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ACT Participant Guidelines

ACT ministry vision: To provide a safe haven and caring ministry, to share knowledge
and information, and to offer support in a confidential Christian atmosphere for those
who are experiencing transitions in employment

In order that we use your time wisely, creatively, and at the same time improve your
chances for success — we recommend you follow the guidelines below:

e Read the ACT ministry booklet provided to all new members. It contains a lot of
information on the ministry, detailed job search advice, unemployment compensation,
vocational testing, resume writing, interview skills, job search web sites, etc.

e Periodically access our website: WWW.asburyonline.org/ACT.It contains general
information, Meeting dates and times, upcoming speakers, job postings and other
relevant information.

e Submit your resume or information to develop one, to your ACT mentor (CC) as soon
as possible. Your counselor will be assigned to you once you have attended a
meeting or have requested to become a member of our ministry. Our mentor
coordinator is Myrtice Carr. She can be reached at Myrticecarr@att.net If your resume
needs modifications, you or your mentor can contact Scott Clark, ACT resume and
interview coach coordinator. He will assign someone to review and modify your
resume. His email is scott.clark@teksouth.com.

e Attend our ACT meetings the first and third Monday of each month at 6:30 PM in
Room 113 at Asbury UMC. Each meeting will provide participants with
motivational, informational and spiritual tools that can be used in the job search.
Meetings also provide networking opportunities. Upcoming meeting’s details and
agenda will be provided.

e Keep an open mind to career change possibilities. Have a willingness to accept both
career and life changes.

e Pray regularly for the ACT ministry and its participants and counselors. We also
encourage you to utilize your prayer partner. They will pray daily for you and your
family. They are provided to support and encourage you and to be in prayer for any
specific needs that you may have.

e Periodically, companies hear of our ministry and send us job opening information.
These openings are emailed to all current ACT participants. The ACT ministry
provides the link between the two groups — but does not forward resumes, set up
interviews etc. In addition, the ACT ministry does not in any way screen these
companies to check out hiring policies or work environment.


http://www.asburyonline.org/ACT
mailto:Myrticecarr@att.net
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e Please remember that the role of the ACT ministry and your mentor are to support
you as you go through a job search. This support can be spiritual, emotional and/or
practical. We are not a job placement agency, we are a ministry. If we do provide a
lead that results in a job, that is great! But “success” in our ministry is measured in
other ways as well.

If you have any questions, concerns, or need additional information, ask your mentor or
contact Tommy Williams, ACT Ministry Director at ACTMINDirector@aol.com or 271-
9934.



mailto:ACTMINDirector@aol.com

Section 1: Ministry Services



ASBURY CAREER TRANSITION MINISTRY

WHAT IS THE ACT MINISTRY?

The Asbury Career Transition Ministry (ACT Ministry) is a response to the needs
of individuals and families who are affected by unexpected layoffs and
unemployment. With the ever-changing global economy more and more families are
experiencing the reality of the loss of job and income. As Christians we want to
respond to those in need and help shoulder the burdens of one another and fulfill the
law of Christ to love one another in every situation of life.

PURPOSE

The purpose of the ACT Ministry is to provide spiritual, emotional, and practical
support and encouragement in a confidential Christian atmosphere for those who are
experiencing transitions in employment.

HOW THE ACT MINISTRY WORKS

Members of Asbury UMC who have expertise in specific areas of job searching
have volunteered their time to work one-on-one with individuals to help them refine
their skills in resume writing, interviewing, internet searches and other aspects of
finding new employment. There will also be guest speakers discussing various
aspects of job searching. ACT ministry provides several networking opportunities as
well as providing actual job leads.

SERVICES OFFERED

e Mentor - One-on-one confidential mentoring. This resource is provided to
each job seeker in the ACT ministry. The mentor is the job seeker’s primary
point of contact. The mentor works with the job seeker to help identify what
they want to do in their career, how to go about organizing and managing their
job search, networking and determining their target market. The mentor also
works with the job seeker to determine what ACT services are needed.



Resume Writing review— This resource area assists job seekers in preparing
resumes and cover letters. ACT volunteers assist in the preparation of
chronological and functional resumes. The ACT resume coordinator is Scott
Clark at scott.clark@teksouth.com.

Vocational & Career Aptitude Testing information — This information
assists job seekers in determining what local and Internet testing opportunities
are available. Vocational testing is a useful tool in determining new areas of
employment that will utilize a job seeker’s skills, aptitude and interests.

Interview Coaching — This resource area assists job seekers in preparing for
interviews commonly used by hiring authorities.  Assistance includes
preparation for telephone interviews, one-on-one interviews, behavioral
interviews, team interviews, technical interviews and interview testing. The
ACT Interview coordinator is Scott Clark - at scott.clark@teksouth.com.

Individual and family counseling — This resource area is provided to job
seekers who are experiencing high levels of stress in their marriage and family
relationships due the loss of job and income. Dr. Dixon Mitchell, a licensed
psychologist and ordained United Methodist minister, will provide this
counseling service. There is no charge for this counseling service. For
participants in need of these services, your ACT mentor should contact our
mentor coordinator, Myrtice Carr for referral - Myrticecarr@att.net

Networking - ACT Job Opening Email Distribution — Periodically, the
ACT ministry is notified of job openings. Business owners who have heard of
the ministry, previous ACT members as well as individuals contact the ACT
committee with specific job openings. In addition to posting them on the
Asbury ACT bulletin board, they are emailed to all current ACT participants.
If you are aware of any job openings, email them to
actminjobline@gmail.com.

Prayer Partner — Provided to job seekers to incorporate prayer in their search
for employment. ACT prayer partners are both Asbury clergy and members of
the church who have agreed to pray daily for all ACT participants. A Prayer
partner is assigned to each participant. The prayer partner will initially call and
find out any specific prayer requests. They will also determine the type of
prayer support the participant desires. Some people may want to be contacted
on a regular basis, others may just prefer to know that someone is in prayer for
them.

ACT Ministry meetings - 1% and 3" Monday of each month from 6:30-8:30
PM in room 113. Agenda includes guest speakers, one-on-one counseling,
resume consultation, and group networking circle discussion.

ACT Bulletin board — contains job postings and general information on the
ACT Ministry.
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WHO CAN PARTICIPATE IN THE ACT
MINISTRY?

The Asbury Career Transition Ministry is open to anyone who would like to
participate. You do not have to be a member of Asbury UMC to share in the
emotional and spiritual support as well as the wealth of information, knowledge
and expertise that will be made available to all who are in need.

We cannot guarantee that you will find the perfect job by participating in this
ministry, but we can guarantee that you will be treated with love and respect as
you search.

HOW TO GET STARTED?

e The best way: Access our web site: www.asburyonline.org/ACT. It contains
general information, a sign up sheet, meeting dates and times, upcoming speakers, job
postings and other relevant information.

e Email ACTMINDirector@aol.com

e Call 271-9934, leave your name, number and email address

e Attend a Monday night ACT meeting (times and places listed above)

There is no charge to use any of the
services of this ministry.


http://www.asburyonline.org/ACT
mailto:ACTMINDirector@aol.com

ASBURY CAREER TRANSITION
MINISTRY

Benefits of the ministry
Encourages individuals to turn to God for career and job search guidance
Offers ongoing encouragement and support

Facilitates the development of professional networks for career development and job
search

Provides one-on-one career counseling and guidance
Helps Asbury better meet the needs of church members and of the community

Provides a way for all members of Asbury to get involved in a caring ministry
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INSPIRATIONAL PASSAGES -

2 Corinthians 4:8-10 We are pressed on every side by troubles, but we are not crushed and
broken. We are perplexed, but we don’t give up and quit. We are hunted down, but God never
abandons us. We get knocked down, but we get up again and keep going. Through suffering,
these bodies of ours constantly share in the death of Jesus so that the life of Jesus may also be
seen in our bodies.

Psalm 55:22 Give your burdens to the Lord, and he will take care of you. He will not permit the
godly to slip and fall.

Matthew 11:28 Then Jesus said, “Come to me, all of you who are weary and carry burdens, and I
will give you rest.”

James 1:2-4 Dear Brothers and Sisters, whenever trouble comes your way, let it be an
opportunity for joy. For when your faith is tested, your endurance has a chance to grow. So let it
grow, for when your endurance is fully developed, you will be strong in character and ready for
anything.

1 Peter 5:7 Give all your worries and cares to God, for he cares about what happens to you.
Phillippians 4:6-7 Don’t worry about anything, instead, pray about everything. Tell God what
you need, and thank him for all he has done. If you do this, you will experience God’s peace,

which is far more wonderful than the human mind can understand.

Isaiah 33:2 Lord, be merciful to us, for we have waited for you. Be our strength each day and
our salvation in times of trouble.

Psalm 62:1-2 1 wait quietly before God, for my salvation comes from him. He alone is my rock
and my salvation, my fortress where | will never be shaken.

Proverbs 3:5-6 Trust in the Lord with all your heart; do not depend on your own understanding.
Seek his will in all you do, and he will direct your paths.

2 Corinthians 1:4 He comforts us in all our troubles so that we can comfort others. When others
are troubled, we will be able to give them the same comfort God has given us.

Isaiah 40:31 Those who wait on the Lord will find new strength. They will fly high on wings
like eagles. They will run and not grow weary. They will walk and not faint.

Psalm 40:1 | wait patiently for the Lord to help me, and he turned to me and heard my cry.
1 Peter 2:19-20 For God is pleased with you when, for the sake of you conscience, you patiently

endure unfair treatment...... If you suffer for doing right and are patient beneath the blows, God is
pleased with you.



Romans 5:3-4 We can rejoice, too, when we run into problems and trials, for we know that they
are good for us — they help us learn to endure. And endurance develops strength of character in
us, and character strengthens our confident expectation of salvation.

Romans 12:12 Be glad for all God is planning for you. Be patient in trouble, and always be
prayerful.

Phillipians 4:13 For | can do everything with the help of Christ who gives me the strength I need.

Jeremiah 29:11 “For I know the plans I have for you,” says the Lord. “They are plans for good
and not for disaster, to give you a future and a hope.”

Psalm 62:8 O my people, trust in him at all times. Pouring out your heart to him, for God is our
refuge.

James 1:5-7 If you need wisdom—if you want to know what God wants you to do—ask him, and
he will gladly tell you. He will not resent your asking. But when you ask him, be sure that you
really expect him to answer, for a doubtful mind is as unsettled as a wave of the sea that is driven
and tossed by the wind. People like that should not expect to receive anything from the Lord.
Isaiah 40:29 He gives power to those who are tired and worn out; he offers strength to the weak.

Galatians 6:9 So don’t get tired of doing what is good. Don’t get discouraged and give up, for
we will reap a harvest of blessing at the appropriate time.

Psalm 138:3 When | pray, you answer me, you encourage me by giving me the strength | need.

Romans 15:4 The Scriptures.....give us hope and encouragement as we wait patiently for God’s
promises.

Psalms 16:8 | know the Lord is always with me. | will not be shaken, for he is right beside me.

Colossians 1:11 We also pray that you will be strengthened with his glorious power so that you
will have all the patience and endurance you need.

2 Corinthians 1:3-4 He comforts us in all our troubles so that we can comfort others. When
others are troubled, we will be able to give them the same comfort God has given us.

2 Chronicles 20:15 Don be discouraged by this mighty army, for the battle is not yours, but
God’s.

Joshua 1:9 Be strong and courageous! Do not be afraid or discouraged. For the Lord your God is
with you wherever you go.

Isaiah 41:10 Don’t be afraid, for [ am with you. Do not be dismayed, for [ am you God. I will
strengthen you. | will help you. 1 will uphold you with my victorious right hand.

Psalm 25:4 Show me the path where | should walk, O Lord; point out the right road for me to
follow.

Psalm 59:10 In his unfailing love, my God will come and help me.
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TELEPHONE NUMBERS FOR
UNEMPLOYMENT COMPENSATION

TO FILE AN UNEMPLOYMENT CLAIM 1-866-234-5382
QUESTIONS OR PROBLEMS ABOUT 205-458-2213 (or)
YOUR UNEMPLOYMENT CLAIM 1-800-362-3905
TO FILE AN APPEAL 205-458-2213

TO REPORT FRAUD 1-800-392-8019
OVERPAYMENT INFORMATION 1-800-392-8019

HOW DO | FILE FOR UNEMPLOYMENT BENEFITS?

e Call 1-866-2-FILE UC. (1-866-234-5382). Call between 8:00-4:30,
Monday-Friday. If you get a busy signal, please try again later. Cell
phones are not recommended.

e Be sure to have on hand: Social Security #, Drivers license or
Alabama ID# or Alien Registration Card, address & phone numbers
of last two employers, and a copy of your check for bank account
information if you want your benefit check to be directly deposited to
your bank.

e Call from a comfortable, seated location in case of wait. Answer a
series of questions from the automated system and, if needed, a
specially trained customer service representative will speak to you.



ALABAMA SEVERANCE PAY EXEMPTION

A law passed during the 1997 regular session of the Alabama Legislature, allows for an
exemption from Alabama income taxes for certain employees who lose their jobs as a
result of "administrative downsizing."

Act number 97-705, now codified as section 40-18-19.1, Code of Alabama, 1975,
exempts the first $25,000 of severance pay (including unemployment compensation,
termination pay, or income from a supplemental income plan) received by an employee,
who, as a result of "administrative downsizing" loses his or her job.

Rule number 810-3-14-.11, which became effective on March 27, 1998, requires
employers to apply for approval to exempt the severance payments. Employers may
request approval for the exemption by submitting their written request to:

Richard Henninger, Director
Individual and Corporate Tax Division
Alabama Department of Revenue

PO Box 327410

Montgomery, AL 36132-7410

The request must accompany the company's downsizing plan and must provide the
following information.
1. Alabama Withholding Account number.

2. Federal Employer ID number.

3. The reason for administrative downsizing.

4. The number and description of employees affected.

5. The total amount of benefits to be paid to the affected employees which will be

exempted.

6. The method used to compute the severance pay.

7. The calendar year of payment of exempt severance pay.

The employer should also provide a copy of any severance/termination information that
is distributed to the affected employees. Employers must obtain approval to exempt the
payments for each calendar year the payments are made.

Alabama income tax must not be withheld when exempt severance payments are made.
Also, the amount of the exempt severance payments should not be included in Alabama
taxable wages (box 16) of the employee W-2 form, but should be disclosed in box 14
(Other) of the W-2 as exempt severance payments.

The approval letter may be faxed to (334)242-0064.

For more information call Ann Winborne at (334) 242-1101 or email her at Contact Us
under Individual Income Tax Questions.
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Did You Prepare for Your Layoff?

Six Tips for Managing Your Finances
by Lee Miller — from MSN-Monster.com

Here are six tips:

Determine How You Are Spending Your Money.

When times are good, most people do not think about how they spend money. We know how
much the mortgage or rent and monthly car payments are, but we don’t pay attention to daily
spending. How much do we spend on going out to eat? What is our weekly grocery bill? What
about utilities and insurance? Being more aware of how you spend your money will cause you to
spend it more carefully.

See Where You Can Cut Back.

If you’re facing a layoff, you need to come up with a plan for cutting expenses. Develop a budget
that eliminates most unnecessary expenses, but don’t completely cut entertainment. You need to
maintain your spirits and keep up with contacts. However, you can cut those expenses back
substantially. Locate inexpensive places to go out to eat and drink. Go to movies instead of plays,
and look for discount admissions. Don’t give up the gym but consider joining a less expensive
one, unless you use the gym to make business contacts. Turn your thermostat down in the winter
and up in summer.

Avoid Major Purchases.

