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Introduction

The tips contained in each section of this book are deliberately listed in groups of seven.

Seven keeps coming up again and again in just about everything. It is a lucky number in many cultures, there are
the Seven Wonders of the World, the seven dwarfs, seven continents. Even Shakespeare talked about seven ages of
man, seven deadly sins, seven virtues, and seven is the optimum hours of sleep for humans.

A successful job search begins by knowing how to sell yourself confidently on your CV, social media and in
interviews. Without the ability to do this there is little point in looking for vacancies or finding ways of tapping into

the hidden market of non-advertised vacancies.

These days you need to leverage the smartest job search strategies and tactics to find and then win the best job
offers.

Follow each of the seven tips in each section to keep you on the path to career success!
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7 Tips to Building your own Personal Brand

Personal branding is more than just what you do —it is about what is uniquely you and what sets you apart from
everyone else.

So why do you need a Personal Band? A strong Personal Brand can help you to get more customers, develop your
career or just better represent yourself on social networking sites. If you require further help in creating a Personal
Brand that madkkerso m otuh épB@secontackt me at anne@power-to-change.eu for more

information

1. Document the specific problems you want to solve and for whom and what results you want to see.

2.  Consider what really motivates you to do what you do and what do you never get tired of talking about? —
write down everything you can think of.

3. Know what your purpose is and the vision you have of your achievements.

4. Recognize your strengths and what makes you memorable. Again, write down everything that comes to
mind and even ask friends or colleagues to tell you what they believe your strengths are and see if there is
any overlap.

5.  Now you need to re-read everything you have written in your answers to 1-4 above and come up with a
couple of sentences which really sum you up what
come up with a great statement first time —it will take time so play around with it until you come up with
something that you feel comfortable with.

6. Use this statement repeatedly in your marketing material and social networking — by being consistent, you
will be more successful.

7.  Live your Personal Brand consistently in everything that you do and you will build up trust from people

GCAYR &2dzNJ adléf ST o0dzAf R €2dzNJ oN}I YR YR o62fRfé& SELINBA&A

who will want to employ you or do business with you.

YSY2NI ot S¢ o
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7 Ways to Network Effectively

You have to remember that relationships are quite simply vital for business success. Networking is therefore
critical whether you are starting up or have been running a business for years.

1. People lIlike doing business in person, but don’t ove
giving out as many business cards as possible this is not the objective of networking. If you show a
genuine interest in someone they are more likely to ask for your business card and pass on your details to
prospective clients.

2.  Networking is all about learning from other people who have knowledge or experience of similar things to
you. You must be an active participant in order to get the most out of networking events so get involved as

much as you can. Help others by giving them contacts and sharing your knowledgeeveni f it ' s just ab
book you’'ve read or a film you’'ve seen that you thi
3. You must get over any initial nerves or shyness and

think of something to say in a networking situation, ask questions and be a good listener instead. Try and

open up the conversation, ask people about any hobbies they have outside work as this can highlight

common interests and puts people at their ease. Make sure that you say something about yourself too as

people don’t I|ike to feel that they are being inter

4.  Know your strengths. Write or review your elevator speech before you go, so when people ask you what
you do, your reply is concise, accurate and interesting. A good elevator pitch can break the ice and get a
conversation started.

5. If you arrange to contact someone after the event, make sure that you do it as soon as possible and always
foll ow up with a few people the next daymfonrae a phone
contact or some useful information they gave you. This encourages them to remember you.

6 Don’t drink too much! Net working events often have
to drink too much to calm your nerves. Remember that you are trying to give a good impression of your
business. It can also be very tricky trying to jug

exchange business cards.
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Build relationships with your network —turning up once is not enough. When other members of your
net work know, |ike, and trust you, they are
network with business people - if you are passionate about a hobby, join a group for that hobby —clients
can come from anything that you are passionate about.

