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 Introduction 

 

Thank you for purchasing Top-10 Secrets to Getting Hired.  For the past ten years, I have 

travelled the country speaking to tens of thousands of college students, unemployed, 

and under-employed Americans.  One of the most frequent questions I hear is, “What 

would you do if you were in my shoes?” 

 

That’s a fantastic question… what would I do if I found myself looking for a job to 

survive or if my current position wasn’t providing for my family?  These conversations 

set off an action plan for me to put down on paper for the world to see exactly what I 

would do.  Hence, this eBook.  Knowing what I know now, I’m extremely confident I 

would have a position in less than 30 days!   

 

I’ve compiled what I believe to be the top 10 best processes, methods, and 

tips to finding a job today in the fastest, most efficient way possible. 

 

Every week I see, read, and hear from thousands of Americans struggling to find a job 

or advance in their career.  An extremely high percentage of these Americans don’t 

understand why they are not getting callbacks for resumes submitted to online jobs or 

why they aren’t being contacted by employers for positions they think they are the 

perfect fit for. 

 

Hearing crickets in your job search can be extremely demoralizing and can break even the 

strongest of job seekers.  I’ve got some news for you: The vast majority of people today 

are looking for a job the wrong way!  Unfortunately, many job seekers today are utilizing 

only two routes to finding a job: applying for jobs online and posting their resume online 

because that’s all they know how to do.  You might be one of these individuals.  Do you 

know how many people get hired this way?  Less than 10 percent!  You heard me right: an 

extremely small percentage of hires today are obtained through the job boards.  If you rely 

solely on the boards, you are severely limiting yourself to getting noticed by a company.  

That doesn’t mean you can’t be a part of that low percentage, however.  In chapter 3, Using 

Every Spoke of the Wheel, I’ll discuss how you can stand out on the job boards.  The purpose 

of this eBook is to show you how to be a part of the other 90+ percent of job seekers who are 

obtaining jobs through other, more successful means. 
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As one of The Nation’s Leading Career Readiness Experts, I’ve developed this simple-to-

read eBook to help you jumpstart your career search.  It doesn’t matter if you’ve been 

unemployed for a year or just looking to advance your career.  This guide will help you!  

I’m extremely certain that after reading this you will regain your hope, confidence, and 

passion in finding a new position.  This eBook will provide you with innovative and 

expert career advice that you most likely have not heard elsewhere. 

 

I want you to be able to stand out among the stacks of resumes on the hiring 

authority’s desk, get past the applicant tracking systems, understand what employers 

are looking for on your resume, learn how to take command of the interview, plus 

much more. 

 

In 1996, one of my first jobs out of college was as an executive recruiter in a staffing 

firm.  For the next six years, I learned from the best about how to master the staffing 

industry.  We placed thousands of candidates in positions around the nation, all while 

learning exactly what companies look for in an ideal candidate.  In 2002, I started my 

own staffing firm out of a back room in my home.  Today, Sterling Partners is a 

successful staffing firm with offices nationwide. 

 

  

 

 

 

 

 

 

In 2009, seeing the demand for training and development needs for candidates, the 

unemployed, and students struggling to find opportunities, I started Career Masters 

International (CMI) – now Sterling Partners Academy.  Sterling Partners Academy is now 

one of the leading career readiness organizations in America and assists thousands of 

people each year by showing them how to find a position in the most efficient way by 

utilizing today’s most successful practices. 

 

With my involvement with Sterling Partners and Sterlin Partners Academy, I constantly stay 

on top of what works and what doesn’t from a job search standpoint.  Each week, I talk to 

company presidents, human resource managers, and hiring authorities and guess what they 

tell me?  We are discussing exactly what they want to see on a candidate’s resume, how a 

candidate should interview, how one should market themselves to that company, plus dozens 

of other insights that the average job seeker wouldn’t even think of. 
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I want you to proceed with this eBook with an open mind.  Many of the ideas are going to 

be new, and several of the concepts might be hard to believe or seem impossible, but 

with the proper understanding, these secrets will jumpstart your job search from day 

one!  I’ve witnessed thousands of success stories using the concepts from this eBook, 

and I’m certain with some time and dedication you will see these same successes! 

 

I wish you the best of luck in your search, and thank you again for trusting me in this 

chapter of your life. 

 

Sincerely, 

 

Rick Sears, President and CEO 

Sterling Partners 

www.linkedin.com/in/ricksears  

 

 

 

 

 

 

 

 

 

 

 

 

 

“I’ve missed more than 9000 shots in my career.  I’ve lost almost 300 games.  26 times I’ve 

been trusted to take the game winning shot and missed.  I’ve failed over and over and over 

again in my life.  And that is why I succeed.” 

 

Michael Jordan 

 

 

 

 

 

 

 

 

http://www.linkedin.com/in/ricksears
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 Tailoring your Resume 

 

I think if I were only able to give one tip to job seekers on how to succeed in their job 

search, it would probably be the importance of tailoring your resume to the position you 

are applying to. 

 

You need to understand and think like a product.  What does every product in the 

world have to sell itself?  A brochure.  Just like a product, you must have a brochure 

that truly sells who you are; not just tells someone who you are.  And that, my friends, 

is a resume. 

 

The single biggest mistake that most job seekers make is using the same resume for 

every single position they apply for.  I would rather see a candidate apply to three to 

four positions a day with a tailored resume than apply to 50 to 60 positions a day with 

the same single resume. 

 

Do you know how long you have to impress a hiring authority with your resume?  I hear 

everything from 10 minutes to 30 seconds in my workshops.  The answer is about five 

seconds!  You have roughly three to seven seconds to prove to me that you are the 

candidate I’m looking for.  Now having said that, what do you think the first thing a 

hiring authority is looking for on a resume?  No, it’s not your name, qualifications, 

education, etc.  Nine out of 10 hiring authorities look to see what you are doing right 

now - what is your current position title?  If I’m a human resources manager of a local 

company and we have an opening for an accounting supervisor, what do you think I’m 

looking for first on that resume?  Yes, to see if you are currently an accounting supervisor.  

And if you are not an accounting supervisor right now, guess what I’m doing next?  Yes, 

moving on to the next resume, just that quick.  A big candidate myth out there is that 

resumes are read from top to bottom.  That very rarely happens.  I’m not going to start at 

the top of your resume and read down only to discover a minute later that you aren’t even 

close to what I’m looking for.  I want to know right now if you are doing the job that I’m 

hiring for, period! 

 

Looking for a job is similar to playing a game.  That offends some people when I say that, but 

you have to understand how the other side of the desk thinks before you can just start to 

apply for positions blindly. 

 

You must understand the objective of your resume.  I’m not talking about the “Objective” or 

“Summary” on the top of your resume, but what is the purpose of the document?  Sure to get 

a job, but before that?  The resume serves one purpose and that is to get you in front of 

someone.  Once you are in front of someone, preferably a hiring authority, it is all up to you 
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to sell yourself.  So keep that in mind when developing your brochure.  It is to sell yourself 

to a potential employer. 

 

Let me start off by explaining the concept of tailoring your resume to the position(s) you 

are applying for and the importance of this.  Tailoring your resume is not a new concept 

at all.  It has been around for decades, and it is what gets your resume noticed, not only 

by the hiring authorities but also the applicant tracking systems (ATS) thus leading to 

interviews. 

 

To start the process of tailoring your resume, you must first have a basic resume in 

place.  Use the existing resume that you have.  If you don’t have one in place yet, use 

our Resume Builder that is part of this eBook (link is on login screen).  It will create a 

completely custom, perfectly formatted resume by just answering a few questions.  

And all in an easily editable Microsoft Word format. 

 

Once you have that resume in place, find a job description that makes sense for you.  

Now when I say, “make sense for” – this means you must meet or exceed roughly 70 to 

80 percent of the requirements the company is looking for in a candidate.  If you don’t 

meet the company’s minimum requirements, it’s an absolute waste of time to even 

apply.  The reason is that companies have their pick of the litter right now from a 

candidate standpoint.  There are a lot of people currently in the market who are 

unemployed or under-employed and looking for opportunities, and companies know 

this.  Rather than bring someone on board and have to train 

them, the company knows there is someone out there right 

now who can do the job with little to no training.  That’s 

one reason it’s so important to show that you meet or 

exceed their requirements on your resume. 

 

So to start the tailoring process, print out the job 

description  you are interested in.  Once it’s in front of you, 

use a highlighter to emphasize the keywords and key 

phrases that job description discusses.  These are the keywords 

and phrases that you’ll want to emphasize on your resume.  You 

don’t necessarily want to copy and paste exactly what is on the 

job description to your resume, but you want to come pretty 

close.  Show the company that you have the experience they are 

looking for by telling the story on your resume.  You don’t want to lie 

or embellish.  Remember, if you don’t meet or exceed at least 70 to 80 percent of the duties 

and requirements that the position requires, don’t bother applying.   
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Here’s why: 

1. You want to prove to the company that you do have the experience they seek in a 

candidate.  By using a resume that is not tailored to the position, you just leave 

the hiring authority guessing if you are the right candidate.  And with the 

abundance of candidates today, that’s only about one second.  Show the 

company that you are the perfect candidate by demonstrating that you have the 

experience by emphasizing all your experience based around the duties and 

responsibilities the position requires.  Using the “T Letter” from chapter 2 will 

help accomplish this as well. 

 

2. The second point is to avoid getting stuck in the “black hole” of the applicant 

tracking systems.   

