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PART A - INTRODUCTION

Section A1 - About Executive Networking

The purpose of Executive Networking is to provide a resource for unemployed professionals and graduates for support, training, advice and most of all CONTACTS.  On the basis that every member of the group could know up to a 100 people we can create access to 1000 contacts in a very small group.  This is backed up by online networking, expert advice, contact within the employer community, peer to peer learning.  The greatest resource is the attendees.

Underpinning these activities is this manual.  Everything in this manual will be reinforced in meetings, one to one discussions and training sessions.  The aim is to guide and encourage self critique and peer to peer critique in all areas of your job application process.

The structure is a weekly meeting to include

· Networking – once a week events to capitalise on the extended network

· Online networking – Linked in group

· Alumni network – utilising past members of the group

· Guest speakers – experts, HR Directors, Business Start up Advice, anyone we can find who will add to the group and increase contacts and increase the groups profile

· One to one support – expert guidance 

· Peer to peer advice and support

· Data – company information

· Training – tips on a range of topics from speculative applications to industry sweet spots

Purpose of the Manual 

Looking for a job involve many aspects and is essentially a process.  If you break it down into its component parts there will be parts you will have mastered, parts you hadn’t considered, parts you know most of but could do with some tips or critique and parts you think you do really well but actually aren’t!

So don’t be tempted to ignore sections because you don’t think you can make any improvements.  Try to find at least a small increase in improvement at each stage and collectively it counts.  If there are sections from which you find no improvements, go online...find something and then we can add it to the manual.


Section A2 - Your Skills

You are the product of your skills and achievements as well as your personality and will enter the market place to sell these. Like any market understanding the customers needs and matching them against the benefit of the product (you!) will bring success.

You must be completely aware of all your skills and achievements and this will require a skills analysis. From this you will select the particular skills required for the position in question. Sadly most applicants have a sketchy idea about their skills. This is not surprising since most of us are too busy performing our skills to sit down and analyse them.

Go through each of your positions asking the following. You will end with several pages of notes.

What did I do?  
Job titles are not enough. Set down a manual for your job. Refer to your job description if you have one but that will just scratch the surface. Write out you own job description. Go through a typcal day. Leaving anything out will result in the all too common error of underselling 

What skill did that involve?
It is important to relate the task to a skill or competency.  First and foremost recruiters are looking consciously or sub-consciously for skills.

What were you responsible for?
You must be very clear about this. 

What authority did you have?
Note the difference between responsibility and authority.

What did you achieve?

Try to list things which are measurable.

What did you enjoy most and least?
This may help you with career choices.

Now apply the same questions to other relevant area of your life such as education. training and leisure activities. There may be less to jot down but don’t miss anything out.

You are:

Building a database from which you will select the most relevant to your application.

Reminding yourself of facets of yourself and subconsciously preparing phrases for use later. This will improve both your recall and your presentation

Section A3 - What the process should look like

Create yourself some space in terms of time and physical space and avoid distractions and disturbances.  Make sure you have everything you need in terms of pens, paper refreshments!  This is not a simple exercise and involves a lot of thinking and reflecting on the dim and distance past.  Things to help job the memory are, old CV’s, files or documents relating to work and projects, even looking through work related titles of documents on your PC, if you have access to them.  The best thing however is old copies of diaries.  

This is an iterative process and there may be periods where you think you are not achieving anything, but you are.  One of the best ways to shift a creative block is to just start writing or typing your thoughts.  This could begin as absolute irrelevant nonsense but you will start to train the mind to focus on the task in hand.

1. Start with blank pieces of paper, one for each job you have done. Write the job title on the top of each piece.

2. Divide each piece of paper into three columns.

3. In the first column write down the tasks you did.

4. In the second column write down the skills or competencies you have learnt or used as a result of completing those tasks.

5. In the third column write down anything you achieved, were responsible or had authority for, or any positive results related to doing that task.  Do not worry if you can’t think of an achievement for each one.

6. Don’t get stuck on one role before you move onto the next.  Move back and forth between them.  This is the way the creative part of the brain works.  If it helps, lay all the pieces of paper on the floor and move from one to the other.

7. Do not stop yourself from putting things down because you don’t think it will go on your final CV.  This will stifle your thought process.

8. Allow several hours for this process.  Leave it overnight and come back to it, to see if there is anything else to add.

9. You now have the raw ingredients for your CV and also for application forms you may fill in. Keep these bits of paper safe, as you will need to refer back to them and add to them more and more.

Section A4 - Career Direction Check?

Whilst it may seem crass to say so, finding yourself unemployed for whatever reason can be an opportunity.  Many entrepreneurs start businesses after redundancy.  Losing a job can force a period of reflection that creates a much more appropriate career direction.  

We have designed this resource on the assumption that you know what career you want to pursue and just want to get on with the process of applying for jobs.  However before we do this it is worth reflecting on long term aims to ensure they fit with your short term objectives.  Not only does this clarify that you are headed in the right direction it also improves your answer to that inevitable interview questions – “Where do you see yourself in 5 years time?” 

“People are only ever unemployed for 2 reasons, their job search is either too broad or too narrow”

In addition it helps you think laterally.  It is always difficult when looking for work to find that balance between being too narrow in the type of work you are looking for as opposed to being too broad.  If you are too narrow not enough jobs come up.  If you are too broad, without realising it, you scream to employers on paper and in interviews that you aren’t really sure why you want the job.  A helpful rule of thumb is if you can’t find 5 jobs a week to apply for you are too narrow.  You are too broad if you are having to write each application from scratch rather than cut and paste.

If you are considering a more fundamental change in career we have several exercises and resources to help clarify your career options and will happily spend time with you on a one to one basis.

Exercise 1: Matching long-term and short-term goals

Where do you see yourself in five years time? Most people try to plan where they aim to be in five years in one fell swoop. The following table will help you think about the future in terms of categories such as money, responsibility, health, and so on. You’ll find that breaking it down like this makes planning ahead much easier.

· Make sure theye are SMART (Specific, Measurable, Achievable, Realistic, And Timed). When being specific – do not just say ‘a job with progression’. Define what progression means to you, whether it is personal development, managing people or the chance to earn more money.

· Prioritise the categories. How high up is your health in terms of what you do on a day-to-day basis?
· Question your goals.  If you want to earn £1,000000 a year why?  To do this there may be conflicts with some other areas such as family.
· Do not expect to achieve all your goals simultaneously and don’t decide to be unhappy about a job because it only achieves eight of your nine goals.
· Do not expect to be able to do this straight away or for your goals not to change.
	Category
	Goal

Make sure this is SMART.
	What do I need to do to achieve this?
	Does it fit with my career?

	Money
	
	
	

	Responsibility
	
	
	

	Career
	
	
	

	Health
	
	
	

	Family
	
	
	

	Friends
	
	
	

	IT
	
	
	

	Sport, hobbies, interests
	
	
	

	Learning
	
	
	


Once you have a clearer idea of your long-term goals, examine whether your future aims will be realised by following your suggested career path. Search a job website to ascertain how much someone in your chosen field can expect to earn after three to five years experience and work out if this will enable you to achieve your goals. Also, be aware that all jobs have downsides and it is important to look at the elements of the role you won’t enjoy and assess the impact this has on your commitment to that career path.  