He who hesitates is lost.
Proverb
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7 Tips to writing a winning CV and motivation letter

85% of CVs go in the bin without ever being read. When
‘“no’ pil e. I't is likely that they wild/l have decided wt
page. Worse still, the key purpose of a covering letter is to get your CV read and to get you an interview; therefore

it has to be even better than the first page of your CV!

The purpose of this issue of the Inspirational Toolkit is to make sure that your CV goes on the yes pile. How
there are no right or wrongs when it comes to writing a CV as each one will be as individual as the person writing it.
Your CV should be your own and reflect your talents, achievements and personality.

1. Before starting to write your CV you need to take time to properly prepare. Make a note of all your
qualifications along with all the jobs you have had and any additional training you have acquired; list all
your achievements as well as all the things you are good at, both at work and personal; and write down all
your hobbies and interests. Take time to consider your career objectives, i.e. what do you want to do with
your career.

2. Some more obvious points:
Your CV and motivation letter should be typed on quality paper.
Your CV should ideally be no more than 2 pages long and definitely no more than 3.

I Make sure that your CV is well laid out with clear headings and enough white space to make it
easy to read.

T Try n to use the words responsible for.

I Check thoroughly for spelling and grammar errors — better still, get someone else to do this for
you.

I Post your CV and motivation letter using first class mail, in an A4 envelop so they are not folded,
and never send a copy, always an original.

I Do not use abbreviations which the reader may not understand, doing so will put your CV straight
in the ‘no’ pil e.
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Do not lie on your CV or motivation letter, you will be found out!

Put your career objectives first, after your name and contact details. Your career objectives should reflect
what you intend to do with your career now and in the future. Just be sure to tailor them to the
organisation and job you are applying for in order to show that you understand the scope of work for the
job.

When detailing your work history (with the most recent first), be sure to provide details of your
achievements in the job along with the roles and responsibilities of the position. List your formal
qualifications and be sure to provide details of any other languages spoken as these are important to
mention even if they are not a requirement of the job. Your hobbies and interests should be at the end of
your CV —please pay particular attention to this section - just because it is at the end does not mean it is
not important because it can tell the reader a lot about you.

Your cover/motivation letter should be no more than a page in length. It should contain a brief

introduction including a description of your career objective using different wording to that in you CV; a

short description of your education, skills and achievements; a motivation on why you are the best

candidate for the job and in closing, state your contact information and be sure to ask for a meeting. Do

not include anything in your covering letter that would give the reader an excuse to putyourCVi n t he
pile.

no

Make your academic and employment history sound mor
needs rather than just stating what you did and be sure to express any achievements in terms of awards,

money, percentages, time etc. When writing about your interests try and show how they can have some

relevance to the job and make sure that you are able to talk about them enthusiastically for at least 5

minutes.

Always, always, re-write your CV and motivation letter every time you apply for a job in order to ensure
that it is tailor made to meet the requirements of the specific organisation and job you are applying for.

"Pleasure in the job puts perfection in the work."
(Aristotle)
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7 quick ways to improve your CV

You have spent ages working on your CV to make sure that it really shows the value that your unique set of skills
and experience can bring to a job. However before submitting it, take a few minutes to see if you can further
improve it by following these 7 steps to ensure that all parts of your CV complete the picture you want to paint of
yourself:

1. Use the same format for all your jobs even if you think a position would be better suited to a different
layout —when it comes to your CV, you must be consistent throughout. This consistency means that if you
use bullets, they must be formatted the same way an
and then achievements in another job.

2. Always list the name of your Degree before the school or university you attended — hiring managers spend
very little time reading your CV so make sure the important information is easy to find quickly.

3. Be consistent with spacing between lines and after punctuation.

4. Use a font size that <can be aisgdowerthanafatesiceld0 | n ot her w
although 11 or 12 for the body text is better and stick to fonts that are easy to read and look professional —
some fonts can be difficult to read no matter their size.

