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CAREER CHANGE BOOT CAMP transcripts


“I want to be your personal 

Career Coach, and help you get into a 
career that energizes and excites you!”

~Sherri Thomas


SHERRI THOMAS’ BACKGROUND
Sherri Thomas, President of Career Coaching 360, has mastered 
the art of transitioning from one career to another. Climbing the career ladder, she has 
moved from television, to radio, public relations, finance, retail, high tech, and professional sports industries. Now she teaches other professionals how to make strategic job changes 
to advance their careers. With more than fifteen years of management and leadership experience, Sherri has a strong background in strategic marketing, branding, and global 
project management. For the past five years, she has been a professional speaker on topics including personal branding, career development, and advanced marketing strategies.  

To get the full story, visit: www.CareerCoaching360.com/About%20Us.htm
	20% OFF!!  -Available only to the first 50 customers!!

Get access to my own personal “CAREER CHANGING TOOLBOX”

· Resume templates and samples

· Resume cover letter and Interview Thank you letter template

· Professional resume critique

· “Survive & Thrive in the Interview Hot Seat” guide

· Career Coaching 360 newsletter annual subscription

· “Know What Your Worth” compensation guide

www.CareerCoaching360.com/CareerChangers.htm
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CD #1                Changing Career BOOT CAMP
Welcome to “Career Change Boot Camp” by Career Coaching 360.  I’m Sherri Thomas, and the information that I’m about to share with you is copyrighted by Career Coaching 360, LLC.

I want to start with a question.  On a scale of 1 to 10 how happy are you right now with your career?  If 1 is you just physically can’t get out of bed to drag yourself to work in the morning… and 10 is you jump out of bed in the morning turning cartwheels because you’re so excited to get to work – where are YOU on that scale of 1 to 10?

Let me tell you… Life is too short to be in a career that you don’t enjoy.  If you’re going to spend 8-10 or 12 hours a day in a job, it should give you some kind of joy and meaning and purpose.  You never want to put your career in the hands of a manager, client, or company.

So, I’m encouraging you to think about your career, and more specifically, what you are putting into it and what you ultimately you want to get out of it.  Whether you are struggling in your current position, seeking to advance your career, or looking to transition into a new role or company, your message should be clear and focused: you have something of value to offer a manager, client, or company.  And the key is to find an employer who recognizes, needs, and appreciates your value!  And in order to do that, YOU NEED TO OWN YOUR CAREER.  You need to take a proactive approach in managing your career, and getting into a career that gives you meaning, and purpose, and great personal satisfaction.


Let me share with you the agenda of what I’ll be covering in Career Change Boot Camp.  
CD #1 includes: 
· My personal story 

· TRANSFERABLE SKILLS.  The transferable skills that I used to successfully transition from television, into the finance industry, and from the retail industry into the world of high tech.  And how you can use those same strategies to transition into a new industry or a new job role, and advance your career.


· 3 Secrets to create a POWER RESUME!  I don’t know if you know this, but all kinds of studies have been done, and they’re pretty consistent… they say that your resume only has about 20-seconds to impress a hiring manager, before it gets tossed into the “maybe” pile or the “no” pile – which is the garbage can.  And when your resume is on a stack of about 100 other resumes, these are some things that you MUST DO to get noticed and stand out your competition.  I’ll also share with the FOUR MASSIVE MISTAKES that professionals (and executives) make on their resume that stops them from getting the interview.

Part TWO of Career Change Boot Camp is about: 
· How to create a solid “job search strategy”.  A lot of people post their resume on Monster.com and then sit back and wait for the phone to ring and it just doesn’t happen that way.  You need to be more aggressive, and more assertive.  I’ll give you ideas and strategies to help you create your own personal job search plan.
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· Networking strategically.  Who you should be networking with, and what you should be saying.  A lot of people are just nervous about networking… it’s uncomfortable, it feels unnatural.  You don’t know what to say.  So I’ll share with you some opening lines you can use to get the conversation started, and how to drive the conversation.

· Interview Smart!  Everything you need to help you prepare for upcoming interviews.  That will be a great session.  Everyone thinks that the person doing the interviewing has all the power – but I think just the opposite.  I think that you, as the person being interviewed has all the power because you get to decide which information to share.  You determine what it is you really want to talk about and what you want the interviewer to know.  So I’m going to give you some ADVANCED INTERVIEWING TECHNIQUES and tell what to say during the interview and the one single thing you MUST DO to impress the hiring manager and make him want to hire you.
So all of those topics will be covered in the next two hours or TWO CD’s.  
Okay, so now let’s get on with session # one… 
1. Sherri’s Personal Story

Career highlights –I’ve had a wonderful career.  So far, I’ve transitioned into the television, radio, public relations, finance, retail, high tech and professional sports industries, and now I teach other professionals and executives how to do the same.  
I’ve had more than 15 years of management and leadership experience, and I specialize in strategic marketing, branding, and global project management. I’ve been a professional speaker for the past five years and traveled to places like Hawaii, Chicago, and Ireland to speak on topics such as career development, personal branding, and advanced marketing strategies.  

Recently, I served as President for the American Marketing Association's (AMA) National Council. During my four year term, she personally coached more than 50 AMA Chapter Presidents, led an Arizona State University Marketing Leadership class with Advertising CEO's from Macedonia, and authored two white papers: "How to Lead, Manage and Motivate a High Performing Team" and "Strategies for Managing Challenging Team Members".  