By now you should have a better understanding of what your chosen career entails and how to analyse your suitability for those roles. You will have used the concept of hygiene factors and motivators to help you analyse whether or not you would enjoy such a career beyond a superficial level. You will also have matched the prospects of this career with your long-term goals and ambitions. Remember, no career will be perfect, so if most of your aims will be fulfilled and you feel it is right for you, prepare to move forward.

PART B - WHO HAS JOBS TO GIVE? WHERE ARE THEY? WHAT DO THEY WANT?
Section B1 - Analysing the marketplace

· Research

· Analytical skills

Once you have an idea about a chosen career, the next step is to start marketing yourself. The most important aspect of marketing and the element that most people forget about is research and analysis of your marketplace. Organisations that are good at marketing are not the ones that say they can help everyone, but rather those that identify their customers well and understand why their customers want their product or service.  

It is important to research where you are headed before you start your journey, making sure you have everything you need for a critical job. 

Many people do not understand the reason they can’t find a job is that there are no employers in the local area for their chosen career. A crude indication is that the more employers there are, the more jobs are available and the greater the chance you have of gaining employment. You should not necessarily give up your dream career because entry is competitive; instead try considering a different route in. For example, try finding a job in a related but less competitive field while you continue to apply for your dream career.
The Yellow Pages will give you an indication of the number of local businesses there are in your chosen field. Not all businesses will be listed here, so think of other business directories you could use – there might be industry-specific directories online.  

Think laterally; for example, if you want to get into accountancy don’t just look at accountancy firms. Councils, schools and other large companies may also be looking to employ finance-focused people.

Exercise 2: Analysing the marketplace

Use the Yellow Pages to find a list of suitable employers.  Once you have a name, look for more detailed information on the company.  If you are using the internet to research, try entering the company’s telephone number in a search engine – their telephone number is unique whereas their name might throw up several results.  

A company’s website should give you key contacts to address a speculative application to. Think about the size of the organisation and their ability to employ you. A market with twenty companies that have over fifty employees is better than a market of a hundred companies that are all one-man outfits.

	Company Name
	Key Contact
	Telephone
	Website
	Size

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Section B2 -  How do organisations select staff?

Having a background knowledge of recruitment and recruitment processes will give you a better understanding of the questions asked on application forms and at interview.  Most people fail to present themselves well in a CV, application form and interview, because they do not understand what employers are looking for.  They are also waiting to be “caught out” or “tested”.  In truth most recruiters are screaming what they want people to talk about through adverts, job descriptions and person specifications.  Most applicants fail to follow these clues and messages for fear of being too obvious. 


Section B3 - Competency based selection

Most trained recruiters follow the competency-based method of interviewing, which entails asking questions based on the competencies (or skills) identified from writing a job description. A question assesses each competency and the answer given is explored for more detail.  If the interviewee gives an example of how they have worked in a team, the interviewer asks further questions to reveal strengths and weaknesses in that area, such as, “What contribution did you make to the team?” or “What do you think is the key to a successful team?”  

It is useful to have a framework to help you prepare for interviews and to structure your answers. In 
Section C3 - Preparing for interviews. The “How-Example” Method
 we will discuss such a framework.  This can be particularly effective because it mirrors the competency based interviewing technique and helps you anticipate what you will be asked; if the interviewer is trying to work out how you do things, this technique will make their life much easier as you will be presenting the information virtually unprompted.

Section B4 - Job descriptions and person specifications
Generally, interview questions and job application forms are not designed to catch you out. A trained interviewer does not put you on trial – they consider you against the job role by seeking information and making sure they have the right employee.  

When you apply for a role you may be asked to look at a job application pack, which will include a job description and person specification. The job description is the employers’ account of what the role consists of – what you will be doing on a day-to-day basis. The person specification is the employers’ analysis of the skills and competencies required to complete the tasks listed in the job description.  

Most employers try to give you as much information as possible.  This encourages applicants to self-select, to rule themselves out if they think they will not enjoy the role or do not have the right skills to fulfil the role effectively. More importantly these forms allow applicants to communicate their skills and aptitude in an effective way. Some small businesses or specific industries, such as the media, may not have a formalised recruitment process that includes these documents. In these cases you should use the job advert and your judgement to determine what the role involves.  

Exercise 3: Using the Job Description and Person Specification

Complete the following exercise using a job description and person specification from a job that you have recently applied for.  If the industry you are applying for does not have these documents, use the job advert. 

· In the first column list the competencies required for the role.

· In the second column give yourself a mark from 1 to 10 for your effectiveness in this skill.

· In the third column list previous experience you can draw on as proof of your skill. 
	Competency
	Rate 1-10
	Experience

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The Golden rule for CV’s- there are no rules

Just because you liked one CV and disliked another one does not mean that everyone will see things the same. Everybody sees CVs differently, we all have different perceptions and bias and there are many reasons why different people will look for different things in the “perfect CV”. There are however guidelines and tips to consider to ensure you adapt your CV to an effective style for yourself and the chosen industry. Remember:- The purpose of the CV is to get an interview. It must convince the reader that you have the appropriate skills. This must be done speedily and without sowing seeds of doubt. Ideally it should be done by the end of the first page.

Learn from newspapers

Most people read CVs like newspapers – they don’t start at the top and work through each page but scan the headlines that grab their attention and then read the article underneath. As such, your CV needs to function on two levels, so that it can be quickly scanned (in 20-30 seconds) to get an idea of what main skills and experience you have. Also, so that it goes into greater depth underneath each “headline”.

Personal profile

A personal profile acts in the same way as a newspaper headline.  It will be the first thing people read and so must outline your top four or five competencies and your current career aim.  The competencies must be justified by relating them very briefly to experience or it might sound as if you are just boasting.  You may be applying for different positions but the profile can be adapted in seconds to suit the role you are applying for. You may even be able to alter this part and leave the rest of the CV the same.  An example of a personal profile for a marketing manager may be…

‘An experienced Marketing Manager with a background in consumer durables. Accustomed to reporting to board level and responsible for leading and managing multi-disciplined teams in research of products and markets, design of promotions and advertising campaigns with budgets of up to £x million, training and leading national sales forces. Other skills include PR, Design of Market Research Campaigns and Analysis.’

If it seems that this could be an advert for a Marketing Manager then you are beginning to see how skills should be matched to needs. Never be afraid to tell the recruiter you offer what they want!

Of course the rest of the CV will enlarge upon this profile.

You do not have to follow any particular order, which can be an advantage for CVs. For example, if your experience in marketing from two years ago, is more relevant than recent employment , you could put the marketing experience first and perhaps under the heading ‘Relevant Experience’. However, if you do not need to do this it’s probably best to use a standard layout for your CV.  When an employer reads CVs, it’s easier to compare like with like and it can be frustrating if the section on your education is not in the usual place, or if the work experience is not in reverse order. The most common running order for CVs is,

Personal details

Personal profile

Relevant qualifications

Relevant experience (usually employment history in reverse order )

Some people find that an effective way of organising a CV is to separate the different sections in boxes. However, this isn’t always to everyone’s taste. Using lines to separate each section can achieve the same effect and is less likely to be off-putting. 

Exercise 4: The Competency Test

When an employer looks at a CV they look at experience and the words that jump out at them are skills and competencies.  If you talk about how a role developed you, or what you learned from a role, you automatically start talking about competencies.