This is no time to buy that new car or CD player. If you are already in debt, particularly credit
card debt, you may want to consolidate your loans into a single monthly payment with a lower
interest rate. If you own a home, consider a low-interest home equity loan.

Negotiate a Severance Package.

When you’re let go, you will probably be offered some severance. You should have negotiated
that severance when you were hired, because that is when you have the most bargaining power.
But you can still try to negotiate a better package at the time you are terminated.

Take Advantage of Available Programs.

There are a number of governmental programs to help you in the event of a layoff -- take
advantage of them. You will most likely be eligible for unemployment insurance. In some states,
you may also be eligible for training, loans or unemployment while you set up your own business.

Find Part-Time Work.

You will be able to stretch your savings if you have additional income. Consider part-time work
while you look for a job. While it would be best if you could find temporary or part-time work in
your field, your hobbies and other interests may offer possibilities for income. Remember: Your
primary job is to find reemployment. Any part-time work should allow time and flexibility to
actively pursue your job search. You may be unemployed for only a short time, and a change in
your spending habits may turn out to be unnecessary. But no matter how good your prospects, it
won’t hurt to get your finances in order. If you get a job quickly, it may help you to start saving
and investing for the future. However, a little financial planning may keep you from having to
settle for a job you don’t want simply because you’ve run out of money



Beating the Odds
Looking for Work in Troubled Times
by Therese Droste — from MSN-Monster.com

It's hard to job hunt in a strong economy. But now, with the media full of dreary news
about corporate layoffs, even the heartiest job seeker may be inclined to roll over and
catch a few more z's rather than hit the streets.

Don't quit before you start. During troubled times, job hunting requires you to pull out all
the stops and take the basics to a new level. You truly have to work it. Ironically, the
challenge of a tighter job market may work for many job seekers by forcing them to think
of new approaches. It all boils down to attitude, stresses executive recruiter Diane
Barowsky, president of Barowsky Search Partners, Ltd., in Olympia Fields, Illinois. "We
underestimate the importance of that positive attitude, but that's what gets you through
the day," she says. Gain confidence by asking yourself, "What do | have to lose?" "It's
easier to take a risk and call that intimidating contact when you feel [this way]," says
Barowsky. "On the flip side, when things are going well, you don't need to do anything to
keep your job going." Barowsky also offers the following job search advice:

Expand Your Search

If you're a general administrative assistant, but you've always wanted to get into human
resources, now's the time to give it a shot. Find out what skills are needed in the area you
want to shift into, and then match your experience up with those requirements. Transfer
the experience you have into another area.

Be the Problem Solver

Pick five companies you've heard good things about and research them to get a feel for
them. Then see if there is any tie between what they are trying to do and what you have
done in the past.

Once you figure out this connection, contact the hiring manager and present yourself as
someone who can help solve the problems. If you can identify the company's business
issues and then persuade the hiring manager you can help the company with them, you
will ultimately get hired. It's best to tie your presentation to numbers or other results
when possible. Say something like: "I want to work for you. Here is what | can do for
you and where my skills complement yours. I'm the best researcher you'll ever find. I can
save you X amount of time completing your proposals."

Keep up with Business Trends

Start expanding your information repertoire. You've never picked up a Wall Street
Journal? Now's the time to get savvy about which companies are doing well. Besides,
ignorance never pays off.



Volunteer and Expand Your Network

You don't have to be at Ground Zero to feel that you're lending a helping hand. The
events of September 11 have heightened many citizens' desire to contribute something.
Look for organizations in your own backyard and find out how to volunteer. Perhaps
you've been meaning to volunteer at the local children's hospital, zoo or museum. Now's
the time. In addition to feeling better about yourself, you'll meet new people you would
never have come across before. And people know people who know people who can help
you get a job, so let everyone you come in contact with know you're job hunting. And
who knows? Maybe a full-time position will open up at the organization you're
volunteering for.

Just remember that it only takes a few steps to open new doors and avenues. Be creative
in how you approach your job hunt.



7 DON'TS

Before taking any steps toward reemployment, consider that following your natural
inclinations may hurt your future opportunities.

Be prepared to present yourself with maximum effectiveness.

DON'T tell people that you are unhappy, fired or quitting.

DON'T make up and mail mass resumes.

DON'T ask friends and relatives to keep their ears open for job opportunities.

DON'T tell anyone what your current earnings are-or what you want, need or expect

to earn.

5. DON'T contact those who once expressed an interest in you to tell them that you are
now available.

6. DON'T assume that you must stay in your current career path.

PopnE

INSTEAD...

DO tell acquaintances who approach you that you are using your present situation as an
opportunity to prepare for the next step in your career.

DO let people know that you appreciate their interest and will get back to them when you
are ready to make the best use of their time and expertise.

MEANWHILE ...

Work quickly and effectively in preparing:

e A systematic and effective approach to your job search.

e Well-designed materials, including a resume, that present you in a focused,
dynamic manner.

¢ A planned and systematic approach to developing an effective contact network.

Make good use of this opportunity to improve the match between your
greatest strengths and your next career move.



SO YOU ARE STARTING A JOB SEARCH, BEWARE...

When you go into a job search, there are many seemingly great opportunities that may
come your way. The following is a list of suggestions compiled from various professionals to
job seekers on what to avoid and how to search. Like many things in life, the term "caveat
emptor"” (buyer beware) applies.

Do not just look at the money when searching for a job. The number one reason people
switch jobs is lack of job satisfaction. Be sure you are going to be satisfied at your new job
and can enjoy working with the people in the company.

If you are currently employed, DO NOT tell your co-workers that you are looking for a new
job. All too often, your "best friend" at work suddenly wants your job. If word gets back to
your employer, you may lose your job or diminish any chances for promotion.

If you currently have a job, DO NOT post your resume to the Internet unless you do not care
if your current employer knows you are in the job market.

Never pay anyone to assist you in your job search. Professionals are paid by companies and
clients to find qualified candidates.

If you use a recruiter, do not let the recruiter tell you that they are the only one you can work
with in your job search. The object of the exercise is for you to find a suitable job, not just be
a commission for a recruiter.

If you have to buy product to resell on a one-to-one basis or create a "downline", consider
who is making the money. Be sure to investigate very carefully any Multi-Level Marketing
(MLM) or get rich quick schemes. Very few people actually make money in MLM or get
rich quick schemes, much less support a family.

If you are looking at a straight commission position, look carefully at how many people have
succeeded in the job and what type of support is provided.

If you are not certain as to what type of job you want, take a skills inventory test or career
directions assessment to identify what type of job would best suite you.

Recognize that finding a job is a full time job itself. You will spend a lot of time researching
new companies, sending out resumes, keeping a journal, networking and making follow up
phone calls.



A FULL TIME JOB LOOKING FOR A JOB
UPDATING JOB SEARCH SKILLS
e Understanding the TIME element/Using the TIME

1. Establish a consistent daily schedule of job search activities such as visiting the
Internet, scanning newspapers for current industry news, attending free
workshops and Job Fairs, and EXERCISE. Set number of hours to work on the
project.

2. Commit to the schedule by setting the alarm clock, preparing yourself both
physically and mentally as if going to work.

3. A schedule will help you maintain a professional appearance and attitude.

e Take Inventory of Yourself

1. Identify "employable” accomplishments you have achieved on the job (s) in
volunteer organizations, or in school.
2. Break these accomplishments into 3 components.
e The goal, the problem, or the situation
e The actions you took to manage it
e The results of your actions
3. Incorporate these components in your resume and in your interview responses.

e Develop Your Own 90-Second Commercial.

1. Pretend you’re in an elevator with a recruiter, determine what aspects of your
background you wish to highlight in 90-seconds or less.

2. Include unique information to make a stronger and lasting impression.

3. Practice your commercial in front of a mirror so that the words flow naturally.

4. Use the commercial at Job Fairs, seminars, and any other opportunity, even at the
ACT ministry. A smooth delivery will impress and set you apart.

e |nvest In Printed Business Cards or Print Your Own.

1. Distribute these cards at Job Fairs, conferences and job service offices, or just

anywhere.

You can order on line for $15.00 for 250 cards with 2-color designs.

3. No current job title available! Do not despair as you can replace that with your
degree (s), information or career choice.

4. This effort and expense will set you apart and help your professional appearance
as you will appear to be more polished and prepared than other job seekers.

N



Massage Your Resumes - Notice the plural use of the word.

Everyone who critiques it will have different opinions, so do not worry — choose your
own style. If you get no response from your style, then change it!
Basics in a resume
a. Needs to be job-specific and catered to the open position.
b. Use very short phrases and appropriate buzzwords for particular job types - go
to wwwe.acinet.org and click on "What It Takes" to determine appropriate buzz
words.

Visit Your Local Job Service Office - locate nearest on at www.jobservice.us/Ala.htm
some are called One Stop Career Centers

Services offered there - resume workshops, interview workshops, professional
contacts, job search advice, resume proofing, Internet access, fax machines, laser
printers, computers, resume paper with matching envelopes.

Registration - many employers wish to hire through this service as it is free of charge
to them

Network, Network, Network

Form a job search support group - meet weekly to discuss techniques, progress,
resume suggestions and interview techniques

Call and e-mail friends and family - Ask for contacts that might prove helpful as most
jobs are located by this method.

. Attend free events such as with the local chamber of commerce, job services, small
business centers, and Job Fairs. At these places take business cards and your prepared
90-second commercial.

Perform Labor Market Surveys yourself Use the Yellow Pages, the Alabama
Industrial Directory, and local Chamber of Commerce directories for company
names, contact persons, and telephone numbers. | have been successful in locating
jobs by typing in certain company names, obtaining their web sites, and then getting
contact information or job listings there. When calling, just state that you are
performing a Labor Market Survey if you do not wish to reveal that you are looking
for yourself

Lastly, share your findings with your support group. If there are three persons in your
group, look how many more job possibilities that will be located this way.

. A suggestion is for several who attend the ACT meetings to meet for your job search
support group immediately afterwards. Ideas will begin to flow and these will be
shared with each other.

Determine What You Want To Negotiate BEFORE You Interview.

1. Salary range for your field (www.acinet.org). Or type in "Occupational Outlook

Handbook" and follow instructions on that web site to locate salary ranges. You can
obtain ranges specific to the state from www.acinet.org.




w

Determine your priorities for your next position, included money, flexible schedule
time off, or environment.

If not offered what you want, decide what you will ask for instead.

You can negotiate - give a counter offer. Even if your counter is refused, you still
have a job offer in hand that you can accept.

Pray for guidance!



TESTING INFORMATION

For specific testing information contact: Myrtice Carr at 991-7858
Myrticecarr@att.net

Career Opportunity Placement Form (COPF). This battery tests the
following three areas: Interest/Abilities/Values.

General Aptitude Test Battery. A test researched and developed by the U.S.
Government. It measures various aptitudes to be correlated into a vocation
profile for potential vocational placement.

DISC. A personality inventory profile, providing information on work
characteristics and preferences. Requires licensed administrator to give the
profile locally. Can be accessed on the Internet for a minimum cost at
http://www.resourcesunlimited.com.

Strong Campbell Interest Inventory. A widely used assessment of
occupational interests and is designed to compare your interests to
individuals in many different occupations. Available at Jefferson State by
contacting Nancy Beauchmont (pronounced as if Beach-am) at 856-8588 for
career counseling. Approximate 3-hour process is available for $35.00. If
you are considering changing careers to obtain employment, assistance with
the testing cost may be available through the Career Center at the Alabaster
Employment Office at telephone 663-2501.

Myers-Briggs. Personality Inventory. A free online abbreviated version of
the Myers-Briggs test can be taken by going to:
http://www.humanmetrics.com/cgi-win/JTypes1.htm

or for a small fee the full version can be taken by going to:
http://www.DiscoverY ourPersonality.com.

For testing information contact Myrtice Carr or Al Bradshaw-Whittemore.

The Self-Directed Search Interpretive Report. This test provides a guide to
career planning that works much like an interest test or inventory. Go online
to http://www.self-directed-search.com for more information on this test.



mailto:Myrticecarr@att.net
mailto:Myrticecarr@att.net
http://www.resourcesunlimited.com/
http://www.humanmetrics.com/cgi-win/JTypes1.htm
http://www.discoveryourpersonality.com/
http://www.self-directed-search.com/

Book: "Discover What You're Best At", by Linda Gale, available from
Books-a-Million for $14.00. Contains a series of timed tests, self--
administered, to determine primary skills in business, clerical, logic,
mechanical, numerical, and social. Also contains self-scoring information
and some interpretative information.

Note: Most of the career assessment tools listed have a cost associated with
administering the test, and usually have to be given and interpreted by
designated administrators trained and/or licensed on a particular instrument.



RESOURCE AND FACILITY INFORMATION

UNEMPLOYMENT COMPENSATION DIVISIONS:

ALABASTER EMPLOYMENT OFFICE (for Shelby County residents)
109 Plaza Circle

Alabaster, Alabama 35115

Telephone: 663-2501

BIRMINGHAM CLAIMS OFFICE (for Jefferson County residents)
3420 3rd Avenue South

Birmingham, Alabama 35222

Telephone: 254-1280

EMPLOYMENT SERVICE DIVISIONS:

CAREER CENTER

109 Plaza Circle
Birmingham, Alabama 35115
Telephone: 685-9585

ALABASTER EMPLOYMENT OFFICE
109 Plaza Circle

Alabaster, Alabama 35137

Telephone: 663-2542

VOCATIONAL REHABILITATION SERVICES
236 Godwin Crest Drive

Homewood, Alabama 35209

Telephone: 290-4400

Note: State Employment offices do offer some testing services free. Those
opportunities can be explored by contacting the Career Center in Alabaster
at telephone 685-9585.



Career Exploration Class Offered by One-Stop Career Center for
Undecided Majors

The One-Stop Career Center at Jefferson State College offers a short class in career
exploration for students who have not decided on a major. Students will start a career
portfolio, conduct career exploration, study market statistics, and determine a major.

The students will take assessments to determine interests and attitudes and how to use
this information to select a satisfying, successful career. Students will take the Strong
Interest Inventory, the Myers Briggs, Employability Inventory, and Abilities and
Possibilities.

Students will also study majors, curriculums offered, and careers resulting from those
majors.

The mission of this course is to assist students in choosing a major leading to a successful
career choice.

The class will be offered in six, one-hour blocks of time. Cost is approximately $35.00
(2003) and includes cost of assessments and materials.

Call the One-Stop Career Center to register at (205) 856-7922 or 856-8588 or stop by
LWH 216 for more information.



Career Interest and Personality Testing Links

Personal Profile System — http://www.resourcesunlimited.com

Career/Lifeskills Resources - http://career-lifeskills.com

Self Directed Search — http://www.self-directed-search.com

Myers-Briggs (free) - http://www.humanmetrics.com/cgi-win/jtypes.htm

Myers-Briggs (full) — http://www.discoveryourpersonality.com

Enneagram - http://www.enneagraminstitute.com

Variety of short tests - http://similarminds.com/



http://www.resourcesunlimited.com/
http://career-lifeskills.com/
http://www.self-directed-search.com/
http://www.humanmetrics.com/cgi-win/jtypes.htm
http://www.discoveryourpersonality.com/
http://www.enneagraminstitute.com/
http://similarminds.com/

Section 3: Resumes



Top 10 Resume Do's and Don'ts From a Recruiter

Never lie or knowingly misrepresent information on your resume. Examples are college
degrees, dates of employment, position titles. Most companies today do thorough background
checks that may include your work history, education, drug tests, crinlinal record, driving
record and credit report. If a company discovers that a candidate was not honest on their
resume, many times that will be grounds to not hire or in fact fire that individual.