I’ve been a corporate spokesperson on camera and/or voiced more than 250 corporate videos, television commercials and radio commercials.  She has written, produced and directed national radio and TV advertising campaigns, as well as corporate videos for three Fortune 500 companies.  She was the Community Relations Director at an NBC affiliate TV station, and also was a disc jockey in Phoenix and Monterey.  Sherri is one of the few female disc jockeys in the country to have hosted her own morning show.  As the PR Director for the International Water Ski Tour, Sherri received first time tour coverage on Good Morning America, USA Today, and in French, Swedish and Australian sporting magazines. 
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So I’m an international speaker, book author – I’ve published a book called, “Career Smart: 5 Steps to a Powerful Personal Brand,”  and I’m also President of Career Coaching 360.
Now, in my spare time – I also have a full time job in Corporate America.   I’ve worked for the past 7 ½ years, and am still working for a Fortune 100 Company as a global project manager.  So, I’m out there doing it.  Every day I’m working on managing my own career, and making my own opportunities… and throughout the years, and throughout the job industries where I’ve worked, it hasn’t all been smooth.  There have been some bumps and bruises along the way.  And sometimes I’ve been successful, and sometimes I’ve failed.
But I’ve always learned from my mistakes.  And that’s what I want to share with you.  Not only my success strategies, but also the lessons I’ve learned along the way.

So, I like to teach what I’ve learned about changing careers, about leveraging transferable skills to get your foot in the door of a new company or industry, about how to network strategically, about how to create your own opportunities so you can get into a job that you really enjoy doing, and work with people who recognize and appreciate your talents.

2. Transferable Skills.

Are you ready right now to start making a change to move into a different industry, or a different role.  In other words, you want to do something different in your career.  If you are, say “Yes!”  
All right -  I WANT TO TALK ABOUT YOU!  …and how YOU can change into a new career.  Let’s talk about transferable skills.  If you want to move into either:

a. A different role – like from marketing to finance… or from sales to HR.
These are major role shifts.  You want to go from Role “A” to “Role B”. In other words, it’s not a natural transgression like going from a Jr. Account Manager, to a Sr. Account Manager.  It’s a major shift in role title and responsibilities.  This is a great example of when you need to leverage your transferable skills.

b. Another example is when you want to transition into a new industry.  From TV to High Tech, or government into Corporate America, or publishing to PR. 

These are examples of when you’ll need to leverage your transferable skills.  Transferable skills are skills that can transition from industry to industry… or from role to role.  Some examples of transferable skills include: project management, people management, team leadership, program development, negotiating contracts, communications (such as giving presentations), product development, campaign development (if you’re in marketing or communications), - these are things that show initiative, risk taking, influencing senior managers – these are great skills to have, and they transfer from industry to industry.  All different industries “like” these types of skills.  Also, managing a budget, and any time you increase business or add to a company or client’s bottom line.
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Example:  Retail employee – ability to add to the company’s bottom line by cutting costs.
These are skills that ALL companies are interested in.  These are skills that are transferable.  So when you’re ready for a career change, and you want to move into a different role, or a different industry, then you’ll need to anchor on your transferable skills.  
3 Steps to a Successful Career Transition
So step #1 – is identifying your transferable skills.  It isn’t hard to do, it just takes some thought and some reflection on your skills and career highlights.

Step #2 – is showcasing those transferable skills on your resume (which is what we’re going to talk about in a few minutes…) and 

Step #3 – is talking about your transferable skills when you network (and I’ll talk about that in the next teleclass, CD# 2.)

Now, a lot of people think that when you make a career change like this, that you have to be prepared to go down in salary – and that’s not necessarily true.  In fact, when I made the switch from radio and television, into Corporate America, which was AMEX Financial ADVISORS  – my salary went UP by 25%!  When I made the switch from FINANCE (just one year later) with AMEX Financial Advisors and went to RETAIL, still in marketing, my salary went up another 25%.  And then, when I went from RETAIL to HIGH TECH my salary went up again another 40%.
So, your salary can go up.  Perhaps there are career changes, when you will need to take a cut in pay, but what I’m saying is that you just don’t really know until you get out there and start networking, and going through some interviews… to REALLY know what the change will be in salary.

So, I want to TEACH YOU how I changed careers AND got an increase in salary THREE TIMES.  Well, my career change was especially tricky, because not only did I transition into a different industry – from broadcasting to the Finance Industry - but I also transitioned into a different role.  Nobody in Corporate America needed to hire a disc jockey.  Nobody needed a Community Relations Director from a TV station.  Many companies have a Community Relations or Public Affairs Director but there tends to be very little turnover in those positions, so it was difficult to get a job using my same role - so I needed to identify my transferable skills.

So, I started by talking to people… people I’d meet at business networking events, at conferences, at trade shows, friends, friends or friends… and I’d ask them what line of work they were in, and I’m talk to them about what their job was.  And by doing this, I realized that a few of the skills I had could transfer into a marketing-type of position.  So even thought I was in television at the time, I saw that a few of my skills could be transferred into a “marketing role”.  And for me, those skills were… “events sponsorship” and “developing advertising campaigns” and “copywriting for TV ads and brochures”.  
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These 3 things skills became my transferable skills.  And then I developed a resume that focused on these 3 key skills, and then I went out and networked and talked about my skills to people who could potentially help advance my career.  
And you know what?  I got hired into a marketing position. I was hired as the Regional Marketing Manager for American Express Financial Advisors.  I wasn’t hired as a marketing assistant, or a marketing specialist – but as the Regional Marketing Manager… reporting directly to the Regional Vice President.  And guess what?  So I switched industries, AND I switched job roles… AND I received a starting salary that was 25% HIGHER than my previous job in television.

