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Welcome to the American job market.

The American job market is one of the most exciting marketplaces in the world. It's a place
where millions of people compete for work. It's a place where careers are launched, where
fortunes can be made, and where dreams can come true.

Is there a job out there for you? But don’t let the competition

Of course there is. As you can see from the bar frighten you.

chart be|0W, American emp|0yers hire @ Most JOb hunters are not Very Organized.
ge

million new people last year. That's arN\gVefge Th'ey QOn’t have a -T°9 many people

6.3 million new hires each month. think j ‘ sitting in front of a
w M€ out a dozen job

You will have competition. aﬁ tions, crossing theigigers for luck,

" D and waiting for a call them. For
Lots of people have been w ‘%Ue for &
, most, no, e cMs.

the economy to ingp v@%e cah look for gﬁ

new or better jobs.ghére could be dozeps, 5“& e job market should

even hundreds, of people compe"( %\ change and employers stop hiring?

job opening you wa \\ ‘ Even during the worst recessions, it's amazing
how quickly a hiring freeze will thaw when the
right person starts chipping away at the ice.

Annual hires, in millions of people
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Learn how employers hire so you’ll know what they
need and want.

Hiring new employees is tricky. First, it's expensive. It costs employers about
$4,000 to recruit and train each new person. Second, finding someone with the
right skills and personality can be difficult. Here’s the process that hiring
managers use to find the best candidates.

process by reviewing and

Most hiring managers will announce the job
updating the job descriptio

opening to their first. They know
A job description is a document that explains that&& might want to apply for

the duties needed to perform a job. Every, a) ing themselves. Q

has a job description. ther employees m outside
The hiring manager wi r friends who, Q eat flt for that job
description when w% anted Ope @§ riends of employees are a
advertisements, readihg resumes, scree %\ anagersfavonte source for above-
job hunters, and conductin g \@ average applicants.

r|p

1. The hiring manager begins fe 2. The job opening is announced.

You might say that the jon is a It's often said that 60 to 80 percent of all job
yardstick. Anyone who pplles for the job is openings are never advertised to the public.
measured against it. That's because current employees and friends

of employees get the jobs before those
openings.ever go public.

55% of the labor force work for small businesses
26% of the labor force work for medium-size businesses
19% of the labor force work for large businesses

Small = under 100 employees, Medium = 100-499 employees, Large = 500 employees or more

—U.S. Census Bureau
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Show employers that you have the “right stuff.”

Every occupation has certain requirements. Carpenters must know how to read building
plans. Sales people must know how to close a sale. Customer-service people must know
how to work with difficult people. Managers must know how to motivate people to get the
job done. So, what'’s the right stuff for your occupation? Don’t guess. Find out. Show that
you have the technical skills employers are looking for. Here’s how—

I'm sure you know what a portrait photogra

Let’s take it from the beginning@.’i. Select the first requirement
does. So, let’s use that occupation in the - Capture t&

rom your list.
emfthe person.

xample of when or

1. Name the job you want. e you perforﬁe
- Portrait photographer ‘ * Intern p Niépce Studio.

2. List the require“ of the ‘ﬁ & details.

job from the help-wanted ad.s % month internship review: “Pleasant

. Capture the personality ers‘ and helpful. Works well with difficult
_ X clients”
- Set up the equipment fo hoto shoot.

following example:

6. Repeat steps 3, 4, and 5 for
each additional job
requirement on your list.

- Create the setting to get the best shot.
+Position and coach the subject.

- Schedule appointments to view photo
proofsandssell photo packages.

“Lack of technical skills,” is the number-one reason
employers have trouble filling job openings

—Manpower
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Use the “right stuff” to build a powerful resume.

Looking for a job? Then, you need a resume. Your resume is your calling card, your

advertisement, your brochure, your flyer. It's a one-page handout that shows what a great

catch you are.