Write down the top 10 skills and competencies that an employer in your chosen industry would be looking for.

01. ________________

02. ________________

03. ________________

04. ________________

05. ________________

06. _________________

07. _________________

08. __________________

09. __________________

10. _________________

Now look at your CV and count how many times you mention a skill or competency.  Your top 5 competencies could be mentioned up to 4 times on a CV and the bottom 5 should be mentioned a couple of times. This doesn’t have to be overly repetitive.

As well as focusing on the skills and competencies in your CV you also need to prove you have these skills or competencies by relating them to a task or previous job role.  For example: 

· Waiting in a restaurant may have developed your team working skills  

· Checking or Analysing data demonstrates attention to detail

· Dealing with complaints demonstrates communication skills

· Training new staff could have developed your leadership skills

So good CVs come across well because they are relating specific areas of what they did in a role to the skills an employer is looking for.  This way they are not just saying they have a skill but are proving that they have that skill.

Better still is to also talk about achievements from a particular role.  Even small achievements listed one after the other can be effective on a CV; a reduction in waste, an increase in sales, a speeding of production for example.  Very few people talk positively about themselves by focusing on achievements because they are afraid of “bragging”.  We have to accept that you need to present yourself well in a CV or interview and if you justify skills and achievements by relating them to previous experience, you are not bragging.  If you are one of the few candidates that focus on achievements in your CV, application forms and interviews, you will be putting yourself above the competition.

So the magic formula proposed here is:


This is illustrated below.


June 04 – July 05 Casual Waiter, The Old Boat Hotel, Bournemouth

 Mainly responsible for helping to organise and set up large banquets as well as assist in the restaurant.  

· Adapting to the needs of different departments developed excellent team-working skill which were always received well by the different teams

· Preparing for banquets of up to 300 people enhanced organisational skills and praised by a manger for efficiency

· High profile events developed the ability to work under pressure. Often asked to look after VIPs 

· Training in product knowledge developed the ability to learn quickly and increased sales performance by 20%


This is not a high profile role but it has elements we can focus on to demonstrate skills learnt and highlight achievements. If the whole CV reads in this way, it gives a very positive impression to the reader.  The ideal therefore is:


Section B5 - The CV writing Process

Most people try to write their CV in one sitting. This is difficult, as it requires creativity and logic at the same time.  It is hard for the brain to work like this and might lead to ‘writer’s block’. This is a reminder of the Skills Analysis you carried out earlier with the addition of number 10, so if you have worked through this manual consecutively you will have already completed 90% of this process.

1. Start with blank pieces of paper, one for each job you have done. Write the job title on the top of each piece.

2. Divide each piece of paper into three columns.

3. In the first column write down the tasks you did.

4. In the second column write down the skills or competencies you have learnt as a result of completing those tasks.

5. In the third column write down anything you achieved, were responsible or had authority for, or any positive results related to doing that task.  Do not worry if you can’t think of an achievement for each one.

6. Don’t get stuck on one role before you move onto the next.  Move back and forth between them.  This is the way the creative part of the brain works.  If it helps, lay all the pieces of paper on the floor and move from one to the other.

7. Do not stop yourself from putting things down because you don’t think it will go on your final CV.  This will stifle your thought process.

8. Allow several hours for this process.  Leave it overnight and come back to it, to see if there is anything else to add.

9. You now have the raw ingredients for your CV and also for application forms you may fill in. Keep these bits of paper safe, as you will need to refer back to them and add to them more and more.

10. Finally, sit down at a computer and put it all together.  This is the logical part where you can focus on layout, grammar and spelling.  

Exercise 5: Revised CV

Follow the process above and revise your CV.  The assessment criteria for your revised CV is to demonstrate obvious improvement and in particular elements of the magic formula proposed below.


Once you have completed this, attach a copy of your new CV.  Write down below why you think your CV will have more of an impact.

THE MOST EFFECTIVE CV WILL ALWAYS BE THE ONE WHICH CLEARLY MATCHES THE SKILLS TO THE EMPLOYERS STATED (SOMETIMES IMPLIED) NEEDS

Section B6 - Application forms

If you are applying for a job in the public sector (for example in the health service or local government) then you will be expected to fill in an application form, rather than submit a CV for consideration. Some large companies also ask candidates to fill in application forms. If you are sent a form, then fill it in - do not send a CV in its place. Candidates will be short listed for interviews on the basis of the application, so it is important that you give the employer all the necessary information to consider.

When preparing an application form, the most important guidance is in the job’s person specification. Employers will be choosing people who best fit their stated profile. Some organisations will tell you in the person specification exactly which criteria they will be considering when they shortlist. Do not ignore this information - that could lose you the opportunity of an interview. 

If you want the job, then spend some time thinking about how you can fit your skills and experience to the employer's person specification. You should address every point of essential and desirable criteria for the post, giving examples of how your own achievements demonstrate your skills and ability to do the job.

If you are unsure about any points on the person specification, then you could ring the organisation and ask for clarification. Most employers would rather hire someone who takes the trouble to prepare thoroughly for a task and who checks their understanding of the requirements of the role.

Make the short listers' task as uncomplicated as possible. If the criteria in the person specification are numbered, then you could use the same numbering system in your application. Be systematic and make it easy for the reader to follow your submission.

Think about the impression you are giving in your application. The underlying response should be - this person could do the job and would do it well. The best way to give this impression is by offering examples of when you have done similar tasks successfully. Alternatively, if your experience was not completely successful, then you need to show that you have learned from this and would tackle similar responsibilities well in the future.

THE MOST EFFECTIVE APPLICATION FORM WILL ALWAYS BE THE ONE WHICH CLEARLY MATCHES THE SKILLS TO THE EMPLOYERS STATED (SOMETIMES IMPLIED) NEEDS

Section B7 - Covering Letters

Save in the case of an application form with instructions not to include any other material you should always send a covering letter with your application. 

This should tell the reader why you are writing to them and briefly refer to your appropriate skills which will be highlighted in the CV, Application Form or email attachment.

A typical basic letter responding to and advert could read….

Dear Mr -------------

I am responding to your advertisement in the Sunday Times of 13th January for a xxxxxxxxxxxxxxx

You will see from my enclosed CV that I have 5 years experience as a xxxxxxxxxxx with xxxxxxxx

and this background includes:-

A

B 

C

D 

E 

This in no more than two lines each should list your top 5/6 Skills (Competancies). These will be the most relevant to the jobs requirements.

Do not run to more than one page

Never refer to skills in the letter which are not mentioned and described in the CV/ Form. Whilst the letter is essential it may not always be read as thoroughly as you would wish. If you deliver vital information about yourself only in the letter it may never be seen!

Section B8 - Managing Recruitment Consultants Effectively

People often have a dim view of recruitment consultants.  Criticisms include “they never get back to me”, “they are out for themselves”, and “they just want to earn money”. Whatever your views are it is important to accept that they can be a powerful ally. 

See it from their point of view

Some Recruitment Consultants are essentially sales people and can make up to 200 telephone calls a day.  They could hear 100 people telling them to go away before getting through to a company who might be interested in seeing a CV.  Their focus is sales and if they are going to get you a job or earn money in a very competitive environment this is what they have to do. They might not have the time to get back to you so you need to get in touch with them regularly. The bottom line is if you were able to do what they do day in day out; you would find a job very quickly. 