Now, I want to tell you that my career change had some bumps.  Which is part of the reason that I became a Career Coach, because I learned some key lessons throughout the process, and I want to teach others WHAT I LEARNED, so that you can by-pass some of the MISTAKES that I made.

What happened was that before I went to AMEX Financial Advisors, I was hired at an Advertising Agency.  So I went from the television industry to the advertising industry.  And I didn’t have a good fit with the Company who hired me.  I was working 70-hours a week.  And I was miserable.  And after four months, I was laid off.  Because I wasn’t able to keep up with the work load.  So, there I was out of a job looking for work, and the next Company that hired me was a large Accounting firm.  And after 30-days, I was laid off.  Because again, it wasn’t a good fit.  I didn’t like the culture – it was very different going from the world of television to the world of accountants.  

But I knew that FINANCE needed creative people to run their marketing campaigns – because they don’t have a lot of strong, creative-types in that industry.  And my friends told me I was crazy to try it again – that I should go back into radio or television.  But I was in a place, probably WHERE YOU ARE RIGHT NOW, and I just didn’t want to go back.  I was ready for a change.  And so I was out of a job (the 2nd time in about 5 months) looking again for a job in Finance… and I got it!  I hit BINGO!  Regional Marketing Manager for American Express Financial Advisors.  And it was a GREAT fit.  I loved the Vice President I reported to, I loved the team, the company, and my projects.  It was wonderful.
3 LESSONS LEARNED
#1. is to identify your transferable skills

#2  ask about the culture, and the workload in the interview.

#3 don’t let ANYONE deter you from reaching a career goal!

I stayed there for a year, and then I felt like I wanted a change.  Probably, the way you’re feeling right now.  I had had a GREAT YEAR, but I felt like it wasn’t the “perfect fit” for me.  It’s not that I had any complaints, it’s just that I didn’t feel energized.  My family and friends thought I was crazy to try to go through another career transition… especially since I had such a tough time on the first one. 

But I did it!  And on my first try!  I changed from the finance industry to the retail world.  I became the Broadcasting Production Manager for a major retail chain.  So I wrote and 
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produced and voiced all of their television commercials, and all of their radio commercials in all 18 states where they were located.  Now, the job role was similar to those I’d done in radio and TV, BUT THE INDUSTRY was completely new to me, I’d never been in retail so I had to again define my transferable skills.  And this time, I realized that they were:

· Radio & TV commercial production
· Developing key messaging for external audiences

· Internal communications (newsletters, posters, e-mails)

I also used transferable skills when I transferred from the Retail Industry (4 years later) into the world of High Tech – where I am today.  How does a girl with a broadcasting background – get into the world of high tech?   which promotes engineers and business-savvy professionals?  I didn’t have an MBA.  And I didn’t have a business education, or an engineering degree.  Well, I talked to people in the HIGH TECH world  and found out which skills are valued in HIGH TECH, and realized that my transferable skills this time would be:

· “project management”

· “team leadership”
· “business communications”.  
So those 3 skills became my transferable skills.  And then I developed a resume that focused on these 3 key skills, and then I went out and networked and talked about my skills to people who could potentially help me get into HIGH TECH.  Because I knew that was where I wanted to go.  And this was back when HIGH TECH was HUUUUGE.  And on my first try, I was successful.  I was hired at Intel (one of the biggest leaders in HIGH TECH) as a worldwide communications manager with a 40% increase in pay.
So, that’s three times I switched industries, and job roles – and all three times I transitioned successfully AND I got a pretty significant pay increase. 

So, how do you find out which of your skills are TRANSFERABLE SKILLS?  
How do you find out?  Well you can do that a couple of different ways-

a. By talking to people!  Talk to those who are in the industry where you want to go, or you THINK you want to go.  Talk to your business associates, people you meet at networking events, at community events, your friends, friends of friends… and find out about their line of work.  Ask what it is they do.  Ask what it’s like working in that industry.  Find out what their challenges are, their competitors, their line of business.  Find out which departments are hiring and then go talk to people in those departments and find out what their responsibilities are, what their challenges are.  People like to talk about themselves. Most, will be happy to answer your questions.  And keep talking to people until you find an industry, and a job function that really interests you!  
Example:  You are a Real Estate agent, and have been for the past 5 years, and now you’re thinking about getting into Radio sales.  What you need to do is go out and talk to a few folks who sell advertising at radio stations, and ask them what the challenges are, 
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and find out what kind of knowledge, and experience and training it takes to be 
successful in that position.  Ask them to take you through “a day in the life of a radio sales executive.”  And once you talk to a few people, you’ll get a crystal clear view of the necessary skills you need to be successful.

Now, how else can you define your transferable skills besides talking to people?  Well, you can get information about a new industry or new role by doing some research on-line at Monster.com, and CareerBuilder.com, or in industry magazines, trade publications, Business Journals, or the classified ads of your local newspaper.  These are all places that have loads of information on which industries are hiring, and what the hot jobs are in those industries, and what the necessary skills are.  

This is how you can narrow down your search to identify the role and the industry that you want to target.  And once you understand the major responsibilities of the role you want – then you’ll know which skills you have that are transferable. 
And if you’ve been in the work force for at least 5 years, then I guarantee that you have one or more transferable skills.