 

ATS’s, as they are commonly referred to, are put in place by mid-size to larger 

companies to handle the huge flow of resumes into the company.  They are simply a 

software program on a computer or server to help with candidate management.  Some 

companies receive up to 1,000 resumes per day/per position or more.  To help combat 

the large amounts of resumes, companies implement applicant tracking systems to 

track, monitor, store, and weed out the unqualified candidates.  So how do ATS’s weed 

out unqualified resumes?  By keywords and key phrases.  It’s really that simple.  If your 

resume doesn’t match what the job description is looking for, your future in that 

company can and will be decided by a computer. 

 

This is the biggest reason why candidates get so discouraged when applying to online 

jobs.  They feel as if their resume truly fell into a “black hole”, which in most cases it did.  

An extremely small percentage of resumes make it past the ATS to the hiring authority’s 

hands.  Those are the ones that were tailored to the job and explained why they would be 

the ideal candidate for that position. 

 

Getting your resume noticed by a company isn’t difficult if you take the time to show them 

what they are seeking.  Using these techniques combined with the next chapter, The Rebirth 

of the Cover Letter, leads to an extremely positive way to market oneself to a company. 

 

 

“Twenty years from now you will be more disappointed by the things that you didn’t do than 

by the ones you did do, so throw off the bowlines, sail away from safe harbor, catch the trade 

winds in your sails.  Explore, Dream, Discover.” 

 

Mark Twain  
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 The Rebirth of the Cover Letter 

 

I think one of the most exciting and surprising chapters in this eBook is this one, the 

discussion of how important a cover letter truly is… or isn’t. 

 

I am often asked, are cover letters ever read and are they important?  The answer is 

that they are almost never read, but extremely important.  Think about it, do you really 

think a hiring authority is going to go straight to your cover letter and start reading 

before they even determine if you make sense for the position?  You learned in the last 

chapter that they are looking to see what you are doing at this moment, thus 

bypassing the cover letter, and they’ll know within 3 to 7 seconds if your title matches 

what they are looking for and if you are going to be moving to the next step of the 

hiring process. 

 

Cover letters are rarely read, but are extremely important, and I’ll explain why in a 

minute.  Cover letters are unfortunately a dime a dozen.  They simply don’t excite the 

hiring authority into wanting to read them because they are traditionally in paragraph 

form, template based, and rarely sell the candidate.  Until now! 

 

What can you do to pretty much guarantee that the company looks at your cover letter?  

Show them something they haven’t seen before, the T-letter. 

 

The T-letter is the rebirth of the cover letter (see sample on page 11).  It highlights 

exactly why you are perfect for the position by comparing the company’s 

current requirements to exactly what experience you have in a simple, 

straightforward, and easy-to-read fashion. 

 

Here is how it should be done.  Start the T-letter off just like the 

traditional cover letter, by discussing the position you are 

applying for and a grabber statement about who you are.  For 

example, “If you are seeking a dynamic and world-class 

customer service representative, with five+ years of experience 

and an associate’s degree from Clemson University, then I am your 

ideal candidate.” 

 

The way you address the page is important as well.  Starting it off with, “To 

whom it may concern” or “Dear hiring manager” shows me that you’ve done 

little research into who this is actually going to.  With websites like LinkedIn 

and Google, there is very little reason you shouldn’t know who the Human 
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resource or hiring manager is within a company.  If for some reason you just can’t find that 

information,  address the T-letter to the president or CEO of the company.   

 

Just like the tailoring of the resume, tailor your cover letter (T-letter) to the position as 

well.  Once we have the basics in place, the magic starts to happen.  You are going to 

turn the page into a “T” with two columns.  Refer to the sample to see how this is done.  

In the left column, state the key requirements for that job.  You probably only need to 

list the top five to six requirements that you have experience with.  In the right column, 

directly across from the stated requirements, demonstrate how you have met or 

exceeded each requirement. 

 

This will blow the hiring authority away for several reasons.  Even though this concept 

has been around for a while, very few candidates use this practice thus leading to very 

few HR managers and hiring authorities ever seeing it – which will bring attention to it.  

But most importantly, it throws right into their faces how you are an ideal candidate 

for the job by comparing their requirements to exactly how, when, and where you have 

the experience they seek.  

 

As an active recruiter within my search firm, I use the T-letter with all my candidates on 

a daily basis with amazing results.  Recruiters only get paid for placing candidates within 

a company (contingency), so it’s imperative that we highlight in a straightforward 

manner how our candidate makes sense for the position.  The T-letter does just that, 

better than anything I’ve ever seen. 

 

In the last chapter, I spoke briefly on the applicant tracking system.  Having a detailed T-

letter with frequently used keywords and phrases from the job description helps you get 

past the ATS system and your resume into the decision maker’s hands.   

 

I mentioned this earlier: Looking for a job is like playing a game.  You must understand the 

tricks, tips, and processes to play the game well and better than everyone else.  The T-letter  

definitely helps to keep you out front. 

 

On the next page, you will see the sample T-letter.  How it’s organized makes it extremely 

easy to compare your skills and expertise directly with what the company is seeking in a 

candidate.  You are able to exhibit quickly why you are an ideal hire, period! 

 

 

“Opportunities are often things you haven't noticed the first time around.” 

 

Catherine Deneuve 
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 Using Every Spoke of the Wheel 
 

It is human nature to fall into a comfortable and easy way of doing things.  There are no 

differences in a job search, other than the lack of knowledge of what else can be done.  

As referenced in the introduction of this eBook, an extremely high percentage of job 

seekers believe there are only one or two ways to look for a job.  Both involve relying 

on the job boards by either posting a resume or applying for online jobs.  This is pretty 

much the extent for most job seekers.  Less than 10 percent of people get hired this 

way (which, by the way, is a very large number of people in the U.S.), and there is no 

reason you can’t be a part of that 10 percent, especially with what you have learned, 

thus far in the last two chapters. 

 

I speak quite often on using “every spoke of the wheel” in your job search.  That 

means using every possible angle to get in front of someone.  Using multiple 

options simply increases your presence thus increasing your chance of getting 

in front of the right person. 

 

Even though the success rate is low, job boards should be utilized, if done 

properly, but what other tools and processes are available to us to help 

with our job search? 

 

We have associations, networking, mentors, word of mouth, internships, local 

employment services, job fairs, letter campaigns, introductions, references, 

knocking on doors, email introductions, company websites, research, cold calling, 

recruiters… and that’s just to name a few. 

 

Let me address some of the more common tools you can use to help secure employment: 

 

1. Networking – Almost 80 percent of jobs are obtained through networking.  It is so 

important that I’ve dedicated an entire chapter on the importance of talking to 

people.  (See chapter 9 – Networking) 

 

2. Word of mouth – Let everyone know what your situation is.  There is no reason to be 

ashamed of your current position in life.  Many, and I mean many, good people are 

out of work or looking for a better career.  Share your situation and intentions with 

everyone - neighbors, church members, friends, people you meet at a coffee shop… 

because you never know who they are going to be networked with. 

 

3. Job fairs – Not one of my favorite spokes in the wheel because of the success rate, but 

they can be useful if they are targeted.  Large job fairs that don’t have an industry 
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target will almost always be a waste of time unless you have a specific company or 

contact you need to get in front of.  Less than 1 percent of candidates get hired 

from job fairs. 

 

4. Recruiters and Staffing Agencies – As the current CEO and Founder of a national 

search firm, I know firsthand the advantages of working with staffing 

organizations.  However, you must understand that recruiters don’t work for 

you.  They work for the client company.  Now having said that, you must meet 

several requirements to work with a search firm.  In most cases, you must be 

accomplished with several years of real experience under your belt.  Flexibility is 

also a key.  Try to find a niche recruiter specific to your industry, experience, 

and background.  They will have many more opportunities that fit your 

experience than a “generalist” recruiter. 

 

5. Knocking on doors – A small percentage of jobs available are actually 

advertised.  I say it all the time: Almost every company in the U.S. is hiring.  

Companies are becoming much leaner, meaning they are always looking for 

ways to save and make money.  Having the absolute best talent on board is on 

the top of that list.  If you can prove to a company you are better than someone 

they currently have on staff, what’s stopping them from letting them go and 

bringing you on board?  Nothing!  I’ll go into much more detail on this in chapter 

10 – The Mentor Approach. 

 

6. Internships or temporary work – Ever heard the phrase “Try before you buy”?  An 

internship or a temporary assignment is a great way to get noticed with a foot in 

the door.  It’s very little risk to the employer.  Many companies are open to this 

option especially if the position has been open for a good amount of time, but very 

few candidates ever ask.  It doesn’t hurt to ask! 

 

7. Job boards – Although the percentages are low for getting hired off the boards, if 

done right they can be much higher for the candidate who knows how to use them.  

CareerBuilder, Monster, and Indeed are the three most popular – but there are 

hundreds of niche and industry-specific job boards out there.  Make sure you are on 

the boards that are tailored to your position or industry, because you never know 

where that employer is going to be looking to find you. 
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8. Local resources – Be sure you are utilizing your city’s free local resources for 

assistance.  Almost every city or town is going to have a career center (Goodwill or 

a City Works program) for the unemployed.  You’ll find many great resources here 

from career consultants, daily workshops, free computer use, to local job postings 

from companies.  If you don’t know where to turn to find these centers, ask the 

unemployment office for help. 