14

What can you do with a resume? you like. Feel free to change, modify, expand,
ignore, or simplify any of the following

Mail it. Email it. Post it online. Ask friends t '_ _
give it to their managers. Hand it out at | suggestions. But, most people do include the
fairs. Give it to employment agencies

fe Qiva . foIIowmgtopmsmthwmes—
The idea is to get your resume into the hands | formation

of as many hiring managers as you can. If \x rs who you are and hey can

hiring manager likes what she sees in yqur you. At the top o &e your

resume, you'll get invited to a ‘4 name, addres % nd maybe a
ﬁ?o‘ link t gé edin, or Facebook site.

What if you're n ood writer? ‘ Ot before adding your media site.

That's okay. Writing your resume is e

completed all the heavy |n 2‘ Your goal _

chapter. All that's left to $ it up. In one short sentence, tell what kind of work

you want:

Is there an official format or

desig t follow? - “Seeking full-time position as a dragon
esign you must follow?

slayer”
No. There is no official format for writing your

- If you have little or no experience, say that
resume. You can set up your resume any way

you are, “Seeking a full-time, entry-level
position. as a dragon slayer”

Eighty-seven percent of hiring managers say
it’s important to tailor your resume to the
needs of the job

—Society for Human Resource Management
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Seven ways to get job interviews.

The job interview is your chance to sit down, face-to-face, with a hiring manager and

convince her that she should hire you instead of someone else. How do you get a job

interview? Here are some tips.

20

¢ Employee referrals

Ask anyone you know, “How'd you get your job?”
Most will tell you, “A friend helped me get a job

where she works.”’
When an employee recommends, or refer d

for a job, that's known as an employee referral.

Hiring managers like to hire the friends of t |r
trusted workers. Nine out of ten hmng ma
say it's their best source for r bov
average people. Fri some

employers will pay a§in ee to an employe
who brings in a new hire. K

As the friend of an e &u h\ “
special advantages ov& ider. Your |n3|de
employee knows when @ coworker is about to

leave the job. She knows when the team is short-

handed and needs help. She knows when the
manager is planning to hire someone new.

Your inside employee can also tell you about the
hiring manager—her interviewing style, the issues

she is most conc out, the type of person
she wa s uestions she is likely
ngs you can do or say to
he manager Q
ering a help-

And here’s a bon

wanted a ere dozens, or even
L‘ %)eople might compete for the job, it's
ot¥incommon for friends to be hired with little or
no competition at all.

How to get started:

Make a list of all the people you know who work in
the same field or occupation as you. Create that
list from your phone contacts, social media, family,
friends, relatives, neighbors, and even your old

Three sources account for 76% of all new job hires
- Employee referrals create 39.9%
- Employer career sites create 21.2%

+ Job boards create 14.6%

—Jobvite Index
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Let AIDA help you write a better cover letter.

A cover letter is a personal letter that you send with your resume or job application. It’s the
first thing the hiring manager sees when she opens your envelope or email. It's your hello,
your smile, your chance to create a rapport, your reason for writing.

Not everyone sends a cover How can you get the hiring
letter with their resume or job manager’s name?

application. If you are getting a referral from a friend, ask
And that's why you should send one. It sho our friend for the hiring manager's name and
that you're different. It shows that you want address. Send your Iett at manager by

job, that you are serious, and that you took the ~ name and t|t ffer IT Manager.
time to write. &s ager's name, titlg, and
are accurate and spe ectly.

Send your letter to the pr?ﬂ 0

person. If you'd like to CO pany but you don't

Send your letter to the Mager The Know thw me call the company.
ionist who answers your call will be
hiring manager is usually the manager gf th E

department where you want to VX 0 give you the information you need.
want a job in sales, send i &K&m

sales manager. If you want

If you are responding to an advertisement or
job posting that gives no contact person’s

maintenance, send you letter to the name, address your letter to, “Hiring Manager.”
maintenance manager. At a small business, Be sure to include a box number or job code if
send your letter to the owner of the business. one is given in the advertisement.

Eighty-six percent of executives said cover letters
are important when evaluating job candidates

—National Association of Workforce Development Professionals
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Get ready for the hiring manager’s phone call.