Now, let’s talk about what if you don’t have ALL of the job requirements listed in a job description?  That’s okay.  I never have!  Job descriptions usually list about 10-15 for skills, experience, and education.  And maybe you don’t have every single requirement.  Well, if you have at least 80% of them, then I’d recommend going ahead and at least applying for the job, or sending in your resume.  And then, if you get your foot in the door and invited for an interview, you can explain that you have MOST of required skills, PLUS a whole other skillset that could be an asset to the company if you were hired.  

For example, if you’re going after a job in graphic design perhaps they may be interested that you also have some experience working on a marketing research project.  Maybe they have a research project going on right now and they need some help analyzing the data… so now they’re thinking – hey(!) this guy has a BONUS SKILL that we could really tap into.  When I transferred into departments within Intel and I went into their Corporate Internet Marketing Department, I just happened to mention in an interview that I’d been editor-in-chief for my last department’s newsletter, and they said, “Great!  Could you be editor-in-chief for our newsletter?”  Now they didn’t have this listed in the job requirements, but it was a BONUS SKILL that was useful to them.
Now, I want to use the rest of the time to talk about how to create POWER RESUME, So let’s talk about YOUR RESUME.  And how do you stand out from the other hundred or so resumes that are stacked up a hiring manager’s desk.  
You know, I’m always amazed when I talk to someone, in fact, I just met a woman last week, and she’s an executive that’s been out of a job for about 8 or 10 months, and I asked her, “How’s your job search going?” and she said, “Sherri, it’s terrible.  I’m not getting any interviews.  There just aren’t any jobs out there.”  And I’m really amazed when I hear comments like this, because the truth is, hundreds, even thousands of professionals and executives will be hired this year in your city – that’s just a fact.  So why shouldn’t one of them by YOU?!!
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What’s stopping YOU from getting the job interviews?  If you’re out there and your resume isn’t getting noticed, and you’re not  being called in for interviews – it means you need a stronger resume.  It’s really simple.  You need a stronger resume!  

The fact is, that a bunch of studies have been done, and most resumes only have about 15-20 seconds in the hands of a hiring manager, before it gets tossed into the “no” pile, or the “maybe” pile.  There isn’t even a “yes” pile. There’s only a “no” pile, and a “maybe” pile.  So the first goal is to make it into the “maybe” pile, and you do that by 3 things – 

3 secret strategies to develop a POWER RESUME…  
a. Matching the job title to your objective.  So if the title of the job is “Software Engineer” or “Customer Service Rep” or whatever, you need to have at the top of your resume, a section called “Objective” and you need to write that you are seeking a position in which extensive “Software Engineering”, or “Customer Service” expertise will be utilized to achieve an organization’s goals.  …or something like that.

Now, I know that we have several executives on the call, and executives need a specialized resume format, so the title you have for yourself on your resume, underneath or next to your name, needs to be the exact title of the job for which you are going.  So if the job title is “Supply Chain Executive”, then your title on your resume needs to state “Supply Chain Executive”.  

b. The 2nd thing you must do on your resume is have a section underneath your “Objective” that says either “Scope of Capabilities” or section of your resume and should have to have 2 columns (for executives you can have 3 columns) and in each column list the skills in the job description that you have.  Use the same words, the same verbage.  Match it exactly.  But ONLY feature those skills that you actually possess.  Your resume needs to be truthful and accurate.  

The reason that this section is right underneath your “Objective” is because this is the top third of the resume, and what I call the PRIME REAL ESTATE section of the resume.  If you only have 20-seconds with the hiring manager, you want her eyes, or his eyes, to go right here to show you can do the job!  So you should put this section in “BOLD” and what you’re doing is shining a bright spotlight on this section to say, “Look here!”.

Something else to do to make my resume grab their attention is directly underneath the last row of bullets in the “Scope of Capabilities” section is I write 3-5 of my career highlights that are RESULTS ORIENTED.  
EXAMPLE - when I moved from television into finance, one of my career highlights stated that I’d increased community sponsorships at TV station by 400%.  Now, most companies would be impressed by this, but especially the finance industry – because anyone who can increase business by 400% is going to get the attention of a finance manager!  When you think of highlights, make sure you quantify the results of your efforts, what the outcome or result was, by stating it in terms of dollars, percentages, or numbers.  
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For example, don’t say that you increased revenue for the company, but say you increased it by a certain percentage, and over the course of 12 months, or 2 months, or whatever.  This shows that you are a results-oriented person and that you take your career very seriously.

c. And finally, another way you can get the attention of a hiring manager is by showcasing your transferable skills throughout the rest of your resume, so in the “Experience” section with every job that you list, focus on the accomplishments that you had using your transferable skills.  You want to show that your transferable skills are solid, and that you are result-oriented.


By doing these 3 things, you’ll have a powerful resume that gets you results quicker!
4 MASSIVE MISTAKES that stop professionals from getting the interview.

1. Not customizing their resume.  Not matching the job title in their objective, not matching their KEY SKILLS with the job requirements, and not showcasing their transferable skills in their previous jobs which are listed in the “Experience” section. 

You have to customize your resume for every single new job, or new client that you’re going after.  Write it to capture that particular hiring manager’s attention.  
When they look at your resume, you want them to think “I HAVE TO MEET THIS PERSON!” and you can only do this if you CUSTOMIZE your resume.

I have 6 resume templates.  Right now, today, I have six different resumes.  One is for communications, one is for project management, one is for marketing strategy… I’ve never got an interview with a company from a resume that I didn’t customize.  I’ve ONLY got interviews from resumes that I customized.