5. Cover up any gaps in your career history effectively by mentioning what you did during that career break.
It is much better to mention any volunteering, personal development, further education, helping a friends
business, etc. that you may have done rather than trying to hide any gaps.

6. Write in the first person. Your CV is all about you and what you have achieved and therefore should be
written from the *“ 1"’ perspective. However, you do n
the “ 1, ‘‘me’ or ‘“my’ when wrid..n.g yywuu WV tse@ ‘rMdrha

7. Keep sentences short as this makes it easier for the reader to read your CV quickly.

On a final point, even if you think your CV is perfect, print it off and re-read a paper copy of it and ask a friend to
proof read it for you too!

Perfection is not attainable, but if we chase perfection we can catch excellence.
Vince Lombardi

e ——————————
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7 Top Interview Questions

While you can never be over-prepared for an interview, it is also important that your answers to the following
questions do not come across as having been memorised or scripted. Always take a second or two to consider the
question before answering and provide practical examples where possible. By being prepared with answers to
these questions will help you to feel far more confident in an interview and if a question comes up that you are not
prepared for, don’'t get flustered and tongue tied; take
if you need to before answering.

1.

Tell us about yourself — this is not the time to give your life history but be prepared to provide a brief
summary of your qualifications, your experience, a couple of examples of your most relevant
achievements (backed up with figures where possible), your skills and your goals.

What are your career plans/goals/where do you see yourself in 3 years time? — Here it is best to start with
where you see yourself in the immediate short term i.e. in the job you are being interviewed for, then
where you see yourself within the company in 3 years time before going on to mention your longer career
goals.

Why do you want this job? — make sure you have a clear answer to this. You will need to have done your
research on the company and be able to talk about it and its corporate philosophy as well as how the
position and the company are a good fit with your short and long term career goals. It is also good to
indicate how you see the company’'s values al

What are your weaknesses? —you should be prepared with a brief answer for this but try and switch back
to something positive like your strengths as quick as possible. Try not to be too general in your answer, like
you spend too much time on the details; instead, concentrate on skills that you want to improve or
develop and indicate how this job will give you the opportunity to do this and be sure to provide examples
of when you have done this in the past to the benefit of both you and your employer. Always show that
you are aware of your weaknesses and what you are doing to turn them into strengths.

Why should we employ you/what makes you unique? — this is where you can highlight, through examples,
of both how your experience will benefit the company along with some of your achievements and how
you could repeat them in this role.

12
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6. How will you cope in a crisis? - have examples of situations in the past when you overcame challenges, met
deadlines or managed to cope in stressful situations. The key here is to show that you have a logical

approach to problem solving.

7. How would your current boss/colleagues describe you? - you should always keep a note of feedback you
have received from your colleagues and supervisors so that you can honestly answer this question based
on their comments. This gives you a greatoppor tuni ty to highlight your str
words. It is also worth being prepared with references from a previous employer or colleague that will

back up your answer to this question.

The key is in the preparation and remember to keep your answers brief and to the point at all times.

"If you fail to plan, you plan to fail".

13
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7 Key Interview Tips

Having just finished reading a really interesting article about the lack of preparation by many candidates prior to
attending a job interview, it really amazes me how even those who appear on paper to be very competent and
capable of doing the job fail to get the job because of poor performance in the interview. With the current state of
the market there are even more people chasing even fewer jobs, it is imperative that can present yourself well in
an interview. In a nutshell, it really comes down to research and preparation and so here are my top 7 tips:

1. Firstimpressions really do count. It takes around 3 seconds for someone to form an opinion of you based
on your appearance, body language etc. It may seem like stating the obvious, but be sure to dress the part,
have a strong handshake, make eye contact, smile and let your personality shine through and do your best
to appear confident (see issue 8 of my Inspirational Toolkit—* 7 Ti ps t o i ncrease

2. Preparation —you can never do enough and with so much information available on the internet, there
really is no excuse for turning up at an interview unprepared. Read up about the company: what are its
values and mission; what are the future plans for the company; what are its requirements. Read between
the lines of the job advert: what skills are they really looking for and be able to give examples of where you
have used these skills in the past. Find out who is going to be interviewing you and look them up on
LinkedIn —it may be that you share a common interest which you could talk about with ease and which
gives you a great opportunity to connect on a personal level. Think about the type of questions you are
likely to be asked and how you would answer them but not to the point of making it obvious that you have
memorised your answers.

your

3. Be enthusiastic and be ‘present’ t hsatingupsodigetantt i me .

feeling full of energy as this al/l hel ps to
more genuine if you just be yourself.

