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A decade ago many people could write their own ticket to success. They could take their pick from 
a wide variety of available jobs. Not so any longer. As millions of Americans find themselves 
unemployed, finding a job becomes harder and harder. Jobs have become a precious commodity. 

In Chicago alone, more than 75,000 job-seekers applied for just 2,000 openings with fast-food giant 
McDonald’s during the chain’s first-ever “National Hiring Day” in April of 2011. Most of these “McJobs” 
were for minimum-wage positions, paying just $7.25 an hour. 

This scenario was repeated across the nation in places 
like Charlotte, North Carolina in September 2011 when 
over 1,500 people applied for 200 positions at a newly 
opened Walmart location. In Atlanta in August 2011, 
eight people were overcome by heat-related illnesses 
while standing in line to be admitted to a local job fair. 
Three were treated on the scene, and five had to be 
admitted to local hospitals. 

At this writing, the monthly jobs report of September 
2011 (ironically released right before Labor Day) showed 
there was no relief in sight. The official government-
issued report cited the unemployment rate at 9.1 percent, 
with 14 million unemployed workers across the country.i 

But the real numbers are much, much worse.

Unemployment figures in America are far more abysmal than any government agency would like you to 
believe. The truth is, America’s 14 million unemployed workers aren’t just competing with one other for 
a job. They must also contend with 11.4 million other people who are not considered to be unemployed 
by the government’s calculations. 

Let’s do the math:
•  There are 14 million people officially labeled as “unemployed” by the U.S. Department of Labor.
•  Add in 8.8 million “underemployed” workers – part-time employees who want and desperately
    need full-time work.
•  Don’t forget the 2.6 million “discouraged” workers who have simply stopped looking for a job at
    all (but still need one).

This adds up to an astounding 25.4 million people in America who need a job. That means the real 
unemployment rate in America is at least 16.2 percent...not the 9.1 percent the politicians would like 
you to believe. 

Introduction
Need a job? Want a job? Welcome to the club.

For each person who is hired, there are often 
hundreds who applied for the position.
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Some experts believe the true unemployment rate is even higher. Economist John Williams, who runs 
the Shadow Government Statistics website, says the real unemployment rate is 22 percent.ii  He bases 
that figure on the way the Bureau of Labor and Statistics previously calculated unemployment; the 
calculation methods were changed in the 1990’s to present the numbers in a more favorable light.  
With that many people in search of work, it can only mean one thing: intense competition. Nationally, 
there are approximately 4.5 unemployed people vying for every available job opening. Many cities and 
states find themselves in even worse shape than that. In Las Vegas, there are nine applicants for every 
available job.

The fight to get a job, or even just land an interview, won’t be going away anytime soon. The 
nonpartisan Congressional Budget Office expects that the official government unemployment rate will 
stay well above 8 percent at least until 2014. 

Part of what’s driving this phenomenon is the migration of jobs overseas. According to Forrester 
Research, “At least 3.3 million white-collar jobs and $136 billion in wages will shift from the U.S. to 
low-cost countries like India, China, and Russia” by 2015.iii

Down and Out
According to the U.S. Department of Labor, over 58 percent of unemployed workers are out of work for 
more than fifteen weeks, and 42 percent of those are without a job for twenty-seven weeks and 
longer.iv  And the heat is being turned up for those who stay unemployed for long periods of time. Over 
2 million displaced workers have exhausted their 99 weeks of unemployment benefits, while another 
4 million will lose their assistance by year’s end.v

The Jobs Are Out There – You Just Can’t See Them
Despite the grim employment numbers, there is good news. As usual, the media takes a lopsided 
approach to reporting the news. One of the most underreported stories of the “Great Recession” is that 
there are in fact many jobs available. Good jobs, not just entry-level ones.vi  American employers have 
literally millions of jobs they just can’t fill. 

Here’s why.
As hard as it is to believe, only 
one job in ten is ever advertised. 
By far and large, the 10 percent 
of jobs that do get posted are 
usually entry-level positions.vii  
That means 90 percent of open 
jobs in America are “hidden” 
from the average job seeker. 

Employers have stopped making 
job openings public knowledge 
for several reasons. First and

AVERAGE LENGTH OF UNEMPLOYMENT
Less than 5 weeks 19.6%
5 to 14 weeks 21.7%
15 weeks and over
(see breakdown below)

58.8%

  -  15 to 26 weeks 15.9%
  -  27 weeks and over 42.9%
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foremost, companies are unable to handle the deluge of applications and resumes that flood in when 
a job is posted. Each application or resume must be documented, filed, and dealt with – and this takes 
up chunks of manpower and time the company just can’t afford to give up.  Couple that with the fact 
that the majority of applicants are unqualified for the job to start with (according to the New York 
Times, one law firm that posted a job opening for an attorney attracted over 1,000 applicants, half of 
whom didn’t even have a law degreeviii), and you’ve got one big waste of time on your hands. Who can 
blame them?

This report will show you how to uncover those nine other jobs … great jobs with great companies that 
pay well and that will advance your career. When you learn how to ferret out these hidden jobs, you’re 
not left competing with the throngs of people lining up for those minimum-wage and entry-level jobs. 
While ordinary job seekers are begging for work, you’ll be navigating the waters of the job market with 
ease.

Part 1: Laying the Groundwork to Finding Your Dream Job

There are three kinds of jobs: dream jobs, stepping-stone 
jobs (a job you need for the experience you’ll need to land 
your dream job), and pay-the-bills jobs. No matter which 
kind of job it is you’re looking for, this report can and will 
help you navigate the way until you hear those two magic 
words: You’re hired! 

When You Need to Pay the Bills
In a difficult economy, the job market is tight and 
competition is high. Great jobs –stepping-stone jobs and 
dream jobs – are out there. But it takes time and sleuthing 
to uncover them, and meanwhile, the kids need shoes and 
you have to put food on the table. If you’ve got money 
tucked away for a rainy day, this time frame may not be a 
problem for you. You may be able to allow yourself more 
time to search and find a good job without panicking. 

But if you’re like many folks, the rainy day fund is long gone. 
You’ve already exhausted your savings, and you need a job 
now. You may not have the luxury of being picky. You may 
have to take on part-time work or look at a temporary job to 
get you by. This is often referred to as a “bridge job” – a job 
that will pay the bills until you can find something better.

The key to surviving a bridge job is to keep your long-term focus on the real job you don’t have – yet. 
Your bridge job is a means to an end. It’s providing necessary income and keeping you employed until 
that stepping-stone or dream job is found. In a perfect situation, it will also give you new skill sets you 
can use to land a better job, but sometimes it just pays the bills.

Taking on a temporary job, even at low 
wages, can bring in valuable cash while 

you hunt for your dream job.
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Here are a few “bridge job” ideas you may consider:
• Part-time employment in restaurants or retail stores
• Seasonal employment: mowing yards or washing cars in the summer, hanging Christmas lights
   and decorations in the winter, extra holiday help at the mall
• Temp work  
• Substitute teaching
• Contract labor: if you’ve got a specific skill set, say with computers, perhaps you can contract a
   few freelance jobs to get you by until something permanent comes along

The best bridge jobs are those that free up valuable daytime hours for you to make the connections 
you need to make to continue the search for your dream job. 

So Who Is Getting the Good Jobs?
Most jobs are won, not by the candidates with the highest qualifications, but instead by those who 
know how to package themselves in the most attractive way. 

The job market has changed dramatically in the past ten years. It’s no longer good enough to be good 
at what you do. Employers are looking for more than a hard worker. According to Daniel H. Pink, our 
society is no longer in the Information Age. Pink says that we have moved beyond it, to what he calls 
the Conceptual Age. Here’s what Pink says it will take to succeed in this new age:

Today, the defining skills of the previous era—the “left brain” capabilities that 
powered the Information Age—are necessary but no longer sufficient. And the 
capabilities we once disdained or thought frivolous—the “right brain” qualities of 
inventiveness, empathy, joyfulness, and meaning—increasingly will determine who 
flourishes and who flounders.ix 

Employers want someone who brings that “something extra” to the table, something that wows them 
and is the perfect fit for their company. And ultimately, of course, an employer wants to know that 
their decision to hire you will profit their company in some way.

