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Guidelines and Tips for Starting a Job Search

Recruiters and Recruiting Firms

Helpful Hints for working with recruiters:

Find out the recruiter's niche. Do you fall into their niche? If not, find one that does.

Always remember that a recruiter is one step of the process. A relatively low percentage
of the people get placed through recruiters; most find opportunities through their own
networking efforts.

There is no certification, licensing process, or regulatory agency for recruiters. That
means it is up to you to decide if you are working with an ethical professional. Ask the
recruiter for names of candidates he or she has recently placed and call them if you are
unsure.

Create a "wish list" reflecting your ideal job and work situation. Communicate the list to
the recruiter and make them aware of any changes that occur during your search. Stay
focused on the "wish list" during your search. Candidates who take positions that are
clearly contrary to their wish lists frequently end up unhappy with their decisions.

If you are currently employed, do not run all over town meeting with recruiters. Screen
them carefully over the phone and discuss your employment needs and goals. Do you
feel comfortable with their style and recruiting philosophy? In general, meet with a
recruiter when they have a position that closely matches your wish list.

Employers have the control in the hiring process — not the recruiter. Recruiters are hired
to find candidates that match the specifics of an employer’s job order. When searching
for candidates to present to a company, a recruiter is faced with finding candidates that
meet the required skills of a job order, i.e., prior work experience and skills. Recruiters
are NOT hired to find candidates that are willing and able to “learn” a new set of skills.
Only when your background and experience matches the specifics of an employer’s job
criteria can a recruiter move forward with presenting your resume to an open job order.

Recruiters are not the best resource if you want to make a career change. A
company/firm hires a recruiter to find someone doing the same job at a competitor. If
you are inexperienced in an area, for example you are a litigation paralegal who has
always wanted to get into “real estate” it is unlikely a recruiter will be able to present you
to a firm’s open real estate position. However, this does not mean that you will not find
such an opportunity through your own networking.

Get commitments from recruiters NOT to send your resume to a company or firm
without the recruiter first telling you about the company and the open position. If they
will not tell you the name of the company, do not let them send your resume (confidential
positions are the rare exception to this rule). Reasons? The position may be with (1) a
firm that you would never want to work for, (2) a firm you have previously submitted a
resume to or interviewed with on your own, or (3) your boss may be "best friends" with
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someone at the firm where your resume has been sent. Take control and be firm with
recruiters on this issue.

« MAKE YOUR OWN DECISIONS. After every interview, immediately write down the
pluses and minuses of a position. Always refer back to your "wish list" to keep yourself
focused. Ask yourself “what percentage of my wish list did this position meet?” If it is
below 70%, it may not be your ideal situation. A recruiter's job is to present
opportunities, tell you about companies, facilitate questions throughout the interview
process and assist with negotiating salaries. A recruiter’s job does NOT include selling
you on a position you are not 100% interested in accepting. Remember, YOU have to
go to that new job everyday, not the recruiter. MAKE YOUR OWN DECISIONS.
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I. PREPARING A RESUME

A resume is the key tool that job seekers must use to catch the eye of an employer. You may all
skills and characteristics for a job including; great interviewing skills, a great personality, and
great skills in general. Yet to get to the first step of the interviewing process, you will be judged
from a piece of paper. That piece of paper must sell your story like a “best seller.”

The main problem with most resumes is that they are too historical in nature and can read like an
encyclopedia. They simply list what you have done in the past. You need to write your resume
like it's a marketing brochure that reflects your skills, assets and value in the market place.

There is no specific format to follow when putting a resume together. 90% of the people skim a
resume or read it in 30 seconds while 10% of the people read it in detail and pick it apart. Since
you don’'t know which type of employer is reviewing your resume, you must appeal to both.

The goal of the resume is to secure an interview. You must give an overview of yourself, who
you are, what you have done and what you can do for the company that hires you. You must
communicate your strengths and abilities better than the next resume in order to secure an
interview.

When you write a resume put yourself in the employer's position. Would you respond to your
resume? Does it have a neat, general appearance? How will you set yourself apart from a stack
of 200 resumes?