 

9. LinkedIn – If you are not on it, get on it immediately!  LinkedIn is the single 

largest networking site for professionals of all levels.  I don’t care what your 

position is - everyone needs to be on LinkedIn and use the site properly.  There 

are many references on the web on how to use LinkedIn effectively.  Bottom 

line is that almost every company and search firm uses LinkedIn as one of their 

tools to find qualified candidates.  www.linkedin.com   

 

10. Technology – Use technology to your advantage.  If you don’t have a computer, 

go to the library, local career center, or borrow one.  Keep track of your daily 

progress.  Archive all your tailored resumes so you don’t have to keep recreating 

the wheel.  Have an Excel spreadsheet of all the positions you have applied to 

and the outcomes.  After a while, you’ll start to see successful trends and can 

start to focus in those directions. 

 

 

 

 

 

 

 

 

 

“We must believe that we are gifted for something, and that this thing, at whatever cost, 

must be attained.” 

 

Marie Cur  

http://www.linkedin.com/
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 Professionalism 

 

You have the near perfect resume, you meet exactly what the employer is looking for, 

your T-letter sold your skills and experience, your references were impeccable, and you 

were called for an interview. 

 

But you show up 15 minutes late and in a wrinkled suit.  I’ve seen it hundreds of times. 

Professionalism and how you handle yourself can kill all your chances of ever working 

for that company.  Of course, there are the obvious failures in professionalism - 

punctuality, dress, behavior, chewing gum, etc., but have you ever thought about the 

not-so-obvious signs? 

 

I will say it now: Discrimination is rampant in America!  Yes, I said it, and anyone who 

says they don’t discriminate is lying to you.  Now I don’t necessarily mean racist 

discrimination.  I’m talking about discriminating against tattoos, weight, age, hair color, 

clothes, mannerisms, lack of experience, smoking, your name, or just even the way you 

look. 

 

Every time you walk into an interview you are being judged, which is by definition, 

discrimination.  Now discrimination isn’t always blatantly negative.  You may be 

discriminated against because you have a visible tattoo on your neck, and the company 

just can’t have you in front of their high-end customers.  Or you may be discriminated 

against by your age or gender because the company needs an employee who can lift 50+ 

pounds on a daily basis.   

 

This frequently happens and are obvious examples.  But what about the 

factors you don’t think about?  These are the miss-steps in your 

professionalism that never come to mind.  Here are several 

examples that we see on a daily basis through my search firm 

that could very easily knock you out of the running for your ideal 

job. 

 

1. Your voice mail message –  Several years ago, I was 

helping a client look for a Director of Customer Service.  

We scoured their competitors, the job boards, networked, etc. for over two weeks to 

find the ideal candidate.  After all that time, we found several candidates who met the 

requirements and experience for the position.  The first candidate we called was a 

college graduate with six+ years of customer service experience.  The ideal candidate 

on paper, so I called him.  As in about 90 percent of our calls, we got a voicemail.  Your 

voicemail may be your first impression, especially if the hiring authority is reaching out 
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to you.  To continue my story, the voicemail message picked up and in a very 

demeaning, deep, almost scary voice it said, “Yo, dog, leave a message!” and then 

stopped.  I didn’t leave a message and hung up, never to call that candidate again, 

and went on to the next resume in my short pile.  He may have made a perfect 

candidate and been hired by my client, but he never had a chance because of his 

unprofessional voicemail.  Now your voicemail may not be so blatantly off-key, 

but is it professional?  Does it reflect your passion and enthusiasm as a person 

looking for a new opportunity?  Also be careful on the music you choose in your 

ring back tones if you use those features.  Types of music can be distasteful and 

offensive to some people. 

 

2. Your email address – You should have a dedicated email address strictly used 

for your job search.  There are dozens of resources for free email addresses 

(Yahoo, Google, MSN, Hotmail, Juno, etc.)  Try to brand the email address to 

your name.  I know it’s extremely difficult to get your exact name as an address 

because so many have already being taken, but come as close as you can.  Use a 

middle initial, period, or the underscores (_) to get as close as possible.  For 

example, sears.richard@ymail.com is one of my old personal emails.  The 

importance of this is because this is how companies track you in their applicant 

tracking systems and like a fingerprint, they are all unique.  

 

Avoid using numbers if you can.  Remember that the smallest of things can be 

discriminated against.  For example, if my email was sears.richard62@ymail.com 

this could be perceived in several different ways.  Someone may see this and say, 

“wow, he’s 62 years old” or that he was born in 1962 – all facts that could be used 

to discriminate against you if they were looking for a younger candidate.  

Remember, our resume serves one purpose, and that’s to get in front of someone.  

Don’t let an email address on the top of your resume knock you out of the running 

because they think you are something that you aren’t. 

 

3. Use an email signature in all your correspondences - Make it easy for someone to 

contact you.  Don’t make us research to find your information.  Provide the hiring 

authority with links to more information about you, for instance LinkedIn.  Here is a 

great example to what a winning email signature looks like: 

 

Sally Jones, Experienced Marketing Professional 

sally_jones@somedomain.com 

(704) 555-1212 

www.linkedin.com/yourname 
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4. LinkedIn photo – I’ll get into much more detail about your online reputation and 

social media in chapter 8, but having a professional LinkedIn profile picture is 

important.  So many times I see pictures of dogs, kids, or selfies and that really 

don’t reflect professionalism.  Save those pictures for Facebook.  Your LinkedIn 

photo should be current, professional, and related to your industry.  For example, 

if you are a medical assistant, a photo in scrubs would probably be appropriate 

for LinkedIn.  When in doubt, though, always wear professional attire and have 

a photo taken in an appropriate setting. 

 

5. Burning bridges and bad-mouthing past employers – With the Internet, 

nothing is private anymore.  Burning bridges from past employers, contacts, 

and networks can come back to haunt you in a major way.  Years ago before the 

Internet, word rarely made it around unless it was a local situation, but now 

with the reach of the Internet, anything you say, print, or publish on social 

media or even say verbally can come back to you.  Even if your parting from 

your previous employer was not the nicest of breakups, take it with a grain of 

salt and move on to bigger and better opportunities without burning a bridge.  

Who knows, you may need to utilize that past relationship in the future. 

 

6. Typographical errors – Not only on your resume and cover letter (T-letter), but 

all correspondence with the company or recruiter.  This includes letters, emails, 

and even texts.  Errors on these items are going to categorize you as someone 

who doesn’t take the time to review your work.  I’ve seen many companies drop 

perfectly good candidates for one or two grammatical errors on a resume.  When 

in doubt, have a friend read everything you send out for a second pair of eyes. 

 

7. Gimmicks to standout – Most often these backfire.  Sending your resume with 

cupcakes or paying for a billboard outside the company you want to work for (I’ve 

seen it all) definitely result in attention, but not necessarily the right kind.  When it 

looks like you are trying too hard, sometimes that can be a turnoff.  There is, 

however, a thin line on wanting to stand out, but show us on your resume and T- 

letter why you make the perfect candidate, not with a gift card to Chili’s when there 

isn’t one in my town. 

 

 

 

“Whatever the mind of man can conceive and believe, it can achieve.” 

 

Napoleon Hill  
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 Preparing for the Interview 

 

I mentioned earlier that I own a national search firm and that the only way we make 

money as recruiters is to place candidates into companies.  To ensure we get a higher 

chance of placing a candidate, we take some extraordinary steps to increase our 

candidate’s chances of being hired.  We call this “prepping” the candidate for an 

interview.  A prepared candidate has a much greater chance of being hired than one 

who walks in blind.  Of the hundreds of interviews that I sit in on during the course of a 

year, I’ll guess that more than 80 percent walk in without having prepared at all.  These 

candidates have a difficult time showing they are interested in the company and 

position when they know very little about them! 

 

Let me walk you through the steps we use at Sterling Partners to better equip our 

candidates for a successful and more comfortable interview experience. 

 

1. The basics – I’ll discuss these in more detail in the next chapter, the Art of 

Interviewing, but you always need to keep your mind on the small things.  For 

instance, being on time, what to wear, directions, being rested, etc.  These are 

all items that you must prepare for. 

 

Just because you have Googled the address for the location of the interview, 

don’t assume it’s going to be easy to find.  What if you can’t find parking or the 

building is huge and you don’t have the floor number.  There is no excuse for 

being late for an interview, especially the “I couldn’t find it” one. 

 

Lay your clothes out and try them on the day before.  

There is nothing worse than getting ready and realizing 

your favorite shirt has a stain, and you need to 

scramble to find another shirt only to notice it’s 

wrinkled and needs to be ironed.  All this adds 

to the stress of the day that you don’t need.  

Have all these items laid out beforehand so 

issues like this don’t arise. 

 

Get a good night’s sleep and eat a 

meal before the interview.  If you 

have time for exercise or a walk beforehand, do that.  All these bring down the stress 

level and make for a more comfortable experience. 
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2. Know the job – Study the job description and know what the company is looking 

for.  Where do you think about 70 percent of the questions in the interview are 

going to come from?  The answer is the job description.  Anticipate the questions 

that are going to be asked by understanding what they want.  Develop questions 

and practice the answers based off the job description.   

 

3. Know the company – One question that is asked quite frequently in interviews 

that I observe is, “What does our company do?” or “Tell me about my 

company.”  Failing to answer these with some knowledge based upon some 

research is almost an immediate disqualification for the job.  It shows that you 

spent little to no time preparing thus showing us that you really don’t care, 

even though this may be extremely important to you.  

 

4. Know the interviewer – With LinkedIn, Google, and many other resources on 

the web, there is no reason that you shouldn’t know a bit about the interviewer.  