And that’s where your personal “brand” comes in. Your brand is a combination of the unique 
combinations of skills, personality, and experience that only you have … and packaged in such a way 
that potential employers are eager to have you as part of their team. 

Start with a Self-Assessment
If it isn’t clear by now, the one thing you absolutely must do in this job market is to set yourself apart. 

Think on this: What are your best qualities and exactly how do they make you appear unique to a 
prospective employer? 

When Tom Murray was laid off from his executive job with Best Buy in 2008, he decided to rebrand 
himself. That required some serious self-reflection. CNN.com described the process: 
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His first step was to decide what the brand should stand for. He created a chart 
listing his passions on the x-axis and his core skills on the y-axis. Then he plotted 
all his work experiences at the intersecting points, hoping to combine what he 
was good at with what he loved. He realized his best experiences involved helping 
people solve organizational problems using technology. That realization freed him 
from feeling tied to a particular industry, a common mistake.x 

Like Tom did, you’ll need to spend a good deal of time reflecting on your skills, strengths, passions, and 
experience. If it isn’t comfortable or natural for you to spend time reflecting…do it anyway. You must 
be your own best advocate. No job counselor or headhunter, no matter how skilled, can do the heavy 
lifting for you. 

As you reflect, write down everything you come up with. Even if it doesn’t seem to make sense, write 
it down anyway. You’ll later use this information to write very specific, detailed resumes and cover 
letters. You may end up with some real “gems” you would have otherwise forgotten. 

Here are some specific questions to ask yourself as you reflect:

• What kind of job am I looking for at this point in my life? (pay-the-bills, stepping-stone, or dream job)
• What skills do I have?
• What do I enjoy doing? (What do I like to do? Can I make a living doing it?)
• What special knowledge do I have that others do not?
• My friends and family tell me that I’m good at …
• If I had to do volunteer or unpaid work, I’d prefer to do….
• What does my ideal job look like?
• What kind of working environment do I want? (Office, at home, see people, work alone, etc.)
• What would my perfect workday look like?
• What am I looking for (realistically) in salary, benefits, etc?

Spend time reflecting on these questions, as well as the additional questions that will come up 
naturally in the process. This process is essential to gain clarity about what you want and what you are 
capable of. You will identify preferences, characteristics, and strengths that will help you brand yourself 
and thus “package” yourself to prospective employers. 

Please do not skip this step. You’ll be amazed at the wisdom and insight you gain in the process. If you 
would like to take this one step further, there are plenty of books and online tools to guide you through 
the process. 

Once you’ve taken an honest look at your best qualities and skills, it’s time to put it all together. Stick 
with us; we’ll help you do that.

Nourish Your Network
According to Ford Myers, author and leading career consultant, over 80 percent of job seekers find a 
great job by making contacts with people they already know.xi  But first, you have to understand the 
best way to use networking to reap its benefits.
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Networking is more than just a buzzword. Networking may 
be a modern word, but the real reason it works is that we 
were created to live in community with one another. The 
Bible tells us again and again to encourage and help one 
another. Isn’t that the very essence of good networking?

Your network is your single most important asset in finding a 
job—and just as you can’t expect to plant a seed and harvest 
the fruit today, you can’t expect to start networking today 
and get instant results. Your network is something you need 
to continually build and nourish, not just when you need to 
find a job. (Have you ever noticed the flurry of activity by 
one of your LinkedIn contacts, updating their profile and 

asking for recommendations, only to discover they’ve just been laid off and are looking for a new job?              
They’re late.)

Who is in your network? Many more people than you’d expect. It’s not only family, friends, industry 
colleagues, and coworkers, but also everyone else you come into contact with: your mechanic, the 
bank teller, your child’s teacher, even your cranky next-door neighbor.

Networking starts with one premise: Be as helpful as possible to the people in your life. (Golden rule, 
anyone?) It’s important to nourish the relationships in your network all the time, not just when you 
need something. You don’t have to invite your bank teller over for dinner, but simply remembering her 
name and making her day brighter during your occasional interactions will go a long way. 

Think of your network as a bank account. You can’t walk into a bank and make a big withdrawal unless 
there’s enough money in the account to start with. Your network functions in the same way. You’ll 
need to spend time making “deposits” before you can make a big withdrawal. 

One well-connected business owner reports getting an email from a long-lost cousin during the 
2009 recession. “Hi, this is your cousin Michael, and I’m interested in getting back in touch with 
everyone. We had such a great time as kids,” said the email. Twenty-four hours later, the business 
owner reported receiving a second email. “Hi, this is your cousin Michael. Attached is my resume. I’m 
looking for a job, so please pass my resume to everyone you know.” That’s not the way to nourish your 
network!

Networking 101
Even though just about everyone you meet could be considered part of your network, focusing time 
and effort on building up business contacts is always a smart move. You have options. You can attend 
functions like job fairs and lunch groups. You can become a member of professional organizations and 
attend industry events. You can go online and join one of the thousands of networking forums. But, the 
fact of the matter is, when you’re job hunting, there’s really only one thing you need: quality contacts.

Contacts are the real bread and butter of networking. If you want to put networking to work for you, 
then you must start with the people you know. 

Begin by developing a contact list. If you don’t yet have an account on LinkedIn.com, open one now. 

“The Bible tells us 

again and again to 

encourage and 

help one another. 

Isn’t that the very essence 

of good networking?”
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You may not be able to connect with all your real-life contacts on LinkedIn, but it’s an easy way to 
organize any contacts who are also LinkedIn members, and it will expand your network even further. 
As you make your contact list, jot down the “vital statistics” of who they are and what company 
they are with. After you develop this initial contact list, you’ll want to think about the specific 
people on your list who may be able to help you connect with available job possibilities and career 
opportunities that interest you. 

When it comes time to actually reach out for job opportunities, your network will be vital. 
Today, networking isn’t just meeting and greeting at the local Chamber of Commerce meetings. 
Social media has revolutionized networking … and if you aren’t on board, you’ll miss a wealth of 
opportunities.

Networking with Social Media
“It’s not who you know. It’s who knows you.”

A complete description of social media follows. But for now, know this: it really works. CNN.com tells 
the story of Mike Merrill, who was laid off from a technology company in 2009: 

Merrill headed straight for LinkedIn, a site he has used to hunt for sales leads, and 
posted the following question to his entire network: “Hey, guys, I’m a free agent. 
Who wants me?” Within 24 hours he heard from the University of Oklahoma’s 
campus computer store, which wanted to boost sales. He signed on, and using 
social media managed to double the store’s web traffic and triple its sales—with 
no traditional ads.xii 

Managing Your Online Reputation
If you live in a small town and are looking for work in that same town, where everyone has 
known you since kindergarten, you’ve already established a reputation (for better or for worse). But 
since Americans are more mobile than ever before, that scenario doesn’t apply to most of us. In the 
21st century, your online reputation is a big factor in getting a job. In fact, it can make or break your 
chances.

Just ask Courtney Allred. She says there’s nothing too incriminating on her Facebook page. “I have a lot 
of pictures of friends drinking and partying, but no naked pictures or anything— at least I don’t think 
so,” she said jokingly.

Even so, the University of North Carolina senior recently deleted her Facebook page after a job 
interview gone bad. While interviewing for a teaching position, a would-be principal asked Courtney 
to please pull up her Facebook page in the middle of the interview. Stunned by the request, Courtney 
stammered…and the hesitation ultimately cost her the teaching job.
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Social media is no longer just for teens. The Pew Research Center reports that two-thirds of all adult 
Internet users now frequent social networking sites such as Facebook, Twitter, or LinkedIn.xiii  Your 
online relationships and the way you interact on these websites create a distinct image of you—and it’s 
not always positive. 

Fair or not, your online image has become a key part of your overall reputation as a person. Anything 
you do online could potentially affect your “real life” in some serious ways. Your “online image” is 
made up of everything floating around on the Internet that can somehow be traced back to you. 
For instance:
• Your Facebook activity – comments you make on your page or friends pages
• Tweets on Twitter
• Pictures and images you share on sites like Facebook, Flickr, and Instagram 
• YouTube videos you like, share, and comment on
• Blog posts you write as well as any and all comments you leave on other blogs
• Reviews you write on Amazon.com or for other products and services
• Comments you write on discussion boards
• Geolocation apps --- such as FourSquare and places you “check in” on Facebook
• Your LinkedIn profile and recommendations 
• Records of legal actions taken against you  

And that’s just the tip of the iceberg. Your emails, instant message conversations, and even what 
you text to friends and colleagues could potentially be copied and shared with others…without your 
knowledge. Virtually anything that ties you to technology can somehow come back to haunt you, if 
you’re not careful.