2. Not sending a customized cover letter.  I asked one time after I was hired at a TV Station, I asked the Programming Manager if she had read my cover letter and how important is it to have a good cover letter – and she said it’s very important because it indicates to them how well you communicate, and if you have strong or professional writing skills.  

And the fact is, whenever I’m reviewing resumes I ALWAYS read the cover letter.  So massive mistake #2 is not including a customized cover letter. Now sometimes, if you apply on-line, sometimes there isn’t a box for you to type in a message or a cover letter – so in those instances you aren’t able to… and that’s okay.  But if you’re sending your resume in the mail, or an e-mail, or faxing it – then ALWAYS include a customized cover letter.

Also, try to find out the name of the person to whom you should address the letter – by calling the company or doing some research on the company’s website.  And yes, there are times when the company makes it impossible to find out the contact, and in that case it’s okay to simply put “Dear Hiring Manager” – I always think that saying “Dear Sir or Madame” is a little frumpy and outdated these days, but saying “Dear Hiring Manager” is acceptable if you CANNOT find out the person’s name.
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3. Massive Mistake #3 – Not showing leadership and the results of your leadership.  When I was about 25 years old, I met a guy who worked at one of top Advertising Agencies in the world and, it was Chiat  Day for those of you familiar with advertising, and his role was to hire interns.  And I asked him (because I knew that he probably received thousands of resumes from college students) how he determined who to interview.  And he shared with me his list of criteria, and one of things was that the applicant had to have been a President of something (an organization at school, 4-H Club, Team Captain of their football team).  But they had to show that they’ve demonstrated leadership capabilities AS AN INTERN.
 
So, just like Chiat Day, good companies and good clients are attracted to people who have strong leadership capabilities.  So it’s important to capitalize on any leadership experience that you’ve had and showcase it in your resume, and the results of your leadership.  So if you’ve led a team, or a program, or a project – what was it and what were the results?  
 
Now… let’s say that you’ve only been working in your job for a few years, and focusing on your family and you really don’t have any leadership experience.  Well, that’s okay.  You can still apply for the job you want.  And it may not be necessary to have leadership skills, but I’m saying that MASSIVE MISTAKE #3 is not showcasing your leadership skills and the result of your leadership.  (And by the way, I’d really recommend that you make “being a President of something like a Professional Organization, or Association, or a Club, or leading a project at your work… to make that a priority for your professional development… because, in the future, it may open up a few doors and give you more opportunities out in the workforce.


4. Massive Mistake #4 – Not Being Truthful.  I read an interesting statistic the other day which is that 40% of newly hired employees don’t make it past the 6th month.  I’ll say it again…40% of newly hired employees don’t make it past the 6th month.

One there are various reasons for this, but one of them COULD BE because someone MAY NOT HAVE BEEN truthful on his resume, and they embellish or just completely fabricate training, or education, or employment history.
I’ll tell you one story – roommate Chris – Capitol One

One more point I want to make… is don’t be embarrassed if you have any gaps in employment. Lots of people have gaps.  It is completely normal to have gaps.  Life happens.  Hiring managers understand this.  And if they don’t understand this, then do you REALLY want to be working for them?

EXAMPLE:  is that I was working with a guy took four years off to raise his children, and now he’s re-entering the workforce.  So my advice to him was to go ahead and list those four years and next to it write “Career Break”.  That shouldn’t stop anybody from wanting to interview you – if you meet the qualifications.  But just be prepared because they’ll probably ask you about it in the interview, and you can just say, yes, I took a break to raise my children or look after my family, or move to Peru – or whatever it was that you did. 
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CD #1 REVIEW – You’ve now learned:
· What transferable skills are, the transferable skills that I used to transfer from the broadcasting to the finance industry, and then to the retail industry, and then to the high tech industry (where I am now), and how you can define what YOUR transferable skills are.
· 3 key lessons I learned along the way are:

#1 - identify transferable skills

#2  - ask about the culture, and the workload in the interview.

#3  - don’t let ANYONE deter you from reaching a career goal!
· I also shared three key strategies to make your resume POWERFUL which are:

1. Match the job title to your career objective

2. Match the job requirements that you have to a section on your resume called “Strengths” or “Scope of Capabilities” underneath your “Objective”,and

3. Be sure to showcase your transferable skills throughout the jobs you list in your “Experience” section.
· 4 Massive Mistakes professionals make that stop them from getting the interview.
I hope you found these career success strategies helpful.  These are what I’ve used to transfer into various jobs throughout my career so I know that they work.   Remember, as a thank you gift to YOU for buying this CD… I’m giving you a 20% discount on my Career Changers Toolbox which you can find on-line at: http://www.CareerCoaching360.com/CareerChangers1.htm
My personal “Career Change Toolbox” includes – 
**Professional and Executive Resume Samples & Templates                $299 value     

**Letter Samples and Templates                                                         $49 value

**Professional Resume Critique                                                          $179 value

**"Survive and Thrive in the Interview Hot Seat" Guide                          $89 value

**Career Coaching 360 On-line Newsletter annual subscription                $60 value

**"Know What You're Worth in the Marketplace" compensation guide       $49 value

and these are the templates, and tools that I use when I want to make a career change  But it’s only good for the first 50 customers so you’ll need to place your order quickly!!   
So thank you for joining me today. I hope you received some helpful information, and if you’d like any information about upcoming classes, products, or personal coaching, you can always visit the website at CareerCoaching360.com, or call me at 480-636-8899, or write to me at Service@CareerCoaching360.com

Thank you, and bye for now!  
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CD #2

Welcome to Career Coaching 360’s “Career Change BOOT CAMP”.  I’m Sherri Thomas, and the material that I’m about to share with you is copyrighted by Career Coaching 360, LLC.