You can use this information significantly to your advantage.  Knowing their 

background, interests, where they went to school, hobbies, etc. will allow you to 

relate better to that interviewer before even walking in the room.  If you don’t 

know who you are interviewing with prior to the meeting, ask.  Never walk into 

an interview not knowing who you will be speaking with. 

 

5. Mock interview – Practice, practice, practice.  When you walk into an interview, 

are you going to be nervous?  Of course you are.  The reason most people are 

nervous is because they are in unfamiliar territory.  Very few people like to 

interview, neither the candidates nor the hiring authorities.  But practice by mock 

interviewing will drastically help you to keep your nerves down and really 

concentrate on the task at hand, getting a job.  You can mock interview with 

anyone - your spouse, friend, family member, neighbor, heck, even your dog!  Use 

the anticipated question from #2 above and practice your answers.  You will be so 

much better prepared, which will show your confidence, and that’s what we want to 

see as hiring authorities. 

 

6. Have notes – When you are interviewed, does the interviewer have notes,  three-ring 

binders, books, and papers in front of them?  Usually yes.  There is no reason you 

can’t have these as well.  When I ask candidates what  they are prepared to bring into 

the interview, I hear resume, pen, and paper.  That’s it.  No, this is your interview just 

as much as it is the company’s.  I want you to have an outline of items you want to talk 

about.  Have bullet points on things you want to cover.  Have a printout of the 

company’s website and the interviewer’s LinkedIn profile.  Have these documents so 

you may reference them throughout the interview. 
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You may be asked a tough or difficult question that completely throws you off 

track, to the point you may not even remember your name (I’ve seen it) – but if 

you have an outline and/or bullet points in front of you to keep you on track, you 

can jump right back into the game without missing a beat.   

 

Also make a laundry list of items that won’t be on your resume or cover letter, 

maybe stories about how you got to where you are today, or important points 

that might relate directly to the position you are applying to.  Bottom line is that 

you don’t want to be driving home after the interview and remember an 

important point you wished you had discussed because you forgot. 

 

7. Asking questions – Have questions prepared.  Many career coaches 

recommend having five to six questions prepared for the end of the interview.  

That’s great, but what if those questions were already answered during the 

interview?  Now you are left sitting there like a deer in headlights with nothing 

to ask.  Have about 15 to 20 questions prepared to ask at the end of the session.  

You don’t need to ask them all, of course, but have some key questions ready 

when prompted.  Here are some examples: 

 

The company: 

 What do you see ahead for your company in the 

next five years? 

 How do you see the future of this industry? 

 What do you consider to be your firm’s most 

important assets and selling points? 

 How do you rate your competition? 

 What can you tell me about future products your company 

plans to launch? 

 

The position’s history: 

 What happened to the last person who held this job? 

 What were their weaknesses/strengths?  

 What type of skills do you NOT already have on board that you would like to see? 

 

The job’s responsibilities: 

 What would you consider the most important aspect of this job? 

 Where have successful employees previously in this position progressed within the 

company? 

 Can you describe a typical day/week in this position? 
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The expectations: 

 What are the immediate challenges of this position that I would need to address in 

the first three months? 

 What are the performance expectations of this position over the first 12 months? 

 How will I be evaluated with your firm and how often? 

 (My favorite) If brought on board, what problems or issues can I help solve that 

are sitting on your desk right now? 

 

The next steps 

 If my interview was what you expected and I met all your requirements for this 

position, what are the next steps in the hiring process? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“In order to succeed, your desire for success should be greater than your fear of failure.” 

 

Bill Cosby  
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 The Art of Interviewing 

 

Hundreds of books have been written on effective ways to interview.  I believe an entire 

book on interviewing is a bit of an overkill and puts too much into one’s head.  The 

interview is simply a conversation between two business professionals, but all too often 

they are completely one-sided.  Most candidates walk into an interview, sit down, and 

wait to get bombarded with questions.  That’s not an interview, that’s an interrogation!  

Interviews are two-sided and should be treated that way.  You are interviewing the 

company just as much as they are interviewing you.  Right? 

 

The fact that you have made it to the interview stage says a lot!  Companies don’t 

interview candidates for the fun of it.  They have seen something on your resume, 

were impressed by the T-letter, and/or impressed by a telephone interview to the 

point of actually wanting to meet you face to face.  On average, 80 percent of hiring 

managers walk into the interview wanting to hire you, so now it’s your time to shine. 

 

1. Preparing for the interview – The entire last chapter was geared toward 

preparing for an interview and making sure you have everything covered.  I can’t 

stress how important it is to be prepared, because when you aren’t, the hiring 

authority will notice immediately. 

 

2. Being on time – Do not be late!  Period!  There are no excuses for being late.  If 

for some unforeseen reason (car trouble, wreck on the interstate, extreme 

weather, etc.) you are going to be late, you must call to inform the interviewer of 

the situation.  The ideal time to walk into the office is about 15 minutes prior to 

your scheduled interview time.  Don’t arrive earlier.  If you walk in 45 minutes 

prior, the hiring authority now knows you are there, and it can and usually does 

mess up their schedule/tasks because they know you are sitting in the lobby.  If you 

do get to the site extremely early, sit in your car and review your notes or jam your 

favorite song to get you pumped up! 

 

3. Making a good first impression – The second you leave your car in the parking lot, 

you are on stage.  Who you meet in the parking lot, in the lobby, on the elevator, or in 

the reception area all could be decision makers on your moving forward in the 

company.  So many times I’ve seen and heard stories of a candidate walking into the 

reception area only to treat the receptionist in a rude and condescending manner.  

Little did the candidate know that receptionist was the first step of the interview 

process.  Treat everyone with the utmost respect once you leave your vehicle as you 

should in all walks of life.  Who knows, you could be riding the elevator with the person 

ready to interview you. 
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Leave your habits at home.  Smoking, gum chewing, coffee, social media updates 

on your phone, should all be left at home.  As a matter of fact, don’t even bring 

your cell phone into the interview with you.  Sitting in the lobby of the office 

playing on your cell phone shows a lack of interest in the company.  Instead, 

review your interview notes or look over literature of the company.  I recently 

sat in on an interview process where a client of mine was interviewing about a 

dozen candidates.  When I walked out to the lobby where they were all sitting, 

every one of them was on their phone.  Not a 

good example for showing your enthusiasm 

for the company. 

 

4. Dress appropriately – You want your first 

impression to be absolutely the best it can 

be, and your clothing has a lot to do with 

that.  You always want to err on the high 

side on what you wear to an interview.  

Even if you know the atmosphere in the 

office is business casual, always wear a 

suit unless told otherwise.  There are 

exceptions for blue-collar work or more labor-

intensive situations.  Use your gut feeling, research what is 

appropriate for that position, or just call the company and ask the receptionist 

or human resources representative what works for that environment.  Most often, 

follow the suggestions below: 

 

For men:  A solid-color suit (preferably dark), long sleeve shirt either white or what 

goes well with a suit, color-coordinated shoes and belt, dark socks (black always 

works), a conservative tie. Tone down the cologne and aftershave and avoid 

excessive jewelry.  Also be aware of your facial trimmings and fingernails. 

 

For women:  Pant suit or skirt suit are suitable in dark colors (grey or black/dark blue) 

with an appropriate blouse (white always works), conservative shoes avoiding 

extremely tall heels, nude or natural pantyhose, with minimal jewelry (earrings and 

two or three rings are appropriate).  Nail colors as well as hairstyle should be 

traditional.  Light makeup and perfume are acceptable. 

 

5. Shaking hands – The handshake is crucial in any business situation, including 

interviews.  Learn to give a good firm handshake.  It shows confidence.  Soft or limp 

handshakes not only show weakness, but could have the hiring authority wondering if 
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that’s how you’ll introduce yourself to customers and clients if hired.  Always stand 

up during a handshake. 

 

6. Have them at “Hello” with a smile – I’ve personally sat through hundreds of 

interviews from the college level up to the “C” level, and you wouldn’t believe 

the lack of enthusiasm I see in interviews.  Show the hiring authority that you are 

happy to be there.  I know this is a serious interaction, but showing a smile 

indicates that you are interested in what is being said and that you are 

comfortable with that person.  They already know you can do the job based on 

what they saw on your resume, T-letter, etc.  Now just prove to them that you 

both can work together. 

 

7. Make it a conversation – I said this earlier: The interview is a simple business 

conversation between two people.  If it gets lopsided with the hiring authority 

drilling you with questions, stop the momentum by asking several questions 

based upon what has been said.   

 

I want to give you one of my favorite tips.  Have you ever started an interview?  

Seriously, if this situation is just as much you interviewing the company as them 

interviewing you, why can’t you start the interview?  You can, and here’s how.   

 

When you enter the room to meet the interviewer, shake their hand and say 

something like this,  

 

“Hi. I’m Rick Sears – it’s very nice to meet you.  I’ve admired your organization from 

afar for several years, and I’m glad that I’ve been brought in.  Let me ask you, what 

got you started with this company?”    

  

This serves several purposes, but one is to get them talking.  This will allow you to sit 

down, catch your breath, calm your nerves, and start to think about the interview.  

But most importantly you get them talking and not started off by firing questions at 

you.  We use this process with our candidates, and it really calms the entire room and 

launches almost immediately the meeting into a conversation.  

 

Be sure to maintain positive eye contact throughout the interview.  Ninety-five 

percent of the time, your eyes are on the interviewer, the other 5 percent on your 

notes. 