Use a chronological format resume whenever possible. It is a common human tendency to
think of events in chronological order. If a recruiter receives a resume that is not in
chronological order, it often raises questions (i.e. "What is this person trying to hide”). An
exception to this is if you are switching careers, but even then a chronological resume may
work just fine.

Recruiters usually do not read the summary at the top of a resume. An exception to this is if
the position is for a very high level executive. Therefore, if you do include a summary, keep
it very short (two lines long).

Use an "Objective™ at the top of your resume to be clear about the type of position you are
looking for. If the recruiter has to guess or has any doubt it reduces your chances of further
consideration

A recruiter will scan down your resume to your last two jobs to see how closely they match
the jobs the recruiter is trying to fill. This is one of the most important factors in determining
if your resume will warrant further review. Include the job title for each position and a brief
job description (one line of text) for each position. If your job title does not clearly represent
the war you performed, then use the most common or accepted title for the work you
performed.

Write your resume simply and clearly so most anyone could understand what you are trying
to say. Write your resume so it will not leave any room for questions or doubts. Some
examples of potential question areas are indicated below.

a. For each position held indicate the dates from beginning month and year to ending
month and year. Recruiters will ask you the dates for each position to identify the
exact duration you were in the job and to determine if there were gaps between jobs
and if so was then a good reason for the gap.

b. For each position include the city and state where the position was located. Many
positions require experience in a specific market or city. Recruiters will probably ask
you the city and state if it is not included.

Recruiters and hiring managers are looking for what you contributed to that organization on
your resume and does it translate to the position for which they are hiring. Use three or four
bullets under each job position to illustrate your greatest accomplishments or contributions.
For each bullet, use the PAR (problem, actions, results) or STAR (situation, task assigned,
actions, results to clearly show accomplishments.

Each bullet should quantify how you contributed to the bottom line or success of an
organization. Use percentages, numbers, dollar figures, and cost savings to quantify your
accomplishments wherever possible.

Use a font that is easy to read. Avoid using Italics, underlining or excessive bolding.

. If college degrees or certifications are required or critical to be considered for the position,

then list them toward the top of the first page of the resume. If they are not a requirement,
then list them at the bottom of your resume.

This list is based on 5 years of recruiting experience Mr. Shaar obtained with Andersen
Consulting, Romac International and Global Crossing Telecommunications. Mr. Shaar was a
Navy pilot from 1979 to 1995, retired a LCDR. He earned a MA in Finance & Management from
Webster University (1995) and a BS in Biology from Rutgers University (1978).



Recruiters' Top 10 Resume Pet Peeves
by Norma Mushkat —from MSN-Monster.com

“The Internet has changed the focus of a job search,” explains Michael Worthington of
ResumeDoctor.com. “Just because your resume is nice on paper, it doesn't mean it's nice on a
computer.” In fall 2002, ResumeDoctor.com asked more than 2,500 recruiters from a variety
of industries what they see on resumes that they just can't stand, and created a list of the top
20 pet peeves. “This is what the industry is saying, so you better listen to it,” Worthington
warns.

Here are the top 10 pet peeves from the survey and some advice from recruiters for
eliminating them from your resume:

1. Spelling Errors, Typos and Poor Grammar

According to Bruce Noehren of J. Douglas Scott & Associates, this directly reflects your
reputation. “You don't gain anything by getting it right,” he says. “This is credibility you
should already possess.” Of course, you want to use spell check, but that won't catch
every mistake. “Manger” is a correctly spelled word, but it means something very
different from “manager.” Be sure to pay close attention to those buzzwords related to
your field.

2. Too Duty-Oriented

“If you're using your company's job description, you're missing the point of your
resume,” says Paul Schmitz of Hufford Associates. Recruiters already know what the job
is; your resume should highlight your accomplishments in that position. Schmitz advises
you show what you've really done by outlining the process, outcomes and results that are
specific to you.

3. Inaccurate Dates or None at All

Recruiters need to know when you worked where to get a better understanding of your
working history and to use the dates for background checks. According to Kathi Bradley
of Bradley Resources, “Missing dates, especially for long periods of time, could send up
a red flag, and the resume may be discarded as a result.” Include specific ranges in
months and years for every position. If you have gaps, explain them either in your cover
letter or introduction, but not in your resume. “It always helps to continue your education
and training and to list any volunteer work during a slow period,” says Bradley. “Listing
these under education or volunteer work should explain some of the gaps.”

4. Inaccurate or Missing Contact Information

“You create a resume for one reason: To get a phone call,” says Kim Fowler of Fowler
Placement Service Inc. How can someone contact you if the phone number is missing a
digit or your email address is incorrect? Be sure every resume you send has your correct
contact information, including name, phone number, email address and street address.
Recruiters will not look you up; they'll move on to the next candidate.

5. Poor Formatting


http://resumedoctor.com/ResourceCenter.htm#petpeevesurvey
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Different typefaces and boxes may look nice on paper, but if the resume needs to be
scanned, they can cause confusion. Recruiters suggest keeping your resume in plain text.

6. Functional Resumes

Whenever possible, recruiters advise you go with a chronological resume and focus on
the skills and accomplishments that pertain to the job you're seeking. If you're concerned
about a layoft, be assured that “nowadays, unemployment is quite prevalent, and
recruiters regard it differently,” says Jeanne Pace of Pace Search Services. “Most people
do something to keep their work [skills] going.” Use that information to fill in the gaps.

7. Long Resumes and 8. Long Paragraphs

“I simply don't have the time to read them,” says Bob Moore of Computer Recruiters Inc.
Focus on the skills and accomplishments that directly apply to the job you're trying to
get. Every word counts, so don't dwell on the specifics of each job, but rather the
highlights specific to you.

9. Unqualified Candidates

You may want a job, but if you don't have the skills and experience needed, recruiters
will feel you're wasting their time. Look at the job description. Be sure to highlight the
skills they are looking for with a bulleted list of your related qualifications at the top of
the document.

10. Personal Information Unrelated to the Job

With the limited time recruiters spend on your resume, you don't want to distract them
with your age, height, weight and interests unless they're directly related to the work you
want to do. “You need to make the link between what a recruiter needs and what you
bring to the table,” explains Fowler. “Anything personal that is not directly linked to the
position takes away from the point of the resume.”



Ben H. Bachman

200 Long Road Drive Email: bhbackman@email.com
Birmingham, Alabama 35242 Home: (205) 555-1212  Mobile: (205)
555-1212

CAREER SUMMARY

Information Technology professional with more than ten years of experience designing, deploying, and
supporting enterprise hardware and software solutions

PROFESSIONAL EXPERIENCE

UNIX Software, Inc. - Birmingham, Alabama 1999 - 2003
Sales Systems Engineer - Global Sales Operations
Assisted with expansion of the Alabama, Mississippi, and Tennessee territories including sales to
healthcare, financial, and utility industry customers.
e Supported $5 million server infrastructure win at a large financial industry customer
e  Provided architectural recommendations and designed solutions based on customer requirements
and budget
e Performed technical account management for the focus customers in the territory
e Recommended hardware sizing and configuration to customers and channel partners based on
interaction with UNIX Software Centers for solutions such as Oracle, PeopleSoft, and SAP

SBC Corporation — Dallas, TZ 1992 — 1999
Information Technology Architect 1998 — 1999
Successfully delivered on-time and on-budget a conversion of hardware, operating system, and application
software of the SBC consumer sales and service call centers from HP-UX to Sun Solaris

e Participated on the vendor selection team for this $30 million technology migration project
Reduced the number of servers deployed in the region from 1200 to 400
Provided planning, configuration, deployment, installation, and problem resolution
Developed and documented procedures for staff responsible for ongoing support
Led a team of UNIX and NT administrators supporting software development and testing teams

Staff Analyst / System and Software Configuration — Information Technology 1994 — 1998
Supported three software development teams and two testing teams for large client/server application.
Provided UNIX system administration for a software development and testing environment consisting of
Hewlett Packard (HP-UX) servers, X-terminals, and Sun Solaris servers

e  Performed software builds, Korn Shell programming

e  Administered software releases with the Configuration Management Version Control tool

e Led the Software Configuration Control Board in planning software release and distribution

activities for testing groups and production sites

Analyst — Information Technology Operations 1992 — 1993
o Performed software distribution and installation activities for various software applications across
the SBC LAN/WAN environment
o Resolved hardware and software issues from a UNIX (HP-UX) help-desk environment

Largest Health Insurance Company of Texas — Austin, TX 1990 - 1992
Junior Programmer - Systems Development

e Created and modified claims activity reports in COBOL

o Developed workflow metrics and supported special projects for the Quality Control group

EDUCATION

The University of South Texas
Master of Business Administration - 1992

The University of Texas
Bachelor of Science in Commerce and Business Administration - 1989, Magna Cum Laude
Major: Management Information Systems Minor: Computer Science



Billy Bob Smith

154 Billy Goat Place (205) 555-5555
Farmland, AL 35007 bbsmith@email.com
EDUCATION State University, Bigtown, AL

Bachelor of Science in Education, May 1995

Cum Laude
Experience

Information Systems Coordinator, Student Life, Inc., Bigtown, AL. August 1998-December 2002.
e Researched, purchased, installed, and maintained computer equipment.

Designed and maintained FileMaker Pro relational databases.

Developed and maintained corporate web sites.

Developed and implemented training materials and classes for employees.

Consulted and contracted with outside support vendors and service providers.

Registration Coordinator, Student Life, Inc., Bigtown, AL. March 1997-August 1998.
e Provided simple, systematic registration processes for groups ranging in size from 200 to
2,600 people attending company-produced events.
o Installed and maintained all computer equipment.

Senior Support Specialist, State University Computer and Telecommunication Services, Bigtown, AL.
August 1996-March 1997.
e Researched and coordinated the purchase and installation of all new computer hardware
and software for the campus.
e Major projects included: Acquisition and installation of new computer equipment for the
Office of the President, 1996-1997; $20,000 purchase for Department of Athletics.

Software Support Specialist, State University Computer and Telecommunication Services, Bigtown, AL.
April 1993-August 1996.
e Supported PC applications for campus community via telephone, E-mail, or on-site
assistance.
e Taught classes on the use of E-mail.

Network Installation Technician, Rehabilitation Corporation, Bigtown, AL. June-August 1994
e Evaluated, installed, and tested desktop computer networking equipment.

Kids Saving Kids Drug and Alcohol Prevention Program Summers 1991-1994

Bigtown City Schools--Assisted with writing of Peer Helping curriculum
Summer 1992

Computer Skills

Adobe GoLive Macintosh OS 8.6, 9.1, 10.1, 10.1 Server
Adobe Acrobat Microsoft Windows 95, 98, 2000, and XP
Adobe Photoshop Microsoft Office for Windows and Macintosh
References ¢(F;F|;|/e||:i>MOVie _ FileMaker Pro/Server/MobiIe/UnIimited/Dengqper _
- networking Northern Telecom Norstar phone system administration
Availabl

e on Request



Tracy Q. Graduate

CAMPUS:

456 College Hall
Normal, IL 67890
111-222-3333

tracy.graduate@collegeemail.com
PERMANENT:

123 Main Street

Anytown, AL 12345
777-888-9999
tracy.graduate@email.com

OBJECTIVE: Pediatric nursing position with a major hospital in the Dallas area.

SUMMARY: * Nursing internship at Children’s Hospital in Dallas
» Magna Cum Laude graduate with BS in Nursing

EDUCATION:  Bachelor of Science in Nursing, May 2003
Illinois State University, Normal, Illinois
Graduated Magna Cum Laude with a GPA of 3.6 on a 4.0 scale

Courses taken included:

Management and Leadership Pediatrics

Community Health Nursing of Childbearing Families
Health Appraisal Rehabilitation

Critical Care Nursing Psychiatric Mental Health

EXPERIENCE:  Nursing Internship, May 2002 to August 2002
Children’s Hospital, Dallas, Texas
* Summer intern responsible for covering for vacationing LPN’s
 Primarily assigned to the Intensive Care ward
» Responsible for updating chart information, including temperatures,
blood pressure and pulse of all patients in the ward
» Delivered and administered daily doses of oral medications.
» Updating charts to reflect changes in patient conditions

Nursing Assistant, May 2001 to August 2001 and May 2000 to
August 2000

Methodist Hospital, Dallas, Texas

» Provided assistance to nursing staff on an as-needed basis
» Answered patient calls for care and feeding
+ Assisted immobile patients with bathing, feeding and clothing

Vice President, Student Nurse Association, 2002-2003
+ Captain, Women’s Intramural Volleyball Team, 2002

ACTIVITIES:


mailto:tracy.graduate@email.com

Suzy E. Smart

250 Long Way Drive * Birmingham, AL 35242
Phone: 100-555-1212
E-mail: ssmartl@email.com

Obijective

To further my career by utilizing my education and acquired job skills in health care and asset utilization

EMPLOYMENT

1999 — 2003 ReallyBig Healthcare Corporation Birmingham, AL
Equipment Coordinator/buyer

Responsible for deployment of medical equipment from purchase to installation. Ensured timely
start up of medical equipment to generate revenue as soon as possible.

= Created budgets for equipment in surgery centers, diagnostic centers and physical therapy centers

= Implements new purchasing system and trained staff for its use

= Cut budget costs 12% for major medical equipment using negotiations skills.

= Managed equipment budgets for Ambulatory Division projects in the Eastern region of the United States
= On-site supervision of equipment installations for various start-up facilities

= Utilized computer skills using programs such as Microsoft Word, Microsoft Excel, Microsoft Access,
and Peoplesoft

= Ordered capital equipment for various ReallyBig facilities and the corporate office
= Utilized communication skills to negotiate lower pricing on capital equipment
= Developed productive relationships with colleagues, vendors, and staff members of all levels

1997—1999 ReallyBig Healthcare Corporation Birmingham, AL
Accounts Payable Clerk

Ensured timely payment of invoices to various vendors, utilities, employees expense reports and
patient refunds. Issues regarding payments were resolved in a timely manner. Worked closely
with staff accountants to ensure correct general ledger postings.

= Processed invoices, wage garnishments, expense reports and patient refunds
= Handled problems with invoices and payments
= Utilized computer skills

Education

Bachelor of Science in Business Administration — UAB, Birmingham, AL

References

Available upon request
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Billy Smiith

7 Sherwood Forrest (205) 555-5555
Bigtown, AL 35401 bbsmith@email.com

OBJECTIVE

Achievements

EXPERIENCE

To obtain a career that will allow me to grow in the workplace with the
potential for advancement and to further my education.

= Generated over $1 million in sales for Major Homes, Inc. in 2002.

= Was instrumental in taking a store that was last in the region in 1999
and turning it into the number four store in the region for Great
Homes, Inc. in 2000.

= Became the youngest Store Manager in the history of Super Grocery
Foods, Inc. in 1994.

Jan. 2003-May 2003 Great Homes, Inc. Bigtown, AL
Sales
= Arranged financing for homes.

= Provided customer service and follow up to ensure customer
satisfaction.

Sept 2001-Dec 2002 Major Homes, Inc.
Sales Manager

= Ordered furnishings, decorations, and stock units to be set up as
display models.

= Closed and audited loan packages on homes that were sold.

= Worked with contractors and scheduled deliveries, installations, hook-
ups, and excavating.

= Devised advertising programs working with local newspaper, radio,
and TV stations.

June 1999-Aug. 2001  Pretty Homes, Inc. Coty, AL
Sales Manager
= Recruited, interviewed, and trained new salespeople.

= Worked directly with Finance R’ Us Corp., which financed the
majority of homes that were sold.

= \Won four sales awards.

1994-1999 I Love Pets, Inc. Feral, AL
Co-owner/operator
= Started the business, selecting the site and developing a business



EDUCATION

plan.

= Ran the day-to-day operations of the store.

= Expanded the operations of the retail store to include a service
division.