Resume Purpose:

* Show your skills and abilities in a concise and effective manner

* Indicate how well you perform at the peak of your abilities

e Stress your accomplishments and strengths and not just your responsibilities

* Quantify the results of your accomplishments with numbers, percentages, or dollars
» Reflect your character and personality

* Address your special talents and professional activities

* Be presentable and attractive

» Create the desire to meet you personally and find out more about you

Resume Section Essentials:

* Name, address, and telephone number

» Email address — be sure to only use personal email addresses and look at your address
from an employer’s standpoint. Cute or odd names can easily be judged.

* Summary of concrete skills at the top that gives the reader an overall sense of who you
are and what you have accomplished. Summaries have replaced the former use of
“objectives” on a resume.

e Accomplishments

»  Skills / strengths

*  Education

* Special training

» Experience

» Career “Highlight” section

»  Affiliations

* Awards
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Interests & Hobbies — however only those that are can be characterized as having a
connection to the work place such as competitiveness (marathon runner), charities and
associations that show commitment and leadership qualities.

Resume Preparation and Formatting:

Research job openings on on-line job boards such as Monster.com and
Careerbuilder.com for positions that match your background to get an idea of what skills
and attributes employers are seeking. ldentify key terms and build your resume from a
variety of positions. This will accomplish two things (1) add key words to your resume
that will meet scanning software requirements, and (2) your resume will be full of details
that are important to an employer, not just you.

Check for typos, spelling, and proper grammar and punctuation mistakes

Have someone else proofread your final draft

Use quality standard size paper

Use one side of page

Use white space effectively and balance text on the page

Use black print on white paper

Use caps, underlining, bold-faced type and different type styles effectively

Include all honors or awards or outstanding highlights relevant to your career

Put your highest level of education first

If you include a summary, tie it into what the employer would want — you may need to
change your summary for every position that you apply to

Show what you can do for your employer by including accomplishment and results
Emphasize experience and abilities and how well you performed your duties

Only include up to the past 15 years of experience (in most cases)

De-emphasize earlier experience unless pertinent

Try hard for one page, but no more than two

Have your name on the second page

Be comfortable and factual with everything in your resume

What to Avoid with a Resume:

Do not attach work reviews, diplomas, licenses, etc.

Do not give your social security number

Do not specify salary or salary desired

Do not specify location

Do not include “references upon request” — this is a given

Do not indicate when you are available to work

Avoid words questionable in meaning, e.g., "aggressive"

Do not use "I"

Do not use the word "resume" on the top or anywhere on the resume
Do not put reasons why you left your past positions

Do not give employers a reason to pre-screen you off a piece of paper

Important Facts:

Whether you are responding to an ad, sending a resume unsolicited, or forwarding one
to a recruiter, be sure you have a current phone number, cell number and email address
clearly listed on the resume.

Work numbers on a resume are not advisable. However, you will need to be able to
speak with potential employers and recruiters during the day. Figure out before you start
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your search how you will handle this in a professional manner that accommodates an
employer’s needs.

* Make sure you have a professional voicemail message; this is not the time for creativity.

» If there is someone at home during the day who will be answering the phone, be sure
they can take a professional message.

* When sending a cover letter, it should be brief and to the point. A long letter with too
many details is a waste of time - no one will read it. If you are responding to an ad,
summarize the job title and requirements, and briefly state how your background meets
what the employer is seeking.

*  When emailing a resume, be sure you use a standard MSWord or PDF File document.
Remember, it must be easy for the recipient to open.

II. REFERENCE LISTS

References are a critical part of the hiring process. It is essential that you have a current and up
to date list of business contacts that can discuss your skills and work ethic. Here are the most
critical items to remember in building a list:

Important Facts:

» Compile a list of people your have worked for that includes immediate supervisors.

» Categorize your list of names by Supervisors and Peers (if you feel this is important)

» Be sure each person has a title, current place of employment, the employer where you
worked together, and phone numbers and email address

» Contact ALL of your references and be sure they know you have them on a list and to
expect calls. Confirm if they can actually speak on your behalf or if they can only verify
dates and salary.