 

8. Emphasize your accomplishments/achievements – An interview is not the place to be 

humble.  You want to discuss your outstanding accomplishments in a way that is 

relevant to the position you are applying for.  Be sure to have examples of how you 
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met these achievements and what/who helped you get there.  If you are new to the 

industry or don’t have a lot of accomplishments to show, it is not an issue.  People 

have to start someplace.  If sold properly, potential can sometimes be more 

valuable than experience. 

 

One of my more popular quotes is,  

 

“The person who can take achievements and turn them into 

benefits can overcome deficiencies in experience or education.” 

 

I said this back in 1998, and I mean it now more than ever.  If you can show 

positive accomplishments and achievements and how they can benefit the 

company, they commonly can trump lack of experience and/or education. 

 

9. Your interview exit strategy – You’ve just completed the interview, and it’s time 

to leave.  Before heading out the door, make sure you reiterate your desire for 

the position.  Let them know your excitement level and how you look forward to 

hearing from them on the next steps.  You can ask directly what the next step is 

by saying, “If this interview went as well as I believe it did, when can I expect to 

hear from you in regards to the next steps?” Stay positive even if you didn’t feel 

it went all that great.  Shake the interviewer's hand and thank them by name.  Be 

sure to get a business card of everyone you met with. 

 

On the way out the door, be sure to thank everyone involved in the process, 

including the receptionist in the lobby. 

 

10. Following up/thank-you note – Unfortunately, thank-you notes are becoming a lost 

art form.  It is important that you not only follow up with an email thank you later 

that day, but also a handwritten note.  These can be extremely endearing and can 

help your case for getting the job.  Even if the interview went horrible and they said 

they would not move forward with your candidacy, a thank-you note is necessary.   

 

The same day of the interview, not from the parking lot on your phone, but after you 

have had some time to reflect on the meeting, write a nice thank-you email to the 

interviewer(s).  This serves several purposes.  First, obviously to thank them for their 

time, but also to reiterate several key points and highlights of the interview.  If you feel 

the interview didn’t go your way, this could be a time to redeem yourself with further 

examples to plead your case.  It’s also a great time to ask for a second interview if 

things went well. 

 



 

                 Copyright © 2014 Rick Sears and Career Masters International.  All rights reserved. P
a

g
e 

26
   

   

A day or two later, send a handwritten thank-you note.  These are almost always 

read because they are so rare nowadays.  This will give you a chance to ask more 

questions, reference a good point in the discussion, and determine your future 

with the company.  I’ve seen many cases where a handwritten thank-you note got 

the interviewer re-thinking about how the interview truly went.  This can only be 

good for you. 

 

11. If you didn’t get the job – Not every interview can land a job.  Just because you 

weren’t chosen for the opportunity, doesn’t mean you weren’t a good 

candidate.  If you felt that you did everything in your power and the interview 

went great, find out why you didn’t get the job.  It doesn’t hurt to follow up 

with the interviewer to see why they chose another candidate.  You can use this 

knowledge to your benefit in your next round of interviews.  

 

12. Be cautious of the following – You want to be cautious of the nonverbal 

mistakes made in an interview.  Here are some of the most common: 

 

 47 percent of candidates have little to no knowledge of the company 

 67 percent fail to make eye contact 

 33 percent have bad posture 

 21 percent cross arms over chest 

 26 percent have a weak handshake 

 38 percent lack a smile 

 65 percent of employers said that first appearance can be a deciding factor 

between two similar candidates 

 And to end on a positive note, 90 percent of employers said they know within the 

first minute and a half whether they will hire someone or not. 

 

 

 

 

 

 

“I have learned over the years that when one’s mind is made up, this diminishes fear.” 

 

Rosa Parks  
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 Resume Circumstances 

 

Have you ever not applied for a position because you didn’t feel your resume truly sold 

who you were?  Do you have a time gap on your resume or lack a certain level in your 

education to where you feel you might be disqualified for an opportunity?  

 

Are these and other obstacles holding you back from getting your dream job?  How can 

you explain these situations on your resume without throwing out red flags for hiring 

authorities to see?  Let me discuss some of the more common circumstances one may 

have on their resume and how to combat the situation. 

 

1. Lack of experience – Just because you don’t meet 100 percent of the 

experience level the company is looking for doesn’t mean you shouldn’t apply.  

Your education, past work experience, volunteer work, and more importantly 

your transferable skills can put you right in the running.  It’s especially 

important that you use the T-letter as discussed in chapter 2 to highlight your 

experience in what they are looking for. 

 

Transferable skills from past jobs can be extremely important.  There are many 

skills that you have experience with that can translate directly to your new career 

and position.   

 

Transferable skills examples:  positive attitude, good communication skills, time 

management abilities, problem-solving skills, strong work ethic, a team player, 

working well under pressure, flexible. 

 

2. Your experience for the position isn’t from your most recent job – Let’s say you 

are applying for a retail sales position, but it has been eight years and three jobs ago 

since you had that hands-on experience.  Remember what I said about what a hiring 

authority looks for first on a resume back in chapter 1?  It’s what you are currently 

doing now in your career and obviously your resume won’t say that.  So it’s 

important to highlight your past at the top of your resume.  This is one of the rare 

times you’ll want to use a functional resume or a cross between a functional and 

chronological version.  By using a functional resume, you  emphasize your experience 

in the order of importance to the company you are applying to, verses a chronological 

timeline of your work history. 

  

3. Long absence from the workforce – There are many reasons why a person might be 

out of the workforce for an extended period of time.  Layoff, illness, injury, raising 

children, etc.  All perfectly acceptable reasons for not working.  Unfortunately, with 
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today’s high unemployment rate, companies have their pick of the litter on 

candidates.  That means that if a company is looking for an office manager, there is 

probably an office manager that has just recently been let go or on the market 

that can start with very little ramp-up time.  Now having said that, the absence 

doesn’t have to be a hindrance if you can show that you were active during that 

time (if applicable).  If you were laid off, companies want to know what you did 

in your spare time besides look for a job.  Volunteer work, externships, school, 

research in your industry, etc.  Bottom line is if you have been out of work for 

several months/years, I don’t want to hear that you’ve been home sitting on the 

couch watching TV!  I want to know what you’ve been doing above and beyond. 

 

4. You don’t have a high school diploma - If you have a significant amount of 

experience with accomplishments to match, make sure you push this on your 

resume before you mention education.  You will be 

limited in your available opportunities because 

so many companies have a mandatory 

minimum of a high school diploma for 

employment.  My suggestion is to try your 

best to get your GED at a minimum.  This 

will open the door to so many more 

opportunities.  There are dozens of programs 

available in your town and online to help you 

accomplish this. 

 

5. You never finished college – I see it all the time, “Six hours short of degree” or “14 

credits from bachelor’s” on a resume – if you haven’t completed your college 

degree, don’t tell me how close you are to completing it.  Use your school 

experience to your advantage by discussing the classes and programs you have 

completed.  If you are currently in the process of completing your education, let 

companies know by stating that.  Saying “to be completed by December 2020,” or 

“Master’s in Administration, 2017 to present” signifies to the hiring authority that 

you are still in the process of meeting your education goals.  If you have no intention 

of completing your college education, you might want to think about keeping it off 

altogether unless your college experience is relevant to the position you are applying 

for. 

 

6. You were fired from your last position – Being fired isn’t the end of the world.  

Companies do, however, find currently employed candidates more desirable.  You 

never want to mention that you were fired or terminated on your resume; that’s giving 

too much information.  Only state the dates you worked at the company and leave it at 

that.   Why you are no longer with that company is most likely going to come up in the 
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interview.  Have a story ready, and never bad mouth your previous employer, no 

matter how bad it was.  Tell the truth about why you were let go, but don’t 

necessarily go into detail.  When a company or recruiter does an employment 

verification from your past company(s), we’re really only allowed to ask two 

questions.  What were your dates of employment and were you eligible for re-

hire?  We can’t ask, and the company shouldn’t discuss, why you were fired.  

They can be sued for discussing those details, and a good human resources 

person  knows that. 

 

7. Your last job only lasted three months – Situations happen.  The position isn’t 

what you thought, the company closes down, you don’t get along with 

management, or maybe it was even a contract position.  Show me on the 

resume that you learned a new skill or refined an old one.  What was the 

situation on your short departure?  If it was a contract position, show that on 

the resume, so the hiring authority doesn’t guess why you were there for a 

short time.  As mentioned previously, never bad mouth the employer… 

especially on social media (we’ll discuss that in the next chapter).  You can 

always leave the job off.  Just be ready to discuss the gap if brought up. 

 

8. You are switching industries – This happens often.  You’ve been laid off from 

one industry, and you are applying for positions within an entirely different 

industry.  It all comes down to transferable skills.  (See #1 and #2 above).  Focus 

on what you can bring to the table, and don’t let your vast knowledge in your past 

field go untapped.  If you sit and write them down, you’ll have plenty of skills from 

your previous positions that will fit just nicely in a new industry if explained 

properly. 

 

9. You feel you might be discriminated against based on age, race, gender, etc. – I’ve 

said it once and I’ll say it again: Discrimination is rampant in America today.  The 

positive thing is you can combat this on your resume. Let’s discuss age 

discrimination.  I should have no idea how old you are when I look at your resume.  

The rule of thumb is that if you have positions that are older than 10 to 15 years on 

your resume and they don’t relate to the position you are applying for, take them off.  

Same with your education.  I don’t need to know that you graduated college in 1968. 

That could be used to discriminate against you very easily.  Take the date off and just 

leave your education information.  This isn’t lying on your resume by any means.  