1990-1995 Best Hamburgers Ever Burger, AL

Store Manager

= Developed budgets for the upcoming fiscal year.

= Assisted the City Manager in overseeing the three locations in Burger.

= Successfully assisted in the conversion of a new computer system in
all the restaurants and acted as technical support for several stores in
the district.

= Had an Assistant Manger and Shift Supervisors that reported directly
to me.

= Hired, fired, and trained employees.

Spring 2003-Present State University Bigtown, AL
= Graduation date of May 2004 with a Bachelors degree in Marketing.

= Dean’s list Summer 2003.

= Member of American Marketing Association.

Fall 2002-Summer 2003 Sweet Community College Little Town, AL
= Dean’s list Fall 2002.



COVER LETTERS

-from CareerJournal.com

e \Who Needs A Cover Letter?
e \What Makes a Good Cover Letter?
e Recommended Books on Cover Letters

Who Needs a Cover Letter?

Everyone who sends out a resume does! Even if the cover letter never “came up” in
conversation or wasn’t mentioned in an advertisement, it’s expected that you will write
one.

It is regarded as a sign of laziness (sorry about that) to send out a cover letter that is not
tailored to the specific company. In the days before word processors, you could maybe
get away with it. Not anymore.

Yes, it adds to the wear and tear of looking for a job! But the good news is: the cover
letter gives you another chance to emphasize what you have to contribute to the
company or organization. Don’t give the person screening the resumes a second to
entertain the thought: “But how can this person help us?” Your cover letter will answer
that question in your own words. Your resume will also answer that question but in a
somewhat more rigid format.

What makes a Good Cover Letter?
1. No spelling or typing errors. Not even one.

2. Address it to the person who can hire you. Resumes sent to the personnel
department have a tougher time of it. If you can find out (through networking and
researching) exactly who is making the hiring decision, address the letter to that
person. Be sure the name is spelled correctly and the title is correct. A touch of
formality is good too: address the person as “Mr.”, “Mrs.”,”Miss”, “Dr.”, or
“Professor.” (yes, life is complicated.)

3. Write in our own words so that it sounds like you—not like something out of a
book. Employers are looking for knowledge, enthusiasm, and focus.

4. Being “natural” makes many people nervous. And then even more nervous
because they are trying to avoid spelling errors and grammatical mistakes. If you
need a little help with grammar, check out the classic work on simple writing,
Strunk & White’s Element of Style, published in 1918 and now online. A good
place to begin is “Chapter 5: words and Expressions Commonly Misused.




5. Show that you know something about the company and the industry. This is
where your research comes in. Don’t go overboard—just make it clear that you
didn’t pick this company out the phone book. You know who they are, what they
do and you have chosen them!

6. Use terms and phrases that are meaningful to the employer. (This is where
your industry research and networking come in.) If you are applying for an
advertised position, use the requirements in the ad and put them in Bold type. For
example: the ad says-

2 years’ experience processing magnetic media (cartridge, tape, disc);
interface with benefit plan design, contracts and claims; and business
background with strong analytical & technical skills—dBase, Excel, R&R,
SQL.”

Make sure your cover letter contains each of these requirements and shows how you
measure up.

Recommended Books on Cover Letters

The Complete ldiot’s Guide to the Perfect Cover Letter, Susan lreland.




Use action words to described your experience and accomplishments.

ACTION WORDS

Here are some action words to use:

achieved cultivated informed publicized
acquired demonstrated insured published
adapted designed interpreted recruited
addressed developed interviewed reorganized
administered devised launched reported
analyzed discovered maintained researched
anticipated doubled managed resolved
assembled drafted marketed reviewed
assisted edited minimized selected
audited eliminated motivated separated
budgeted enforced negotiated set up
calculated established obtained simplified
centralized evaluated operated solved
changed expanded organized surveyed
collaborated explained originated staffed
composed forecasted oversaw supervise
condensed formed performed taught
conducted founded planned tested
constructed generated prevented trained
contracted guided produced used
converted hired programmed

coordinated implemented promoted

created improved provided




How to Email Your Resume
by Kim Isaacs, MA, CPRW, NCRW from MSN-Monster.com

How does your resume look after you hit the "Send" button? While the truth might hurt a
bit, it can help explain why your job search isn't exactly humming along as planned. Here
are guidelines for emailing your resume so that you make the best impression and
maximize your resume's response rate:

1. Create an ASCII/Plain Text Resume and Cover Letter.

Your ASCII resume will be stripped of formatting enhancements such as bold and
underline, so it won't be as attractive as your word-processed resume. However, it will be
universally compatible, allowing you to control its appearance. The ASCII file should
contain manual line breaks at 65 characters or less. To convert your file from MS Word:

Open your document, go to Edit > Select All and change the font to Courier 12 pt; go to
File > Page Setup and change the left and right margins to 1.5.

Go to File > Save As > Under "Save as Type," select "Text Only with Line Breaks."
Select "Yes" at the prompt that warns about features being compatible.

Close and reopen the file, which now has a text (.txt) extension.

Review and clean up your document. Change bullets to asterisks or dashes; ensure that
your contact information is in a logical sequence; add horizontal lines using a series of
dashes or asterisks (up to 65 characters) to separate sections; and remove symbols (such
as accent marks) that didn't convert properly.

2. Test the File.

Open the text file, copy and paste into your email message box and send to yourself and a
few friends (preferably ones who use different email programs) to ensure that the text
transfers as intended.

3. Select an Email Address to be Used Throughout Your Job Search.

Use a personal email address, not one associated with your office, and pick a name that
sounds professional.

4. Create the Email Message.

Some employers provide instructions for emailing a resume -- follow these precisely. If
no instructions are given, follow these steps:

Open your email program and set your message format to plain text, not HTML. Enter
the recipient's address and write a subject line that sells your value and references the
position opening or your career objective.

Open your ASCII resume and cover letter file. Customize your letter to suit the company
and job opening. If you normally use a long cover letter, edit it so that it is brief (a couple



of paragraphs). Rename the file for your records. When you are finished editing your
letter, copy the text of your resume and cover letter to your clipboard.

Place the curser in the email message section and paste your ASCII cover letter and
resume. Here's an example of how your message would appear:

Unless the employer has requested no attachments, attach your virus-free Word resume
(.doc or .rtf file). This will accommodate hiring managers who prefer to see a traditional
resume. Review your documents to ensure perfection and send your message.

Further Reading:

E-resumes by Susan Whitcomb and Pat Kendall

Complete Idiot's Guide to Finding Your Dream Job Online by Julia Cardis
Resumes in Cyberspace by Pat Criscito

Electronic Resumes and Online Networking by Rebecca Smith



The 24-Step Modern Resume

Resume Checklist: Follow these best practices to ensure your resume
gets through the spam filter, applicant tracking system, and to the
recruiters and hiring managers.

September 6, 2010, By Lisa Vaas

What’s the difference between a computerized ATS (Applicant Tracking System) and a
black hole?

Not much, if you don’t know which aspects of your resume give you a good ranking vs.
what makes these software programs choke.

The people who work with these tools say it best: “[ They’re] a wonderful tool (if
utilized correctly) for recruiters and hiring managers; however, they can be a black hole
for the applicant if their resume is not accurately targeted to the open position with
appropriate keywords and/or highlighted experience,” according to Laurie M. Winslow,
principal at Talent Innovations Group Inc. Winslow has worked with a slew of vendors’
ATSes over her 20-plus years in human resources, as an executive search consultant, an
in-house corporate recruiter and as a career coach and professional resume writer.

TheLadders spoke to ATS vendors and people like Winslow — the professionals who
use this technology — to unlock these mysterious black boxes to figure out how they
handle your resume. We also spent time with these pros to figure out how your resume
gets handled by other computer systems, including e-mail security screening.

Use this list to ensure your resume gets where it needs to go and that it receives as high a
ranking as possible, optimizing your chances of getting an interview.

Checklist

1. Do not apply to a company multiple times if the positions do not match your
experience and skills. Recruiters notice multiple submissions, and it reflects poorly
on a candidate if he or she applies for jobs that aren’t a good fit.

2. Don’t send your resume as an attachment. To avoid getting caught by security scans,
paste it into the body of the e-mail.

3. When e-mailing a resume, keep exclamation marks out of the subject line and body
of the text.

4. When e-mailing a resume, don’t use words in the document or headline that could be
misinterpreted by spam filters. For example, use “graduated with high honors”
instead of “graduated cum laude.”

5. Include a professional or executive summary at the resume top, followed by a list of
bulleted qualifications and/or achievements.
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10.

11.

12.

13.

14.
15.

16.

17.

18.
19.

20.

Customize the professional/executive summary and bulleted list(s) with keywords
that match a given job.

Make sure the keywords in the executive summary and bulleted qualifications and
achievements replicate those in the job posting.

Keywords alone aren’t enough. State-of-the-art ATS technology relies on
contextualization as well. Frame keywords with descriptive material that
demonstrates experience and familiarity with the subject.

Do not use abbreviations such as “Mgr” instead of “Manager.” It is unlikely that the
ATS has been programmed with a list of abbreviations to stand in for keywords.

Avoid misspellings. A misspelled keyword is a keyword that the ATS will miss,
lowering your ranking.

Use standard capitalization, not all lowercase or full capitals. Improper capitalization
annoys recruiters.

Fill in all the information requested by an online application process, even if it’s
listed as optional. Recruiters often sort by optional information to filter out
applicants, and filling in all fields will ensure you don’t erroneously get caught in a
screening filter.

Fill in all information requested by an online application process, even if it’s
included in your resume. This information can be used to filter out applicants before
a hiring manager comes to the point of opening the resume itself.

$fharti Brdbigin gactrnaramtbywval eate ioeerasiakae hightre ATS knows it, because it’s
If the ATS offers options, opt for uploading your resume instead of cutting and
pasting. This feature often parses information and saves it in the optimal format,
ensuring the cleanest presentation.

To avoid choking an ATS with a highly formatted resume, make sure your resume is
in a clear, concise format, with your contact information located at the top instead of
in the header or footer.

Do not include graphics or logos on a resume; they can garble the information the
ATS processes.

Respond within 24 hours after hearing back from a company.

Keep an eye on spam folders. Filters are so sensitive today that they can recognize e-
mail that’s automatically generated — a category which both spam and follow-up e-
mail generated from an ATS program can fall into.

Adhere to instructions provided in follow-up e-mail. If the follow-up e-mail lacks a
phone number but directs you to respond with your availability, respond via e-mail,
not by calling. This will likely get you the fastest response.
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21. If you receive an automatically generated rejection e-mail, immediately contact the
recruitment office of the rejecting organization or a sympathetic administrative
assistant — anyone who can advise you as to the best way to replace the resume
currently in the ATS with one containing better keywords and phrases.

22. When reapplying after an initial rejection, tweak executive summaries and bulleted
lists of key skills and achievements. Don’t alter your work history elements.

23. When reapplying, don’t try to use a different e-mail address from the one you used
on your first try. This isn’t enough to avoid a duplicate record in advanced systems
such as Taleo, which use multiple candidate identifiers, so make sure to follow Step
#21.

24. Once your customized resume has been resubmitted, contact the appropriate recruiter
(or sympathetic administrative assistant) and request that your updated resume be
reviewed for the open position.

Career Advice from TheLadders

o Leonardo da Vinci's Resume
o SEO Your Resume
o Lose the Eyebrow-Raising Accomplishments From Your Resume

o How to Ensure Your References Are Gender-Neutral
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XXXXXX J 2222272772777
1234 Main
Birmingham, AL 35242
205 999-1111 (cell) 205 980-0002 (home)
Email: xzxzxz@aol.com,

October 21, 2002

Mr. Joe XYZ, CFO/Treasurer
New Bank

1900 Cres Blvd
Birmingham, AL 35210

Dear Mr. XYZ:

In a recent conversation with Tim Journey of Compass Bank, he recommended that |
speak with you. Recognizing your leadership and understanding of Birmingham business
and expertise in the accounting profession, I believe your advice and counsel would be
most valuable as | refocus my career.

With over 20 years successful industry experience as a financial professional, strong
communication skills, technical expertise in management accounting, and a BS in
Accounting, |1 am currently searching for ways to transition my career more effectively.

Please do not misinterpret my intentions. | do not expect you to have a position for me,
nor do | expect you to know of any specific job openings; however, | do feel that your
opinions on this subject would be most beneficial in helping me to achieve my career
objectives.

I understand your busy schedule and I can assure you that | am requesting only a brief
meeting. | will call you within the next few days to set up an appointment at your
convenience. Thank you for your support.

Sincerely,

XXXXXX J Z22222272772777



XXXXXX J 2227227772777
1234 Main
Birmingham, AL 35242
205 999-1111 (cell) 205 980-0002 (home)
Email: xzxzxzxz@aol.com

October 10, 2002

Mr. Joe XYZ, CFO/Treasurer
New Bank

1900 Cres Blvd

Birmingham, AL 35210

Dear Mr. XYZ..

Just a brief note to say, “Thank you” for giving up your valuable time to speak with me
on Wednesday, October 9, 2002. | found our discussion about Birmingham business and
networking to be stimulating and very helpful.

| found it particularly interesting discussing my background and skills and how they
might be useful in other financial industries.

| have enclosed my resume as you requested. As you can see, | am a motivated financial
professional with over 20 years successful experience primarily with 3 major companies
in progressively responsible positions. | am a very hard worker, focused team player,
eager to learn, and open to new challenges. | believe my experience shows that | am a
results oriented individual successful at organizing and focusing groups of people to
accomplish objectives. Although much of my time has been concentrated in
manufacturing, | believe that there are many critical and transferable skills such as those
mentioned above that can be applied in most financial organizations with successful
results.

Again, thank you for your time and assistance, Joe. As we discussed, | would appreciate
you keeping me in mind as you consider further a fit for the chief accounting officer or
other opportunities at the New Bank. If you happen to think of additional contacts or
suggestions that may be of assistance in my career search, | would really appreciate
knowing about them. I’ll keep you informed of my progress.

Sincerely,

XXXXXX J Z22222272772777

Enclosure



Section 4: Interviews



The Two Minute Drill

Interviewing is always difficult for candidates new to the job market, as they have not necessarily
developed the persuasive and people skills that a person will need during interviewing.
Consequently, the interview at times can be foreboding to the candidate.

One of the most common errors candidates make during a phone interview or in a face-to-face
interview is failing the "Two Minute Drill". The Two Minute Drill comes from a common
question asked by an interviewer, that being "Tell me about yourself." While the interviewer does
want you to talk about yourself, they want it to be succinct and short. Many recruiters and human
resource managers have told me about interviewing candidates who rattled on for twenty to thirty
minutes, frequently going off in tangents that have absolutely nothing to do with the position,
when all the interviewer wanted was a short answer.

When asked by an interviewer "Tell me about yourself', you should follow a six-point outline in
giving a response. The interviewer is looking for a brief answer. Therefore, you should be able to
cover the entire outline within two minutes or less! Read over the rough outline presented below
and start to formulate words to put into the blanks. Once you have filled in the blanks, memorize
your answer. Then practice your answer in front of a mirror. Look at your facial expressions and
listen to what you are saying. Does your presentation sound sincere? Convincing?

It would help if you recorded your answer. When listening to what you recorded, pay attention to
the tone of voice you are using. Do you emphasize with voice inflexion key words? Listen closely
to your recording and ask yourself, "Would I hire this person?"

Remember, you only have 120 seconds to get your career experience, education, how they are
suitable to the company to which you are interviewing, and interest in the position across to the
interviewer. This is a classic case of where "practice, practice, practice" is of the utmost
importance.