You found a job opening and applied for the position. Now, if the hiring manager likes what
she sees in your resume, she’ll give you a call. Don’t underestimate the importance of this
phone call. It's actually a screening interview. The purpose of the call is to decide whether to

invite you to a face-to-face job interview or not. Here are six tips to help you pass the

screening and win an invitation to the interview.

1. Have a professional greeting.

You never know when an employer mi
S0 answer every phone call with a pr |
greeting. Sure, your friends will laugh when they

call and hear you say, “Hello. This is Ken Dooit.

How can | help you?” But the hiring m
will love it. ﬁ

Also, record a ne methlng
short and professio |s, HeIIo.Thls |s
Ken Dooit. I'm not able to answerrhe

now. Please leave your na nu‘y
sSages often. I'll

brief message. | do c%
return your call as sool as possible. Thank you!

2. When they call you, most hiring
managers will ask if this is a con-
venient time to speak with you.

tYo® have a life. If you're at

Managers p
w&%l\‘ car, or sitting in the dentist’s
“ okay to arrange arﬁrtlme to talk.
s

When you ret all, choose a
plac %ﬁ ree from noise,
and where your cell phone has

ood reception.

You might say, “Good afternoon, Ms. Hireyou. My
name is Ken Dooit. I'm returning your phone
call. | applied for your job opening as a tight-
rope walker.

3. Prepare and rehearse like this
is a real interview.

Because it is. If you bomb this screening
interview, you won't get the face-to-face
interview or the job offer.

Your telephone conversation with a hiring manager
could last between ten minutes and an hour

—Wall Street Journal

28
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Find three people who will give you a positive
recommendation.
You are a good worker. You give more than the minimum. You show up every day and you're

never late. You're easy going and everybody likes you. Well, that’s great. But the hiring man-
ager wants proof. She wants to talk to three references—three people who can vouch for you.

Who should you include as Always ask before offering
references? someone’s name as a job

Most hiring managers want three reliable reference. m\

references, from people not related to you. P60p| wh as references
Ideally, they want the name of your current e a better recorgmendation
boss—but NOT if that boss doesn’t know tl 9 se who are not ask 8

guard ggle to remember who
Other good references Mig tlnclude forme are what you did, and when you worked for
supervisors, coworkers, customers, t m.To a hiring manager this hesitation might
coaches, and prominent hﬁg sound like your reference is not eager to

you're looking for another job. I Rﬂ) Those who ar re often caught off
they’ll want the name loyer.

Prominent people might i n attorney, a recommend you.

banker, a doctor, a member of the clergy, or a

local business owner who knows you. How to ask someone to be a
reference.

Call or visit them. Don’t ask by text or email.
Yousneed to.see each person’s face or hear
their voice when you ask.

Ninety-two percent of organizations do
conduct background checks

—The Society for Human Resource Management
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How to fill-out a job application.

On the next few pages, you'll find questions commonly asked on most job applications. Use

these pages to create a “copy sheet” with accurate dates, names, addresses, and numbers.

Later, when you fill out a real job application you won'’t struggle to remember the facts. You

can simply copy the information from these pages.

32

If you haven’t completed the company’s the wrong spaces, says that you didn’t follow
standard job application yet, you'll be asked to  the instructions.

complete one before your job intervi ins.
P your] Misspelled names, partial addresses, wrong
The application is part of the pape a telephone num d missing dates, say

record that shows you applied for a job. It's It at ared
also a legal document— you are asked to S|gn
rat|ons make a stat nt about your
a statement giving the employer per

truthfulness. W s from the
check the facts in your applicaji

hiring m a n want to be put in the
The way you comp io’makes a @%@ f having to admit that you
statement about th d of worker you a“ e Ished some of your answers.
A complete, accurate, a ays  Read the application carefully before you start.
that you take pride |F If you don’t understand a question, ask for

help. If a question does not apply to you, write

Missing information and information entered in . )
ssing informatio ormation entere “Not Applicable;” or “N.A. in the space.

Sixty-eight percent of 'employers say that the best
way to apply for an open position is through the
employment page of their company’s web site

—The Society for Human Resource Management
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What to wear to a job interview and why it matters.