Others specialise in Search and Selection and will advertise positions and/or headhunt as exclusive representatives of their clients. Nearly all consultants need employers more than they need candidates. Frankly you will have to demonstrate that they can make money out of you!

It’s also important to remember that there are some very good recruitment consultants out there, so rather than giving up on them, focus on building relationships and improving communication.

Keeping in touch

It is a good idea to keep records of the key consultants you are dealing with, your conversations with them and the jobs they are putting you forward for. Book times to call back and keep in touch effectively.  

If an agent sends you a job description to comment on, get back to them immediately.  Make sure they can get hold of you by leaving more than one telephone number. If they send you to an interview phone them as soon as it is over.  Do not wait until you are home, or the following day.

If you have not heard from a particular consultant for a while remind them you are still looking for work.  Do not do this every other day. Ask them how often and in what way they would like to be contacted. If they do not have anything suitable for you when you phone, don’t hang up – ask them how the market is or what’s coming through, end the conversation on a positive or with a request.

· Send a revised copy of your CV and ask if it has been received.

· Ask for feedback on your CV.

· Ask if they feel a meeting would be appropriate.

· Let them know if you have gained new skills due to a course or work experience.

· Let them know if you move or essential details have changed.

If nothing suitable is available, there is nothing you can do. Turn it around so that they offer you feedback and get to know you better – they’ll look forward to talking to you and you’ll be able to contact them as often as you need to.

Have a pitch

People can be quite naïve when talking to recruitment consultants and say things that they would never say to an employer.  The employer is paying a consultant and so is acting on their behalf.  If you say things that would not sound professional to a potential employer you are less likely to be put forward for the role.  

Employers judge recruitment consultants by the candidates they put forward. To you they may be the worst consultants in the world; to the employer they may be the best. What you say will be relayed to the employer so act as though they are the employer.  The one thing that confuses people is when consultants say “I will get back to you” and you never hear from them again, it may be because they are too busy and you were not selected for an interview, or it may be that you didn’t create a very good impression.  

Consultants may be wary of giving you negative feedback. If the candidate objects to the nature of the feedback, the consultant could be taken to a tribunal. As such, consultants find it easier to say, “I’ll get back to you” and then carry on looking for other candidates. This is not necessarily the right thing to do but it is the reality of the consultant’s role. 

It helps to develop a pitch to impress the consultant and to give them confidence that if you were put in front of their client – your potential employer – you would make both of you look very good. 

Exercise 6: Pitch to Recruitment Consultants
Write a pitch or script to use whenever a recruitment consultant contacts you.  Imagine they are going to relay to an employer word for word what you tell them. Think of key experiences that they need to know about. Highlight the most important points and make sure you clarify your career direction.

Section B9 - Online Recruitment

The amount of jobs advertised has increased rapidly in recent years with the appearance of many job websites, though the quality of these job ads has correspondingly deteriorated. However, these sites are a very valuable resource in finding a job. Some will suit particular people or professions more than others, so work out which will be of the most use to you and focus on these. 

Exercise 7: Searching for jobs online
Below is a list of job websites. Rate out of 10 how appropriate they will be to you and list your reasons. Search for more job websites and repeat the process. 

Obviously wherever you can you need to set up automatic alerts for each site so that you don’t have to return to them each week.


www.reed.co.uk
Out of 10________Comment_______________________

www.monster.co.uk 
Out of 10________
Comment_________________

www.totaljobs.co.uk 
Out of 10________
Comment__________________

www.fish4jobs.co.uk  
Out of 10________
Comment___________________




Out of 10________
Comment_______________________




Out of 10________
Comment_______________________




Out of 10________
Comment_______________________




Out of 10________
Comment______________________




Out of 10________
Comment______________________




Out of 10________
Comment______________________

Section B10 - Responding to advertisements

A significant number of (but by no means all) posts will be advertised (Note this does not mean that the job will be filled through the advertisement). The advantage to the jobseeker is that information about recruiter’s requirements is being given out immediately. The disadvantage is that there will almost certainly be a lot of competition for the job.

One easily overlooked point about job adverts is that they also give out a lot of information about market conditions and geographic and industrial variances; to say nothing of reminding the jobseeker of the actual existence of the company in question. You may not be interested in the job on offer but what else might be available with that firm?

You will find it very useful to read the job adverts. They are your ‘customers’ talking to you and you will quickly pick up the ‘language of recruitment’ and should set aside time each day to look at all the jobs for all these reasons. You will know that certain national newspapers tend to specialise in certain industries and positions and will have certain job days; but do not be too slavish to this; a job advert can appear in surprising places and publications.  Trade and professional journals are also an obvious source but don’t forget the occasional appearance of adverts on Teletext and even radio and sometimes TV. The Internet is mentioned elsewhere. Remember friends and colleagues are other sets of eyes and ears too and if reasonably briefed can sometimes spot something for you.

If and when you see an appropriate post advertised. Do your research. Find out all you can about the company and the post.  Send away for a job specification if invited. Tap your contacts to see if background information can be gleaned. Do not apply till you are ready and can submit the most  tailored CV or Application Form. 

Follow the instructions to the letter. A harassed recruiter with perhaps 200 CV s to sift needs no excuse to reject the CV which is more than the stipulated length or addressed to the wrong person or breaks any other stipulated proviso.

Draw up a list of media relevant to your search. List publication days and work out how to access copies. It is surprising what you can beg and borrow. Remember in times of many candidates very local newspapers may be all a recruiter needs. A job for a sales engineer in Worthing or Redhill in the current climate may not need to go into the Telegraph (at vast cost and encouraging perhaps several hundred applicants) The West Sussex Gazette or Surrey Mirror Series may be just as effective at less cost and effort

Media  



Publication Date


How to obtain access

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PART C - MAKING PEOPLE GIVE YOU THE JOB

Section C1 - Assessment centres and testing

This section is to put assessment centres into context as they apply to senior roles and high-level positions so may not be applicable to everyone completing this manual at this point in their career.  However you need to consider them and link them to the approaches discussed throughout the exercises.

Assessment centres are one or two days long and assess a short-list of candidates in greater depth.  They will involve a variety of exercises designed to practically test skills you will need to apply in the role itself.  It is one thing to ask someone to tell you why they are good in teams, it is much more effective to put them in a team with an exercise and watch them for an hour!  The exercises you will typically find at an assessment centre are:

· Interviews, possibly more than one

· Group exercises

· A presentation you are told about beforehand, so you can prepare

· A presentation for which you will be asked to prepare on the day

· Role play involving actors or current employees

· Presentations about the organisation

· Tests designed to assess your numerical ability, abstract or verbal reasoning

· Psychometric tests designed to indicate what “personality type” you may be

· An evening meal with managers of the organisation where you will be told to relax after a hard day.  DON’T they are still assessing you!

There is a wealth of information on the internet to help you devise tactics to perform at this level of assessment.  Put key phrases into Google such as, “how to pass assessment centres” or, “dealing with recruitment tests”.  Also look at www.businessballs.com.