I want to start by asking you a question… do you know where you want to be in your career 5 years from now?  It can be a hard question.  But an important one.  Let me ask you this… do you want to be in the exact same place you are now in 30-days?  How about in 3 months?  How about in one year?  Do you want to be working for the same company or the same clients, doing the same kind of work one year from today?  

Probably not, or you wouldn’t be in this class.  It’s funny, a lot of times we aren’t exactly sure where we want to go… we only know that where we are now is NOT a GOOD FIT.  And occasionally, when it’s an EXTREMELY BAD FIT, we need a change right now(!) and it’s almost like we’ll take anything we can get.  That’s a very “REACTIVE” way to manage your career.  And if you’re in that situation right now, I know how that feels.  I’ve been there a few times myself.

Whether you’re in a situation that you need to get out of right now, or you want to leave in the next three months - it’s important to make sure that you’re moving to a different ship that’s the RIGHT ship for you to be on.  You don’t want to leave a sinking ship to jump aboard another sinking ship.

That’s why you need to know where you want to go.
I read an article in the newspaper yesterday that said you should write your resume, and then go out and look for a job.  My philosophy is to know where you’re going first.  Talk to people about what they do for a living and where they work.  Read business journals, and classified ads in your local newspaper and trade magazines – have a goal in mind. 

Then write your resume to align to that job.  Focus your energy on being around people in those companies, or in that industry, or who have that kind of job.  Then, you’re much more likely to get into that position, and have a more meaningful and enriching career.

I talked in the last class about how if you’ve been in the work force for more than five years, then you have a unique skill set – a unique package of skills, and experience, and knowledge, and training…– and how you can choose what your transferable skills are to showcase in your resume and then go out and get that job that you want.
· And I gave you some specific strategies that I’ve used personally to change industries from broadcasting to the finance industry, and then to retail, and then to High Tech.  And how you can identify what YOUR transferable skills are.


· Then, I also gave you some techniques on how YOU can create a POWER RESUME!  
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Now, for this hour… I’ll be covering

a. I’ll also share my strategies to create an integrated “job search strategy” which include an on-line and off-line job search plan.


b. Networking – secrets to networking successfully.  Who should you be networking with? And what you should be saying?  I’ll share with you some opening lines you can use to get the conversation started, and how to establish a connection.

c. And finally, I’m going to share some secrets about how to ace your next interview… and the 5 things your Interviewer REALLY wants to know about you.
Okay, so let’s start first with CREATING AN INTEGRATED JOB SEARCH STRATEGY. 
I want to ask you a question… “Do you have, right now, a Job Search Strategy?”  If I asked you, “What’s your job search strategy, what would be your answer?”
So many times… people put their resume up on Moster.com and then sit back and wait for the phone to ring, and if just doesn’t happen that way.  The beauty of the Internet is it really makes it easy to find job openings.  But the DOWN SIDE is that it makes it so easy that EVERYBODY applies.  Even people who aren’t really looking for a new job.  They just post their resume because they think… well, I’ll send in my resume and see what happens.
And the result is that a hiring manager gets hundreds of resumes which means that you now have a one in 200 chance, or 300 chance, or however many resumes they receive –of getting the job.  So to INCREASE your odds at getting into a new career you want, you need to have an INTEGRATED ON-LINE and OFF-LINE job search strategy.

So, let’s break it down into 2 steps.  Let’s first talk about on-line strategies, and then I’ll talk about off-line strategies.

INTEGRATED JOB SEARCH STRATEGY:  ON-LINE

I want you to spend some time researching job sites and then create a list of your OWN PERSONAL FAVORITE job sites that you like.
It’s like CraigsList - just insert your own name, I have Sherri’sList of my own job sites that I like.  You could have Paul’sList, or Kristen’sList, or or whatever your first name is.
Yes, definitely go ahead and search on those job board sites like:

Monster.com
CareerJournal.com
CareerBuilder.com

Jobing.com
TheLadders.com (for executives) 
Hotjobs.Yahoo.com
JobCentral.com
EmploymentGuide.com
JobBankInfo.org
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Do some research on-line and if you like developing software then google  “high tech jobs” and see what comes up.  Or if you like sales and know that you want to move out of real estate and into… radio, then google “radio sales jobs” and see what comes up.  The point is to make your own list of job sites that YOU LIKE.  
My own personal favorites…  (
http://www.entertainmentcareers.net/week/
http://www.newsjobs.net/jobads 
· Each site is a little different

· Each site has its own “specialties” with industries, or sectors, that they specialize in

· Some sites may do a better job than others updating their lists, or getting openings in your city

A question I get asked all the time is should you post your resume on these job sites?  And the answer is really very simple.  Would you be okay if your current employer saw that you have your resume posted? If not, then I recommend against it.  
If you don’t have a current employer, or you don’t care if your manager or Director of HR saw your resume on-line, then sure(!) go ahead and do it.  You may get contacted by a recruiting firm, or possibly a company who’s hiring… I know that a lot of HR personnel search on-line for resumes, so it is a good idea!
All right, now the next step in creating an on-line job search strategy is to create a TARGETED LIST OF COMPANIES  where you’d like to work.  Or if you have your own business, create a list of clients that you would ideally love to have.
When it comes to getting a more purposeful and more meaningful job, or getting ideal clients, you really need to put in some effort.  You need to drive your career.  And you can’t do that by being “reactive”.  You need to be “Proactive.”  