Here is the outline:

1. Name, Professional Designation and Career Objective
My name is
lama
I am seeking

2. Professional Background and Current Situation (if appropriate)
I have __ years experience as
My positions (or assignments) have included

3. Education, Training and Professional Preparation
My education and training have prepared me for
I have

4. Career Highlights and Recent Accomplishments
In my work as a , | have (2 or 3 major accomplishments - keep it short)
Most recently, | have



5. Relevance to the Potential Employer
I firmly believe my skills and experience could benefit you (or a company) the following ways:

6. Positive Closing
I am very interested in this position (or company) and look forward to



Interview Cheat Sheet
by Carole Martin
Obtained from MSN careers with Monster (1/9/03)

Relax -- a cheat sheet is not really cheating. It's a checklist to make sure you stay focused
before, during and after the interview. Creating a cheat sheet will help you feel more
prepared and confident. You shouldn't memorize what's on the sheet or check it off
during the interview. You should use your cheat sheet to remind you of key facts. Here
are some suggestions for what you should include on it.

In the Days Before the Interview

1.

N

Draw a line down the center of a piece of paper. On the left side, make a bulleted
list of what the employer is looking for based on the job posting. On the right
side, make a bulleted list of the qualities you possess that fit those requirements.
Research the company, the industry and the competition.

Prepare your 60-second personal statement: Your answer to the, "Tell me about
yourself," question.

Write at least five success stories to answer behavioral interview questions (“Tell
me about a time when..." or "Give me an example of a time...").

List 10 questions to ask the interviewer about the job, the company and the
industry.

Research salary data and determine your worth.

Determine your salary needs based on your living expenses -- what is your bottom
line?

Get permission from your references to use their names.

Before You Go to the Interview

Do you look professional? Check yourself in the mirror; part of your confidence
will come from looking good.

Carry these items to the interview:

Several copies of your resume on quality paper.

A copy of your references.

A pad of paper on which to take notes (notes are optional).

Directions to the interview site.

Prepare answers to the 10 most common interview questions:

NoookrwbdPE

Tell me about yourself.

Why did you leave or are you leaving your last position?
What do you know about this company?

What are your goals?

What are your strengths and weaknesses?

Why do you want to work for this company?

What has been your most significant achievement?


http://salary.monster.com/

8. How would your last boss and colleagues describe you?
9. Why should we hire you?
10. What are your salary expectations?

Upon Arrival
1. Arrive early -- enter the building 10 minutes before your appointment.
2. Review your prepared stories and answers.
3. Go to the restroom and check your appearance one last time.
4. Announce yourself to the receptionist in a professional manner.
5. Stand and greet your interviewer with a hearty -- not bone-crushing -- handshake.
6. Smile and look into the interviewer's eyes.

During the Interview

Try to focus on the points you have prepared without sounding rehearsed or stiff.
Relax and enjoy the conversation. Learn what you can about the company.

Ask questions and listen; read between the lines.

At the conclusion, thank the interviewer and determine the next steps.

Ask for the interviewer's business card so you can send a follow-up letter.

agkrownE

After the Interview

1. Assoon as possible, write down what you are thinking and feeling.
2. Later in the day, look at what you wrote and assess how you did.
3. Write a follow-up thank-you letter, reminding the interviewer of your qualities.



THE NEGOTIATION DANCE
By Carol Martin

This article was obtained from a website: MSN: Careers with Monster January 23, 2003.

One step forward; one step back; step together, and back again. To perform the
negotiation dance, you must have a good sense of balance. Knowing your value will help
you feel more confident about staying in step during the negotiation process. The dance is
never confrontational or harsh, but smooth and in harmony.

First the Music Starts

You take a step back and try to postpone this discussion until you have more information:
"Could you tell me the range budgeted for this position?™ Or, "What would you typically
pay someone with my background and experience?”

Postponing the salary discussion is the best step for you, at least until you have the
information needed. By doing research ahead of time, you will feel confident knowing
your worth. There is a point when the range, or your expectations, will be revealed, but it
is better to wait for the interviewer to lead and give out the information first.

If the employer determines that you are right for the job, he will take the lead and make
an offer. It is now your turn to move the dance to the next stage. But first you must
evaluate the package. The following must be taken into consideration:

1. Base Rate: Always the top priority,

2. Alternative compensation: Bonuses, commissions, stock options, profit sharing,
etc.

3. Benefits: Premiums for insurance, paid time off, matching 401k, working
conditions, etc.

4. Other perks: Car, education reimbursement, training, laptop computer and the
like.

Let the Dance Begin

You call the hiring manager and say how delighted you are to receive the offer, but you
have some questions and concerns. Scripting your dialog ahead of time will give you
confidence to be succinct regarding what you want.



"Based on my eight years' experience in this industry, my MBA degree, and my proven
ability to raise funds and build teams, | feel the base rate offered is low. Is there any
flexibility?" you ask.

In stride with you, the hiring manager asks what you have in mind. And because you
have done your homework and know your value and worth, you are able to sell yourself
based on what you will bring to the company.

"Based on the research | have done, | feel someone with my experience and background
should be in the upper level of the range we have been discussing. "

Hold your position and count to 10. Silence is a strong tool in negotiations. The hiring
manager waits through the silence and then promises to get back to you. He is in sync
with your movements. You've presented your case well.

The Final Steps

Whether you are negotiating for more money or some other perks, the rules remain the
same. Let the employer lead, and maintain your own sense of balance. By preparing and
researching ahead of time, you can feel more empowered in this process, as a partner in a
dance, moving with the flow. The rhythm of the negotiation should be smooth, moving
toward the final step: acceptance and agreement.



The Almost Perfect Interview Planner
(Hint, hint - You can never be really sure if it is perfect)

The whole interview process should be approached by serious candidates in a no
nonsense manner. The process should always include networking and informational
interviewing. There IS NOT a job offer without THE interview. You gotta get there.

If I had ALL the answers with respect to career search | would already have put them in a
book and be rich! However, what follows covers a lot of you need to know territory.

In advance of the interview, research and answer the following:
Company/organization & name: What does it do? (products & services)

What is its mission... strategic objectives? Who is the competition? What factors
influence the company's success? What do you know about the person with whom you
are interviewing? What are the company's values? How do you find out these things?

WHAT IS YOUR INTERVIEW AGENDA?

There MUST be one. Plan it. Refer to the agenda during the interview from notes.
Prepare to do the following and you WILL do WELL!

e List 5 important things you want to MAKE SURE the interviewer learns about
you

e List 5 powerful questions you want to ask during the interview (takes homework. )

e Describe 3 SPECIFIC ways you can contribute to a company's SUCCESS

Here is a particularly hard agenda point that requires YOU to KNOW youl!

e How can you bring VALUE to ANY company? What is your UNIQUE selling point?

e Describe 5 specific things you have done that demonstrate how you can contribute to
a company's success. DO NOT describe past duties; explain RESULTS produced.

e What are your three most significant leadership qualities? Cite a past situation that
demonstrates each quality.

Once you have found out a "Job Description™--- What do they REALLY want... what is
their URGENT need with respect to that job! Hint: what was NOT accomplished by the
previous person in that position.

You should anticipate ALL questions - here's how!

e List 5 questions you anticipate being asked (read YOUR resume)
e List the 3 TOUGHEST questions you could be asked. These are often BARRIER
questions (the ones you would rather they leave off...but)



THREE OTHER VERY IMPORTANT POINTS! (OK, 4)
1) follow up, follow up, follow up
2) Have a SCRIPT and KNOW it

3) Be careful of YES, BUT
4) Rehearse the MAGIC question:

Who do you know, that | don’t know,
that | should know?

Effectively use the question above and you will nearly always have places to go!

The TRULY Magic question will get answered positively if you

Now, List the things you will do tomorrow to move your job search forward:
1)
2)

3)



INTERVIEW DAY PREPARATION

Know yourself. Know what you are looking for. Know how you can add value.

Know some current things about the company's business. Take notes with you.

Practice answering common and uncommon interview questions. Refer to class
examples and other reference books.

Bring at least two extra resumes and reference sheets with you. Have a leather or
leather-look portfolio with a clean note pad and professional ink pen (not a Bic!)

Take some prepared questions with you. Ask the questions throughout the interview.
Interviews love to be asked questions about the company, job, and their own
perspectives. Asking good questions is one of the best ways to stand out.

Start early so that you can get through traffic delays, fmd a place to park, fmd the
office, and get composed without being flustered approximately 10 minutes early.

Remember, someone may be watching from a window as you get out of your car.

Remove chewing gum. Be cautious about smoking in the car, you do not want to have
an aura of smoke as you enter the interviewer's office.

Turn off cell phones and pagers.

If you have a coat with you, make sure you can get up and shake hands smoothly
without juggling or dropping things.

Be nice to the receptionist (gatekeeper). They can be a source of important
information and also register a positive first impression to the interviewer about you!

Take at least three deep breaths if you are nervous.

When the interviewer comes to meet you, smile, extend your hand, and shake hands
confidently.



Magen Hughes
Wachovia
205.259.4005

THE STRUCTURED BEHAVIORAL INTERVIEW

What is a Structured Behavioral Interview?

Behavioral interviewing is a relatively new style of interviewing that was developed
in the 1970's by industrial psychologists. Behavioral interviewing asserts "the most
accurate predictor of future performance is past performance in a similar situation.”
Currently, 30 percent of all organizations are using behavioral interviewing to some
degree.

Unlike traditional interviews, which include such questions as:

1. Tell me about yourself.
2. What are your strengths and weaknesses?
3. Why are you interested in working for us?

Behavioral interviewing emphasizes past performance and behaviors. As a
consequence, candidates unprepared for the rigor of behavioral interviewing
have not fared well. Simply practicing the list of common interview questions
no longer works.

Development Dimensions International (DDI) is the nations top provider of
these interviews and interview coaching to Fortune 500 companies.

How is this interview approach different from traditional interviews?

Traditional interviewing techniques tend to focus on general concepts. Our
interviewing approach is more structured and focuses on examples of how you’ve
performed in previous work-related situations. The following comparison illustrates
of some of these differences:

Traditional: Where do you see yourself in five years?
Behavioral: Tell me the last time you handled a customer complaint?

Traditional: What are your three strengths and weaknesses?
Behavioral: Describe an example of when you became frustrated with a peer/team
member.

Traditional: Why should we hire you for this job?
Behavioral: When was the last time you gave feedback to an employee who was
not performing up to standards? What did you do?

Traditional: What do you think is important in being a good manager/team member?
Behavioral: Tell me about the last creative idea that you implemented in your work
area.



COMPANIES SEEK TALENT BASED ON THESE THREE CATEGORIES:
Technical Knowledge

Behaviors

Motivations

Behavioral Fit:

There are hundreds of behaviors that companies can choose from to interview
someone. Most companies pick the ten most important behaviors for their own
culture and interview based on thosdimensions

List of Sample Behaviors:
Decision Making

Planning and Organizing
Building Customer Loyalty
Communication

Initiating Action

Tenacity

Observed Dimensions:
Professionalism
Communication

Motivational Fit:
Many factors within a job and a company can be satisfying or dissatisfying to people.
These dimensions determine whether or not someone will be satisfied with a position
and/ or company.

Job Fit
Organization Fit
Location Fit

How should | prepare for this interview?

Practice sharing examples in t hdlingSdmadRe f or mat .
about an experience youodove had or what happene
story by sharing the three parts of a STAR: describe the situation or task, tell what

action was taken, and describe the result. In addition, you might want to think about

challenging, difficult, and rewarding experiences in your past work history and write

them down.

In addition, keep these tips in mind:

During the interview, it is expected that you will need some time to think back to

specific experiences. Don 6t f e el pressured to answer the qu
uncomfortable asking the interviewer to repeat the question.

If you are unable to think of a specific experience in the past, let the interviewer know



that you may need to come back to thatqueston, or t hat you havendét h
situation happen to you. However, be sure you are able to give discuss enough
experiences so the interviewer can assess your skills accurately.

fal)

There may be questions included in your interview that seek experiences that didn’t
work out the way you intended. This information gives the interviewer a balanced,
realistic picture of your background and shows how you have learned from those
experiences.

How should I answer these types of questions?
When you answer, there are three pieces of information the interviewer will collect for each
behavioral example- a STAR:

The Situation or Task that you faced
The Actions that you took
The Results or changes caused by the action

It is okay (and usually much appreciated!) to spell out your answers to the
interviewer. By starting an answer or section of an answer with “The
situation I was facing was...” “The action I took was...” and “The result of
that was...”

SAMPLE QUESTIONS

1. Describe a situation in which you were able to use persuasion to successfully convince
someone to see things your way.

2. Describe an instance when you had to think on your feet to extricate yourself from a
difficult situation.

3. Give me a specific example of a time when you used good judgment and logic in solving
a problem.

4. Give an example of a time in which you had to be relatively quick in coming to a decision.

5. Describe a time when you had to use your written communication skills to get an
important point across.

6. Describe a time when you were faced with problems or stresses that tested your coping
skills

7. Give me a specific occasion in which you conformed to a policy with which you did not
agree.

8. Give me an example of an important goal that you had set in the past and tell me about
your success in reaching it.



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Tell me about a time when you had to go above and beyond the call of duty in order to
get a job done.

Give me an example of a time when you were able to successfully communicate with
another person even when that individual may not have personally liked you (or vice
versa).

Sometimes it's easy to get in "over your head." Describe a situation where you had to
request help or assistance on a project or assignment.

Tell of a time when you worked with a colleague who was not completing his or her share
of the work. Who, if anyone, did you tell or talk to about it? Did the manager take any
steps to correct your colleague? Did you agree or disagree with the manager's actions?

Describe a situation in which you had to arrive at a compromise or guide others to a
compromise.

We can sometimes identify a small problem and fix it before it becomes a major problem.
Give an example(s) of how you have done this.

In a supervisory or group leader role, have you ever had to discipline or counsel an
employee or group member? What was the nature of the discipline? What steps did you
take? How did that make you feel? How did you prepare yourself?

Recall a time from your work experience when your manager or supervisor was
unavailable and a problem arose. What was the nature of the problem? How did you
handle that situation? How did that make you feel?

Recall a time when you were assigned what you considered to be a complex project.
Specifically, what steps did you take to prepare for and finish the project? Were you
happy with the outcome? What one step would you have done differently if given the
chance?

Tell of some situations in which you have had to adjust quickly to changes over which
you had no control. What was the impact of the change on you?

Describe some times when you were not very satisfied or pleased with your performance.
What did you do about it?



The 25 Most Popular Behavior-Based Questions

Tell me about a time when you...

CoNo~LNE

Worked effectively under pressure.

Handled a difficult situation with a co-worker.

Were creative in solving a problem.

Missed an obvious solution to a problem

Were unable to complete a project on time.

Persuaded team members to do things your way.

Wrote a report that was well received.

Anticipated potential problems and developed preventive measures.
Had to make an important decision with limited facts.

. Were forced to make an unpopular decision.

. Had to adapt to a difficult situation.

. Were tolerant of an opinion that was different from yours.
. Were disappointed in your behavior.

. Used your political savvy to push a program through that you really believed in.
. Has to deal with an irate customer.

. Delegated a project effectively.

. Surmounted a major obstacle.

. Set your sights too high (or too low).

. Prioritized the elements of a complicated project.

. Got bogged down in the details of a project.

. Lost (or won) an important contract.

. Made a bad decision.

. Had to fire a friend.

. Hired (or fired) the wrong person.

. Turned down a good job.