Remember, the sole purpose of a resume is to get in front of the hiring authority.  You 

don’t want them judging you beforehand by what they see on paper. 

 

 



 

                 Copyright © 2014 Rick Sears and Career Masters International.  All rights reserved. P
a

g
e 

30
   

   

As for race, gender, religion, etc. these items should never be listed on a resume 

although in some European countries, you’ll find these standard. A new type of 

discrimination has arisen over the past decade or so, and that’s how a company 

perceives your name.  A hard-to-pronounce or ethnic name can be discriminated 

against.  If you feel that your name might be causing issues in your career 

growth, think about using a nickname or first initials on your resume.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

"Keep on going, and the chances are that you will stumble on something, perhaps 

when you are least expecting it. I never heard of anyone ever stumbling on 

something sitting down."  

 

Charles F. Kettering  
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 Your Online Reputation and Social Media 

 

Social media and your online reputation, wow – where do I even begin?  I will start off by 

saying this: Social media has changed the way people look for jobs and how companies 

look for candidates.  It can be an enormous benefit or an absolute career killer, 

depending on how you use it.  With dozens of social media sites available today, it has 

changed the face of the Internet and how people use it.  More than 50 percent of all 

current job seekers use social media in their job search each day, with almost 90 

percent using it at least once a week!   

 

 

 

 

 

 

Today, companies and recruiters use social media as the new reference check.  Why?  

Because it allows us to see truly how you are outside your resume, cover letter, and 

interviews.  We get to see the real you… and sometimes it’s not pretty!  According to a 

recent survey, almost 70 percent of companies say they have decided against hiring 

someone because of what they saw on social media, and I guarantee that is only going 

to rise.  On the positive side, almost 90 percent of hiring authorities found information 

on a social media site (usually LinkedIn) to help sway the decision to bring someone on 

board. 

 

So how can you protect yourself and your reputation from being discriminated against 

during your job search?  Start by having a squeaky-clean online presence.  Your Facebook, 

Instagram, blogs, Instagram, and Twitter pages need to be cleaned up to show yourself in a 

positive manner.  Talk about and share the positive things in your life.  Attending job fairs, 

volunteering, networking, and accolades from your current job are all items we like to see 

as hiring authorities.  Also watch your spelling and grammar.  Treat your social media sites 

as if everyone in the world can read it and what you say truly reflects who you are, always 

painting a positive image.  According to CareerBuilder (online job board site), 41 percent of 

people using social media reference drinking or drug use, 40 percent have inappropriate 

pictures or images of themselves, 29 percent demonstrate poor communication skills, 28 

percent badmouth a past employer and or current employer, and a whopping 22 percent 

make discriminatory remarks toward race, gender, or religion.   

 

The examples above are not a good first impression for a potential new employer.  What you 

need to understand is that once you put something online, it’s there forever and just because 

you have your Facebook page locked, doesn’t mean companies and recruiters can’t see your 
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page.  As a matter of fact, it’s a pretty simple process for a company to gather your online 

activities by simply Googling you or if needed, pay a research group to pull all the data.  

You see, social media sites that people use today are usually the first results that are 

returned when someone does an Internet search on you.  Everything from pictures, your 

activities, blogs, and profanity may show up in the results, so initially social media can be 

the first impression a company might have on you, and it’s only going to get easier for a 

company to perform these searches in the near future.   

 

You may have the perfect resume and cover letter (T-letter), have been a 4.0 student 

with honors, and have tons of experience with many accomplishments to back them 

up, but if a company does an Internet search and sees you acting or projecting yourself 

in an unprofessional manner, that’s all it  takes to disqualify you from that position you 

applied for way before they ever speak to you. 

 

This is especially important for the younger generation of teens and early adults to 

understand.  Unfortunately, most social media pages of people in this age range that I 

see are riddled with profanity, unprofessional actions and images, along with plenty of 

entitlement issues.  If you have a child, niece, nephew, cousin, friend, coworker, etc. 

who abuses their social media pages by airing all their dirty laundry, do them a favor 

and discuss the pitfalls of promoting themselves in this manner.  It’s only going to 

drastically limit their success rate in the future, especially with the continued increase of 

how companies and recruiters use social media for that initial first impression. 

 

So the question is usually asked in my workshops after I’ve 

portrayed how social media can negatively impact your job search 

is, “How can I use social media to my advantage to help me find 

a career?” 

 

The absolute first step is to have a LinkedIn account 

(www.linkedin.com).  LinkedIn is a professional networking site 

where more and more people are being noticed every day for 

new opportunities.  It allows you to connect with like-minded individuals with 

similar interests, experiences, and backgrounds… and it’s free!  In my search firm this year 

alone, over 60 percent of our placements were by candidates discovered on LinkedIn.  I don’t 

care if you are an entry-level janitor or a powerful CEO of a Fortune 500 company, everyone 

needs to be on LinkedIn!  The site allows you to network with the true decision makers of 

companies.  You’ll learn in the next chapter how important networking truly is. 

 

With LinkedIn, you can contact people within your group who you are connected with.  By the 

way, it’s much more important to network while you are employed verses having to scramble 

and build a network when you are searching for a new position.  If you currently have a 

file:///C:/Users/Michael/AppData/Local/Temp/www.linkedin.com
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network built, it’s a perfect time to reach out to them through LinkedIn to inform them of 

your intentions of possibly looking for a new opportunity.   

 

You are also able to research and see who you might be connected to within companies 

you have an interest in working for.  Many companies also post jobs on the site for you 

to review, all for free. 

 

Bottom line is that LinkedIn is the number-one social networking site in the world with 

millions of users.  Not only are companies utilizing it on a daily basis, but recruiters too 

are making it a go-to location for finding qualified candidates. 

 

LinkedIn isn’t the only tool to market yourself on the social media scene.  Twitter, 

Google+, personal blogs, and even your Facebook pages should all be used to discuss 

your current situation.  There is a gray line on how far you should push this, however.  

Your friends and connections don’t want to see you constantly bombarding them with 

“who do you know” and “who’s hiring” questions.  You need to give more than you 

take by not only asking for help, but also asking how you can help your connections.  

Nonetheless, you need to work the system.  It’s not enough to just register for a couple 

sites and post your information.  You need to be engaged with meaningful discussions 

and insights.  Share your knowledge, your expertise, and participate on a regular basis.  

This is the time to get yourself out and to be noticed.   

 

So what if you aren’t a part of social media?  What if there is no footprint of you 

anywhere online?  Believe it or not, a company can discriminate against that.  If a 

company does a social media or Internet search and finds nothing, the first thing that 

could come to mind is that you don’t even know how to turn on a computer.  I know that 

is a bit farfetched, but it could happen.  You need to have a presence online and at 

minimum have a LinkedIn profile in place.  It’s not a major issue right now, but I guarantee 

in the coming years when a company does an online search and doesn’t find one blog, one 

comment, one anything about you – questions will arise. 

 

 

 

 

“It’s your place in the world; it’s your life. Go on and do all you can with it, and make it the life 

you want to live.” 

 

Mae Jemison  



 

                 Copyright © 2014 Rick Sears and Career Masters International.  All rights reserved. P
a

g
e 

34
   

   

 Networking 

 

When I ask a job seeker what are the most important aspects of finding a quality 

position, I’ll hear: the resume, professionalism, cover letter, experience, interviewing 

skills, marketability, etc.  Of course, many of the items I’ve already discussed in this 

book.  Those are all great answers, but the most powerful way to find a new career 

today is by networking! 

 

Almost 80 percent of all jobs are obtained through networking.  What is networking?  

In its simplest form, it is the act of communicating with someone.  If you walk into a 

Starbucks to grab a cup of coffee and while in line you start chatting with the person 

behind you, guess what, you are networking!  The positive thing is that you already 

know how to do this.  You might just have to brush up on your skills and learn to sell 

yourself. 

 

In the next chapter, The Mentor Approach, you’ll learn one of the most successful and 

powerful ways to find the ultimate job utilizing every aspect of networking.  But for this 

chapter, I want to cover the basics.   

 

Remember all the way back at the beginning of this eBook when I discussed the concept 

of you, the candidate, being an actual product?  While networking, you need to keep 

that in the back of your mind.  That you are a product and you have to be sold especially 

when you are looking to advance your career.  To get someone excited about what you 

have to offer, you need to impress them.  For a lot of you, this may be out of your 

comfort zone, but that’s where careful planning can make you stand out.  With some 

practice and planning, you can feel extremely comfortable networking the right way 

within your circle of contacts. 

 

So how does one get started networking?  Sure, you can run down to the corner coffee 

shop and start to talk to people, but is that the best approach?  Probably not… you need to 

start with a plan of attack. 

 

Step 1 - Let’s start by assessing what you can offer.  What are you looking to get out of 

networking?   

 

The first thing you need to understand is that networking is a give-and-take situation, and it’s 

not all about blasting to the world that you are looking for a job.  As a matter of fact, we 

won’t be asking for a job at all – it’s about gathering information to help us get in front of the 

right people. 
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Before we can even begin to have these discussions, we need to understand what we have 

to sell.  Assess your skills, background, accomplishments, etc. to better present yourself.  

Being able to discuss your past in a thoughtfully prepared manner is key.  You may have 

15-30 seconds to impress a key person you’ve finally reached.  Starting off about where 

you were born isn’t going to cut it! 