Great jobs, or great clients, aren’t going to just fall in your lap.  Occasionally, they may but it’s not a long term strategy – to just wait and see what happens.  You need to make it happen.  So, think about those companies, or those clients that you REALLY WANT TO WORK WITH.  Make a list of 3-5 companies that you want to target.  Anything smaller than 3 and you’re really narrowing your pipeline of opporturnites.  And anything more than 5, you’re spreading yourself too thin.  It’s better to focus and concentrate your efforts on 3-5 companies rather than 20 companies.You’ll make a bigger impact with 3-5.
Okay, so let’s say that you have your list.  That I snap my fingers and “poof” your wish list is complete with 3 to 5 companies.  Now, what do you do?

Here are FOUR (4) things that I want you to do with that list (and you’ll need to write this into the blanks on your e-Workbook…
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1. Search their website: on-line job postings, Press Releases, Investor Relations. Find out how their business is doing – if it’s growing.  Find out which departments are hiring, and what the hot jobs are. And find out what the requirements are for the job they’re hiring.

2. Read their blog.

3. Google them.

4. Get introduced to at least 2 people at each company.
EXAMPLE – TV Station.   

More often than not, I’ve got the 1st interview WITHOUT knowing anyone, but it DEFINITELY makes it easier if you have someone who can recommend you for an interview)
a. Informational interviews

· Ask to meet someone to talk about THEIR career path, ask them questions about their job, the training that’s required, or skills that they have.  You want to learn from them. And more than likely, they are going to ask you some questions about what YOUR skills and qualifications are. And then, at the end, you can say something like, “I’m looking to make my next career move in the next 2-3 months so could I contact you from time to time to see if you know of any companies who are hiring?”… “or, could I contact you if I have any more questions about breaking into this industry.”
The point is – you want to establish a connection, and then leave the door open so that you can connect with them again!

I’ve used this approach twice and been hired through what started out as an informational interview that I had set up.

I like to ask, “can you think of anyone else I should talk to?”  I just used this with a radio host who interviewed me for my new book that’s out… “Career Smart – 5 Steps to a Powerful Personal Brand”, and he sent me contact information from his rolodex – for his contacts in USA Today, and the New York Times, and the LA Times.

People can be so, so helpful, and so instrumental in furthering your career – but you have to ask!  

Another approach that works if you have your own business.  If you have your own graphics company, and if you see the local newspaper, or on-line that one of your target companies is looking to hire a full time graphic artist, … send them a note to see if they need anything done in the meantime – if you can support them with any of their current projects until they hire the right person.

EXAMPLE - My Father did this – about 2 days after he retired he got bored and started reading the classified ads… a company was looking for a Purchasing Manager, so he wrote and said that he could be available to help them in the interim… he got hired!  It’s been 11 years, and he’s still working for them!  And he’s supposed to be retired!  
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This is a very “proactive” on-line job approach.  You’re not sitting around waiting for these companies to contact the job sites and depending on them to post their job descriptions.  You’re being assertive, getting information about which companies are hiring… and which departments or lines of business are hiring, what the hot jobs are right now at these companies, and which skills are required .  
And if you start seeing a pattern of skills or training that’s required and you don’t have it there are a couple of things you can do.  So, let’s say for example, that you see that one of the companies on your wish list has a position or two open in… the Research Department, and that’s where you want to go – that’s where you REALLY want to go.  And you see that each position requires a PMP (which is a professional management certification to be a certified Project Manager), then you should step up and get your PMP.  Invest in yourself, and go get the training that these companies are wanting.  It will increase your chances of getting your dream job.

Another example… let’s say that these companies, or these potential clients, want some kind of experience that you don’t have.  I have three recommendations for you:

1. Is there a way that you could get it in your current position?  Maybe you find out that the position you really want also has a responsibility for some kind of finance management.  Controlling a budget of some kind.  Is there a way that you could get that experience in your current position?  Could you go to your manager today and say that you’re looking for ways to expand your skillset and ask if there’s a project that you could help manage and oversee the budget?  F

2. If not, then is there a way you could freelance to get that experience?  If you’re currently a marketing manager and you want to move to being a Marketing Director and you need experience creating a special kind of campaign, then could you freelance to get that experience?  Maybe you could pick up a small client of a business or a non-profit agency, and get that experience and use that experience to get job you really want, or get hired at the company where you really want to work.


3. If not, then could you volunteer?  For example, what about trade associations and civic organizations?  They’re always looking for great people to be on their committees.  The Realtors Association, the American Marketing Association, the Jaycees… So, could you volunteer your time with one of these groups to be on their “marketing” committee, or “finance” committee and get the experience you need?

Okay, so those are three different strategies you can use to gain specific experience, or skills, or knowledge that’s necessary to get the job you want.  
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INTEGRATED JOB SEARCH STRATEGY:  OFF-LINE

Now, I want to talk about your OFF-LINE job search strategy.  And that includes… 
reading the classified ads in your local newspaper and trade publications.  
It also includes getting out and meeting with people in your targeted industries and targeted companies.  I recommend going to one or two events per week.
BUT IF YOU”RE READY For a Career Change RIGHT NOW, then every Friday, every single Friday, I want you to schedule into your calendar 30-minutes every single Friday to go into your own “career think tank” and think about what you’re going to do to manage your career for the following week.  Use the time to figure out which networking event you’re going to attend for the next week.  Some examples includes:

· A Conference
· A speaking event
· Trade Show

· Association meeting or luncheon (IABC, PRSA, AMA, organization like the Jaycees, or the 20/30 Club)
· You could also set up an informational interview

· Or set up Breakfast, or lunch, or coffee with someone from your company wish list… or someone you know who could potentially introduce you to someone who works at a company on your wish list.  
· Another thing you can do is check out some of the professional networking sites and register yourself on AT LEAST two of them… it’s a great way to network and build up your professional network on-line -
So let’s say that there’s someone that you really want to meet… maybe they work at the company where you want to work, or you want as a client… or maybe it’s someone who has the type of position that you want to move into… or maybe it’s someone who’s well respected within the industry that you want to move into… and you just don’t have a connection, and you’ve tried to work through your current professional network to find someone who could introduce you to that person – but you just can’t find anyone.  So what do you do?