People approach many of these tasks with a sense of fatalism and a belief that you cannot prepare for them.  That is only true with psychometric tests as these are designed to identify the type of person you may be against a particular theory of personality types.  For example if you are going for a sales position, such a test may reveal how close your behavioural preferences are aligned with those of other high performing sales people.  There is no point in trying to “fix” the answers here or to try and give people what you think they want to hear.  These test are unusually devised by academics with lot of experience and they build reliability questions into the questionnaire.  These are questions that illustrate people who are not answering the questions as honestly as they could.

With the exception of psychometric tests all the other elements of assessment can be prepared for in some way.  For example you can greatly improve your scores in a numeracy test by practicing times tables and sudoku!  Abstract reasoning tests can be prepared for by practicing on examples.  As all these types of tests tend to be devised so that you run out of time, to see how you respond under pressure, you can waste valuable time and therefore marks on a problem that your brain will never solve.  So just give the whole test a flick through for problems you can see the answer to straight away and then go back and look at the harder problems.  This and other techniques can be applied to all these assessments so if you have an assessment centre leave yourself plenty of time to research and prepare.

Section C2 - The unwritten rules of an interview

One of the problems with interviews and why so many people get them wrong is because they fail to adhere to the rules.  The unfair bit is that most of these rules are ambiguous and unwritten.  They can also change from interview to interview.  A lot of this problem comes from the fact that most interviewers will not have been trained in interviewing and could be more nervous than you.  You should never assume competency on the other side of the desk.  Fortunately, thorough preparation on your part can more than compensate for this.  Even better if you are interviewed by a “bad” interviewer, you stand a much better chance of getting the job if you have prepared effectively.

These unwritten rules are unfair precisely because they work against creating a level playing field and equality of opportunity.  You need to start to try and tune into these unwritten rules and adapt your approach accordingly.  The rules below are not intended to be a cast iron list of what will happen in every situation and is certainly not exhaustive.  It is however intended to help you begin to understand the nature of these unwritten rules so that you can begin to spot them for yourself.

1. The person selected is not necessarily the best person for the job but the candidate who presented themselves more effectively at the interview.

2. Interviewers, who do not know how to interview, will cover up for this fact by doing most of the talking and giving candidates little opportunity to present themselves.  The person who gets the job is usually the person who managed to keep turning the conversation around to the job and why they are suited to it.

3. Candidates should sell themselves at interview by justifying what they say with examples and previous experience.  If you back up what you say about yourself in this way YOU ARE NOT BRAGGING.

4. School, colleges and university prepare us to prioritise education and qualifications first, experience second and attitude last.  Employers are looking for attitude first, experience second and qualifications last.

5. Candidates are expected to have enjoyed their previous jobs.  New roles should be treated as a challenge.

6. Interviewers often do not give any genuine feedback.  It is an interview, not a conversation.

7. Candidates should relate their answers to the job on offer but are rarely invited to do so.  Questions from interviewers are often indirect, so an example should be given with every answer even though this is not explicitly stated.

8. Questions may often ask you to be negative or self critical about experiences or people.  If you have to do this make sure it is measured and unemotional.  Don’t mention names or even gender, as this sounds personal.  Talk about individuals “who lacked the higher levels of motivation experienced by other team members”.  Always turn things back round to the positive, i.e. what you learnt from the experience.

9. Interviews go better when the candidate and interviewers establish they have something in common.  This is called the “halo effect”.

10. Candidates are expected to be honest about facts. You can tell interviewers what the basic issues are so that you present things in a beneficial light and turn it around to a positive at the end.  Everyone has skeletons in their closet but you don’t have to lay yourself bare.  You are in an interview not in court.

Section C3 - Preparing for interviews. The “How-Example” Method

· Transferable skills

· Self awareness

· Improvement cycle

· Self improvement

· Persuasion

· Presentation skills

· Problem Solving

This is one of the most important sections of the manual because ultimately the interview is the part that gets you a job.  It is also the part of job-hunting that people find hardest to prepare for.  They will prepare by looking into the company and planning the route the interview, but will do little to improve the content of what they are actually going to say.  The following section will focus on:

· Understanding what skills and competencies that will be assessed in the interview rather than trying to predict what questions will be asked.

· Having a robust method of preparation such as the “How – Example” model.

· Spend time thinking about how you do things. 

· Spend time thinking about examples to use in interviews.

· Understanding that you should practice what you are going to say out loud and that you should know 80% of what you are going to say before you walk into an interview.


It is important that we repeat what employers are looking for. Once again at interview you need to focus on the skills required in the job as indicated in the advert, person specification or knowing the role well enough to predict these.  Before you can prepare effectively for an interview you need to understand what you are preparing for!  So your first step is writing down the list of competencies you will be assessed against and prioritising these.  If you have a person specification this will be done for you.  If you are working from an advert or general knowledge you may want to seek a second opinion to make sure you are on the right track. 

The How-Example Method

One of the themes of this manual is to help you to think about job-hunting from the point of view of the employer or interviewer. Previously we discussed how interviewers might have been trained in a technique known as competency based interviewing (see Section B3 - Competency based selection.  As mentioned, the “How-Example” technique is designed to mirror the competency based interviewing technique that many interviewers follow.

The how example method is simply about helping interviewers record positive evidence about you by telling them how you do things and justifying this with an example.  So if they ask you a question based on time management skills you tell them:

How you manage time and then give an example of when you have managed time effectively.

If the question is about problem solving you tell them:

How you go about solving problems and apply this to an example.

It can be quite difficult to think of examples of when you have displayed certain competencies but the more you analyse past experiences the more examples you’ll think of. Don’t limit this to professional experience – for example, experience in school committees and university societies is also valid.  

You could even use personal experiences, for example moving house, bringing up a family or dealing with an emergency as long as they are not too personal e.g. divorce or relationship problems.  It’s more difficult to work out “How” you do things. Answers given in an interview can be quite superficial which is why a trained interviewer asks further questions to analyse how you approach certain skills.   The more probing questions they ask the more you are exposed to thinking up things on the spot which can weaken the content of what you are saying.  

It is impossible to think up in-depth explanations of how you do things in an interview.  It may be possible for one or two competencies but the only way to do it properly is to think about it beforehand.  Most people do not really know how they do things and are often worried about stating the obvious.  To explain to people in an interview and convince them that you have an effective array of skills, you need to analyse your own theory or method of solving problems, managing time, persuading people, using your initiative, so you can elaborate when questioned on these areas. 

Self-evaluation and continuous improvement

The act of analysing how you do things, how well you do them and how you could improve, will in itself make you more employable. It will highlight strengths and weaknesses that you have and give you the choice to eradicate or manage these weaknesses. Perhaps most importantly of all, as you consider how you perform certain tasks, you will be researching other ways of doing things and incorporate these into your professional and personal development.

The seven main competencies we will think about are:

· Time Management

· Team-working

· Communication

· Problem Solving

· Motivation

· Identifying and Managing Weaknesses

· Equality of Opportunity

Working out how you do things is easier said than done.  To help you the following exercises have a list of questions surrounding each competency to help you think about them in more depth.  There is also space to record examples of when you have applied these particular skills.  Understand that each of these skills has been analysed to great depth by academics and business thinkers, so if you find yourself thinking, “it’s obvious” it’s not!  Until you start understanding some of the complexities behind each skill and realising the things you need to do in a professional environment to be effective, you are limiting your potential to perform in an interview.  We all have techniques, tricks or tactics when we go about our professional and personal lives, you just need to start realising exactly what you do and articulate it in an interview. 