4. Actively listen to what the interviewer is saying. Make sure you know what they are asking you so that you
do not give what appear to be scripted answers. The interviewer will be looking for someone who can
think on their feet and you can do this if you have spent time preparing and understand the needs of the
company. By listening actively, you can also pick up on the language that is being used and then mirror it
for example, if the interviewer talks in terms of numbers and percentages, then try and incorporate this
into your answers as this will build more of a connection between you.

14
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5.  Know your strengths and able to talk about them confidently. Be able give examples of when you have
used these strengths successfully in the past. I f vy
able to give examples of where you have used these strengths to the benefit of yourself and/or others.

6. Know your weaknesses and be able to speak about them with confidence. Show what you are doing to
turn this weakness into a strength. This will show that you are open and honest as well as someone who is
willing to learn and work on their personal development and these can only be seen as strengths.

7. Ask intelligent questions as this gets the interviewer talking more and gives you a good insight into what
their requirements atasleanythiBgithat you eolddeeasity bave douny theltbnswdeo n '’

to by reading up on the company.

And on a final not e, remember that if you do not get t
practice. Do not give yourself a hard time. If possible, ask why they did not find you the right candidate and learn
from the experience. Maybe it wasn’'t the right job for
‘* Co mmu n-the lautnan commection s t he key to personal and care
Paul J. Meyer
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7 Procrastination Tips

Procrastination - a subject close to my heart so here my top 7 procrastination tips. These are 7 tips to point you in the
direction away from procrastination and into action so that those tasks that you are putting off actually get completed.

1. Have clear goals and set priorities — It is very important to have a clear picture of the outcome you are after
and then plan what you need to do to achieve this taking into account any deadlines you may have and the
time required to complete the task.

2. W5ABARS | ¥Risiagrgal ptzSs®llhich works well to reduce procrastination. It involves dividing
all those big tasks into much smaller, more manageable ones which will take far less time to complete and
therefore reduce any feelings of frustration. Take a close look at the action plan you have written and choose
the small est unpl easant task and divide it up
and take action on one of them now. Once you have crossed that mini task of your list you will have a great
sense of achievement so reward yourself before starting on the next mini task. Before you realize it the task
you have been procrastinating over will be completed and crossed off your list.

3. Be accountable — As with all goals, by telling someone what you are planning to do and by when will make you
much more likely to actually do it.

4. De clutter - Begin by looking at those things that you are putting up with on a day-to-day basis. Think about
how often you find yourself annoyed, frustrated, stressed, upset, or irritated by something or someone on a
daily basis (we often to put up with a lot of things unnecessarily and this just makes us annoyed and drains us
of energy). Write them down on a piece of paper and then highlight the top 5 which you want to eliminate
and take action on them.

5.  When are you most productive? —Think about what time of the day you feel really alert, full of energy and in
which you achieve the most. This is the time to deal with those tasks you have been putting off. Allocate a
specific amount of time to the task, block it out in your diary and then stop when that time is up. Keep it short
initially so that you stay focused during the allotted time. You will be surprised at just how much you achieve.

6. Find your motivation ¢ In order to get that unpleasant item completed by its deadline, find what really
motivates you and use that as a reward for completing the task.