Privacy Is Dead
“Google is your new resume.”
-- Richard N. Bolles

Tech experts warn that some content from Twitter and 
Facebook will now appear in Google’s search results.xiv  This 
could potentially mean a great deal to you as a job hunter. 
Your Facebook statuses, long forgotten by your friends, may 
stick around the Internet for years to come. A bad online 
reputation can kill your chances at finding a job.

According to the New York Times, almost half of all 
employers are now using Facebook and other social media 
to screen potential new hires.xv  These employers are 
scouring the web looking to dig up any negative information 
about their potential employees. It only takes a few seconds 
for someone to find you on LinkedIn, Facebook, and Twitter. 
Those precious few seconds could completely undermine 
everything on your resume, and ultimately cost you the job.

Online photos of you engaged in 
questionable behaviors can hurt your 

chances of being hired.
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Facebook: To Hide or Not to Hide
Courtney Allred is not alone in her effort to scrub her Facebook history. 
Many students, especially those entering into public service fields like 
education, have found that employers are conducting regular Facebook 
searches looking for any potential red flags.

This is leading some job seekers to change their Facebook display name 
to keep their personal life hidden from potential employers. A wise 
move? Maybe not. Changing your name on Facebook may not be enough 
– users also can be searched by e-mail address, school, network, and 
more. In addition, keeping up with privacy settings on Facebook is a 
moving target. 

If you have a Facebook account, do yourself a favor and keep it as private 
as possible by enhancing your security settings. The best advice? Stop 
and think before you post any of the following on your Facebook page:

• Critical remarks about previous employers, your current job, or coworkers. (Even though the
   National Labor Relations Board recently ruled that companies can’t fire employees for comments
   they make on Facebook,xvi  prospective employers could be turned off by your comments and
   pass you over for consideration.)
• Inappropriate language, offensive comments, or rants about what bugs you.
• Bad grammar and misspellings – even when done intentionally, this can be an indicator of poor
   communication skills.
• Questionable photos and videos.
• Links to articles or content that could be considered questionable or offensive.
• Sharing too much information about your personal finances – some employers will not take a
   chance on anyone who has poor credit or a questionable history. 
• Sharing too much information about your personal health issues.

While these things may seem like minor details, they could potentially be big pitfalls. It doesn’t matter if 
you establish clear boundaries between your social life and your professional life – many employers don’t 
want to take any chances. Don’t give them a reason to pass you over for someone else. Exercise the 
same restraint online as you would if your elderly, conservative grandmother were in the room with you.

Consider Twitter
Twitter, the micro-blogging service, is a tool that can allow you to enter into conversations with 
complete strangers who might be able to help in your job hunt. New to Twitter? It’s easy to get started. 
Begin by creating a Twitter profile page that states your profession, and be sure to include your 
location. Add a recent photograph, otherwise it’ll look unprofessional. 

After you’ve completed those steps, search for people you’ve worked with in the past – just put their 
name in the search field and see what you find. If none of them are on Twitter, it might mean are just a 
small portion of what you tweet. your profession isn’t heavily represented on Twitter just yet (this could 
end up being a plus for you). If you find previous coworkers, “follow” their feeds and get an idea of how
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they’re participating in the global Twitter conversation. You’ll also want to follow individuals at 
companies where you would love to work. 

Twitter is a conversation, and you’ll want to practice good conversational etiquette. That means sharing 
information of interest. Before you ever ask for help, you should establish a reputation as someone who 
adds value to the conversation. Use Twitter to position yourself as an expert. If you have a blog, tweet a 
link to your latest blog post. If you participate in LinkedIn discussions, do the same. 

You don’t want to be known as someone who is always taking but never giving. You can tweet that 
you’re searching for a job, and you can tweet job search updates, but make sure those comments 
Once you’ve gotten the hang of Twitter, you can get into conversations with people who work for the 
companies you want to work for. Once you’ve built up a professional relationship with them, they can be 
potential contacts when jobs come open. You might even be one of the first people they contact.

Leveraging LinkedIn
LinkedIn is the professional’s social media outlet of choice. It’s an easy way to connect with others 
in and around one’s industry. Unlike Facebook or Twitter, LinkedIn was built on the premise of being 
strictly a professional community. Nonetheless, it’s a form of social media, so you should be selective 
about what you choose to post on your LinkedIn profile.

LinkedIn can seem a bit overwhelming at first, but putting the time into it is well worth it. The 
number one job-killer for LinkedIn users is a weak profile. When your profile is empty and your 
recommendations are sparse, your overall LinkedIn page looks unprofessional. If you’re going to use 
this service, take the time to beef up your profile before exposing it to potential employers. 

Deciding which people to connect with on LinkedIn is a balancing act, and there are a several schools of 
thought on this issue. Some experts believe you should keep your LinkedIn contacts to those who are 
relevant to your work and your job search efforts. They believe that having thousands of connections 
on LinkedIn doesn’t make you look any more attractive. Other experts say that because LinkedIn allows 
you to reach out to potential employers through a web of networked connections, you could make 
important contact outside of your normal channels. But one rule of thumb stands the test of time: as 
with most things, quality is more important than quantity.

Here are some best practices for leveraging LinkedIn for maximum job-hunting power:

• Your profile should not just state what you have done in the past, but it should also contain what you
   can do for other companies in the future. It should be a blend of your job description and your value
   as an employee. Focus on your accomplishments. For example: how did you help a company improve
   its profitability or expand its market share?

• A weak recommendation can do you more harm than good. Instead of many random, and sometimes
   weak recommendations, keep your top ten most powerful recommendations you’ve got visible. A
   single recommendation from a top CEO can carry more clout than a hundred weak ones. Keep your
   recommendations only to those you’ve sincerely done business with. 
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• Join LinkedIn groups that serve your profession. After joining, jump right in and lead discussions – the
   more you contribute to discussions, the more often your name shows up in searches on the site.
   Many of those searches are companies looking for people to hire.

• Don’t wait until you’re looking for a job to polish your LinkedIn profile or participate in discussions.
   It’s hard to make up for lost time, and you never know when someone is looking at your profile.

• If you’ve got a little extra cash, you may want to consider paying for LinkedIn’s professional services, which
   are designed to serve the precise needs of job seekers. Of course, your profession may vary from this.

What About Blogs?
A blog offers a great way to demonstrate your professional skills. But there are a few things to bear in 
mind if you add a blog to your job-search mix. First, you should make sure that the blog is specific to your 
area of expertise. A blog about your stamp collection will not score any points with an investment bank.

As you write, you’ll want to try to get inside the mind of the person who will be hiring you down the 
road – what does that person need to know about you? What can you do for their business? Spend 
time writing about how you can solve problems, such as helping companies find more customers, 
streamline their technology, and so on. 

Take time to think about every really great thing you’ve done on previous jobs, and then write a first-
person post about it. It will function just like a case study. Keep your posts brief: offer just enough to 
demonstrate your skills. Never reveal clients, trade secrets, or confidential information about any of your 
previous employers. It will turn off any potential employer and could get you in some serious legal trouble.

Blog Housekeeping Do’s and Don’ts
Don’t get too clever with your blog’s title. Funny or obscure titles will only confuse search engine software 
and make it harder for people to find your site. If you’re a civil engineer, go ahead and name your site 
“John Smith’s Civil Engineering Blog.” There’s nothing wrong with being straightforward and to the point. 

Your blog’s appearance should be clean and professional. Be sure to proofread your entries each time 
you publish something. A single typo or grammatical error could easily cause someone to think you 
have poor communication skills, which does nothing to help your job hunt. 

Whatever you do, stay on topic. You are writing for one audience only: people in the industry in which 
you want to work. So write for them and them alone. Lastly, be sure to refer to your blog on cover 
letters and when you apply for jobs. When a blog is well done and truly focused on your career, it can 
be a powerful tool that may just help you stand out among the crowd.