Web-Sites that can provide additional resources:

1.
2.
3.

eresumes.com - online e-resume guide
salary.com- salaries by industry
business.com - information and links for hundreds of businesses



Interviewing Tips

Prepare, Prepare, Prepare

e Know your strengths. Be prepared to discuss how the company would benefit
from your talents.

e Assess why the position is important to you.

e Always describe your accomplishments — never simply describe your job
responsibilities.

e Be confident; never be arrogant.

e Research. Learn about the company and their business before the interview. You
will be expected to ask questions. Take this opportunity to demonstrate that you
took the initiative to learn about the company's business.

e Plan to arrive at the interview early; plan to leave the interview late.

Answering Questions
e Listen to questions and frame answers carefully.
e Ask for clarification if you don’t understand.
e Use stories and examples to demonstrate critical skills and important
accomplishments.
e Describe a situation that supports your statement or demonstrates a trait.
¢ Include concrete quantifiable data when possible.

Show Enthusiasm - Exude Energy!

e Make your statement - "I am a leader”.

e Display the qualities you are selling. Show impact / say why it’s important
accomplishments.

e Make your resume come alive — display excellent oral skills and a good
personality.

e Always be positive - never criticize your previous company or boss.

e Never give up or get discouraged.

After The Interview

e Write a brief summary of what happened.
Note any follow-up action you need to take.
Prepare a well-written, concise thank you letter.
Restate your skills and qualifications.
Emphasize your interest in the job.
Sign and send letter immediately.

Closing The Sale - As the interview closes, don't simply leave the room
o Tell them why you're right for the job.
e Review your strengths.
e Reuvisit your theme.
e Ask for the job.



Common Interview Questions-Entry Level
By Ted Daywalt

The following is a list of common interview questions to use with candidates for entry
level positions or candidates who are recent college graduates. These questions are
compiled from a number of sources.

1. Tell me about yourself.

2. What are your three main priorities in life?

3. Why did you choose this college and how did you arrive at the decision?

4. What factors did you consider in choosing your major?

5. Of the courses you have had at college, which courses did you enjoy the most? Why?
6. Describe how your favorite course has contributed to your career interests.

7. What is your GPA? How do you feel about it?

8. Does your GPA reflect your true abilities?

9. What could you have done to have a better GPA?

10. How have you changed personally since starting college?

11. Since you have been at college, what accomplishment are you most proudest?

12. What has been your greatest challenge?

13. What has been your greatest failure?

14. If you could change a decision you made while at college, what would you change

and why?

15. In what campus organizations and extra-circular activities do you participate? What
did you learn or gain from this involvement? What did you contribute?

16. Name four traits that you think would be important for an effective leader. Why did
you chose these?

17. Describe a leadership role of yours and tell why you committed your time to it?

18. In a particular leadership role you held, what was your greatest challenge?

19. In a particular leadership role you held, what was your greatest defeat?

20. How would others describe you as a leader?

21. Give me an example of an idea that has come to you and what you did with it?

22. Give me an example of a problem you solved and the process you used?

23. Give me an example of the most creative project that you have worked on.



24. What work experiences have been most valuable to you and why?

25. Tell me about a project you initiated.

26. Describe a project or situation that best demonstrates your analytical abilities.

27. Since attending college, what is the toughest decision that you have had to make?

28. What have the experiences on your resume taught you about managing and working
with people.

29. What is the most difficult decision you have had to make? How has your education
and work experience prepared you for this position?

30. What type of situations put you under pressure?

31. How do you cope with pressure?

32. Why are you interested in our company?

33. What would be the ideal job for you?

34. What type of position are you seeking?

35. Where do you think your interest in this career comes from?

36. Where do you see yourself in three years?

37. What other types of jobs are you considering?

38. Why have you chosen this particular profession?

39. What do you know about our company?

40. What interests you about this job?

41. What challenges are you looking for in a position?

42. What can you contribute to this company?

43. Why should we be interested in you?

44. What goals have you set for yourself? How do you plan to achieve them?

45. What is your most significant accomplishment to date?

46. To what do you owe your success?

47. What motivates you?

48. What turns you off?

49. If 1 asked people who know you to describe you, what would they say?

50. What would be the main reason why | should not hire you?

51. What do you like to do in your spare time?

52. When tackling a project, do you like to work in a group or individually?



53.
54,
55.
56.
S7.

58.
59.
60.

61.
62.

Describe the ideal manager.

Describe the type of manager for whom you would like to work.

Give me examples of your team player qualities.

How do you handle difficult people?

Describe a situation where you had to work with someone who was difficult and how
you handled the situation.

What type of work environment most appeals to you?

What other companies are you interviewing with? Why did you choose them?

We are looking at a number of very talented candidates. Why should we hire you over
them?

What will you do if you are not the person chosen for this position?

If we had to choose between you and others, what is it about you that says we should

chose you for the position?



Common Interview Questions-Senior Level

By Ted Daywalt

The following is a list of common interview questions to use with senior candidates.
These questions are compiled from a number of sources.

1.

o > DN
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

What cherished management belief have you had to give up in order to get where you
are?

What's more important to you, truth or comfort as it relates to the job?

Have you learned more from your mistakes or from your successes?

Is honesty always the best policy?

How has your tolerance for accepting mistakes from your subordinates changed over
the years?

Where do you think the power comes from in your organization? Why?

Is the customer always right?

On what occasions are you tempted to lie?

If you could organize the world in one of three ways - no scarcity, no problems or no
rules — how would you do it?

Should all business relationships have fixed term, that is, expiration dates?

"What is the most significant compliment anyone has ever paid you?

How would you finish this sentence: "Most people are basically...?"

Who has been a major influence in your life?

Are you the type of person who likes to make lists or strike items off lists?

What would you do if you saw a peer taking office supplies home?

What is the difference between a manager and a leader?

What is your philosophy of mentoring?

On what criteria do you believe you should be evaluated and compensated?

Why did you leave your last job?

Describe your dream job.

What makes you proud of your work?

What kind of supervisor is likely to get the best performance out of your?

How important is it for you to learn new skills?



24,
25.

26.
217.
28.
29.
30.
31.
32.
33.
34.
35.

36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.

Do you consider yourself successful? Why?

Have you thought about why you might prefer to work with our firm as opposed to
one of the other firms to which you have applied?

Tell me about yourself.

What are your three main priorities in life?

What has been your greatest challenge?

What has been your greatest failure?

Describe a leadership role of yours and tell why you committed your time to it?

In a particular leadership role you held, what was your greatest challenge?

What work experiences have been most valuable to you and why?

Tell me about a project you initiated.

Describe a project or situation that best demonstrates your analytical abilities.

What have the experiences on your resume taught you about managing and working
with people?

What is the most difficult decision you have had to make?

What type of situations put you under pressure?

How do you cope with pressure?

Why are you interested in our company?

What other types of jobs are you considering?

Why have you chosen this particular profession?

What do you know about our company?

What interests you about this job? What challenges are you looking for in a position?
What can you contribute to this company?

Why should we be interested in you?

What goals have you set for yourself? How do you plan to achieve them?
What is your most significant accomplishment to date?

To what do you owe your success?

What type of work environment most appeals to you?

What other companies are you interviewing with? Why did you chose them?
We are looking at a number of talented candidates. Why should we hire you over

them?



52. What will you do if you are not the person chosen for ths position?
53. What would your greatest business adversary say about you?

54. Please take me through your professional career.
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The Three Purposes of an Interview

Interviewers are looking to answer:
CAN you do the job?

e Your skills

¢ Knowledge

e Experience and accomplishments Learning potential
o Handling the physical aspects of the job

WILL you do the job?

e Your interest in the position, company, industry

e Your work ethic

e Your energy level

o OQutside influences that may affect your willingness or availability

Do you FIT in?

How your skills, experience, work ethic and personality fit in to the work environment


http://www.right.com/

Presenting a Professional Image

A confident entrance is a good start to any business situation. When entering someone's office, check
your posture, hold your head up, make eye contact and smile.

Always initiate the handshake, as it will make you appear more in control. Handshakes are often an
indicator of a person's frame of mind, so practice your own handshake and be conscious of the return
handshake you receive.

Maintain eye contact. It is important in our culture to look at the person to whom you are speaking
approximately 80% of the time. Americans place a high value on eye contact and generally interpret it
as a gesture of trust and confidence. During an interview, make eye contact when you are talking -
particularly when making an important point - as well as when you are listening. Nodding is another
gesture of support and agreement. It is a good compliment to eye contact.

In your job campaign you are marketing your skills, abilities and interests. It is also crucial that you
make your physical appearance an important part of your marketing strategy. Your appearance is the
first thing a prospective employer will notice about you, regardless of your talents.

Research shows us that approximately 55% of what we believe about each other is based on our
observation and interpretation of non-verbal signals. People who are well dressed and well groomed
are often better liked than their counterparts who are not concerned about their appearance. They may
also be considered more intelligent, successful and competent, and earn more money. We have all
been guilty of judging a book by its cover, but it is often that critical first impression that makes the
difference.

In a job interview, appearance is important. Human Resources directors admit that they use visual
cues to narrow down their group of applicants. Job interviewing studies show that when the decision
not to hire an applicant is made very early in the interview, it is made primarily on the basis of
unsuitable appearance.

During your job campaign, you should look professional at all times. You never know whom you
may meet and where. Looking professional does not mean you have to look like everyone else. It is
critical, however, to dress for your audience. Every style sends a message, and that message should be
addressing the industry you are targeting, as well as reflecting your personal taste. For example, there
is a great difference between how a banker should dress for an interview and how a software
programmer might.



For Men

The basic rule is very simple: find out as much as you can about the style of the people or company
who will be interviewing you, so that you can fit in with it or at least not clash with it. (This makes
sense in more ways than one, since it can give you a small extra clue as to how you might fit in if you
do wind up working with them.) If you are interviewing for a job in an industry you know, then you
already have an extra advantage on your side. But if in doubt, or if venturing into unknown territory,
consider the following well-tried guidelines:

For most industries, opt for a conservatively tailored, well-made suit. Quality is the key the suit should be
made of wool or a good wool blend and fit you perfectly.

Shirt color preferences are white or light blue. Pink or pin-striped shirts are generally not good selections
for a first interview, although in more casual or fashion-conscious industries, they would be acceptable
choices. A man's tie is the most important part of his outfit. It is his only chance to add contrast and his
own sense of style. A good silk tie can totally upgrade a man's suit, so it is well worth the investment.
Ideally, your tie should contrast with your suit. Avoid wearing a solid tie with a solid color suit.

Accessories are an important part of your total look. Shoes and belts should be good quality leather and
should match in color. Black, cordovan, or brown are the best color choices. Either laced shoes or slip-ons
are appropriate. Socks should be worn high enough so that your legs don't show when you sit or cross
them. Interviewers react negatively to flashy buckles and ornaments on shoes, so these should be kept as
simple as possible. Follow the same rule with belts. Briefcases and portfolios should be leather.

Jewelry should be kept simple, and limited to either a wedding or signet ring. Although tie clips and
cufflinks may be appropriate after you have the job, they are sometimes found to be inappropriate, as are
pocket handkerchiefs. Watches should also be simple - just a dial face and leather band. Heavy watches
with a lot of functions should be left at home.

Your grooming must be impeccable. There is no question that the clean-shaven look is safest for a
businessman. It makes most men look younger, cleaner, and more efficient. In addition, many people
have negative reactions to mustaches and full beards. There are always exceptions, of course. A neat,
well-trimmed mustache may make a man look more mature and in control. A full beard still falls into the
high-risk area in corporate America. In more creative professions, such as college teaching, architecture,
psychology and advertising, beards are acceptable.

o Finally, avoid after-shave and male colognes. Fragrance and whether to wear it at all is an
intensely personal choice, and you should not risk imposing yours on a complete stranger you are
trying to impress.

For Women

e The best choice of dress for a woman is a good-quality suit. Wear a stylish but conservative suit



in a style that is complimentary to your figure. Neutral solid colors, such as taupe, navy, gray or
black, are safe. Other appropriate colors are acceptable; however, stay away from bright colors.

e Blouses can be worn in almost any color that is flattering to your skin tone. Silk, cotton and silk
look-alikes are good fabric choices. Choose collars that compliment your jacket lapel and face
shape. For example, if you have a long, thin face, avoid a neckline that repeats the shape of your
face. Try to express your own sense of style in blouses.

e Accessories are very important and can easily upgrade an outfit. Choose leather pumps in classic
styles for interviewing. Heel heights vary with fashion, but a moderate heel height is always a
good bet. Flats may be too informal and a too- high heel is not businesslike. Belts should
generally match your shoes and, again, should be conservative in style. Belts are good finishing
pieces and serve to tie your outfit together, although scarves used as belts can be too informal.

e Handbags and briefcases are items people always notice. Quality is imperative, so pay attention to
craftsmanship and materials. One word of caution - don't carry both a handbag and a briefcase to
an interview. It looks clumsy and requires too much juggling. Make sure whatever you are
carrying closes easily and is not overly full. Better yet, save the briefcase until you have the job.

o Jewelry should be kept simple. Fine jewelry is always acceptable, but good quality costume
jewelry can also add versatility to your wardrobe. Appropriate jewelry might include simple
earrings (no dangles), a string of pearls, a chain or conservative necklace, a watch, and no more
than two rings. Any bracelet or necklace that tends to jangle is distracting and should be avoided.

e Watches should be simple, with a dial face. Rings should be conservative and suitable for
business wear. School rings and dinner or evening rings are not appropriate.

e Hosiery colors should be limited to neutral tones. Colored hose can be attractive in other business
settings, but should be avoided in an interview. The same holds true for textured hosiery.

e Obviously, grooming is critical. Hair should be neatly styled and no longer than shoulder length.
If your hair is longer, wear it up for interviews and other business situations. Makeup should
definitely be worn and carefully applied for a natural look. Research on the subject of makeup
indicates that women who are naturally and professionally made-up are seen by others as being
more successful and more likely to be in charge. Again, select cosmetic colors that best suit your
skin tone.

A Final Word:

Be prepared for your interview. Your raincoat should be cleaned and your umbrella in good
condition. Your shoes should be polished and your suit freshly pressed. Avoid wearing a brand
new suit to an interview. Carry a needle and thread . Women should carry an extra pair of hose.



The Job Interview Process

Interviewing Principles

Know yourself and review your accomplishments so that you can take advantage of opportunities to
illustrate your areas of strength with specific examples. Be prepared to give further descriptions or additional
examples beyond the points made in your resume.

Dress appropriately, neatly and conservatively, attending to all elements of personal grooming. Arrive five
to ten minutes early so you will be relaxed.

Be polite and personable to everyone you encounter. People hire people they like and whom their
secretaries like - often, the less qualified person gets a position over a more qualified one who does not seem
to care how he or she treats others.

Be careful to avoid showing signs of nervousness - foot tapping, drumming fingers, etc. Relax.

Try to read the interviewer and get on the same wavelength. Be alert to body language. If he or she wants
details, provide them. If the person is interested in ideas or concepts, focus accordingly.

Focus on your accomplishments, experiences where you have made a contribution or difference, produced
results, and shown the ability to overcome problems.

Project optimism, but don't promise what you cannot deliver. You will do your best, so let your record speak
for itself.

Avoid talking too much. Keep answers to a maximum of one to two minutes. Let the interviewer jump back
in with a question to keep the conversation interactive.

Take the positive view of things. Modesty can be seen as weakness. You should neither boast nor apologize.
Reframe your mistakes as valuable learning experiences. You can usually reshape a difficult question to allow
a credible response.

Never talk to an interviewer about personal problems. To discuss your problems will weaken your case.
To discuss the interviewer's problems may prove embarrassing if you are hired.

Avoid premature salary discussions. Do not speak about compensation until your value has been
established. Do not appear primarily concerned with salary and benefits. These will be negotiated at an
appropriate time - after the offer is made.

Be an interested listener and observer. What you say will be relevant and meaningful to the interviewer.
Watch for signs of confusion, agreement, or strong interest, and respond accordingly.