You will find it helpful to refer to the skills analysis which you undertook earlier.

In addition to the questions below you may want to type “Time Management” and other variations into Google.  You could also look at www.businessballs.com or go to the library and look at books on self-improvement and management skills.  Many books have been written on all of these competencies and reading what they think might give you ideas and inspire you. You might read something about a particular competency and think, “I do that but I just didn’t know how to verbalise it in a professional way”, or you might read about a certain technique or management principle and start applying it to your day-to-day life.  If you can demonstrate examples of when you have done this you can then start talking about this technique in an interview. Never plagiarise what someone else has written. This is easy to spot under probing questions. The interviewer will probably understand these techniques much better than you and it doesn’t reflect well on you if you repeat what you have read in a book, without actually being able to demonstrate that you have applied that technique.

Preparing for Competency based interviews

Write a list for each competency or skill you will be assessed for.  

	For each competency write out your own personal methodology or “How”.  Then think of 3 or 4 examples for each one.

	Competency

	How 



	Examples of demonstrating this competency




Exercise 8: “What competency is this question assessing?” 

You have worked out what competencies the employer is looking for and how you do those competencies. You have thought of several examples for each competency, now look at each of the following questions and work out what competency is being assessed. On the whole, interviewers try to be as obvious and direct as possible, so the clue is normally in the question.

	Question
	Competency being assessed

	How did your degree develop you?
	

	Why do you want to work here?
	

	Why did you apply for this role?
	

	What role do you play in a team?
	

	How do you go about persuading people?
	

	Tell me about a time when you have led a group of people?
	

	Why do you think the England Football Team hasn’t won the world cup for 40 years?
	

	How do you manage your time?
	

	What motivates you? Why?
	

	Where do you see yourself in five years time?
	

	How do you use your initiative?
	

	Tell me about a time when you have had to make a difficult decision.
	

	How do you go about solving problems? 
	

	What has been your biggest mistake?
	

	When have you had most responsibility?
	

	What are your main strengths?
	

	What is your greatest weakness?
	

	What are your interests outside work?
	


Section C5 - Summing up how to prepare for an interview
Getting ready for an interview includes mental and practical preparation. The following checklist should help prepare for any interview. 

The How Example method:

1. Read the job description and person specification and list the competencies needed.

2. Prioritise your list of competencies.

3. Work out how you perform each competency.

4. Think of three examples of when you have applied each competency effectively.

5. When asked a question in an interview, work out which competency you are being assessed on; state how you perform that competency and give an example.

Once you have worked out how you perform each competency and thought of examples, rehearse your answers out loud.  Talk to the cat, or a mirror, or a friendly ear – don’t rehearse in your head; we think faster than we speak and what can sound perfectly acceptable in our head doesn’t sound quite right out loud.  Repeat your answers several times so that you’re not repeating things word for word but are expressing the main points without fail.  The more you say it out loud the more it will become embedded into your interview answers.

An interview is very much like a presentation. It should never sound scripted but you need to know most of what you are going to say.  An acid test question for most interviews is: 

“Sorry, I don’t have much time, so in the next 10 minutes please explain to me why I should employ you?”

This is an unprofessional interview question but if you have prepared thoroughly it should be simple. You will have analysed and prioritised the competencies needed for the role. You know how you carry out each competency and you have examples to illustrate your experience. 

Start with the most important competency; explain how you approach the skill and link it to an example. Repeat this process for each competency, explaining your approach and linking it to the most appropriate example.  If you are fully prepared, this style of interview is actually easier than being asked question after question. 

If you feel comfortable with this you’re almost ready for your interview. Now consider the practicalities. The items on the list below might seem obvious, yet these simple points are frequently neglected.  Devote time to them and you won’t be caught out.  A good tip is to prepare as soon as you get the interview appointment, before you move onto the main body of preparation.

· Know where you are going. Plan the route to make sure you know how to get there.

· Take a spare copy of your CV. The interviewer will probably have one but will be very impressed if they are unprepared and you make their life easier.  In some industries you will know to take examples of your work – for example graphic design.  

· Research the organisation. Think of three good reasons why you are attracted to this specific organisation.

· Have clothes prepared. Dress appropriately for the type of job. A suit and tie may not be expected at an interview, but this is rare. It is unlikely that you will not be employed because you overdressed.

· Have questions ready to ask the interviewer. The interviewer will be very disappointed if they’ve had a positive feeling about you but you have no questions to ask them. It implies a lack of enthusiasm for the role.

Exercise 9: Questions to ask the interviewer

Imagine you were interviewing a candidate.  What questions would you like to be asked at the end of an interview and why?

You should walk into an interview knowing 80% of what you are going to say because you know what competencies the interviewer will be assessing, these have been prioritised and for each competency you have worked out how you do things and thought of several examples to apply.  The following table is not an exercise but it may help you prepare for your next few interviews.  The first row is an example.

PART D  - ACCESSING THE HIDDEN JOB MARKET

In your job-search, you might have found that sometimes jobs go to candidates because of whom they know rather than what they know.  The sociologist Mark Granovetter conducted a study of several hundred professional and technical workers and found that 56% of respondents obtained a job because of a personal connection, which suggests that all jobs advertised account for less than 44% of jobs in the marketplace. (This research is cited in Gladwell, M. “The Tipping Point” page 53-54, and was conducted in 1974 in Boston USA.  Whilst time and geography would see different percentages the statistics still highlight the importance of this route to employment). 

Ultimately there is nothing you can do to change this but you can turn it to your advantage.  If knowing people is a significant source of job offers, then you need to get to know more people.  

Speculative applications

Sending CVs to employers who have not advertised a job is a form of networking. It will build your confidence, help you overcome fears, help you develop persuasion skills and sales tactics.  It is probably the hardest element of this qualification, but if applied effectively it will be the most rewarding, both in terms of the skills you will acquire and the end result: you will get a job.


Preparing for the call

The general practice in speculative applications is to send a CV and follow up with a phone call, with the usual result of being told that the company is not recruiting and that the CV is “on file”. This is not the way to pursue speculative applications; it fails to develop transferable management skills and will lead to you missing out on jobs that are blatantly there. These calls are sales call, and like all sales calls you need objectives.

1. To get a job – the employer will be aware that this is your primary objective in making the call.

2. CV feedback – This takes the conversation away from the issue of giving you a job and engages the employer in an area they can help you in. CV feedback from people who could potentially offer you a job is far more valuable than advice from your family, friends, or Jobcentre plus advisor.  Each industry will have its preferred style so you need to identify what the protocol is in your chosen area.

3. Gaining contacts – This is critical in networking – it is often about whom you know, not what you know. It’s worth a lot if an employer gives you leads of people to speak to and permission to use their name. Even if you already have this contact in your list, to be able to phone an employer and say, “’Mrs Smith’ suggested I talk to you,” changes the type of call you are making. This is not a cold call, it is a referral call, and you will firstly find it easier to get past the gatekeepers. Perhaps more importantly, you will find the employer you need to speak to is much receptive than if you had called them cold.