A Final Word on Social Media and Your Online Image
There are companies that specialize in helping you clean up your online image, but as you might 
expect, it comes at a hefty cost. The best way to manage your online reputation is to be proactive 
about it in the first place. Make wise choices. Instead of ranting about your coworkers or your crazy 
boss, exercise restraint. Think before you hit that “submit” button. 
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T        here are only so many hours in a day, and when it comes to job hunting, 
you want to make the most of every minute. So before we talk about where 
you should be looking for jobs, let’s talk about where you shouldn’t. 

Job Boards Don’t Deliver
Job boards worked back when there were fewer people online, and when there 
were more than enough jobs to go around, especially within certain professions. 
Those days are over. Record unemployment and the rise of social media have all 
but rendered job boards obsolete. 

Millions of job seekers have turned job boards into a virtual slush pile of resumes. 
A decade ago, employers would frequently visit online job boards looking for 
potential new hires. This practice is fast becoming extinct; employers have more 
than enough applications and resumes coming in through their front doors. More 
job hunters are chasing fewer job postings, making it harder and harder for any one job seeker to make 
a connection.

According to Richard N. Bolles, author of the classic job hunting guidebook What Color Is Your Parachute?, 
only 4 to 10 percent of job hunters ever find jobs from Internet job postings.xvii  Jay Conrad Levinson and 
David E. Perry put it at even less, estimating that only 1 in 1000 people find a job this way.xviii 

There’s another reason to avoid online job boards: Spammers and hackers are filling the boards with 
bogus job offers and multilevel marketing scams. Phishing for personal information is also widespread. 
In 2009, the Internet giant Monster.com had its entire database hacked, exposing millions of pieces of 
personal data such as user IDs, names, e-mail addresses, birth dates, gender, ethnicity and, in some 
cases, users’ states of residence.xix 

Resume Blasts: Do They Really Work?
True or False: The fastest way to get a new job is to send out as many resumes as possible.

False. Many job seekers have been duped into believing that sending out as many resumes as possible 
is the quickest way to get a job. But nothing could be further from the truth. Despite what some people 
believe, it’s not a numbers game. Sending out resumes in scattershot fashion will only delay getting you 
hired for a good job. Resumes that are poorly matched to a job just gum up the works; employers have 
to deal with a deluge of applicants, and that spoils it for everyone.

Part 2: Job Hunting 2.0

Responding to 
classified and online 
ads and sending out 
dozens of resumes 
are the two worst 

ways to find a good 
job, according 

to experts.

It’s also wise exercise to regularly search for yourself online. Google your name, your location, and any 
usernames that you use for social media purposes. You may be very surprised at what you find. 

You’ve laid the initial groundwork. You’ve done a self-assessment and have a clear idea of what kind 
of job you want and what you bring to the table. You’ve reviewed your network and organized your 
contacts. You’ve put your best foot forward in your online persona. Now it’s time to go job hunting.
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The success rate for sending out resumes (or posting them online) is dismal – in fact, it’s only 7 percent, 
according to job hunting expert Bolles.xx 

Job hunting is like playing darts: Throw a hundred darts with your eyes closed and you might hit the 
dartboard once or twice. But if you take your time, narrow your focus, and look with both eyes, you can 
score a bull’s-eye with a single shot. 

So, What Does Work?
Jobs are created in three basic ways:
• Vacant jobs – a position opens up because someone quits, dies, transfers, or gets fired. 
• New jobs – a company is growing, so they need more workers to get the job done.
• Irresistible talent – someone in a key position at a company knows you, loves you, and wants to
   find a way to put your skills to work in their company, so they decide to create a position just
   for you. (This is rare, but it happens.)

Even in a lackluster economy, companies still need people to help them make money. Employers need 
bright, resourceful, and committed people. The trouble is that most job seekers sit around waiting for 
employers to post ads for jobs or announce publicly in some way that the job is available. But in reality, 
this is one of the least preferred ways that employers fill vacancies.xxi  

How do employers like to fill jobs? First, they look within the organization for someone with a proven 
track record. If that doesn’t work, they look for an outside person who has a proven track record 
either by actual work they’ve done (logo designs by a graphic designer, for instance) or who comes 
recommended by a trusted source.xxii 

Businesses are busy places. Lack of time and budget constraints may keep managers from ever 
publicizing their open positions. Job vacancies often get shelved for months at a time until someone 
fills them in-house or through the grapevine … or the positions are eliminated and the duties 
reassigned to other workers. 

And here is how you can use that phenomenon to your advantage:

As a job hunter, you should have one overriding goal—to get to the hiring manager during this time 
period before he or she ever publicizes the job. 

How do you do it? You do it by getting an introduction, a referral, or a recommendation through your 
network. 

If you take nothing else away from this report, act on those last two pieces of information. That alone 
will put you 99 percent ahead of everyone else looking for a job.

Doing it this way does let you accomplish two important things: 1) it gets you in front of the hiring 
manager in the way he prefers to fill a job and 2) it eliminates 99 percent of the competition you’d face 
if you waited for the job to become public.
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Research: It Pays Big Dividends
Research may be the one skill that lands you the dream job you’ve 
always wanted. By learning a few smart research tricks, you can 
uncover a wealth of information that could make a difference in your 
job-hunting efforts. 

Keeping up with your local news is a great way to see what is going 
on in your area. Print publications and other news media will give 
you a little bit of insight into where the hidden jobs might be. Look 
for announcements and news about companies that are growing and 
expanding. They just might be hiring! Business journals are also a 
great way to find potential leads on innovative companies. 

Just doing a little research on a company’s website is not enough. 
If you dig deeper, you can find treasure that most other job seekers 
miss. Here’s what you should be looking at for each company you’re 
interested in:

• The company’s website (be familiar with everything on the site)
• Competitors’ websites
• Facebook and Twitter accounts for the company & competitors
• Blogs written by or about the company
• Articles by or on the company
• Company newsletters (posted online or in print)
• Industry newsletters
• Any marketing materials you can get your hands on 
   (brochures, advertisements, etc.)
• Speeches or presentations given at conferences
• Public financial records, proxies, and annual reports

Just looking at this information will help you find out if a company is 
worth your time. Your research will help you spot industry trends

Growing Industries

These 10 industries 
are expected to grow 
between now and 2018:

1. Consulting services:
    Specifically technical
    consulting for fields
    such as marketing,
    logistics, and
    environmental science
2. Services for the elderly
    and disabled
3. Physical, occupational,
    and speech therapy, as
    well as audiology
4. Home health care
5. Specialized design
    services: Primarily
    graphic design and 
    web design
6. Computer system
    design, development,
    and programming 
7. Data management:
    Especially web search  
8. Mental health services
9. Medical laboratory and
    digital imaging centers
10. Environmental:
    Everything is “going
    green”
Sources:
1. http://www.acinet.org/ind-
view1.asp?nodeid=45  
2. http://www.market-
ingcharts.com/topics/auto-
motive/top-10-growing-and-
shrinking-us-industries-11473/

That’s why networking is your most powerful job-hunting tool. 
However, it’s not just mindless meet-and-greet networking. It’s 
networking with a powerful foundation of careful research behind 
it. Your networking should rest on research you have done on 
specific companies and businesses that:

1) you would like to work for 
2) may be in a position to hire you. 

First, make a list of companies that you’d 
actually want to work for. How do you 
develop this list? Research!
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and other important information that may give you an inside edge. Above all else, taking time to do this 
kind of in-depth research will help you answer one important question: Does this company have the 
potential to help you form a long-lasting career?

Remember, don’t waste your precious time chasing down leads for jobs you don’t even want. Your next 
step will be to make some contacts within the company, checking to see if they’ve got any “hidden” jobs 
that need to be filled. 

Visit each company’s website and begin to look for possible contacts to reach out to. Many of the 
websites will have a company directory that includes email addresses. Look up the names of people that 
may be in a position to talk to you about any job possibilities. For instance, if you’re looking for a job in 
finance, you’d probably want to contact someone who works in that sector of the company, not the CEO 
of the entire corporation. 