Think about this—when you meet someone new, you size him or her up. In about a minute,

you can decide whether or not you like that person. Well, hiring managers are good at sizing

people up too. They see lots of job applicants and they can tell in a flash who will fit in and

who will not. In a job interview, the goal is to show that you fit in. And the first thing a hiring

manager will notice is how you look. Here’s how to make a good, first impression:

36

Start with a good night’s sleep. Use deodorant and an

Employers expect to meet someone who is antiperspirant.

enthusiastic, energetic, and excit, De The manager will think that you're as cool as a

there. cucumber RubggHittle on your hands and you'll
y handshake too.

Shower.
It will help you look sharp, alert, a“ﬁ \&e eye drops. Q
Get the red eyes twinkle.
Shampoo your ‘
One of the fir&ﬂﬁanagﬂwm look es" nails.

is your hair. It makes a huge st Guys long fingernails are a turn off. Most
your overall hygiene a C|“@ hiring managers will notice when they reach to

" shake your hand. Ladies, hiring managers
won't be impressed if long nails prevent you
Get the manager to remember your ideas, your ~ from doing the work.

skills, your personality—not what you had for
breakfast. Brush, floss, and use a mouthwash.

Brush your

Right or wrong, people do make assumptions based
on the way we dress. In 3 to 5 seconds, they make
judgements about our confidence, character, income
and personality

—Psychology Today
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Enthusiasm, the key to a great interview.

Hiring managers agree—enthusiasm separates the winners from the losers. It can be more

important than experience. “Give me someone who’s enthusiastic and motivated,” explained

one manager, “someone who’s alert and alive... someone who’s interested in what we do

here... someone who’s excited about coming to work for me... someone who wants to help

me as much as | want to help them.”

38

You don’t need to become one of ask what they thought of you, after you've left
the loud, back-slapping types. the building.

Just be yourself.

Offer a professional greeting.
Plan to arrive ten-minutes early When mager stand up

for your interview. Y* her in the eye, smile, extend a
It shows that you are excited to be the andshake, and sa h&)boﬁer thank
managers are clock-watchers. Qﬂ you so much for to interview

Be extra cou

me for posmon
Axoéthat handshake. .

Say hello, smile, and be friendly tg e \,5

you meet. You can bet t)—‘\ ‘3\ Engage the full hand, palm to palm. Grip

firmly to show that you mean it, but don’t
crush. Look the other person in the eye.
Smile. Pump two or three times. Release.

Don’t undersell yourself and don’t oversell yourself.
Sales people who are middle-verts outsellintroverts
by 29 percent and outsell extraverts by 24 percent

—Adam Grant, University of Pennsylvania
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Navigate your way through a job interview.

Managers are expert interviewers and they know that you're going to be nervous.To help you

relax and feel comfortable, they’ll conduct the interview as if it were a casual, friendly

conversation. Now, each manager has her own style and personality. There is no set format

to a job interview. But there is a beginning, a middle, and an end. So, let’s walk through the

interview from beginning to end and see how it unfolds.

40

¢ Your arrival

Come prepared for each interview. Don't wing
it. Visit the company’s website. Kn they
are, what they do, and have a goo why
you want to work there.

When you first arrive, check in with th
receptionist. Smile and introduc
might say, “Hi, my name ﬁme W. I

have a 4:14 a Ida Hireyou

awkward carrying it. Plus, carrying a coat gives
the impression that this is a quick meeting and
you'll be in and out in just a few minutes.

Besides, what wills@u do with it once you're in
the }“Q ffice? It's best if you

t in the waiting room.

er checkmg your @the rest room.
Check you x{ thes and turn off your
ing managers say they would

in the Maple Sy epartment Wh omeone who took a cell call during a
have a moment could you pleﬂ&% job interview.

that I'm here? Th

If you're wearing a coat or a raincoat,
ask where you can hang your coat. Don't bring
it into the interview with you. You'll look

Oh, while you're in the rest room, try this. Lock
yourself into a stall. Then, strike the Superman
pose. You know, feet apart, standing tall, hands
on your hips, gazing upward. Hold that pose for
two full minutes using your watch. You could
walk into your interview feeling like you could
change the world.