« Don't put people on a reference list who work where you currently work unless you are
100% comfortable with that person receiving a call. Will this call jeopardize your current
employment?

» Always thank your references after they have spoken on your behalf.

. INTERVIEW PREPARATION

Overview:

An interview is a two way street. Both you and the interviewer are deciding if you are a good
match. Your goal is to present and sell yourself, your skills, your capabilities and your ability to
contribute during the interview. You must also see whether you like the company, the people
you would be working for, as well as the job you would be doing. The interviewer's goal is to
determine if you have the “right” stuff for the job. Your ideal situation is to make the very best
impression in order to receive an invitation for a second interview or a job offer. This way YOU
are in control of the situation; you can always decline another interview or an offer if the job does
not meet your requirements, but you want that choice to be yours! By giving 100% in the
interview process you will increase the odds that you will be asked back.

Research:

Always review the Web page of the firm/company where you will be interviewing. No matter the
level of the position, this is a standard expectation for all interviews. In addition, consider
researching current news article to gather timely topics that are affecting the company.
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Research the people you will be meeting with during the interview. The employer’'s Web site
may have information. Use LinkedIn.com to do additional research regarding key background
areas such as former employers, schools, additional credentials; know this kind of information
about your interviewer(s) can help to create interesting dialog hat will set you apart from other
applicants. You should also discuss the interviewer’s personality, background, pet peeves, and
overall profile with your recruiter so that you are well prepared.

Dress Code:

Regardless of the “business casual” dress code in firms, you should always dress in formal
business attire for interviews. It shows that you are willing to go the extra step and that you
understand traditional business customs. For women this means a business suit, proper hosiery
and closed toe shoes. For men this means a business suit, or sport coat with a tie. Variations on
accessories are usually acceptable, but heavy perfume and excessive jewelry are strongly NOT
advised — they are distracting and sometimes offensive to the interviewer.

In some cases, a firm will tell a recruiter to tell the candidate to dress casual. You should not
take that request too far. For women, a pantsuit is about as “casual attire” that is recommended.
For men, a sport coat and no tie is business casual.

Materials:

Going prepared to an interview with the proper materials sounds basic, but many people fail in
this area. Having materials together in an organized, neat and professional manner will set you
apart:

» Always bring at least three copies of your resume and have one ready for everyone you
meet

» Always bring an updated reference list.

» Bring a professional folder with you to take notes or a list of questions you want to ask
the interviewer.

IV. THE INTERVIEW PROCESS

The Application:

You must fill an application out completely! The application is a legal document and must be
accurate. You will be signing the application stating the information is true. If you do not
accurately cite your salary history, dates of employment and ALL previous employers, you are
falsifying your employment history. If this information is verified by a potential employer and
found to be inaccurate, employers can withdraw or not make offers. Applications also ask
reasons for leaving a previous job. It is best to out as littler information as possible; these
guestions are better left for discussion rather than detailing in writing.

The application is also used as a general screening tool. You are being evaluated on such
simple things as (1) do you have an attitude about completing the application, (2) did you fill it
out completely, (3) did you take an unreasonably long time to complete the application, and (4)
was it neat and legible? You should be aware of this and do your best to always be pleasant and
prepared.

In the section on an application that asks for “salary requirements”, you are encouraged to use
“open,” “flexible” or “negotiable” when completing this question. If you write a figure that is
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unreasonable, then you could be passed over for a position. Therefore, this question is better
left open for discussion rather than writing an actual figure on the application.

Important Facts:

» Fill the applications out completely - most companies must have a completed application
in your personnel file when they hire you.

* Be accurate, honest and do not exaggerate when completing questions that are asked.

* Do not put "see resume" under employment history.

* Know your salary history on an annual and monthly basis and break out
bonuses/commissions from base wages.

»  Know your employment history dates.

* Have a separate reference sheet with names and telephone numbers. If they ask for this
information on the application, fill it out. Make sure you have contacted your references
BEFORE you start interviewing and prepare them for the possibility of phone calls.

* Bring to all interviews a complete list of former employers, salary history, names of
supervisors, and a completed reference list and resume so that the application is easier
to complete.