16
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How are you spending your time? ¢ Sometimes, and only sometimes, procrastination can have the advantage
of making you work harder on other tasks on your to do list. If this is the case and you realize that you have
completed all of your list apart from the item you have been procrastinating on then reward yourself because
tomorrow you will need to go to tip 1 above and start taking action on that remaining item before finding

anything else to add to your to do’ i st!

oProcrastination is something best put off until tomorfow
Gerald Vaughan
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7 Tips to getting your first job

These tips are targeted at helping graduates and school leavers get their first job (it does not look at writing a CV or
motivation letter or at interview skills as these will be covered in a separate issue). Across Europe as a whole the
average unemployment rate among those with a college degree and aged between 25 and 34 is currently 6.2% and
rising. In addition, only around 30% of jobs are filled via published vacancies. These days, qualifications are not
enough so what can students and graduates do to make themselves more marketable? And what can they do to
make themselves stand out when up against so many other graduates? The following will set you in the right
direction toward getting your first job (although they apply equally as much to anyone who is looking to change
career):

1. Think about some of things that you have done and achieved. What are your hobbies and interests and
what extracurricular activities have you been involved in? Even things which you do not think sound very
interesting can give an indication of your capabilities. Have you ever been in charge of organising
something or have you ever had to work in a team? Think about some of the challenges you have faced in
any groups that you are, or have been, a member of. You will be surprised by the skills you will have used
e.g. team work, organisational skills, problem solving, communication skills. All of which are skills that are
transferable into a wide range of industries. Then update your CV to highlight these skills.

2. Look out for graduate training schemes —these are a great way to get your foot on to the career ladder
and gain relevant experience.

3. Use your computer skills to network online. Make use of social networking sites like Linked In where you
can create a professional looking profile that allows a wide range of people see your qualifications and key
attributes. Submit your CV to sites like Monsterboard.com for example. Even more important than online
networking is face to face networking so be sure to attend as many networking events as possible
particularly those in your chosen industry as well as attending careers exhibitions.

4. I1'f there isn’t a job out there for you why not <crea
idea, there is a lot of help available for young people looking to start their own business.

5. Consider further studies which could broaden your knowledge and make you more marketable to certain
industries. Or consider a masters degree which focuses on a particular area of your chosen field and
would then make you more marketable within that field.

18
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6. Finding a student work placement or work experience job is a great way to gain relevant work experience
and skills that you can use on your CV. The more you do the more skills you will acquire and this will make
you stand out against other graduates with less experience when you start applying for jobs. It will also
help you to make valuable industry contacts, which you should keep in touch with, as well as giving you
the opportunity to consider the pros and cons of the job to help you decide if it is the right area of work
for you.

7. Find people working in the industry/field that you are interested in and ask to speak to them to find out
more about what they do. If you do this, you must be well prepared in advance for these meetings. Make
a list of the questions you want to ask including the advantages and disadvantages. This type of job
research will help you discover whether or not you have the required skills and experience for your chosen
field of work and will give you a greater understanding of what the job entails as well as helping you to
identify companies to approach for work.

And of course, try to stay positive!

"Work as though you would liferever, and live as though you would die today."
Og Mandino

19
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7 Tips for a New Career

It is interesting how many people believe that the New Year is the time to reinvent themselves and change career.
Maybe because it’'s a t iappenedfnthelastiyearfarld efeeling thanitisahe timeforat has h
new start. If this is you then please take the time to read my top 7 tips to help you change career.

1. Do you really need to change career? This may seem like a silly question but many people make spur of
the minute decisions that result in them saying that they hate their job. Take a close look at your job and
what it is about it that makes you feel dissatisfied. What is the real problem? Is it something you can
change? If you believe that you are underpaid for what you do, have you tried asking for a pay rise?
Consider what you have achieved in this job over the past year along with any advantages of this job. The
excitement of a new job can f ade tdbetedingthatttheonln a f ew
difference in your new job is different headed paper!