After you’ve found a few contact names, put them through Google. For instance, if your potential 
contact is Mary Smith, Google her name along with the company name and see what you come up with. 
Press releases, articles, and other important information may come up, making it easier for you to make 
a personal connection.
 
Next, review your network. Would anyone in your network have a closer connection to this person than 
you do? (This is where LinkedIn excels, so it bears repeating: if you don’t yet have a LinkedIn account, 
create one today.) If so, ask your connection to smooth the way by introducing you with a phone call or 
an email. At the very least, ask your connection if you can mention his or her name.

If you can’t find a connection, reach out to your targeted contact directly—with a phone call, voice 
mail, email, or letter. Be warm and personal, yet direct. Introduce yourself briefly, tell them you are 
researching opportunities with companies who have a need for X, Y, and Z (your brand/skill set), and ask 
if they have any suggestions as to who you should contact or meet with. Their response will guide you as 
to how you should best follow up.
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Turn More Competition and Fewer Leads 
Into More Leads and Less Competition
More people are looking for jobs, so you absolutely must network smart. Remember, it’s no longer just 
about who you know, but about who knows you. This is why it’s not good enough to be passive and 
wait for someone to refer you to a company for consideration. You must be your own headhunter and 
refer yourself. Developing a list of contacts within the companies you’re interested in is so crucial. 

In addition, your list of contacts to network with should always be growing. You must continually seek 
out new people and build new relationships. Having a “friend of a friend” in the business is no longer 
good enough. Your friend’s friend must now become your friend if you want to get a recommendation

How To Ask Someone in Your Network for Help
Tip #1: Make a natural, friendly connection. Whatever you do, do not call your contact and 
point-blank ask for a job or for a job referral (unless you want to look desperate and ruin a 
friendship). Instead, you should reach out to them in an informal way, either by phone or email. 
Don’t try too hard. Ask them how they are doing, and genuinely listen. You may discover that this 
is not the time to talk to them about networking. Ideally, this is someone you’ve made it a point 
to keep in touch with regularly. 

Tip #2: Set up an informal time to talk. Go out for coffee, meet for lunch…whatever you do, keep 
it light and low pressure. And again, ideally this isn’t the first time you’ve gone to lunch together. 
Share your story (you lost your job, you’re changing careers, etc.) without giving every gory 
detail. Keep it brief and honest. 

Tip #3: Ask for help. After you’ve given your story, ask your contact for any help they may be able 
to give. Start by taking the pressure off of them – make sure they know you are not asking them 
for a job. Make it clear that you are seeking their expertise. Ask your contact 

for any no-strings-attached advice or job leads they might be able to give. If your contact seems 
nervous or unable to help, simply smile, and skip ahead to tip number five.

Tip #4: Listen, listen, and listen. Let your contact do the talking now. You’ve expressed your story 
and your need…there is no reason to elaborate unless they ask you for more information. It is 
their time to talk. Let them know you understand if they are unable to help you. Above all else, be 
kind and gracious.

Tip #5: Be thankful. No matter the outcome of your meeting, be appreciative of your 
contact. Verbally thank them for taking the time to meet and talk with you. (If you 
can spring for their coffee, all the better.) Later, you should follow up with an email or thank-you 
note to express your gratitude once more. If you get some leads, great! If not, move on. 
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that’s powerful enough to land you a job. This is 
why taking the time to search out people within 
your desired industry is a must. Join associations, go 
to luncheon meetings, and attend functions that will 
allow you to make new contacts. Simply put, you 
must put yourself out there. Staying at home and 
hiding behind your computer will not work in this 
job market.

Before you begin to reach out and start connecting, 
however, it’s time to create the essential tools as 
part of branding and packaging yourself – resumes, 
cover letters, and portfolios that will make you 
stand out from the crowd and be irresistible to 
potential employers.

Branding Yourself with Your Resume
With millions of resumes and job applications 
floating around in today’s competitive market, 
it takes some serious work to get your resume 
noticed. There are no hard and fast rules on how to 
create the perfect resume … and it can pay to break 
the unwritten rules, anyway. 

Hiring managers look at resumes all day long. A 
canned, standard template resume will not get 
their attention. But neither will a ten-page disserta-
tion. It’s a delicate matter, for sure. If you’re lucky, 
the manager may spend thirty seconds looking at 
your resume. Your resume must not only grab their 
attention; it must also enable them to quickly spot 
who you are, what you do, and how you can be ben-
eficial to them. Don’t make them work for that information. 

Your personal brand showcases your core skill set and even better, shows a potential employer what 
makes you irresistible to them. Your resume should tell a brief story, in bulleted points, of who you are, 
your background, and what skills you have that simply can’t be overlooked.

Remember that self-assessment you did? Here’s where you’ll use it. Identify those things that make you 
unique, both work-related and overall personality traits. For instance, you may be the world’s fastest 
typist and you also have a bubbly, energetic personality. Companies are most interested in your skills to 
be sure, but they’re also looking for chemistry and personality. Don’t make the mistake of focusing too 
much on the dry side of your resume. You want them to take notice of your humanness, too. 

Once you identify a few key areas, write a branding statement of one to two sentences—no more. This 
will go into the top portion of your resume to help you get quickly noticed.

Shrinking Industries
These 10 industries are projected to 
experience steep declines in 2011-2012:
1. Department stores
2. Electronic manufacturing
3. Motor vehicle parts manufacturing
4. The U.S. Postal Service
5. Printing services
6. Apparel: from manufacturing to
    tuxedo rental, the whole industry 
    is in decline
7. Newspapers
8. Agribusiness
9. Wired telecommunications carriers
    (landline phones are going the way 
    of the record player)
10. Mill work

Sources:
1. http://www.marketingcharts.com/
topics/automotive/top-10-growing-and-
shrinking-us-industries-11473/
2. http://money.usnews.com/money/
blogs/flowchart/2011/03/08/10-
industries-that-will-shed-jobs-in-2011
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Generic, Broad Statements Are the Kiss of Death
It’s important to remember that most people in a position to hire you only spend a few seconds scanning 
over your resume before they decide if they’ll call you in for an interview or not. This is why your resume 
must be hyper-focused. Trying to pass off a generic resume for multiple jobs is a bad, bad idea.
 
Using hopelessly generic objectives on your resume such as “Finding a challenging position where I can 
use my skills and have room for growth” are a waste of paper and ink. These broad, general statements 
certainly do not make you stand out from the crowd. 

Stay away from making overinflated feel-good statements like, “I am a goal-oriented team player with 
a long track record of building meaningful relationships.” While these statements may have worked 
once, they no longer hold any power. They are too vague and often misleading. Managers are looking 
for no-nonsense people who do what they say and say what they do. Cut the fluff.  

Instead, make it immediately clear who you are and what you do. Take your title and put it at the top of 
your resume. Make sure it is in bold. Let it spell out exactly who you are:

Mary Smith; Special Education Teacher with 15 years experience 

John Smith; Senior Project Director at Any Town Hospital 

Back Up Your Brand
You’ll want to spend the rest of your resume space proving your brand. This is done by highlighting 
your work experience and achievements. Be very specific about what it is you’ve done in the past. Give 
the reader a clear picture of what you’ve done for previous employers. Show them what sets you apart 
from other candidates with similar qualifications. The best way to back up your claims is to measure 
them with numbers, percentages, or dollar amounts.

Instead of writing “responsible for managing many projects for our company” you should get specific. 
Try this instead: “I managed fifteen capital projects in 2010 on a budget of $250,000; also responsible 
for staffing and leading a project team of twenty people.”  

It’s a myth that your resume must include your entire work history. Only include the best-of-the-best, most 
relevant information to include. Anything that’s not relevant distracts from your brand.

The Power of The Cover Letter
If there is one tool that job hunters misunderstand, it’s the cover letter. The cover letter was never meant 
to be a long essay or another resume. Your cover letter has just one job – to get your resume read. 

Remember, you won’t be sending out hundreds of resumes. Do not use generic cover letters you find on 
the Internet, inserting only the company’s name. Instead, each inquiry for a job should be carefully targeted, 
and your cover letter should be personalized for each inquiry. Your cover letter allows you to make a 
personal connection with the reader, and it should have a more conversational tone than your resume. 