Testing:

Testing can be one of the most stressful parts of an interview. Some firms rely heavily on test
scores and do not interview a candidate if one or more tests are failed. Some firms use the test
scores as part of the process and interview regardless of scores. It is important to understand
that if an employer chooses to test, they are required by law to administer those tests in a fair
and equitable way; they cannot pick and choose whom they will test. For example, if they
decide they are going to test secretarial candidates, they must test every secretarial candidate
that applies for a job at their firm. All applicants must be treated the same through the hiring
process. You should try your best, and not get overly stressed about testing. Your ability to
follow directions and your attitude about the testing are sometimes the most important factors
being evaluated. You should be calm, polite and flexible; never complain about testing or make
statement such as, “I have been a secretary for 15 years — my work history and references speak
for themselves.”

Important Facts:

» Testing has become commonplace with most corporations and law firms. Testing is not
limited to support or administrative applicants - many companies test all applicants, even
the management level.

» Testing is used to evaluate basic skills, i.e., spelling, grammar, mathematics, writing,
etc. Once a firm has established testing requirements, it must test all applicants in that
category to avoid discrimination practices.

« The most important rule of thumb regarding testing is to read the instructions and
comprehend the contents. Example: If a test asks you to circle the answer - circle it.
Following the directions is as important as the right answer to many employers.
Neatness also counts; don't scratch out and rewrite an answer in a messy, unorganized
manner.

» Do not act flustered or agitated by the testing process; this only creates an atmosphere
of insecurity or lack of cooperation. Be patient and get through it; employers will be
appreciative.

V. KEY INTERVIEW TOPICS:

Reasons for Seeking a New Job:
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You should have a solid explanation for seeking a new job and leaving your current employer.
This is a key area of evaluation. Not clearly defining a reason for leaving may result in a failed
interview.

Some reasons for leaving are simple such as; commute, firm is dissolving, supervisor is leaving,
etc. Simply looking for money will end an interview on the spot. Bottom-line, if you are only
seeking a higher salary, you should not be on an interview. If the reasons are delicate such as:
abusive supervisor, hates the administration, involved with someone at the firm, these matters
need to be discussed before hand with the recruiter and packaged in a way that is positive; “spin”
is necessary to get through this kind of discussion.

Be sure to review what a recruiter has shared with the interviewer PRIOR to the interview to
avoid conflicting information. It should match what a recruiter has told the employer!

Reason for Leaving Previous Emplovers:

The same principles listed above should be considered. You should be honest and brief,
keeping your explanations simple. Don’t get into an involved conversation and ramble on about
your reasons for leaving, and don't make excuses. It is important to address directly sensitive
issues such as being fired; employers will find out eventually in the interviewing process. You
should keep things positive — do not speak negatively about your past employer. You should
always have a list of positive things to say about every former employer, focusing on

what you learned and how you developed your skills while working for that firm or
company.

Salary Requirements:

In an ideal situation, salary requirements would not be asked or discussed in a first interview.
The goal of the interviewing process is to beat out the competition and have the company focus
on hiring you; not evaluating how much money you want to make. You want the employer to first
decide that you are the best applicant for the position. Until you get the call from the company
stating that they want to hire you, no salary or benefit discussions should take place. Once the
decision is made to hire you, you can talk about salary, benefits, time off or prior planned trips.
You do not want them to use these things in their decision making process. Once an offer is
made, the details can be negotiated and worked out.

However, the reality is that most of the time, the interviewer will ask you what type of salary you
are seeking. You will be required to give a response. When asked, “How much money are you
seeking?” a response that is too high will be deemed unreasonable and you will generally be
passed over for a position. A figure that is too low creates problems when negotiating a final
offer. It is important to understand that companies need to decide which candidate they want
first, without salary being a factor

Important Facts:

» It is advisable that you respond to salary questions in a way that shows that money is
important, but not the most important part of your job search.

» If you feel you must quote a figure, you should quote a range. We encourage candidates
to state figures in terms of interviewing ranges using a figure a little lower and a figure
higher than what they make. Example: “I am making 49k and | have been going on
interviews with salary ranges between 47k-55k. This shows that you are flexible.