2. Do some real soul searching. What is it you really want from a job? What sort of company do you want to
work for —do the company values match your own? Do you even know what you want to do? What are
you good at? What do you enjoy doing? What do you really not want to do? Take time to really consider
these questions so that you can find a career that really reflects who you are and will keep you motivated
and inspired.

3. Using your answers from 2 above, start brainstorming your ideal job. Write down everything that comes

into your head without analyzingit—d on’'t | eave something out just becau
l ove to do Y but ..” Thisstoraingara then gotbacknaed regiawtwhataybuthaver b r

written and see if you can fine tune any of the ideas. Seek help either from a friend or a career coach if you

need to.

4. Once you have a clearer idea of what you want to do, start doing some research to find out as much as
possible about your chosen field. Do you need to retrain? What companies have these jobs? If thisis a
completely new area of work for you, find someone who already does that type of work and contact them
to find out more about it and use this to check that you have the necessary skills and experience.
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5. Job search strategies. A recent survey in the UK showed that only 24% of men and 32% of women found a
new job by replying to an advert. What this shows is that very few jobs are advertised on the open
market. You need to start thinking about new ways to find a job. The most successful of which include:
networking, preferably face to face rather than just via social media; use the internet to find out what
companies to target; make use of job search sites like monster.com; make sure that your CV is readily
accessible online e.g. via LinkedIn, so that potential employers can find you; make sure that all your
profiles and credentials are up-to-date on career networking sites and any professional organisations that
you belong to.

6. Know your skills and strengths so that you can really sell yourself on your CV —this is particularly important
if you are looking to move into a new field of work as you need to be able to sell yourself using your
transferrable skills and experience —no matter what job you have had in the past, you will have
transferable skills. Make a list of all your achievements, both personal and professional, that could help
you get the job. Once you have written you CV always get someone to check it.

7. Preparation is key. It is imperative that you spend a lot of time really preparing for an interview, never try
to wing it no matter how confident you feel.

And of course, stay positive!

"Choose a job you love,
andyou will never have to work a day in your life."
- Confucius -
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7 tips for successful job search

There is a saying that if you fail to plan, you plan to fail and this definitely applies when you are job hunting. If you
are looking for a new job, for whatever reason, now is the time to start planning your job search strategy and the
following 7 tips are designed to help get you started.

1. Setyourcareergoals—wi t hout a c¢l ear goal to aim for, you won’ f
search strategy. Think about what you want from your career, what type of company you want to work
for and what type of job you are after. Once you have set yourself a clear goal you can break it down into
bite size pieces or easily achievable milestones (a bit like mini goals) and then break these down further
into action steps (attend 2 networking events per week or update your social media profiles for example).
Each step you take will bring you closer to achieving your milestones and ultimately your goal and this
sense of achievement will help to keep you motivated and working toward reaching your goal.

2. Take time to analyse your skills and write down examples of where you have used these skills effectively.
Remember, your skills are not just things that you use in a work environment so think about skills that you
use in your personal life as well because many of them will be transferable. List skills that you would like to
improve or develop and research ways of doing this.

3. Define your personal brand by looking at what makes you unique. Think about why a manager should hire
you and where your uniqueness will add value to the company. Find ways to stand out and be memorable
to the recruiter.

4. Update your profile on all your social media sites and make sure that there is nothing on them that might
stand in the way of you getting the job. While recruiters favour LinkedIn to find out more about
candidates, many are also turning to Facebook and other social media sites so make sure that you always
come across as being professional. And make sure that your LinkedIn profile is 100% complete with a
professional looking photo.

5. Be prepared. You never know when you may get called in for an interview at short notice so as soon as
you have sent in your CV or job application, start preparing for the interview. You will come across as far
more motivated and you will feel less stressed.
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6. Stop sending your CV out for every job vacancy you see. By trying to be everything to everyone you will
greatly dilute your CV. Remember that you are trying to sell yourself and like any successful business, you
need to know your niche market and pitch only to it. Know the industry you want to work in and tailor
your CV to the specific requirements of each job that you apply for and you will have a much greater
chance of getting an interview.

