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SOME TOPICS IN CAREER MANAGEMENT

I. Goals and Objectives

A. Setting goals and objectives to get the job/career you want

• Self-appraisal -- analyze yourself and your needs.
• Talk to people who have been successful.
• Talk to others and find out how they have moved around.
• Determine if you can achieve your goal at your present organization or if you

need to look somewhere else.
• Target organizations. Decide what you are trained to do best of all. Aim your

approach toward using those skills. Look for organizations that should be
interested in knowing about you. Don't worry about whether there is an opening at
these target organizations. Find someone in your network (or expand it if you
need to) who can give you an introduction to anyone at the target organization. It
doesn't matter whether the introduction is to a person in the area you want to work
in that target organization.

• Use your network to obtain an "information interview" with someone at target
organizations. Go see that person. They will be flattered that you are interested in
their organization. Don't ask your new friend at the target organization for a job.
Ask them, "What is it like to work here?" Tell that person, "I am interested in
exploring opportunities at an organization like yours. My experience includes -----
(fill in appropriately)." Leave your resume, with the closing comment, "If you
hear about anything, I would appreciate your passing my resume along, or calling
me." This puts you in charge of your search. You aren't waiting for a headhunter
to call you, or someone to call back about the resume you sent into an
advertisement.

II. Effective Job Seeking Techniques

A. Self appraisal

• What is bothering you about your current situation?
• Analyze your job, yourself and your needs.
• Analyze effects of job change on your family and yourself.
• Networking.

_ The network does not need to be extensive.

B. Networking

• When building your network, your "personal chemistry" with the people you are
selecting to be in the network is very important.

• Introductions of friends.
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C. Try to Establish a Good Reputation

• Publishing.
• Speaking.
• Do better than anyone else.
• Be recognized in your functional area.

D. Get your papers on file at the places you want to work. (See target organizations
above in I A.)

III. Resume Writing, Organization & Presentation (A resume is an "inventory" of your
experience.)

A. Making your resume effective

• Stress chronological resumes
• Reporting relationships.
• Supervisory responsibilities.
• Budget.
• An accomplishment or two for each position, especially last two or three.

B. Have one Resume, varying cover letters

• No objective on resume, outline it in your cover letter.
• Tailor the cover letter to the specific situation.

IV. Effective Interviewing Techniques

A. How to present yourself and be remembered for your strong points

• Be yourself! However, "the first 30 seconds of a job interview are crucial," says
Ollie Stevenson, author of "101 Great Answers to the Toughest Job Search
Problems." She says her observation is based on the experiences of "real life"
people. "The interviewer makes an immediate overall judgment about you
within the first five seconds, and the next 25 seconds are spent checking the
chemistry and verifying the initial impression," says Stevenson. She has some
suggestions on how to handle those early moments:
_ Project the image that fits the job you're going after.
_ Make eye contact, smile and trust your gut reactions.
_ Dance their dance. If they sit, you sit. If they joke, smile.
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• The more research you've done on the (organization) before the interview will
help your "chemistry" with the interviewer. "If the chemistry's not there, you
can forget that job opportunity," Stevenson says.

• Be able to tell your story, "how", "why", "when", and "what."

Research the organization, prepare. Try to get a position description, an annual report
or other background information about organization. Also check your network about
the people you might meet.

Follow the lead of the interviewer, and be ready for some tough questions, such as:

• "Describe a situation where your work or an idea was criticized."
• "Have you done the best work you are capable of doing?"
• "What problems do you have getting along with others?"
• "How long will you stay us?"
• "I'm not sure you're suitable for the job."
• "Tell me about something you are not very proud of."
• "What are some of the things your supervisor did that you disliked?"
• "What aspects of your job do you consider most crucial?"
• "Why did you leave your last job?" (If you have been fired and the interviewer

knows it.)

Also be ready for opportunities to demonstrate:

A successful, healthy personal profile:

• Drive: A desire to get things done. Goal-oriented.
• Motivation: Enthusiasm and a willingness to ask questions. An organization

realizes that a motivated person accepts added challenges and does that little bit
extra on every job.

• Communication Skills: More than ever, the ability to talk and write effectively
to people at all levels in an organization is a key to success.

• Chemistry: The interviewer is looking for someone who does not get rattled,
wears a smile, is confident without self-importance, gets along with others -- who
is, in short, a team player.

• Energy: Someone who always gives that extra effort in the little things as well as
important matters.

• Determination: Someone who does not back off when a problem or situation gets
tough.

• Confidence: Not braggadocio. Poise. Friendly, honest, and open to employees
high or low. Not intimidated by the big enchiladas, nor overly familiar.
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Professional traits identify you as loyal, reliable, and trustworthy:

• Reliability: Following up on yourself, or relying on anyone else to ensure the job is
well done, and keeping management informed every step of the way.

• Honesty/Integrity: Taking responsibility for your actions, both good and bad.
Always making decisions in the best interests of the organization, never on whim or
personal preference.

• Pride: Pride in a job well done. Always taking the extra step to make sure the job is
done to the best of your ability. Paying attention to the details.

• Dedication: Whatever it takes in time and effort to see a project through to
completion, on deadline.

• Analytical Skills: Weighing the pros and cons. Not jumping at the first solution to
a problem that presents itself. The short and long-term benefits of a solution against
all its possible negatives.

• Listening Skills: Listening and understanding, as opposed to waiting your turn to
speak.

If possible, try to show:

What exploring this situation represents for you professionally and personally.

• How some of your significant achievements might fit into the new situation.

• Have 2-3 points about yourself that you want the interviewer to remember.

• Have questions or comments (Why is the position open?).

• Include your enthusiasm and interest in the situation.

• Look for opportunities or openings to "strut" your stuff in a professional manner.

B. Interview follow up

• Thank you letter right away.
• Put a note in your tickler file to follow up in the time frame the person(s) you met

outlined.
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A New Request of Candidates

In one of our assignments, the client asked us to work with candidates to document with short
written examples, their record of:

• Leading change,

• Leading people,

• Results driven accomplishments stressing accountability and continuous improvement,

• Business acumen, and

• Building coalitions/communications.

We believe these, and other examples, might be good ones to include on a single page as an
attachment to a resume.
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