Concentrate on the idea of making a contribution in a team environment. Competence alone does not
sell. You must be seen as a person who will be productive in a compatible way.

Follow the interviewer's pace, building interest toward your objective. If the conversation falters, ask
guestions that delve further into areas in which the interviewer has shown interest.

Maintain confidentiality of past employers and be understanding of any difficulties the employer may have
had, including those which caused you to leave. You may be talking to your future employer, and you are
demonstrating how much consideration you will show to them at some future time.

Ask for or exchange business cards, if possible (in order to secure correct spelling, title, telephone number,
etc.)

Above all, be yourself, and not what you think someone else expects you to be. Maintain your dignity and
self-respect.



Potential Interview Questions

The following questions may require additional alertness and sensitivity to interview conditions
Sometimes you may be asked things that are questionable legally. You must decide in advance how
you will respond. Our recommendation is that, in each case, you try to respond positively or at least
neutrally.

1. What did you like most/least in your last job?

2. Can you work under pressure and meet deadlines?

3. What is your management philosophy/style?

4, What kind of salary are you looking for? How expensive are you?
5. What business references can you provide?

6. How long would it take you to become productive in this position?
7. If you are hired, what do you see in your future?

8. How do you rate yourself as a professional?

9. What new goals have you established recently? Did you meet any of these goals?
10. What position do you expect to have in five years?

11. What did you think of your last company?

12. Why has it taken you so long to find a job?

13. What does success mean to you?

14. Don't you think you are overqualified for this position?

15. Tell me about the best/worst manager you ever had.

16. Why do you feel you have management potential?

17. What is your leadership style?

18. What else should I know about you?



19. How would you describe yourself?

20. How would your manager/coworker/subordinate describe you?
21. Have you helped increase profits? Reduced costs? Improved productivity? How?
22. Why are you making a career switch at this time?

Behavior- Based Questions

Behavior based questions require specific examples concerning what YOU have done in the past.

. Describe a time when you ...

. Give an example of a time in which you ...

° Tell me about a time when you...

° Give me an example of a specific occasion ...

. Describe a situation in which you ...

° Describe the most significant ...

. What did you do in your last job in order to be ...
. Describe the most ...

° What did you do in your last job ...



Handling Sensitive Questions

In a perfect world, interview guestions should be related to the position and your willingness and
ability to do the job. Occasionally, an interviewer asks questions that solicit information about
you that could potentially be used in a discriminatory way. Practicing how you would handle
these kinds of questions will help you respond professionally if the questions are asked in an
interview situation (or even on an application).

REMEMBER:

>

Many interviewers are not trained in interviewing. They may not know which questions to avoid
or which questions are illegal.

Inappropriate questions are often unintentional.

Often questions are based more on perceived relevance rather than legality, with no malice
intended.

Use your common sense and react objectively, not defensively.

If you are presented with potentially discriminatory questions:

Maintain eye contact. Remain cool, calm and professional.

Be aware of your body language. Consciously manage your non-verbal reactions to remain as
neutral as possible.

Ask for clarification on how the question might relate to the responsibilities of the job. Evaluate
what the interviewer is really seeking, i.e. questions about children may relate to potential
absenteeism, or questions regarding working with minorities may relate to customer base, work
group, or how you evaluate people.

Answer in a neutral, positive way.

Stick to a discussion about business. Getting personal opens up those areas for scrutiny.
Express concrete facts and ideas. Avoid feelings.



Questions You Should Ask The Interviewer

The questions you ask regarding a position tell as much about your professionalism as the
answers you give to the interviewer's questions. By asking the right questions, you emphasize
your desire to understand the organization's expectations and to be reasonably sure you will find
the work challenging and appropriate to your strengths. Your questions build respect for you.
Avoid a "what's-in-it-for-me" attitude.

Here are some questions you might ask at any time during the interview, if the interviewer has not yet
provided the information.

1. What are the main responsibilities of this position? Who would be my key associates? To whom
would I report? Whom would | supervise? What would be the extent of my authority in carrying out
these responsibilities?

2. What objectives or standards would | be expected to meet or exceed?

3. Six months from now, how will you know you hired the right person? One year? Two years?

4. What are the main problem areas that need attention in this new position?

5. What are you personally looking for in a successful candidate? What capabilities do you feel are more
important?

6. What are the next steps? What is your time line for interviewing and making a hiring decision? When
can | expect to hear from you, or would you prefer that I call you?

7. What are the resources (budget, staff, equipment, software) available to me to do the job?

8. How will my performance be measured? What is the performance management process?



After the Interview

Send a thank-you letter within 24 hours.

Know the interviewer's time line regarding the selection and decision process. If you haven't heard
from him or her by the date that was indicated, you may call to check on the status of the process.

DO NOT ask how you did, about salary and benefits, or if you are being seriously considered for the
job.

Continue other job search efforts while you wait to hear about a decision.
If you are not offered the position, send a gracious response to your turndown. You never know if the

person offered the job will leave after a few weeks, or if another position will open up. Keep the door
open.



Sample Thank-You Letter for a Job Interview

Introduction and
Appreciation

Specific Strengths

Next Step

Alice Smith

1234 Meadow Road
Birmingham, Al 35242
(205) 999-9999

(Date)

Ms. Kelly Stevens
The Pet Connection
249 Shady Lane Medford Lakes, NJ 08055

Dear Ms. Stevens:

Thank you for the opportunity to meet with you yesterday to discuss the Account
Representative position. Your ideas were stimulating and helpful. I am very interested
in working for The Pet Connection in this capacity.

As | mentioned during our conversation, | have numerous connections in the southern
New Jersey market that would aid in the start of the new product rollout. My contacts
with veterinarians, local animal shelters, and private rescue firms have helped me to
understand the products and needs of this unique population. Additionally, | have been
involved in volunteer activities on behalf of animal shelters for the last 12 months.

I look forward to continuing our discussions regarding this position. I will plan to
follow up with you next week to see what our next steps should be.
Sincerely,

Alice Smith



Get Back to Work with the Best Deal
by Lee Miller form MSN — Monster.com

| recently received a letter from a woman who had just received a job offer. She had been
unemployed for three months and wanted to know if she should accept the offer or try to
negotiate for more. She felt the offer was low -- less than she had been making on her last
job -- but was afraid that if she asked for more money she might lose the job. Whether or
not to negotiate is a question that comes up frequently from people who are between jobs.

Not only can you ask for more money, but if an offer is low, you should. The key to
doing so successfully can be summed up in a single word: Confidence. If you know what
you're worth and have the confidence needed to ask for it, you can often get the company
to improve its offer. In fact, if you go into the interview process with confidence, it will
not only result in you becoming a better negotiator, it will also help you get the job.
What tends to hold most people back when they are unemployed is they start doubting
themselves and their worth to potential employers. The longer you're unemployed, the
more your confidence starts to waiver, hurting your ability to negotiate. However, there
are some simple things you can do to help build your self-confidence:

e Know Yourself.
Make a list of all your prior accomplishments, both professionally and personally.
The skills and experience you bring to potential employers do not change just
because you're unemployed.

e Educate Yourself.
Learn everything you can about the negotiating process. Read books, attend a
seminar or take a class. The more you know about the process, the more
comfortable you will be in asking for more money. Knowing the market value for
the skills and experience you have will also help you negotiate with confidence.
That requires doing your research before you start.

e Shop Around.
Continue to actively pursue your job search even after you seriously begin talking
to a company. One of the biggest mistakes people make when negotiating for a
job is that once they think they are going to get a job offer with a company they
like, they stop talking to other potential employers. Having another offer will
greatly enhance your ability to negotiate compensation, forcing a potential
employer to give you the best possible offer. It will also increase your confidence,
enabling you to negotiate more forcefully. Even if you don't actually have another
offer, continuing to talk with lots of prospective employers will reassure you that
if this offer is not good enough, another one will be forthcoming shortly.
It is useful to let a prospective employer know you are talking to other companies
as long as you make it clear that the employer you're talking to is your first
choice. Employers like the fact that other companies are interested but want to
hire someone who really wants to work for them. Your employment status
becomes irrelevant.

e Project Confidence.


http://salary.monster.com/salarywizard/layoutscripts/swzl_newsearch.asp

Finally, even during those moments when you are not feeling confident, project
confidence. Clinical psychologist and professor at Walden University Dr. Patricia
Farrell calls one technique "self talk." Before you go into an interview, tell
yourself -- out loud -- why you deserve to get what you are seeking (Do this in the
privacy of your own home, but do it). If you believe it, so will the person you are
interviewing with. Then wait until you have convinced a prospective employer
that you are the best candidate for the job before discussing compensation. The
best time to talk about money is when a company is about to make you an offer.
Be enthusiastic about the job, confident about the abilities you bring to it, knowledgeable
about your market value and firm in seeking a fair compensation package. Doing these
simple things will enable you to negotiate the best possible package -- even when you are
unemployed.



http://www.waldenu.edu/

Section 5: Networking/Internet



Career Networking Opportunities within The ACT Ministry
(Asbury United Methodist Church)

e Networking circle discussion at the bi-monthly Monday night meetings
e Notice of “Job opening” emails sent out weekly by the ACT ministry director

e ACT ministry Networking Directory — updated monthly and emailed to all ACT
members. This directory lists all previous ACT members, ACT volunteers, ACT
speakers and members of Asbury that have agreed to have their name, business field,
and contact information listed as a networking aid to current ACT members. This list
is to be used as a networking tool(not as a contact list to ask for a job)

e The benefits of the ACT ministry are free to anyone in Career Transition

Networking Opportunities at Other Local Churches & Businesses
e Shades Mountain Baptist Church

Power Lunch is held the first Tuesday of each month at 11:45 at the church. It’s
purpose is to provide a casual atmosphere for people of all faiths to come, meet
others in the business community, enjoy themselves, have a great meal and
receive an inspirational “boost”. For details on upcoming meetings and directions
to the church, see the Shades Mountain web page at http://www.shades.org.

e Mountaintop Community Church

The Career Assistance Ministry at Mountaintop Community Church is designed
for the person in career transition. If you are currently in, or anticipate, a job
search this ministry will help you gain support, learn new job search techniques,
and network with other attendees. The three monthly sessions include
information and advice on handling change, self-assessment, writing resumes,
networking techniques, interviewing and negotiating. The group meets the first,
second and third Wednesday nights at Mountain Top from 6-8PM. Each month
the topics will repeat. The meetings will take place at the Chamber’s building
down the hill from Mountain Top. Address: Centerview Drive, Suite 250 room
253/254. Contact Kristi Merritt at 205-566-0756 or kmerritt@daxko.com for more
details.



http://www.shades.org/
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e Vestavia Hills United Methodist

Career Assistance Ministry (CAM) began 12 years ago. CAM meets at Vestavia
Methodist the 1st and 2nd Monday of every month at 6 P.M. 1t is free and open to
anyone in job search or transition. The ministry recognizes the need for ongoing
support and motivation for those in job search and endeavors in a very proactive
way to meet those needs. For further information contact: Mike Coffey @ 999-
2229 or email morcoffey@gmail.com

e SCORE

SCORE is a volunteer component of the US Small Business Administration that
helps entrepreneurs start and run small businesses. VVolunteers have wide and
distinguished backgrounds in all types of businesses, from large multinational
companies to owning and running their own businesses. To find out more about
SCORE Birmingham, please go to our web page at www.score.org Which will link
you to our local Birmingham web page. For a no cost, confidential counseling
session, please contact our Birmingham office at 205 934 6868.

o TECH Friday

Date: 2" Friday of every month from 7:45 am to 9:15 am

Place: New Horizons Computer Learning Center 601 Beacon Pkwy

To RSVP in advance email to william.ivey@newhorizons.com (not necessary).
TechFriday is an opportunity to network with the technical community and find
out in advance what is happening in Birmingham. Several recruiting company
representatives attend these meetings on a regular basis. Not limited to IT types.
For information go to http://www.techbirmingham.com/ click on Events calendar.

e Collat Jewish Family Services Career Ministry

Career, Life Transitions, & Debt Management helps those thriving through
challenging times. Group meets the 2" and 4" Tuesdays from 5:30-7 pm at 3940
Montclair Road, Suite 205. Reserve a spot by calling Lynn or Stu at 879-3438
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Job Search Links and Resources

Job Placement Companies:

Allstate Technical Services

WWW.asts.net
Contact: Holley Kahn Holley.Kahn@kbr.com
205.972-5418

CTS, Inc.

Hittp://www.askcts.com/Careers — Career page
Http://www.askcts.com web site

Contact: Beth DiPalma bdipalma@askcts.com
205.259-2300

Precision Resources

http:www.precisionresources.org

Contact: Tiffany Palladino (IT)
tiffanyp@precisionresources.org

Lisa Boland (Accounting) Lboland@precisionresources.org
205.426-0650

Spherion

www.spherion.com/jobs

Contact: Lori Brantley loribrantley@spherion.com
Shea Brazil sheabrazil@spherion.com
205.980-2355

ITAC Solutions
(IT, Accounting, Admin)

www.itacsolutions.com
Contact: Emily Morgan
Emorgan@itacsolutions.com
205.326-0004

Job Search Tips:

Career Builder

http://www.careerbuilder.com/custom/msn/careeradvice/

Alabama Job Sites:

Alabama Job Bank (Al
Employment Service)

http://www.jobsearch.org/al

Alabama Job Store

http://www.alabamajobstore.com

Alabama Job Link

http://www.joblink.alabama.gov
Keyword: Careeronestop

Alabama Jobs

http://www.alabamajobs.com

Alabama Local Openings

http://www.alabama.localopenings.com

Alabama’s Best Local Jobs

http://www.al.com/jobs

Alabama Job Openings

http://www.jobopenings.net/jobs by state.php?state=AL

Birmingham Employment

http://www.birminghamemployment.com

Birmingham Help Wanted

http://www.birminghamhelpwanted.com

Huntsville Jobs

http://www.huntsvillejobs.com

State Jobs

http://www.personnel.state.al.us

Comprehensive Job Sites:

America’s Preferred Jobs

http://www.preferredjobs.com

Best Jobs USA

http://www.bestjobsusa.com

Craigslist

http://www.bham.craigslist.org/jjj

Federal Jobs

http://www.usajobs.opm.gov
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Flipdog

http://www.flipdog.com

Headhunter http://www.headhunter.com
Hotjobs http://www.hotjobs.com

Indeed http://www..indeed.com

Linked In http://www.linkedin.com/jobs
Monster http://www.monster.com

Nation Job http://www.nationjob.com
Recruiters Online Network http://www.recruitersonline.com
Temporary Jobs http://www.net-temps.com
Vault http://www.vault.com

Information Technology Job
Sites:

Alabama Computer Jobs

http://www.alabama.computerjobs.com

Brainpower

http://www.brainpower.com

Dice

http://www.dice.com

Executive Sites:

6 Figure Jobs

http://www.6figurejobs.com

6 Figure MBA

http://www.6figuremba.com

Big 5 Talent

http://www.bigfivetalent.com

Career Counseling Corner

http://www.careercc.com

Chief Monster

http://www.chiefmonster.com

ClO http://www.cio.com
Exec-U-Net http://www.execunet.com
Executive Leaders http://www.execuleaders.com
MBA Careers http://www.mbacareers.com
MBA GlobalNet http://www.mbaglobalnet.com
MBA Jobs http://www.mbajobs.net
Netshare http://www.netshare.com

Professional Career

http://www.professionalcareer.com
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EMPLOYERS THAT HIRE EX-OFFENDERS

The following employers hire ex-offenders nationwide.

Remember to mention to the employer that they are eligible for
the Internal Revenue Service Work Opportunity Tax Credit of

$2,400.00 per ex-offender hired.