» Or you can responded vaguely “I'm sure your firm is willing to make a competitive offer
to the right person for this job — | will consider any fair and competitive offer if this
positions turns out to be right for both of us.”
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» By showing flexibility you are telling the employer you are open to a solid opportunity
and money is not the only deciding factor.

Strengths and Weaknesses:

You should have a list of your own strengths and weaknesses. When asked about weaknesses,

we encourage you to take the negative and turn it into a positive (e.g., | put a lot of pressure on

myself to do a good job). Try to stay away from the more popular ones. If you have to use one

of the “clichés,” you should word it like this: “I know you probably hear this a lot, but this is really
me, | am a perfectionist.”

Your ldeal Job and 5 Year Plan:

You should know what your ideal job is, but be sure it fits into what an employer is searching for.
Most employers are looking for someone that will be happy doing the job they are looking to fill,
not someone who will do it for six month and expects to be promoted.

Your response to your “ideal job” may transition into an explanation of your 5 year plan. This
classic question, “what is your 5 year plan — or where do you see yourself in 5 years”, can be
translated as “are you going to be around for the long haul?” This is not the time for you to try to
impress the person interviewing you with your grand plans. Keep it realistic. Try not to use the
word “growth”; instead say, “I'd like to take on additional responsibilities and continue to develop
my skills as a . Other example of safe answers: 1) “I know the value of a good job,
good people to work with, and a good company. My goal is to find these things in my next
position. Five years from now, | hope to be with the same company”, or 2) “My goal is to find a
firm that rewards its employees for hard work and commitment and | hope to be there in 5
years.”

Why Do You Want to Work for “This” Company?

You should have a clear idea of why you are interested in working for the company. Take the
time when reviewing their Web site to find things that appeal to you. The interview should not be
just about why you are looking, but why this job is appealing to you. The job description should
have something in it that sparks your interest. Ideally, you should have three reasons “why” you
want to work for the company. Also, beware of reasons that are related to benefits and hours —
these should not be exclusive reasons!

What can “YOU" do for this Company?

Knowing what you can offer an employer regarding your skills and talents is very important.
Make of list of your best attributes and the accomplishments these attributes have created.
Focus on things that will add value to the company such as your ability to get results, save
money, or increase sales/productions. Tell the interviewer what will set you apart from other co-
workers and all the other applicants. You should have a minimum of three solid skills and talents
that you can offer a company and how you can apply them to their system. This will create a
reason the company should want to hire YOU over other applicants.

“Good Bad Good”:

When discussing a subject or issue that may create some level of negative judgment on the part
of the interviewer, such as why you left a position, or what are your biggest weaknesses, the
statement should begin with something positive, followed by the negative, and then summarized
by something positive again!
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VI. INTERVIEWER QUESTIONS:

The following are a list of standard questions interviewers ask candidates. It is important to
remember that these questions may be asked by one, some or ALL of the people you meet
through the entire interview process; from the first interview through the last. It is critical that you
are consistent in your answers; interviewers compare notes and inconsistent answers reflect
poorly on you.

Traditional Interviewer Questions:

» Tell me about yourself.

» Tell me what you would like to know about this company.

*  What knowledge do you have about this company?

* What is of interest to you in this industry?

* How would you contribute to this company or department?

* Give me a few examples of where your work has been praised or criticized.
* What do you find most interesting about the item we make or the service we provide?
*  Why do you think | should consider hiring you?

* What do you consider an ideal working environment?

* What kind of personality would you say you have?

» Can you describe your greatest accomplishment?

* Are you more interested in money or title?

» How and what stimulates or motivates you in the job?

It is best to practice answering these questions ahead of time. If you are not asked these
guestions, you will be asked similar ones. If you need help with ideas on how to answer these
guestions, please contact your recruiter.

Questions You Can Ask The Interviewer:

In the typical interview, the interviewer will ask you to “tell me about yourself,” which starts an
open dialog. The person doing the interviewing will ask all the initial questions. At the end of the
interview, the interviewer always asks the question “do you have any questions?”