 

Have a goal.  Yes, finding a job can be the overall goal – but you need to have small 

milestones in place to keep you sane!  Something like, I want to reach out to five new 

companies this week, establish 15 new networking contacts in my industry, and have 

two face-to-face meetings with people who are willing to help or mentor me.   

Establishing small milestones helps to reach your goal in a much more controlled 

manner.   

 

Step 2 – It’s time to start preparing for that first event, meeting, phone call, etc.  Like I 

discussed in chapter 6, doing a mock interview or networking event is a great way to 

build your confidence and make that first minute less awkward when meeting 

someone new.  Practice your opening statement in the mirror, with a friend, spouse, or 

neighbor.  It’s called the 30-second elevator speech.  Have three to four sentences 

ready that answer the question, “What do you do?”  I’ve been to hundreds of 

networking events where there are unemployed people looking for work.  When I ask 

them, “Tell me about yourself” or “What do you do for a living?” and I hear an 

immediate, “I’m unemployed!” or “I’m looking for a job” - I immediately lose interest.   

 

That’s a horrible way to start off a conversation because 

now as a hiring authority, I know all you’re looking 

for is work.  Just because you’re unemployed 

doesn’t mean you still aren’t an expert in your 

line of work.  To make this work, you’ll need to 

write it down, target it to who you are talking 

to, and practice. 

 

Here is a good example of a basic elevator pitch:   

 

“Hi. My name is Bob Smith.  I am a plant manager with 12 years’ hands-on experience in the 

operation, development, and implementation of consumer products.  In the past five years 

alone I was able to increase revenue by 5 percent yearly and reduce waste and employee costs 

by over 20 percent.  I’m currently looking for opportunities in the Atlanta area with companies 

that are in need of a world-class manager with growth in mind.” 

 

Always have your resume with you, but not necessarily in front of you.  Remember, we’re not 

here to throw our resumes at people.  When asked for your resume, you can present it, but 
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wait until that point.  Instead, have a business card handy.  Yep, even though you are 

unemployed, you can still have a business card explaining your key skill sets and 

experience.  Business cards are very inexpensive and can be designed and printed at a 

local print shop for usually under $10 for a set of 100.   

 

Card front: 

 
 

Card back: 

 
 

Note:  You can design your very own QR codes for free and have them link to anywhere you 

like (email you directly or forward to your website, resume, or LinkedIn page). 

Go to www.goqr.me to setup for free. 

 

http://www.goqr.me/


 

                 Copyright © 2014 Rick Sears and Career Masters International.  All rights reserved. P
a

g
e 

37
   

   

Step 3 – Evaluate your current network (who do you know and the quality of your 

contacts).  You may not know it, but you currently have a great network to start from.  

Have you ever heard of the concept, six degrees of separation?  It’s quite possible 

someone within two to three degrees of you knows your next company and boss.  Think 

about it… how many people do you know from your neighborhood, church, past job, 

your child’s school, casual acquaintances, even Facebook friends?  If you take that 

group and add who they know, you’ve exponentially increased your network probably 

to well over a thousand people.  So let’s start there. 

 

Start by making a list of people you know who might be able to help.  Make a list of 

contacts that are in your industry or have similar backgrounds.   These are going to be 

your level one contacts or strong ties.  This is the group that can be most influential 

because they and who they know are going to be the most knowledgeable about your 

line of work.  Your level two contacts are going to be your acquaintances who can 

provide support in other areas.  Maybe you have a friend who is a public speaker and 

might be able to offer assistance in communications.  Or a friend who is a good writer 

could help with your resume.  Your level three or weak ties contacts are the group of 

people who you aren’t really familiar with but could still very well lead to a significant 

contact.  Creating a network is time consuming, and one must focus on the best leads 

for the network.  Concentrating on your level one contacts will automatically lead to 

level two and three contacts.  Just be careful on how much time you spend with each.  

It’s probably a good idea to take a level one networking contact out for a coffee or lunch 

to pick their brain, but not  a level three at this time. 

 

Step 4 – Reaching out and building new relationships. Always keep in mind that 

networking is a give-and-take relationship.  It’s not built around finding a job or new 

career, but building trust between two people.  Sure, it can lead to positive momentum in 

your career, but not at first.  It is an extreme turn off to people when the networking 

becomes one sided with an individual pulling and taking only to help themselves.  

Networks dwindle very quickly in these types of situations.  Naturally in networking you 

want to be polite, helpful, and considerate of not only people and their time, but how much 

you  expect from them. 

 

You are not looking for a job when you meet someone.  You are looking for a direction.  You 

want these contacts to be useful tools in helping you achieve your final goal, which could be 

finding a job. You want to make sure you’re not putting any new contacts or friends in an 

uncomfortable or tough position by your requests.  It needs to be a non-threatening 

experience for both sides.  Once trust is built and they hear your story, they will start to open 

up and inevitably refer other contacts who they believe can help you.  As part of your goal 

achievement, we want these contact meetings to be meaningful, so it’s important to be 

specific in our approach.  What are we looking to get out of the meeting rather than just a 
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networking contact?  Is it a referral to someone they know, industry knowledge, 

mentorship, or simply using them as a reference? 

 

Don’t forget about technology when networking.  LinkedIn is the best site, but there are 

also sites like MeetUp (www.meetup.com) that will help link you to local individuals 

looking for the same goals.  Used properly, even Facebook can get you in front of the 

right people. 

 

Step 5 – Maintaining your network.  I’ve said this earlier and often: Networking is give 

and take, and it’s important you offer just as much value as you receive.  It’s all about 

building a relationship and keeping it for future use.  It is important to maintain 

contact with your level one contacts who are the movers and shakers in your network 

and can help you the most.  Schedule regular phone conversations or meetings to keep 

them updated on your actions and to see how they are doing.  Always end the 

conversations with, “Is there anything I can do for you?” 

 

Be sure to take notes on each meeting and conversation.  You can do this in your 

Outlook email contact system, Excel, or even note cards.  Everything from children’s 

names to their past employers.  This will make future conversations much more 

personal when you can ask how their spouse (by name) is doing.  

 

Finally, organize your contacts so that you don’t waste time with people in 

your network who can’t help you right now.  Don’t get me wrong, everyone 

is important in your network, but hearing about your neighbor’s fishing trip 

to Mexico for an hour is not going to help you find a job.  Prioritize your 

key contacts and keep them close. 

 

Step 6 – The extra-special steps.  Anytime I sit down and meet with someone 

who took the time out of their day, I like to send a follow-up thank-you note.  

Also when I meet someone for the very first time, I ask for a business card and make sure I 

get an email to them within 24 hours to express my appreciation for meeting them.  It also 

gives me some time to ask some additional questions that I thought of after our initial 

meeting. 

 

Bottom line, networking is relationship building.  Acting in a professional and considerate 

manner will grow your network extremely quickly because people like to be around others 

who are sincere in their actions. 

 

With the Internet and how quickly word travels, be extremely cautious in negative 

connotations and the burning of bridges.  At this point in your career growth, you cannot 

afford any negative press.  

file:///C:/Users/Michael/AppData/Local/Temp/www.meetup.com
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 The Mentor Approach 

 

The mentor approach is an idea I’ve used with candidates for years.  It quite possibly 

might be the best way to not only market yourself to companies you want to work for, 

but to network at the highest level.  I don’t care who you are or what experience you 

have, the mentor approach is guaranteed to get you in front of the decision makers. 

 

Before I go into detail on how the mentor approach works, you have to understand the 

concept that almost every company is looking for good people.  Did you know that if 

given the opportunity, an extremely high percentage of companies in America would 

replace up to 30 percent of their staff?  Money, time, and laziness are the contributing 

factors on why this isn’t implemented.  That’s changing but at a relatively slow pace. 

 

The mentor approach’s final goal is to be able to sit down with a potential  boss and 

have a conversation.  Not an interview, but a discussion as an introduction to who you 

are. 

 

You also have to keep in mind that we are no longer looking for “openings,” but rather 

“opportunities,” and they exist in even the most chaotic of companies and situations! 

 

OK, so on to the mentor approach.  Before we can even begin the process, you have to 

have a goal in place.  What is it you want to do, who is it you want to meet, and what 

companies do you want to work for?  It doesn’t matter who is hiring; we’re now going to 

focus on who you want to work for. 

 

To begin the process, you’ll want to have a basic understanding of everything I’ve 

discussed in this eBook up to this point.  Once you feel you have grasped the nine previous 

chapters, we can move forward.  In addition, we’ll want to focus on opportunities and 

companies that would have a need for your experience.  I discussed earlier that this isn’t 

the best time to try and recreate yourself in a new industry unless you have recent 

education experience to back it up. 

 

The first step is to make a list of 15 to 20 companies in your area that you want to work for.  

Not who are hiring, but what companies you would really like a position with.  Once you have 

that list in place,  start thinking about the title of the person who would be your boss in each 

of the organizations if you were to work there.  If you are an administrative assistant, your 

boss might be the office manager or owner, perhaps.  If you are a sales representative, then 

your boss is probably the sales manager.  Keep in mind there are dozens of potential titles 

that your “future” boss may have.   
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The next step is to research who those people are.  With today’s technology, this is easier 

than ever.  To find the name and contact information of those individuals within those 15 

to 20 companies you can do the following: 

 

 Research on Google or the company website to find the contacts within the 

company. 

 Search LinkedIn for the person.  Most company leadership will be on LinkedIn.  

 Do you have a friend or network connection who works at the company?  They 

can always supply the name and/or contact information.  Not to mention, they 

can also hand deliver a resume directly to that person and bypass the applicant 

tracking systems as discussed earlier. 