Company name

Abbot's Lab

Acme Truck Line
Advanced Transportation
Adolphus Hotel
Albertson'’s

Aliant Food Service

All Temps

All Waste

American Homestar
AmeriSuites
AmeriSuites
AmeriSuites
AmeriSuites

Baylor Healthcare

Bilco Brick

Bilco Brick

Bilco Brick

Blockbuster Video Stores
Boeing

Boytex Insulation
Braum’s Ice Cream Stores
Brinkman Construction
Brockway Standard
Brookshire’s

Blue Bell Creameries
Calloway's Nurseries
Carnival Food Stores
Carter & Burgess
Celebrity Incorporated
CiCi’s Pizza

Chief Auto Parts
Cinemark Theaters
Citgo Refinery

City of Dallas Sanitation

Area

Dallas, TX
Nationwide
Nationwide
DFW
Houston, TX
DFW
Nationwide
Arlington, TX
Dallas, TX

Ft. Worth, TX
DFW
Lancaster, TX
Lancaster, TX
Lancaster, TX
Nationwide
Corinth, TX
DFW
Nationwide
DFW

Dallas, TX
Tyler, TX
Across TX
Across TX
North TX
DFW

Tyler, TX
Across TX
Nationwide
Nationwide
Corpus Christi
Dallas, TX

Dallas area phone #

972-518-6495
972-263-3902
214-261-6334
214-742-8200
972-556-0026
972-487-6200
214-426-0091
713-623-8777
972-230-3995
972-659-1272
817-649-7676
214-999-0500
817-361-9797
214-820-8000
972-227-3380
972-218-5537
972-229-5412
Apply in Person
817-497-6959
972-298-5072
Apply in Person
972-274-1177
214-421-7161
903-534-3000
972-285-0241
Apply in Person
Apply in Person
972-263-2019
903-561-3981
Apply in Person
214-404-1114
214-696-1644
361-882-8871
214-670-7398




City of Garland Sanitation
City of Irving Sanitation
City of Mesquite Sanitation
City of Austin Sanitation
City of San Antonio

City of Houston Sanitation
City of Corpus Christi

City of El Paso

Colter's BBQ

Dal-Tile Industries

Dallas Area Rapid Transit
Dallas Area Rapid Transit
DFW Dr. Pepper

Dr. Pepper Bottling Co.
Embassy Suites
Enterprise Car Leasing
Fairfield Inns

Farah Incorporated

Fiesta Food Stores

Firestone Tire & Service Co.
Firestone Tire & Service Co.
Firestone Tire & Service Co.

Fleetline

Flying J Truck Stops
Four Seasons Hotels
Friendly Chevrolet
Frito Lay

Frito Lay

Frito Lay

General Aluminum
GlassFloss Industries
Goodwill Industries
Gourmet Award Foods
Greyhound Bus Lines
HEB Grocery Stores
Hilton Hotels

Hilton Hotels Reservations
Hilton Hotels Reservations
Holiday Inn

Holiday Inn

Holiday Inn

Holiday Inn

Holiday Inn

Holiday Inn

Garland, TX
Irving, TX
Mesquite, TX
Austin, TX

San Antonio, TX

Houston, TX
Corpus Christi
El Paso, TX
Across TX
Dallas, TX
Dallas, TX
Dallas, TX
DFW
Nationwide
Nationwide
DFW
Nationwide
El Paso, TX
Across TX

Duncanville, TX

DFW

DFW
Lancaster, TX
Nationwide
Nationwide
Dallas, TX
Nationwide
Arlington, TX
Plano, TX
DFW

Dallas, TX
Nationwide
Nationwide
Nationwide
Across TX
Nationwide
Carrollton, TX
Carrollton, TX
Bedford, TX
Nationwide
Dallas, TX
Dallas, TX

Duncanville, TX

Irving, TX

972-205-2000
972-721-2696
972-216-6333
Apply in Person
210-299-7235
Apply in Person
Apply in Person
Apply in Person
Apply in Person
214-398-1411
214-749-3350
214-749-3278
972-929-4008
972-721-8116
214-357-4500
214-688-0905
972-929-7257
915-953-4444
Apply in Person
972-298-8971
972-869-1493
972-296-3235
972-229-5151
972-225-3566
972-717-0700
214-920-1900
972-334-7700
817-640-3374
972-424-2582 .
972-242-5271
214-741-7056
214-638-2800
972-298-2957
972-789-7000
210-246-8000
Apply in Person
972-387-4316
972-866-9449
817-640-4142
972-929-8181
972-907-9500
214-350-5577
972-298-8911
972-399-1010



Home Depot

Home Depot

Home Depot

Host Marriot Services
International Paper
J&W Construction

Jack In The Box

Kelly Moore Paint Stores
Kelly Services

Kelly Services

Kelly Services

Kelly Services

Koch Refinery Co.

Kraft Foods

Kroger Food Stores, Inc.
Labor Finders

Labor Finders

Labor Finders

Labor Finders

Nationwide
Dallas, TX
Lewisville, TX
Nationwide
Carroliton, TX
DFW
Nationwide
Nationwide
Nationwide
Dallas, TX
Dallas, TX
Dallas, TX
Corpus Christi
Garland, TX
Nationwide
Austin, TX
Austin, TX
Austin, TX
Georgetown

Landry’s Seafood Restaurants Nationwide
Landry’s Seafood Restaurants Addison, TX
Landry’s Seafood Restaurants Dallas, TX

La Quinta Inns and Suites
La Quinta Inns and Suites
La Quinta Inns and Suites
La Quinta Inns and Suites
La Quinta Inns and Suites
Laurell Restland

Lowe's

Lowe’s

Lowe’s

Lowe's

Manpower Temp Services
Marriot Hotels

Mary Kay Cosmetics

Mary Kay Cosmetics

Mills Electric Contractors
Minyard’s Food Stores
NCH Corporation
Wal-mart Stores Inc.
Wal-mart Stores Inc.
Wal-mart Stores Inc.
Waste Management
Waste Management

Nationwide
Arlington, TX

972-484-7077
214-654-9939
972-436-1398
972-574-2947
972-446-9890
972-227-6187
Apply in Person
972-484-8552
214-373-6736
214-219-4266
214-233-9093
972-681-7014
361-241-4811
972-487-6200 °
Apply in Person
512-336-1361
512-719-4384
512-385-7466
512-930-4820
713-850-1010
972-960-6878
214-698-1010
972-915-4022
817-640-4142

Grand Prairie, TX 972-641-3021

Dallas, TX
Dallas, TX
DFW

Dallas, TX
Dallas, TX
Mesquite, TX

" Rockwall, TX

Austin, TX
Nationwide
Nationwide
Dallas, TX
Dallas, TX
North TX
Irving, TX
Nationwide
Dallas, TX
Plano, TX
DFW

Ft. Worth, TX

214-630-5701
214-361-8200
214-371-1336
972-613-6204
972-503-6690
972-329-0191
972-772-1967
512-343-2141
972-929-8000
214-905-6257
217-687-6300
214-575-7166
Apply in Person
972-438-0227
Apply in Person
214-319-2616
972-731-9576
972-459-2000
817-348-2601







1st Call Business 2611NEMSL#D:FORI
Emplymt Service, Inc. |Worth, 76111 817-759-0688 Tem| and day labor

118 H :

Worth 76104 No sex offenders. Warehouse. Need 2
Able Body Labor {817-332-2358  [Stella state ID's; prison ID okay

4004 E. Lancaster

Ave.;Fort Worth 76104
Able Body Labor = |817-534-6464 Day labor

3220 N Freeway: Fort |Felony must be at lsast 7 yrs old. No

Worth 76111 817-626-2000; violent crimes. Need 2 ID's.
Aerotek 817602-1085

5198 Rufe Snow Dr; NRH I

817-656-4448 Office work

#215; NRH 76180 |817-858-4448 |{lrma Warehouse; Industrial. 2 IDs

990 N alm.lCneRDrlI wm SS & ID; Want people ready to|
ASAP Consultants 2019; Mansfield 76063 817-477-1049 work and will work hard. HD

[573 Main St; Fort Worth
Bravo Technical 76102
Resources 817-429-3570

1701 River Run; Fort

Worth 76107 Hiring depends on felony; Prefer GED or
Bumett's Staffing penics |817-336-3636 __|Stacey HD. Need ID and SS

1612 Summit; Fort Worth | )
Chase Staffing 76102 817-885-8776 _|lda Apps taken M-F; 8-5

1000 Throckmorton;Ft.
City of Ft. Worth Worth 76102 . 817-871-8520 Labor Division

1200 Summit Ave; Fort F%Madm7ynold:mm.
Cornerstone orth 76102 817-332-5882 or dishonest

must be at

Cornerstone 76107 817-731-8686 drugs, assault, or dishonest ehargu
[Coworx Staffing 4610 Westemn Center |
Services Fort Worth 76137 |817-581-0091  |Eric _ Labor. Need GED or HD; 2 ID's

[6717 Camp Bowie Bvd; ot e Warehouse rinity Waste; Hot/Hard

Fort Worth 76116 work; $7.50/hr
CPST Inc. .-

Hanley
CRS Services Worth 76118
Downtown Workforce |301 W 13th St; Fort Worth| ;
Solutions Center (RIO) |76102 - 817-336-8723
Eastside Workforce  [4701 E Lancaster Ave; | ’
Solutions Center Fort Worth 76103 817-531-7800

5198 Rufe Snow #211; l
E-TEK NRH 76180 817-520-2100 Temp ; assmebly, warehouse



IExpmss Personnel  |5200 Denton Hwy; Fort : No Burglary, Assault, Murder, or Rape.
Services Worth 76148 817-737-2900 Felony must be 7 yrs old.
Express Personnel 6463 Southwest Bivd; Ft. .- |No Burglary, Assault, Murder, or Rape.
Services Worth 76102 817-737-2900 Felony must be 7 yrs old.
Express Personnel 912 W. Belknap St; Fort
Services Worth 76102 817-877-1044 Clerical only
I 1916 N Beach St; Fort - |Daniel or No theft; Felony must be 7-10 yrs old. Need
FMG Staffing Worth 76111 817-831-1500 Irene 2 ID's. Light Industrial, warehouse, clerical.
r 1T W. Worth
Foodteam Temp. Ser. |76102 |817-335-3533 Food Service, Catering, Hospital Kitchens
Hispanic focus 2 forms of 1D, Any Felony
Gonzales Labor 3008 W. Division St # A; Warehousa, const, assembly line,no theft;
Systems 76012 817-261-5005 no violent; mainly drugchgs
4005 Campus Dr.;Fort ;
Goodwill Worth 76119 817-332-7866 Day Labor
. i service; works with all;felony
must be at least 3 yrs old;
2519 Forest Lane; i interview 6-8 am and 1-3 pm
Labor All Personnel __|Garland 75042 972-494-6269 _ |Samantha
3075 Mansfield
Labor Ready Hi Forest Hill 76119|(817) 531-1360
8728 Camp Bowie
Labor Ready \Waest;Fort Worth 76116 |(817) 560-8940
3703 Decatur Avenus; :
Labor Ready Fort Worth 76106 - |(817) 626-8195 g
2830 N. Beach; Ft.Worth General Labor, Day Labor,
Labor Ready 76111 . |817-824-5881 Mike Warehouse. A
Near Northside 1519 Circle Park Dr, #C; oe_ﬂﬁ 08) OLnIy No violent
Partners Council Ft. Worth 76106 817-625-9816 Eddy Martinez |crimes/must be honest
1 g PR Hire for aste Mgmt;Monday @
Downtown Workforce
Wednesday @ Lancaster Workforce
Thursday @ Cirice Dr Workforce
ONPOINT Staffing Worktorce Solutions Apply after 1pm
(flyer) 3 Center 817-822-6484  |Vickie Barela |12 hr days/3-4 days a week; $7.50/hr
Pacesetter Personnel |5612 E Belknap; Fort o Alexor  |Generallabor, Picture ID, SS Card Trash
Service Worth 76111 im 7-870-0202  |Rachell. pickup/ hot, hard work
5666 Denton Hwy; Fort [ o
PDQ Temporaries Worth 76148 817-479-0888 " Motorola, Assembly Line, Warehouse
. 2822 E Lancaster; Fort .
PDQ Temporaries Worth - 817-332-1985 M-Th @ 12:45;Warehouse, Assembly line.
711 E Lamar Bivd;
PDQ Temporaries Arlington 76010 817-459-0479



5666 Denton Hwy; Fort

lPDQ T i Worth 76148 |817-479-0888 orientation 8-11; ish 1-3
Fomod Swfing | - « Dllrcs warohouse
1855 E. Lancaster; Fort
Salvation Army Worth 76103 |817-335-2004
l Will run felony background; Probation okay,
501 Hemphill; Ft. Worth  {817-332-7903 E
ufacturing, Welding, No
| 817-795-9595 - Parole/Probation, Felony must be 10yrs
h {817-810-0355
Dr; NRH I
Texstaf 76180 817-285-7474 Billy Tem)| labor; const
Today's Staffing 1"‘aoo§umonuyon?on| ; ‘alony must be at least 10 yrs old (degree);
Countrywide Worth 76107 817-334-0012 all kinds of work
and ask for Holly 1st felony
1200 Summit Ave; Ft £ . must be at least 5 yrs old part time office
Volt Services Group  |Worth 76102 817-332-1555 Holly WoOrk




FREE EMAIL ACCOUNTS

There are many free email accounts available.
Go to Internet Explorer and do a s eshafavlexafmpes. Afree em

e Go to Internet Explorer and then go to www.google.com.

e Click on Gmail at Web links under the toolbar.
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e The following screen will appear with a link to sign up for Gmail.

Email from Google - Microsoft Internet Explorer,

Ele Edt iew Favortes Iools Help
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™M || Welcome to Gmail

wGoogle BETA
A Google approach to email.

Grail is a new kind of webmail, built on the idea that email can be more intuitive, efficient, and useful. And maybe
even fun. After all, Grmail has:

Sign in to Gmail with your
Google Account

Less spam
Keep unwanted messages out of your inbox with Gaogle's inrovative technalagy. Usemarme: |

Mobile access
Read Gmail on your mobile phone by pointing your phone's web browser to [ Remember me oh this
computer.

httpséfgmail.com/app. Leam more

Lots of space
Over 7300179218 megabytes (and counting) of free storage so you'l never need to delete
another message

| cannot sceess my secount

Sign up for Gmail 6

About Grrail — Mew features!

(22009 Google - Gmail for Organizations - Gmail Blog - Terms - Help

&l pone & mrernet



http://www.google.com/

e Click on that link and the screen will appear so that you can create an account. Just fill in
the required information and follow the prompts

3 Google Aceounts - Wicrasalt Interrel Explorer | 3 Gongle Arcaunts . Microsoft Interm Explorer
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] Enable Web Histary

Get started with Gmail

Sucurity Question: | Choase a quastion 9]
Fist name:
Last name:
Answer:
Desired Login Name: [ ggmalcom
Exsmgies. JSmith, John Sei Secondary email:
[ theck avatsont |
Choosa & password: Password shengih Location: United States -
Marsmurn of characters in langeh Ward Verification: Type the characters you see in the picture below.
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¢ If you go to www.Yahoo.com you see a similar link to set up a free email account with
Yahoo.

e Likewise, going to www.msn.com will allow you to setup a hotmail email account.

¢ If you go to www.aol.com, there are links to sign up for AOL, Gmail, and Yahoo free
email.

2 AOL.com - Welcome to AOL - Microsoft Internet Explorer
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Gettyr Images
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free online
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Bebo « Dally Finance: Buffett Admits Mistakes in Letter
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e Other free email sites exist that youdll find
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