4. To arrange a meeting – This may sound bizarre, especially after a potential employer has given you feedback on your CV, some general advice and all the contacts they can think of.  But this is the real aim of the speculative call. If you send your CV to someone they will remember you for seconds.  If you have a conversation over the phone they might remember you for weeks. If you meet them and show them your portfolio and keep in touch in a non-obtrusive way they will remember you for years. You will also get excellent advice about the industry you are trying to enter and potentially a longer list of contacts. You will also be in a prime position if a job comes up at this company, and you’ll prove to this employer that you are professional, persuasive, motivated and confident.

5. Deal with the gatekeepers – Understand that the people who answer the phones are rarely just the people who are the phones. You could be speaking to the boss’s husband, or a dedicated receptionist who knows all sorts of information about an organisation. One of the key tactics is to stop trying to get past the gatekeepers and get to know them. Be polite. Ask for advice on your CV. It is a very good introduction if the gatekeeper passes on your CV with some words of recommendation.
6. Don’t take no for an answer – Try not to worry about annoying people.  When people say no, it might mean “not right now,” or “I want to employ someone but need to be convinced.” If you don’t believe this, think how you have reacted to sales calls at home or in a previous position. Have you ever automatically said no when really you might need to listen to what someone has to offer? Even someone who genuinely means no may have a member of staff drafting a letter of resignation. The objective is to be in the minds of as many potential employers as you possibly can so when the opportunity does arise, you are at the front of the queue.
Exercise 10: Writing the script

Every sales person needs a script, especially when they first start. It’s easy to lose track of where you are in the conversation, to become nervous and to make mistakes. The script will help minimise this and keep you focused on your objectives. That said, it is important not to sound scripted. There are simple and effective tactics such as saying certain words or phrases in the right way. Consider the script below.

Good morning Mrs Johnston, we haven’t been introduced before, (pause) but my name is __________________. I sent you my CV recently and wondered if you have had a chance to look at it? (Remain silent)

This is an obvious starting point but with a few clever tactics. When we answer the phone, hearing is the only sense we are using. The brain quickly tries to identify the caller – it could be a customer or a friend or someone wasting my time. By saying “we haven’t been introduced before“ you put the other person at ease – they don’t have to place you and will accept you as an “unknown”. This buys you a valuable few seconds as the person continues to listen before writing you off. The pause is also vital – using silence is a key way to control telephone conversations.  

Don’t take no for an answer. In most of these conversations someone will try to dismiss you.  It may not be a direct “No” – it might be “I don’t have time right now” or “I don’t have your CV to hand” or “We get hundreds of these calls a month.” These are knee jerk reactions – excuses designed to avoid having a conversation with you. Remember the objective here is not necessarily to get a job immediately, although this can happen if you make enough calls.  The focus is to create a bank of employers in your chosen industry who know about you well enough so that if a job comes up in their organisation you are at the front of the queue.  To achieve this you need to start conversations and build relationships. The only way you can do this is by getting past these knee jerk reactions. 
These contacts, if nurtured properly, might become a source of employment opportunities for years to come.

Exercise 11: Understanding the knee jerk reaction

List reasons why people might respond with a knee jerk reaction to avoid getting into a conversation with you.

One reason is that you are forcing people into a position where they have to reject you.  You are calling to ask if they have a job and it is very likely they will have to say no. They assume this will make you feel bad and consequently they will feel guilty about this. Only truly dysfunctional human beings enjoy rejecting people, be it a relationship or someone looking for a job; the only logical human response when people call looking for work is not to get into conversation, to avoid building rapport, thus making the process of rejection a non-emotional response. 

The way round this is to side step their knee jerk and return to the conversation.  You never attack their “knee jerk” with an open contradiction such as:

Employer: “I’m afraid I don’t have much time at the moment to discuss this”

Jobseeker: “This wont take long I only need a few minutes”

This is confrontational and will make it easier for them to rebuff you without regret. So you side step and return. For example,

Employer: “I’m afraid I don’t have much time at the moment to discuss this”
Jobseeker: “I quite understand… when would be a good time to call you back?”
Notice that the key thing here is to sympathise but never agree.  You are letting them know that you understand the situation but equally it is not a reason for you not to move on to another topic. To be able to do this takes a huge amount of experience.  If you are new to this, you need to have your side steps prepared. People will come up with objections you haven’t considered. Put this down to experience and work out how to deal with it next time it comes up.

Exercise 12: Handling knee jerk reactions

In the table below think of other “knee jerk” reactions an employer may respond with and try to plan ways to side step and return.

	“Knee jerk”
	Side step and return

	We are not recruiting at the moment.
	That’s quite alright, to be honest I didn’t think you would be… but I was wondering if you could give me some feedback on my CV.

	I don’t have time at the moment.


	

	Your CV is on file.


	


This is potentially the most rewarding job search technique you could apply, both in terms of the results you could achieve as well as the transferable skills you will learn. For most people it is also the hardest technique. The fear of rejection is key and it is important to learn how to deal with the emotions it creates. 

Distractions will suddenly be far more important than making any calls; for example, washing up, polishing, or reorganising your CD collection. Therefore you it is very important to find ways of motivating yourself.

“Name getting” is a great way of encouraging yourself to pick up the phone and will give you the confidence to make fantastic speculative calls. You will increase the effectiveness of your speculative applications by sending your CV and covering letter to a named contact. 

Courage is completing tasks in spite of feeling fear not because of the lack of fear.

Ultimately no one will make these sorts of calls without feeling some level of worry. Do not wait for a time when you have an absence of fear about making the call. This will never happen. The trick is to make the call whilst recognising and appreciating the fact that you are overriding a deep-seated feeling to avoid the task in hand.

If you master this you will be developing a very important transferable skill – the ability to master the impulse to avoid the tasks we don’t want to do (even though these tasks will ultimately improve your life and help you gain you the things you truly desire).

Tips and motivators for following up speculative CV’s

Know your objectives 

Have your objectives written down and refer to them. This will help you focus on further aims and deal with the rejection.

Do your research

This is often the most time consuming aspect. Any feedback you receive will be more encouraging once you have identified your target.

Get names

Although this prolongs the time it takes to talk to someone about potential jobs, it will make things more effective and you’ll get past more gatekeepers.

Have your script ready

If you do not have a script you risk tripping up. The margin between getting someone on side or not, is very narrow. You shouldn’t sound like you are reading from a script. 

Set your expectations at the right level 

Many successful sales people have the mindset and understanding that they will fail 90% of the time. For some people this can be de-motivating because it highlights the rejection they will face. For others this helps them deal with rejection when it inevitably comes. It is important to accept that you will be rejected at some point and managing this in the right way is key to motivation.

Set targets

Set yourself reasonable targets rather than make calls until you feel you can’t carry on. Focus on conversations rather than the number of times you pick up the phone. For example, you may decide to have three conversations before you take a break. This may involve talking to twenty gatekeepers before you speak to the people you need to.

Avoid Distractions 

Sometimes we are not aware that we are allowing ourselves to be distracted. Try writing down every time you are distracted on your review sheet or keep a time log of what you are doing every fifteen minutes.

Set rewards

Distractions can be turned into rewards. For example, if you want a cup of coffee, wait until you have reached a certain target before making one. 

Understand the people you are calling 

It is important to understand the psychology of why people avoid talking to you. There are many reasons: they are busy, stressed, they don’t have any jobs available, they get these sorts of calls every day. But underlying all these excuses is the fact that people don’t want to reject you. It makes them feel guilty. 