The cover letter allows you, in narrative form, to tell the employer two things: what’s so special about you 
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that he should read the resume and what you are asking for (an interview). You can mention specific job 
openings you’re interested in or request general information. It’s completely up to you. If someone has 
referred you for a job, or you have a good inside contact at this company, by all means, mention it in the 
cover letter. This is one time that name-dropping is a good thing. 

Perfection is of the utmost importance when writing your cover letter. One simple mistake or typo could 
ruin your chances at getting an interview or could land your entire package in the trash. 

Finally, make sure you keep a file with copies of all your cover letters. That way you know what you’ve 
sent to whom, and there’s no chance of duplicating them or making a stupid error. 

Your Portfolio
People in the creative industry understand the power of a strong portfolio. But what many people 
don’t know is that even those in non-creative industries can benefit from one. 

A portfolio is a show-and-tell presentation that highlights your work in a sophisticated fashion. It offers 
you the opportunity to show off your skills and those projects you’re the most proud of. Portfolios work 
well for those who are just graduating from college – either for the first time or later in life when changing 
career paths. Portfolios can be strong tools for those applicants who, for whatever reason, have less work 
experience. But portfolios are also excellent tools for seasoned executives at the peak of their career.

Your portfolio should be attractive and well organized. Just like your resume, it should be completely 
relevant to the job you are seeking. When choosing an item for your portfolio, you should first consider if it 
has value in your job search. 

If you’re a creative, you know what you should be including. But if you’re not, here are the types of things 
you can—and should—put in a portfolio:

• Case studies (success stories) of projects that you have worked on. Limit each case study to one
   page, but include up to half a dozen of the most impressive projects you have worked on. If you’re
   not a good writer, it may be worth hiring a writer to do this for you. Each case study should clearly
   demonstrate your value to the company—and it’s best if that value can be quantified in cost savings,
   profits, or efficiencies achieved. 
• Articles you have written for industry publications, the general media, or even the company newsletter.
• Articles written about you and your work.
• The covers of any books you have written.
• Work samples, if appropriate.
• Color copies of award certificates or other recognition you have received.
• Your professional biography and head shot.

Here are some tips for creating a professional portfolio:
• Use a loose-leaf binder; this will allow you to easily move things around and to add and remove items.
• Include a copy of your resume.
• Use the same style of font throughout your portfolio whenever possible; this makes it look uniform
   and neat.
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• Keep it streamlined. Your portfolio should highlight your best works, not everything you’ve ever created. 
• Avoid being redundant, and thoroughly edit your pieces for errors. 

Take It…and Leave It
Most people who use portfolios bring them along to the interview. It’s a good way to visualize your 
abilities and offers you some talking points during the interview. But you shouldn’t stop there. Leave 
a copy of the portfolio with the interviewer if at all possible. This way the person that interviewed you 
can go back and look at your work long after the interview is over. It also gives them the opportunity to 
share it with other people within the company who are involved in the hiring process. 

You may want to scan your portfolio so you can turn it into an electronic document. If you save it as a 
PDF, you can use it over and over again, email multiple copies of it, and even offer it as a download on 
your personal website. 

eResumes, Web Portfolios, and Personal Websites
A personal website practically guarantees that hiring managers will find you if your resume catches 
their attention. A website is an advertising platform of your very own. If done well, it can be the 
foundation of your personal brand. A personal website gives you the opportunity to showcase your 
background, talent, and what you have to offer. 

Your website is like having an “always-on” resume and portfolio that can be viewed by anyone at any 
time.  This could be a major plus if a hiring manager is working late and wants to find out more about 
you, but a phone call is out of the question.

Begin by registering your own domain. Domains are available from most website hosting
companies. They don’t cost much (typically around $10 a year) and they allow your website name to 
be a personal reflection of you. www.your-name-here.com -- looks far more polished and professional 
than a website hosted by somebody else. 

Make sure you pick an original domain name. If you’ve got a common name like Tom Johnson or Ann 
Smith, you may find it impossible to use just your name in the web address. If so, you’ll have to get 
creative. Start by adding a middle initial -- www.tom-t-johnson.com or your profession -- www.tom-
johnson-sales-pro.com.

Next, find a low-cost Web host. You shouldn’t pay more than $100 a year to host a personal website. 
Even if you’re strapped for cash, $100 is a small price to pay for having your name show up when that 
hiring manger searches for your name online. Most Web hosts have easy management systems (like 
WordPress) that make creating your own website very easy. 

Five Key Components of a Personal Website
Your website should include the following:

1) Home page. Here you’ll state your unique qualifications, offer a broad-brush overview of your
    major accomplishments, and include a studio-quality portrait (pictures from your vacation in 
    Cancun  will not cut it).
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Part 3: Interviews and Negotiations

2) Extended resume: This page expands on all the accomplishments in your print resume, but adds
    more pertinent details that you didn’t have room to include on your official resume. You can take the
    time to elaborate here, but don’t over-do it.

3) Portfolio: Your most notable career accomplishments belong in a portfolio. Don’t worry if you’re
    neither a photographer nor a graphic designer; you can still use a portfolio to your advantage. Unless
    confidentiality is an issue, include the name of the company you did the work for, a quick description
    of what you did for them, and if possible, include a logo from the company to add visual interest.

4) Testimonials. Use the best quotes from people who’ve loved your work in the past. This is a great
    alternative to the boring and dry “references available upon request.”

5) Contact information. Post only as much information as you feel comfortable making public. At the
    very least, give a working email address. Adding a phone number is a great idea, if you don’t mind
    being bothered at home or on the go. If a manager is really interested in speaking with you, or wants
    you to come in for an interview, they’ll likely want to speak with you over the phone. 

Ace Your Interview
If you’ve been granted an interview, you’ve already won half the battle. Interviews are precious 
commodities to job hunters – employers don’t waste their time conducting them unless they are serious 
about talking to you. You’ve invested too much time and energy into your job search to blow it now. 

Before your interview, you should do some informal practicing. It doesn’t matter if you’ve been on a 
hundred interviews before – they’re usually nerve-wracking even to the most

seasoned veteran. Ask family members or friends to help you prepare. If you have friends who work in 
HR or have experience conducting job interviews, now is the time to call in a favor with them! Let them 
ask you some typical interview questions off the cuff and see how you respond. Listen earnestly to 
their input, and then practice whatever needs work.
 

What Not to Wear
No matter what job you’re applying for, please dress professionally. We might live in a jeans and 
flip-flops society, but looking good still matters when you’re job searching. Now is not the time to 
be casual, unless perhaps you’re applying for a job as a landscaper or a lifeguard, and even then you 
should look your very best. Use your own judgment as to the specifics of what you should wear, but 
never underestimate the power of a nice suit (for men or women). 

Nose piercings, tattoos, and spiked hair are parts of our current fashion culture, but they should be left 
at home when interviewing for a job. This isn’t the time to debate whether or not this is fair – it is what 
it is. Research has proven that you have the best chances of being offered a job when you choose to be 
a little more conservative at the job interview. 
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‘Twas the Night Before the Interview…
The night before your interview, do everything possible to reduce your stress level the next day. Iron 
your clothes, buff your shoes…do whatever it takes to have things ready when you wake up the next 
morning. You’ll also want to try and get as much sleep as possible. The last thing you want to do is go 
into a job interview with bloodshot eyes.

Wake up early on the day of the interview to allow yourself enough time to prepare for the day. Start 
by eating a good breakfast, but don’t over do it with anything too heavy that you’ll regret later on. Give 
yourself plenty of time to get dressed and ready. It goes without saying you should be well groomed.  

Allow yourself plenty of travel time. If you don’t know where you’re going, you may want to find the 
office and do a ride-by the day before. (Don’t depend on a GPS to get it right for you.)  If for some 
unforeseen reason you realize you will be late, call in to the office and let them know. Your best bet is to 
arrive five to ten minutes early. Anything over that is probably too much. You can always wait in your car 
and relax for a few minutes before going inside. 

Visit the restroom beforehand. Throw out your chewing gum, comb 
your hair, and so on. When you arrive at the office, be kind. Smile 
at the receptionist. Greet them and thank them appropriately. 
Lastly, make sure you turn off your cell phone. Don’t even put it on 
vibrate…that shaking can be just as annoying to an interviewer. Be 
safe and turn it off.