The purpose of an interview is for the candidate to find out the following information:
a) Dol like the basic job description and duties?
b) Dol like the people | would be reporting to, working with and interacting with on a daily
basis?
c) Dol like the firm and the environment?

Asking questions allows you to evaluate the company and get the information to determine if this
is a company you want to work for. Good questions also demonstrate who you are and your
personality. Employers are searching for candidates that match the personality and chemistry of
the firm and other employees. By asking questions, you are “creating chemistry” with the person
interviewing you. This can lead to an invitation back to meet others, or a job offer.

About the job:

* What is the ideal candidate for this position? This pulls the wish list of the company
from the interviewer. You learn about the important points of the job and this gives you
the opportunity to address how you match those points. It also is an opportunity to talk
about where you may fall short but where you see this as a positive challenge to taking a
new job. Enthusiasm and a positive attitude can make up for any shortcomings.

* Walk me through a typical day, typical week.

* How are assignments delegated?

* What are the principle responsibilities of the position?
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* What are some of the main challenges of the position?

* Why is the position available? How long was the last person in the position? Ifitis a
new position, what has taken place to warrant a new position?

* How many people have had this position in the last 5 years? 10 years?

* What were the strengths and weaknesses of the last person in this position? What did
the last person in this position do exceptionally well?

* Tell me about the best (use the title of the job you are interview for i.e.,
secretary, paralegals) you have ever worked with and why?

* What would you most like for new employees to bring to this job?

About the People:

» Tell me about the person or people | will be reporting to. What are they like?

* What is the ideal personality to work with these people? Tell me about the other people
in the department.

* Who else would I be interacting with? And what are they all like? What personality do
you feel best fits into the group? Are there any tricky personalities in the group?

» Paint me a picture of this/these attorney(s) at their best? At their worst?

About the Firm:

*  What separates your firm from your competitors?

* How long have you been with this firm? How does it compare to other firms that you
have worked at in the past?

* What is the average tenure of your employees?

* Where do you see your firm/company in the next 5, 10 years?

* What do you like about this industry? What don’t you like? What qualifications are
essential to success in this industry? How did you get into this industry?

» Can | provide you with any additional information to help evaluate me for this position?

VII. “THANK YOU” LETTERS

It is always a good idea to send a thank you letter. There are several reasons:

» It keeps you in the employer's mind and repeats your name and qualifications.
» It gives you a second opportunity to emphasize anything you forgot during the interview.
* It helps you stand out among the other applicants.

Important Facts:

* Indicate you enjoyed the meeting on (date) and are still interested in the position.

* Repeat briefly why you qualify and add one or two accomplishments perhaps not
mentioned in the interview.

» Thank the employer for their time and interest.

» The format should always be a business letter, not a handwritten note.

* Get a business card during the interview to confirm the spelling for the company and the
interviewer(s). If you did not get a card, call the company and confirm this information. An
incorrect thank you note has cost many a job offer.

« Email v. Letter — it is difficult to answer which is the preferred method. Both have been
accepted in today’s business environment. What is a good rule of thumb? The more
conservative the firm/company, you should send a letter. When in doubt? Send a letter
and email with the same text. If you do opt for an email, make sure you write it using
standard English and avoid any abbreviations or “texting” shortcuts such as, BTW or LOL,
etc.

» Have someone proof your letter or email before you send it!
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Vill. GENERAL SUGGESTIONS THROUGH THE INTERVIEWING PROCESS:

* Be confident, but not overconfident. Likewise, do not “sell” too hard. Your natural
personality should be what an interviewer sees, not what you “think” they should see.
Strike a balance between the amount of listening you do and the amount of talking you do.
Rehearse interviewing with friends.

Always maintain eye contact with the interviewer.

Try to always find out what the next step should be and who should follow up with whom.
Be patient — hiring managers within companies have many priorities throughout the day.
Feedback and scheduling interview times can take longer than you might expect.

We hope this handout will give you ideas and prepare you for any job search. There are many
other resources on-line and in book stores that pertain to career counseling, job searches and
interviewing. Please do not hesitate to call us at 213-553-8451 if you have any questions or
comments.
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