Anticipate the knee jerk reactions

Anticipate the knee jerk reactions you will get. This is very easy to do – responses can be fairly predictable. After only a few calls you will begin to spot the patterns and predict the objections people will have and even in which order. The more you do this, the more effective you will become. You’ll focus more on how to side step and return to the conversation. You will detach yourself from the personal element and focus on your performance.

Inoculate against knee jerk reactions and objections

Some knee jerk reactions become so repetitive and predictable that you may want to think about inoculation – expressing the knee jerk objection in your introduction before someone has the chance to use it.  For example, if everyone you call uses the knee jerk of, “We are not recruiting at the moment”, you simply build this into your script.  For example, “Good morning my name is Simon Mahogony, I sent you my CV last week. I appreciate you may not be recruiting at the moment but wondered if you had a chance to look at my CV”.

Have a list of exploring questions

One of the reasons people are thrown on these types of calls is when people are nice to them!  They anticipate rejection so well they forget to anticipate people taking an interest in them.  So if you do get into that territory you need some exploring questions to ask people.  For example:

· What skills are really sought after in this line of work?

· How did you get into the industry?

· What advice can you give to someone in my shoes?

· What trends in the industry should I be aware of?

· Is there a good place I can go to network?

· What are the best parts and worst parts of this industry?

· Is there a good book or resource I need to be aware of?

Silence

The more you are silent, the more the other person feels compelled to speak; this puts you in control of the conversation. If you are silent most of the time and asking the most questions you are directing the conversation. By asking questions you are influencing where the conversation should go and making the other person do all the work. Furthermore, if you are listening and doing less talking, you can take silent deep breaths and sound calm despite the fact that you may be nervous.  To the other person you will sound calm, confident, professional and employable.

Slow and low

The difference between the best sales people and the mediocre is not great.  Often it is in little things such as tone of voice.  If you speak in a high tone, or very fast, or the intonation of your pitch goes up at the end of sentences, you will sound unconfident and nervous. If you sound confident you will carry more weight and people will find it difficult to turn you away. Think of someone you respect or consider to be an authority figure and mimic their voice. This doesn’t mean you should impersonate them – just try to develop in your own voice, the characteristics that make their voice confident and authoritative.

Trojan Horses

Trojan Horses are excuses or reasons to call someone back. Instead of focusing on getting a job, arrange to call back for different reasons.

· Updating your CV as a result of their feedback and sending it to them.

· You ask them if it would be ok to call back in six weeks or so.

· Updating the employer on progress you have had with contacts they’ve given you.

Organise and use your diary

You are trying to build trust in people who barely know you. If you suggest that you call them back in two weeks, ask what time would be suitable.  If they say two weeks later at 14:00, pick up the phone at 13:59. If you won’t be able to call them at that time, ring the day before or email to explain the situation and ask for a better time to contact them. As soon as you call an hour or a day later you will have lost their trust. If you contact them on three or four occasions with impeccable timing they will very quickly know that they can trust you and will start to be impressed. 

Start joining the circle

This is very advanced networking but if you can achieve it then not only are you learning very good management skills but you will also impress potential employers. Joining the circle is where you talk to one person and they tell you that they like your CV but you are not suitable because what they are looking for is X.  Later on whilst talking to another employer they explain that they look for X. You suggest that you know someone that you could put them in touch with and phone the first employer to make the introduction. Not only will both parties think very favourably of you, they will see you as a professional with exceptional networking skills rather than merely as someone looking for work.

Evaluate

Above all, evaluate. This will help you deal with the highs and the lows. It will encourage you to rationalise the rejections and work out how to learn from them.  It will also help you reinforce and congratulate yourself when things go well.  

Exercise 13: Preparing a script

For obvious reasons it is best to start making speculative applications once you are in placement.  However we want you to understand the principles and be ready with a script.  This means that when the time is right you will be more prepared, practically and mentally to tackling what is quite a challenging approach.

Use the box below to draft out a script for you speculative calling

	Opening Line
	

	Expected response or knee jerk reaction
	

	Your side step and return
	

	Expected response
	

	Your side step and return
	

	Expected response
	

	Your question
	

	Continue as necessary
	


Exercise 14: Feedback form

Please fill out this feedback form to help us develop and improve this manual. We are happy to hear positive comments as these confirm to us what works well, but just as valuable are criticisms of the manual, which are invaluable in helping us improve the approach and exercises. 

Overall, how helpful did you find the manual?

How effective has this manual been in improving your approach to job hunting?

How did you find the tone of the writing?

What was the most useful exercise or section?

What was the least useful exercise or section?

Do you have any specific ideas for improvements to this manual?












WHAT YOU DID – WHAT SKILL THIS SHOWED– ACHIEVEMENT RELATED TO THE SKILL





The most important thing in the manual!





In short employers are looking for you to demonstrate skills.  More than this they want to know you have skills that are related to the job they are recruiting for.  They want you to prove to them that you have developed these skills in previous experience (not necessarily paid employment).  They also like to know how these skills led to achievements.  If they say in a job advert or job description that they are looking for someone with…..





“…team working skills, presentation skills, excellent time-managements skills, ability to persuade, and enthusiasm…”





 Then they want you to demonstrate in your CV, application form and interview that you have…





Team working skills…………which led to an achievement


Presentation skills…………..which led to an achievement


Time management skills…...which led to an achievement


Persuasion skills…………....which led to an achievement


Enthusiasm…………….…....which is related to an achievement





Of course many of the recruiters requirements will be more specific to the skills of the job itself such as technical knowledge and expertise, responsibilities, management levels, budget controls etc. 





Awareness of all your skills and the ability to articulate them is easier said than done and the focus of this manual is helping you to do this effectively and professionally. However far too many people fall at the first hurdle because they fail to understand this basic premise of what recruiters want.  They hide skills away in CV’s, desperately avoid talking about skills and achievements in interviews and consistently fail to justify why they have a particular skill or achievements on application forms.  As a result they make things very difficult for themselves and anyone thinking about giving them a job.
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The most important thing in the book!





In short employers are looking for you to demonstrate skills.  More than this they want to know you have skills that are related to the job they are recruiting for.  They want you to prove to them that you have developed these skills in previous experience (not necessarily paid employment).  They also like to know how these skills led to achievements.  If they say in a job advert or job description that they are looking for someone with…..





“…team working skills, presentation skills, excellent time-managements skills, ability to persuade, and enthusiasm…”





 Then they want you to demonstrate in your CV, application form and interview that you have…
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Of course many of the recruiters requirements will be more specific to the skills of the job itself such as technical knowledge and expertise, responsibilities, management levels, budget controls etc. 





Awareness of all your skills and the ability to articulate them is easier said than done and the focus of this manual is helping you to do this effectively and professionally. However far too many people fall at the first hurdle because they fail to understand this basic premise of what recruiters want.  They hide skills away in CV’s, desperately avoid talking about skills and achievements in interviews and consistently fail to justify why they have a particular skill or achievements on application forms.  As a result they make things very difficult for themselves and anyone thinking about giving them a job.











Obviously before you do this you will need to have a CV that is effectively targeted toward your chosen industry.  Writing an effective CV is dealt with in the previous section.
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