 Review news articles or press releases for contact information. 

 Or just call the company and ask who is in that position.  They may not give 

an email or phone number over the phone, but you should at least get a 

name. 

 

Next, we’ll formulate a way to reach these individuals.  This is where I lose 

most people in the process.  I’m sure this is way out of the comfort zone 

of most people out there… well, I’ve got good news.  There is no 

picking up the phone to contact anyone (unless you are comfortable 

with that obviously).  That’s difficult for even some of the best 

sales people out there.  We will contact these individuals via email 

or letter, which is an extremely non-threatening way to get in front 

of someone.  With a little research and digging, getting an email 

address is relatively simple if you know the person’s name you are 

trying to reach. 

 

If you are having difficulty finding the individual’s email address, simply find anyone’s email 

who works for that company to determine how emails are set up.  The most common email 

patterns are:  

 

 firstname_lastname@companyname.com 

 firstinitial_lastname@companyname.com 

 firstinitial.lastname@companyname.com 

 

You’ll be able to determine pretty quickly the unique setup of the email addresses.  So for 

instance, if you are trying to find Bob Smith at XYZ Inc. and you see that there is someone 

there named Barbara Jones, and her email is b_jones@xyzinc.com,  you can assume with a 

pretty high certainty that Bob’s email is going to be b_smith@xyzinc.com.  
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Now that we have the contact information, we need to formulate an email that is not only 

going to be read, but acted upon.  Here is a good example, and after it I’ll explain each 

section and how it will impact a future possible meeting. 

 

SUBJECT:  Touching base   

 

Bob, 

 

Good morning. My name is Rick Sears and your name was referred to me as someone 

who is at the top of their game at their position in the Charlotte (your city) area.  I’ve 

admired XYZ Inc. for many years, and I would like the opportunity to pick your brain on 

how you have become so successful in your career. 

 

Within the next five to 10 years, I would like to be where you are but am currently 

looking for some direction and assistance on how to get there.  

 

Can I buy you a cup of coffee this Friday at 7am at the coffee house across the street 

from your office to discuss your path and to see what kind of advice you might have for 

me? 

 

Thank you for your time, and I look forward to seeing you this Friday morning. 

 

Sincerely, 

Rick Sears 

 

 

The email above is just a simple, straight forward email to set up a meeting with a contact.  

If at any point the contact believes you are looking for a job within their company at this 

point, they will either ignore the email or pass you off to human resources.  We don’t want 

that! 

 

Let me break down the subliminal aspects of this email message above. 

 

In the first paragraph, you are not only complimenting the company, but recognizing the 

success of the contact.  That right there gets people interested in reading more and boosts 

their ego just a bit.  If during your research you find additional information that demonstrates 

their success, you can mention that in the first paragraph. 

 

The second paragraph you go into a bit about what you see for the future and how you need 

assistance in getting there.  Believe it or not, most people do have good hearts and want to 

help.  Usually they are just asked incorrectly for help. 
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The third paragraph goes right into setting an appointment.  Don’t leave it open-ended 

with, “Please get back with me when it’s convenient to meet…” because they never will.  

When you define the date, time, and location, they almost feel an obligation to get back 

with you, which is what you want.  Be sure to choose a convenient and local meeting 

place for them, preferably something very close to where they work.  The goal is to get 

them out of their office and into a common meeting place where they can be more 

open.  There is a very good chance they’ll get back with you, and that time won’t work.  

No problem, they have at least responded, and you can suggest an alternate time or 

have them now suggest something.   

 

End the email with thanking them for their time and your eagerness to meet them on a 

specific day.  Usually when I have candidates that I’m working with do these types of 

emails, they see a 30 to 40 percent response rate, which is phenomenal based upon 

the number of emails hiring authorities receive nowadays.  And if you targeted 15 to 20 

companies with multiple contacts, you could be looking at dozens or so mentor 

meetings, exactly what you were looking for. 

 

Alright, so we finally make it to the meeting date and time.  You are ready to meet with 

the contact who agreed to sit down with you.  Be sure to purchase their coffee, lunch, or 

whatever is appropriate for the meeting time. Coffee usually works just fine.  

Remember, this first meeting isn’t an interview. This is simply a fact-finding mission on 

how the contact has become successful in their position. 

 

 
 

So you sit down with this person and obviously with a confident handshake, thank them for 

their time.  Introduce yourself briefly and then ask the question, “So how did you get started 

as a (position title)?”  And let them talk.  People love to talk about themselves.  After several 
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minutes of their history and success story, the conversation usually turns to you and they 

may ask to hear about your experience.  Talk confidently about where you have been and 

what you have done.  Don’t mention being unemployed or looking for a job and definitely 

don’t have a resume anywhere in sight.  We don’t want them to think this was a setup to 

ask for a job.  At this point, we’re getting them to understand your background and want 

them to compare you to people they currently have on staff.  Earlier I mentioned that if 

given the opportunity, most companies would replace up to 30 percent of their staff if 

the “opportunity” presented itself.  Well, guess what. You are that opportunity and you 

are presenting yourself. 

 

As the conversation progresses, you’ll learn more about each other.  Absolutely 

nothing bad can come from this meeting.  The worst that can happen is now you have 

a new networking contact in the industry where you have experience.  Before you let 

anyone walk out the door, you should ask the question, “What would you do in my 

shoes?”  They may suggest contacts in the industry, courses to take to get ahead, 

associations to join, meetings to attend, etc.   

 

Obviously on the extreme positive side, you could get this person thinking about their 

staff and your relevant experience.  Many times if the conversation went well and they 

were impressed with your background, experience, and accomplishments, they may ask, 

“Have you ever thought about applying for a job at our company?”  If you feel confident 

the meeting went well, ask if you may meet with them again in several weeks to a month 

to further discuss your situation and how they may be able to help. 

 

I’ve suggested this approach personally to hundreds of candidates and have seen great 

success in almost every case.  Not all of them lead to direct hires through the contacts 

they made, but the advice, suggestions, network contacts, and direction were worth their 

weight in gold.  Give this a try, and before long you’ll see that you will have dozens of 

direct network contacts in the industry where you have experience.  

 

IN CONCLUSION 

I’ve written this eBook to describe the processes, methods, and tips I would use to acquire 

viable employment if I were currently unemployed.  As one of The Nation’s Leading Career 

Readiness Experts, I’ve seen hundreds of ways to succeed in a job search, but I just wanted to 

concentrate on the ones I would personally use to guarantee success. 

 

Please feel free to connect with me on LinkedIn for weekly updates on how to maximize your 

job search.  I can be found at:  www.linkedin.com/in/ricksears   

 

 

I wish you the very best of luck in finding your next position. 

http://www.linkedin.com/in/ricksears
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 Appendix A:  Helpful Links 

 

As an added bonus, here is a list of my top-25 favorite online resources to help you in 

your job search. Use these links for additional information and more helpful tips from 

some of the best career assistance services online. 

 

 25 iPhone Apps to Boost your Job Search by Career Rocketeer 

 60 Second Elevator Speech from Salisbury University 

 Browse Jobs from Dice 

 Build a Powerful Personal Brand from Personal Branding Blog 

 Bureau of Labor Statistics from US Department of Labor 

 Career Resources from University of North Carolina 

 Career Service for Those Who’ve Served from Vet Net 

 Career Services from University of Pennsylvania 

 Developing Your Elevator Speech from West Virginia University 

 Find Career Happiness from CareerBliss 

 Find Flexible Jobs to Fit You from FlexJobs 

 Find Internships and Entry-Level Jobs from Experience.com 

 Find Professional Associations from Career One Stop 

 Help for Technology Professionals from Labor Academy 

 Job Matches via Twitter, Text, or Email from TweetMyJobs 

 Job Search Resources from Cornell University 

 Learn Inside Facts about Companies from Glass Door 

 Making Career Changes from CareerPivot 

 Pinterest Your Way through the Job Search from NC Employment Support 

 Professional Dress Handout from University of Tennessee 

 Professional Organizations from Quint Careers 

 Salary Range, Jobs, and More from Salary.com 

 Search Job Profiles from The Career Project 

 Top 100 Sites for Your Career from Forbes 

 Work from Home from The Work at Home Woman 
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http://careerrocketeer.com/top-25-must-have-iphone-apps-for-your-job-search
http://www.salisbury.edu/careerservices/students/Interviews/60secondElevator.html
http://www.dice.com/
http://www.personalbrandingblog.com/
http://www.bls.gov/
http://careers.unc.edu/resources
http://www.vetnethq.com/
http://www.vpul.upenn.edu/careerservices/
http://careerservices.wvu.edu/students/build-it/interviewing/developing-your-elevator-speech
http://www.careerbliss.com/
http://www.flexjobs.com/
http://www.experience.com/entry-level-jobs/
http://www.careeronestop.org/businesscenter/ProfessionalAssociations/find-professional-associations.aspx
http://laboracademy.org/
http://www.tweetmyjobs.com/
http://www.career.cornell.edu/career/resources/
http://www.glassdoor.com/index.htm
http://careerpivot.com/
http://www.pinterest.com/ncemployment
http://www.wlc.edu/uploadedFiles/career/ProfessionalDressHandout.pdf
http://www.quintcareers.com/professional_organizations.html
http://www.salary.com/
http://www.thecareerproject.org/
http://www.forbes.com/sites/jacquelynsmith/2013/09/18/the-top-100-websites-for-your-career/
http://www.theworkathomewoman.com/