7. Get out there and network! Networking online has its benefits but sometimes it is too easy to sit at your
computer and tell yourself you are working on your job search strategy. It is meeting people, connecting
with them, sharing information, letting people know the type of work you are looking for, communicating
your strengths and listening that will ultimately open the door to job opportunities.

Work is where you spend most of your waking life yet despite this, most people spend more time planning their
annual holiday than they do planning their career. Don

“The best way to predict the future is to create it
Abraham Lincoln

e ——————————
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You've just heard about a vacancy for your ideal job bt
don’'t have so what do you do?
You have two options:
1. Forgetit, who are you trying to kid, they willnevere ven i nterview you | et alone h
have the experience they are looking for.
or
2. Follow the steps below and go for it! This is your ideal job after all so why not, you really have nothing to
lose.
Firstly, you need to be aware that some companies provide a list of job qualifications and experience requirements
that actually exceed the real requirements for the job. The reasoning behind this is to make the recruiters job
easier by reducing the number of candidates —they are hoping that talented and capable people like you will be
put off applying.
Here are the 7 things that | believe offset experience:
1. A positive attitude coupled with determination —If you have a positive attitude it will immediately bring a
positive tone to an interview and if you couple this with your determination and show that you are
motivated by finishing tasks and achieving results, this immediately gives an employer an indication of
your potential in a work environment.
2. Know the industry —Be aware of currentt r ends and what's going on in the
position within the industry as this reflects a genuine interest in the job to which you are applying and
gives an indication of your motivation and drive to get a job in the industry to which you are applying.
3. Communication skills—I believe that good communication is essential to the success of any business. If you
can communicate that you are confident, intelligent, motivated and reliable then you are capable of selling
yourself to therecruiter even without the “necessary” experience.

4. Enthusiasm —If you are enthusiastic about what you are doing, it will rub off on those around you. It
highlights your drive and energy and will lift the spirits of your interviewer.
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5. Education —while education does not necessarily replace experience, if your qualifications are relevant to
the job you are applying then a recruiter may favour this over experience. Related to this is showing your
willingness to learn, adapt and take on new challenges in order to get the job done.

6. Leadership and team management —If you can show that you have successfully led, managed and
motivated a team whether in a work environment or not, this is one of the most transferable skills you can
have and is always worth bring up at an interview even if you are not applying for a leadership position.

7. Confidence —You need to show that you believe in yourself if you want others to believe in you; people
will notice if your self-confidence.

The thing is, if you have the skills and strengths to do the job, this can actually outweigh experience in many cases;
it s alll about how you sell yoursel f. I f you know you
for and all you have to do is show them your potential.

Believing in your own ideas, abilities and decigi@king capabilities is the first step to achieving success in life.
Dr Wayne W Dyer
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7 job hunting mistakes you should avoid

Job search is hard work, that’'s a fact. I't is now even

qualified applicants that you get it right which is why it is important that you avoid the following 7 job hunting

mistakes:

1. Lack of planning—a s t h e s af you faibto pdpo, gosi plantofdil and t hat applies equ
job search. Be specific about what your wultimate go

you rather than just finding any job, set out your daily and weekly plan to achieve it and create a system of
accountability to prevent procrastination.

Ha v i o sizefits dll  €ydu must make time to update your CV and tailor it every time you apply
for a job in order to clearly show how your skills and expertise match the requirements for the job and
show how you can add value to the postion.

Limiting your job search —Trawling the jobs sections of newspapers and sending your CV to recruitment
agencies is no longer enough. If you want your job search to be effective then make use of all the
resources available; use social media sites, join online job boards, register at online recruitment sites,
apply to online job postings and get networking online too.

Ineffective networking —networking should be the main focus of your job search but you have to go about
it the right way (issue 2 — 7 ways to network effectively). The key to effective networking is not to talk a lot
and blatantly asking for a job is definitely not the way to go. Instead you need to be a good listener, ask for
advice and remember that the key to good networking is in the giving not the taking.