In the Hot Seat
In almost all cases, the interviewer has already reviewed your resume, cover letter, and application. The 
purpose of the interview is for them to have a chance to get to know you and learn more about you. While 
your responses are important, the interviewer is also observing your mannerisms and behaviors, so make sure 
you are as polished as possible, while still being true to yourself. You want to let your best qualities shine.

The handshake, once a no-brainer in a job interview, has decreased in popularity now that more men and 
women work side-by-side in the work place. Be prepared to offer or accept a firm handshake when it is 
appropriate to do so. You’ll just have to trust your own judgment. When you enter the interview room, 
keep standing. Do not sit down until you are directed to do so…it’s just good manners.

During the interview, do your very best to just remain calm and be yourself. Maintain good eye contact  
and try not to fidget. Do everything you can to look confident, without looking arrogant. Speak clearly and 
be succinct with your responses. Nobody wants to hear your life story. Give adequate details, but don’t 
over-do it. If you’re unclear on a question, a name, or a point, politely ask for clarification. 

Reverse the Risk for Potential Employers  
Let’s get one thing straight: it’s not about you. A potential employer doesn’t care how badly you need a 
job. All she cares about is if you can solve her problems. 

Potential employers are taking a big risk by hiring you. They want to know, without a doubt, that you can  
If public advertisement is the riskiest way to find a new hire, then filling a job opening through in-house 
staffing is the safest way to go. In-house promotions are essentially risk-free, since the employer already 
knows the employee’s track record.
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Employers do look at a candidate’s work experience as a way to determine their risk factor in hiring him. 
The more work experience a candidate has, especially within the field or a related field, the better. But 
these days, that’s still not enough to reassure an employer. 

A recommendation by an employee, fellow employer, or industry professional carries much weight and 
is more likely to score points on the potential employee’s behalf. A referral or recommendation from a 
trusted source can allay many doubts. Take the case of Thomas N., a twenty-year-old working his way 
through college. Thomas’ strengths were his excellent interpersonal skills and his attention to detail, which 
were a good fit for an administrative/receptionist position in a small dental office. Thomas did very well at 
the interview, but things started to 
unravel when the employer looked 
into his background more deeply. 
While he had held several jobs in the 
fast food industry, his work history 
was sketchy. A difficult home life had 
impacted Thomas’ job performance, 
and his references weren’t the 
greatest. Then Thomas learned that 
a close family friend was also friends 
with the employer. The friend went 
to bat for Thomas, explained how 
he persevered despite an unstable 
home life, and how motivated he 
was to make something of his life. He 
got the job.

So what’s a job seeker to do, 
if they don’t have a referral, a 
recommendation, or strong work 
experience? There are other ways 
to show a potential employer that 
you’re a solid candidate and not a 
risky investment. Consider offering 
the employer a “try-before-you-buy” 
package they can’t resist. Here are 
a few examples of ways you can 
negotiate a risk-free chance at a job:

• Agreeing to work a probationary 
   period while accepting a lower
   “training” wage (thirty, sixty, or
   ninety days)
• Taking some time to try out a job
   before the employer extends an
   official offer. For instance, if you’re
   looking at a sales job, you may
 

• You’ll most likely be asked why you want to work for this 
company and why you think you’re a good match for the 
job. Prepare in advance and have a good response ready.

• Ask questions. Have a few questions “in your back 
pocket” that you can ask the interviewer. This helps you 
look genuinely interested in the company and engaged in 
the interview process.

• Ask about the future: the projected growth of the 
company, the industry, and your opportunity for 
advancement. This lets the interviewer know you are 
career-minded and in it for the long haul. 

• It’s okay to ask about salary and benefits, but never let 
this be your first question. Let the interviewer bring it up, 
if at all possible. This is usually discussed near the end of 
the interview, especially if they’re interested in hiring you.

• Never lie in an interview. No job is worth risking your 
personal integrity, and most interviewers can spot a lie a 
mile away. 

• You may be asked to prove your skills on the spot. 
For instance, if you’re an executive assistant, you may be 
asked to prove your typing or computer skills. Be prepared 
for this, and don’t let them see you sweat. Use it as your 
moment to shine.

Talking Points: A Few 
More Interviewing Pointers
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   spend a few days riding along with a sales rep to see if the job is a good fit for everyone involved.
• Offer your services for a few days at no cost to the employer…if they’re happy, you’re hired. If not, there
   are no strings attached.
• During the final interview process, discuss with the employer a list of outcomes that must be met in the
   first ninety days in order for the job “match” to be a successful one for both parties.

The best way to convince a potential employer that you’re low risk is to always be thinking what’s in it for 
the employer, not just what’s in it for you.

The End of the Interview Could Be the Most Important Part 
If an employer is thinking of making you an offer, the end of the interview could be the most important 
part of the whole process. They may ask when you are available to start. Don’t be afraid to tell them 
the truth if you have to work out a period of notice, but be as accommodating as possible. If you are 
asked about what you would like in a salary, be honest yet fair. If you’re new to the industry or have 
thin work experience, you can’t ask for the moon, so don’t let greed be your downfall.

When the interview is over, make sure you thank the interviewer for their time. Ask if there are any 
follow-up procedures you should know, and let them know you are willing to come back for more 
interviews with other staff if necessary. 

Follow up with your personal contacts in the company if you haven’t heard anything in two weeks. 
Don’t be pushy, but let them know you’re still very interested in the job. They may still be considering 
you for the job, but things may be bogged down in HR paperwork or other logistical matters. 

Negotiating Your Salary 
Before accepting any job offer, you must have a conversation about salary. Failure to do so could leave 
you sorely disappointed. However, there is an art to how you go about it. Most importantly, you should 
never discuss salary until the end of the interview process. For some jobs this could be at the end of 
the first and only interview, and in other cases it could be after several interviews with company staff.

It’s okay to ask questions, but “What’s my salary?” should never be the first question to come out of your 
mouth. During the interview, your goal is to prove to them they cannot live without your services as an 
employee. Delaying the conversation about your salary may end up netting you more money in the long 
run, after they’ve been thoroughly convinced they must have you.

How is that even possible?
Most employers already have a salary range in mind. For instance, if they know that $50,000 a year is 
the maximum salary they’re willing to give for a certain job, they may start the negotiating at $40,000 
a year, hoping that someone will be so happy to have a job, they won’t ask for more.

That’s why negotiating your salary is possible – almost all employers have a range in mind, and they 
start at the bottom end of that range. Who can blame them? The ultimate goal of the employer is to 
save money and get the best value. Your ultimate goal is to get the most money for your service. You’ll 
most likely have to meet somewhere in the middle.
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The Salary Negotiating Secret Employers Don’t Want You to Know
It’s so simple, yet so many job hunters don’t know this little secret. So, how do you get the highest 
starting salary possible?

First, you must wait as long as you possibly can to discuss salary. The earlier you discuss salary, the 
more eager and desperate you appear to the employer. That perceived desperation will signal the 
employer to offer you the very bottom of the salary range and may even cause them to reconsider 
their maximum salary.

When you do discuss salary, let them be the first to throw out a number. If the employer asks, “What 
kind of salary are you looking for?” your first response should not be a number. Instead, turn the 
question back around to them. Ask the employer what figure they have in mind, since they are the 
ones who created the job and know what they have to offer.

Failure to Research May Cost You Big Bucks
You must go into the final interview with some basic knowledge about what the average salary looks 
like for your specific industry and job. This will help you get a clearer picture of the salary range your 
employer will have in mind. 

Doing some research in advance will help you spot a low, mid, or high-end salary offer. Here are a few 
ways to research salaries:

1. Go online. Look up various salary ranges in your specific industry, and in your local area. Salaries for the
     same job can differ across the country. Visit www.salary.com and www.salaryexpert.com to get started. 

2. Ask your network. If you don’t have a personal connection at a similar company or organization
     to get this “inside” information from, talk to indirect sources – request information from industry
     associations and clubs, job trainers, and so on. Local community colleges and universities may also
     be able to help you uncover this information.

3. Look at the salaries of those above and below you. Then, take the average of the two. For instance, if the
     person with the job above you makes $50,000 a year, and the person below your job makes $40,000 a
     year, you can safely bet the “average” salary for your job is going to fall somewhere around $45,000 
     per year. 

