network in their pajamas.”  

3. Nail the voice  

Your LinkedIn profile is a chance to add some personality to your professional story, so don’t 
make the mistake of copying your resume verbatim. Serdula says the best profiles are usually 
written 
in first person (“I’m a PR whiz, trusted by the biggest names in Silicon Valley”), but other styles 
can work too. If you’re in sales or marketing, second person (“If you want to know how we can 
affect change, visit my brand website,”) can help engage potential clients. And executive -level 
professionals, or anyone with a long list of accomplishments, may feel more comfortable to 
writing about their success in the third person (“John Smith is an award-winning author”).  

Take a minute to think about your target audience. Is it a potential employer? New clients? 
Tailor your voice accordingly, and try not to be too dry. “Write it as if there’s a real person 
behind it, not ‘a dynamic professional with 30 years of upward experience’,” Serdula says. Make 
sure the work experience you’re highlighting is up to date, and pertinent to your career. It’s 
cool to include volunteer work where you flexed skills that would be attractive to an em ployer, 
but the summer you spent as your kid’s soccer coach, or the string of restaurant jobs you held 
in college, won’t do you much good. “Relevance is key,” Decembrele says. “Add the experience 
that relates to your future professional goals.”  

4. Keep your profile alive  

If you want your profile to stand out, you’ll need to update it often with examples of your work 
output. Papers you’ve written, projects you’ve completed, and presentations you’ve nailed are 
all good options.  

You don’t have to have a traditional desk job, or a creative portfolio, to make this work. Just 
find something you’re proud of and make it visual, like pictures of an event you planned, or a 
video of a panel discussion you took part in. The driving idea, Serdula says, is to get your 
audience to engage with you in real life.  

“A really successful profile makes a person want to do something — pick up the phone and call 
you, click a link to a website, download a white paper,” she says.  
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5. Hack the LinkedIn job search  

There are more than 11 million active job listings on LinkedIn, according to Decembrele. Spend 
some time scrolling through the gigs you’re interested in, and jot down the specific skills they 
ask for.  

Often, recruiters will search LinkedIn for keywords of the job description they’re trying to fill. 
Peppering some of these words into your skills section, summary, and work experience will 
make them come to you.  

“Including at least five relevant skills will help you connect with the right opportunities,” 
Decembrele says.  
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