Taking Rejection Personally — There is really no point on dwelling too much on the rejection letters you
receive, or worse still the non response to your application. You have to face it, some employers will say
no and the key here is to use this as constructive feedback to help you improve. Take time to evaluate your
job search and see where you can improve; maybe your CV or interview skills need a little more work. The
key is to stay positive.

Lack of interview preparation —There really is no excuse for this because when you evaluate the interview
process, all job interviews are comprised of 4 key elements: articulating your value, conveying your
knowledge of the company and asking intelligent questions and practice. Think about the amount of time
you need to prepare for each of these elements and then double it —you will now be closer to spending
the right amount of time preparing.
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Too confident —you may think that you are more than qualified for the position you are applying for but
that does not mean that you have all the ski
you can do for them backed up by evidence of the value you have added to your previous employers.

ULF @&2dzQNB Ixdeygdingd KNR dz3 K KSft €
Winston Churchill
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7 Reasons why you can@get a job
The following are 7 reasons why you may not be able to get a job
1. Too much competition

Unfortunately you have little control over the level of competition you are up against. Google, for
example, receives over 1 million applications per year which means that your chance of getting a job with
them is less than 1%! All you can do is find a way to make sure that you stand out above the competition
by ensuring that you do not fall short on any of the other 6 points.

2. Posting your resume online and hoping it will be found.

Nearly 4.5 thousand CVs are posted weekly on to Monsterboard alone so what are the odds in favour of a
recruiter finding yours? You need to take control and be in the driving seat when it comes to your job
search rather than waiting for jobs to come to you.

3.l n the 10 seconds it t akes seawhytbegshould considerhtrirgyos.can your

The first things that recruiters look for when scanning your CV are: the positions you have held, the

companies you have worked at, the start and end dates for each position and your education. Therefore

you have to make it very easy for these to be found
pile.

4. The recruiter can spot errors in your CV.

According to Careerbuilder, over 60% of recruiters will reject a CV if it contains just one spelling mistake.
Review your CV onscreen and on paper and ask a friend to review it for you. Make sure that you have a
professional emai l address too if you don’t want yo

5. Your CVis not clear, easy to read and professionally organised.

You may find it hard to believe but a recent research study from Theladders showed that having a clear CV
that is easy to read and well organised and laid out will actually increase the chances of it being read in
more detail no matter what the content.
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6. You don’'t have a.strong Linkedln profile

The majority of recruiters and hiring managers will check out your LinkedIn profile in order to confirm
what you have said on your CV or to find out more about you so you must make sure that you have a
strong and complete profile.

7. You don’t meet the basic requirements for the job

It is imperative that you spend time reviewing and comparing the job requirements to your own

qualifications in order to ensure that you are only applying for jobs that you are qualified for and therefore

have a chance of getting. In addition, it must be tailored to the job description —every industry, every

company and every position has its own keywords and if you do not tailor your CV accordingly you will not

be including the correct keywords which means your

If you feel that you have received an unfair number of rejection letters make sure you are not falling into the trap
of any of the 7 points highlighted above.

In addition to a strong CV and LinkedIn profile, you also need a cover letter that shows how you are a perfect match
forthejob—even t hough not all recruiters read cover letters

And of course this only gets your foot in the door; to actually be offered the job you need to ace the interview too.
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CONCLUSION
In an average lifetime, we spend a third of our lives working —how you spend this time matters!

Effective job search ends when you have found a job that works for you and gives you a greater chance of
contributing to life. It can mean moving out of your comfort zone and will require a very strong CV and good
interview skills. You will also need a lot of confidence and know that you can do it!

As Robert Frost said,
The brain is a wonderful organ. It starts working the moment you get up in the morning and does not stop until
you get to work.

If this is you, please get in touch to find out how | can help you create an effective job search strategy
anne@power-to-change.eu

CAREER
CHOICE
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