Seriously. A Harvard psychologist, Dr. Amy

The average job interview lasts about 55 minutes.
Interviews for management-level positions

last about 86 minutes.

—Robert Half Recruitment
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The art of the follow-up.

When you get home from your job interview, send the manager a thank-you note. Two days
later, send the manager an idea note. A week after your interview, pick up the phone and
give the manager a call.

1. Send a thank-you note. - Say that you'd like to call in a week or so to

Most job hunters do send thank-you notes. You see if she's made a decision.

should send them too. Write your thank-you note and send it off
within 24 hours terview while the

Keep in mind that businesses are formats
manag ers you.
Manners are important. Thank-you notes are “

expected. Managers look for these thin nd an |dea no
Keep your thank-you note bne % Now, here S som ny of your

- Thank the ma“ g |th you corp
and mention th e and JOb title Dlxﬂ our interview, the manager asked if you

interviewed for. had any questions for her. You said, “Yes, what
- Say that you wan are the major challenges the new hire will face
R in this job?”
- Give one or two s@fid Yeasons why the

hiring manager should offer you the job. Now, think about the manager's answer. If the
problems are not confidential, discuss them
with a friend or look for a solution online. Come
up with a few suggestions. Then, send the

- Offer the manager a thirty-day trial period
to prove yourself.

Sixty percent of hiring managers say it's
important for a job hunter to send a thank-you
note after a job interview

—Society for Human Resource Management
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The Short Course.

People change jobs all the time. Some quit, some transfer to other departments, some are fired, some

retire. Employers are always looking for good people to hire. Even during the worst recessions, it’s

amazing how quickly a hiring freeze will thaw when the right person starts chipping away the ice.

Show employers that you have the
right stuff.

Read some help-wanted ads for your occupation to
see which skills and requirements today’s hiring
managers want. Then, create a job application,
resume, cover letter, and sales pitch that offer what
most employers are looking for.

Make a list of all the people you

who have jobs in the same field or
occupation that you want to work in.
When filling job openings, nine out of ten em

prefer to hire the friends of their trus v
Reach out to your friends wh mleld Ask

helr hiring man-
agers and put in a good word for you.

Contact five new e ‘:‘
Every employer is not hiri I& u have to knock

on a lot of doors to find thé ones who are. So, in

if they would give your

addition to contacting friends who work in the
industry where you would like to work, apply for jobs
posted on employer websites, as well as those listed
on job sites like Indeed, Careerbuilder, ZipRecruiter
and Linkedin. Then, attend some job fairs, sign up
with a temporary employment agency, and check the
job listings at your school and state job centers.

If a hiring manager likes what she
sees in your resume or job application,
she’ll give you a call.

During this phone call, she will ask a few questions
about your background and availability. If the man-
ager thinks you are a good fit for the job, she’ll
invite you to a face-to-face job interview.

48

Managers are expert interviewers and
they know that you’ll be nervous.

To help you relax and feel comfortable, they’ll
conduct the interview as if it were a casual,
friendly, conversation. But, you need to be
prepared. Dress appropriately. Be respectful. Have
a sense of humor. Show some enthusiasm. Have a
good answer for each of the 50 questions a hiring
manager mlg mnt the job, be sure to

as st|II in the manager’s office.

you get home f g
interview, senWé anager a

thank- g
ué follow-up with a short letter

§(ermg an idea, a clarification, or an insight into

something discussed during your interview. A week
after the interview, call the hiring manager to see if
you got the job.

If you get the job—Congratulations!

If you didn’t get the job, here’s a tip.
Continue to contact five new employers every day.
Plus, stay in touch with all the hiring managers you
have met. Once or twice a month, send those
managers a fresh copy of your resume, plus a
short note to let them know that you are still
interested in working with them.

Keep in mind that jobs open up all the
time and a gentle persistence can pay off.
The idea is to become the first person they think of
when something new becomes available.

Best wishes, Harry Dahlstrom
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