It’s Not Just the Amount on Your Paycheck That Matters
Don’t forget to factor in employee benefits when considering and negotiating your salary. Health 
insurance, paid vacation time, 401k matching, stock options, retirement plans…benefits can vary from 
job to job. Likewise, each person has different needs as far as benefits are concerned. 

One person may have a desperate need for dental insurance, while another person couldn’t care less. 
You’ll need to the think about the benefits you want and need, and factor those costs into your overall 
compensation. Some people are willing to work for a smaller salary when they get a large benefits 
package. Other people would rather just have the money and few benefits. You may be able to 
negotiate a better salary if you’re willing to take less in benefits, and vice versa. 
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Get It on Paper
After a job has been offered, and salary and benefits have been negotiated, you should have some form 
of a formal agreement written down on paper. Before you actually begin working, you should have either 
an employment contract drawn up or some sort of paperwork where both parties sign-off spelling out 
in detail the salary agreement. This is important – employers will sometimes “forget” what they agreed 
upon during the interview process. Don’t start working until all the kinks have been ironed out.

Remember, you don’t have to accept a job. It is ultimately your decision whether or not you accept any 
job or any salary.

Part 4: Strategies for Career Success 
in Good Times and Bad

Congratulations!  You’ve got the job. Now what?

Start by looking at your new job as more than just a way to pay the bills. Instead of being focused 
on the job itself, learn to be career-minded. This job may be your dream job and the last position 
you ever take…but for most people, a new job is yet another stepping stone in your career. Your 

job search has taught you one very important thing – you should always be looking at the bigger 
picture. Go forward and succeed in your new position, but never stop growing your career.

Now that you’re working, there are some steps you should take to help you make sure you don’t find 
yourself unemployed once again. 

Say Thanks
Make sure you contact those people in your network that helped you find employment. Sincerely 
thank them for everything. Send a nice card and perhaps a small token of your gratitude. Treat them 
to coffee, and offer your services in the future. This is one of the best ways to build networking 
relationships that last a lifetime.

Show Up and Be on Time
Unless it is a dire emergency, don’t miss work, and don’t ask for vacation when you’ve just started the 
job. Show up for work early—every day. Finish projects on schedule and make all of your meetings. 
Don’t hesitate to put in longer hours if needed, without complaint.

Pull Your Own Weight
Research has shown that the first ninety days on the job are the most crucial. In that time frame, your 
boss will decide if taking a chance on you was really worth it or not. You should master all the skills 
needed for your new job as quickly as possible. Be a quick learner and become independent on the 
job. You’ll look capable, helpful, and hard working…three great qualities every employer wants to see. 
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Go the Extra Mile
Be great at what you do. In addition to the work you were hired for, always do a little bit more. If 
you have extra time on the job, don’t dawdle or slack off. Offer to help your co-workers. No matter 
how trivial, give each assignment your very best. You want to be viewed as an absolutely necessary 
resource, not an expendable one.

Follow the Golden Rule
That little gem you learned in Sunday school is probably never more important than at work. Treat 
everyone the way you’d like to be treated. The custodian should get the same treatment you give to 
the CEO of the company. Be friendly and kind to everyone. 

Be a Good Communicator
Learn to communicate well at work. Figure out if your boss prefers to be contacted by phone, email, 
or in person, and then honor their wishes. You’ll be more likely to get a response when needed. Learn 
to balance your communication—don’t wait until the last minute to alert your boss to a potential 
problem, but don’t bother them with every question you have either. 

Don’t Be a Time Waster
You’re not getting paid to surf the net, play video games, or check Facebook during work hours. Many 
companies today monitor the online activity of their employees. Doing something as simple as sending 
a personal email on company time can give them reason for termination. 

Give Credit Where Credit Is Due
If you work in a team environment, never take credit for something you didn’t do. Give credit where 
appropriate, and consistently thank others for their help. Likewise, don’t be a braggart about those 
things you are responsible for accomplishing…unless you like making enemies.

Don’t Complain
When a company is looking to downsize, whiners and complainers are usually the first ones to get the 
axe. In a tough economy, stress is at an all time high. Management does not want to hear how unhappy 
you are or how unfair or wrong you think the status quo is. So, do your very best not to complain at work 
– about anything. Even when the boss asks, “How’s it going?” be careful with your response. There is a 
time and place for airing your concerns, but you need to be extremely careful in how you proceed. Save 
your frustrations for another outlet and decompress away from work. Silence really is golden.

Don’t Worry, Be Happy
Every day, when you get up, choose to be thankful for your employment. Even if it’s a “stepping-stone” 
or “pay-the-bills” kind of job, it’s a job. Be happy that you’re working. Let this happiness filter down 
into your daily duties at work. When your boss gives a new sales lead to another person, remind 
yourself that you’re happy to be working, and do your best to let it go. If you do your job right and 
maintain a positive attitude, your turn will come eventually. 
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Choose to Be Neutral
Do not get caught up in office politics. No good ever comes from it. Choosing to ally yourself with the 
wrong crowd could mean big trouble. Getting too cozy with your boss or management is also a bad 
idea. If your boss is downsized and you’re a close ally, your job may get cut too. 

You Must Understand the Law of Supply and Demand
All paid labor, from sweeping floors to working as the CEO of a Fortune 500 company, is subject to the 
law of supply and demand. There must be demand in the marketplace for what you do if you’d like to 
stay employed. One change in technology or the economy can make your job obsolete overnight. 
That’s why it’s wise to always be a student — learning more skills and acquiring more knowledge that will 
make you valuable in any job market. You must be able to roll with the changes. Take continuing education 
courses as you see fit, learn skills important to your industry, and stay abreast of industry standards and 
trends. Doing so will increase your knowledge and make you more marketable as an employee. 

Instead of focusing on the job you have now, look at the bigger picture. Invest your energy into 
developing a satisfying career. Every decision you make should somehow support your working career 
– whether it is at this job or at another job in the future. 

Stay Connected with Your Network
If there is one lesson you learned in the job search process, it’s the importance of having a good network. 
Never forget this. Even when times are good and you’re enjoying your current job, you should keep 
investing in your network, continuing to add new connections and further long-standing relationships.

According to the United States Labor Board, the average American changes jobs every four to five 
years.xxiii  When the next job change occurs, whether voluntary or not, you’ll want to have a strong 
network behind you. Your network is more than a group of contacts. It’s a base of relationships in and 
around your industry that will help you make connections both now and in the future. With that in 
mind, you should make time each week to invest in your network. This can be done in several ways:

• Participate in trade associations or clubs related to your career
• Attend conferences or lectures in your field
• Read and keep up-to-date with industry materials – subscribe to trade publications
• Submit your own articles or give presentations related to your work
• Attend classes and lectures to further your education
• Look for opportunities to meet new people in your line of work
• Always keep an eye on the competition

And finally, with networking, one practice should be paramount: pay it forward. Never let an 
opportunity go to help someone out.

Keep Tweaking That Resume
As you’ve no doubt discovered, most job changes are not exactly planned events. That’s why you should 
periodically revisit your resume, even when you’re blissfully happy at your new job. This keeps you career-minded 
and ready when opportunity knocks at your door. Your next promotion could be right around the corner.
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Conclusion
The job market is always evolving, in good times and in bad times. If you’ve read this report, you know 
that change is an inevitable part of your career. Jobs are temporary. They will change all the time, 
and understanding how those changes affect you will be extremely important if you want to remain 
employable. You must be prepared, at all times, to seek out new companies, new positions, new skills, 
and perhaps even new industries if the need arises. 

According to Daniel Pink:
Many of today’s knowledge workers will have to command a new set of aptitudes. They’ll need to do 
what workers abroad cannot do equally well for much less money—using R[ight-brain]-directed abilities 
such as forging relationships rather than executing transactions, tackling novel challenges instead of 
solving routine problems, and synthesizing the big picture rather than analyzing a single component.xxiv 

The good news is, you 
now know how to do it. 
You know the one secret 
most job hunters don’t – 
it’s all about your net-
work. Armed with your 
contacts and a few hours 
of good research, you 
can find the jobs – the 
great jobs – that nobody 
else knows about.
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