Try to get introduced through your professional connections, or try professional networking sites such as (and these are listed in your e-Workbook… 

http://www.linkedin.com/
http://www.zoominfo.com/
http://www.ziggs.com/
http://www.jigsaw.com/
http://www.spoke.com/
http://www.ryze.com/
http://www.zoodango.com/
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If this doesn’t work then try to find out which events that person will be attending any association meetings or industry events.   Maybe they’re going to speak somewhere, or be a panel member at an upcoming conference.  Try going to those same events or conferences.  
The MESSAGE you should be sending – WHAT YOU WANT TO SAY

1. Be prepared to make a great first impression when you do meet.  Make sure you can talk about their latest marketing campaign or product launch, or how the company opened a new store… talk about something POSITIVE that’s going on in the company.  

2. The goal is to create a connection or establish a relationship with them.  The goal is not to start asking about any job opportunities.  Let me say that again, the goal is to create a connection or establish a relationship with them.  Try to get their business card and then follow-up by forwarding them a piece of information you think they might be interested in… such as an article, or a report, a press release, a website.  The message you want to send isn’t… I’m someone who’s looking for a job.  The message you should be sending is… I’m a successful professional – I’m well connected, I’m resourceful… I’m someone YOU should get to know, or have working on your team.  
3. Then, once the door is open, then you want to start talking about some assignments or projects or campaigns that you’ve worked on that have been successful.  Talk about your role and what the results were.  Be enthusiastic about your accomplishments.  And people will naturally gravitate towards that enthusiasm and that passion.  
4. And then, when the time is right, and you’ll know when the time is right, then you can drop a hint that you’re looking at “other opportunities”, and believe me, if they know of any in their company – they’re going to let you know.  Or they’ll at least offer to send your resume to someone in HR.

So start nurturing your relationships.

There are always things you can do to put the wheels in motion to start advancing your career.  But when it comes to achieving a meaningful and purposeful career, it’s up to YOU to be proactive and make it happen.  
Now, we’ve talked about how to create your own integrated ON-LINE and OFF-LINE JOB SEARCH STRATEGY, and what you can do to really take charge of your career change, and not just sitting by the phone waiting for it to ring.  
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Okay, here’s another question for you… we all know that NETWORKING is really important when you want to switch careers… but do you need to network with the whole wide world?  

No.  that takes too much energy.  You need to NETWORK STRATEGICALLY which takes us into AGENDA ITEM #2… 
How to Network Strategically.  

The ultimate goal of your career, whether you want to be employed by company, or you want to work for yourself and have clients, either one… the ultimate goal is still the same… and that is to work with people who recognize and appreciate your contributions.

You want to feel that your talents are “valued” by the people you work with.  So you need to find those companies, or those clients who “need” someone and “value” someone with your skillset, your experience, your personal characteristics (maybe you’re a good leader, or a great planner, or highly creative, highly dependable, a risk taker, maybe you’re good at resolving conflicts) … whatever your personal characteristics are… you want to work with people who recognize and appreciate the “value” that you provide.

That’s the reason I’ve stayed at my current place of employment for 8 years.  That’s the reason a girl with a degree in broadcasting can be happy in a high tech world.  I created a strong network around me of senior managers, peers, and subordinates, and we all truly support each other.  We respect and value each other.  I feel like a fish out of water when it comes to high tech, but the dynamics of the people, the professional network that I’ve created, that support infrastructure – it just works for me.  That’s the main reason I continue to work there.  
So, we’re going to talk now about building YOUR professional network.  You may remember I said in the first session that I break down getting a job, or gaining a new client, into a TWO PART process:  Part One is getting your foot in the door and getting an interview – or a FIRST MEETING with a client.  And PART TWO is making the sale, or getting the job offer.

So, to INCREASE YOUR ODDS of getting an interview, or getting a FIRST TIME meeting – you really need to network.  You really never know WHERE your next job is going to come from (or WHO your next job is going to come from.)  So you want to have a strong professional network and constantly be nurturing and expanding that network.  
So let’s talk about NETWORKING STRATEGICALLY...
No matter where you are in your career, whether you have just a couple of years of experience or 30-years of experience, or if you’re between jobs right now … in order to be successful in your career, and be “proactive” it’s critical to have a strong support system of what I call – career influencers.  Career influencers are people who could potentially help advance your career.  They could potentially hire you, promote you, introduce you to a potential client, or just open doors to new opportunities.
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So I encourage you to think about your current professional network and try to identify-

4 types of people (career influencers) who must be in your professional network

1. Those who can evangelize your talents and accomplishments to others. They’re familiar with your work, and they speak positively about your work, accomplishments, and the value you provide.  They are living testimonials who can recommend you to other managers or clients. They are your personal public relations representatives who give you visibility and exposure to other career influencers. 

So what I want you to do is… identify those managers, clients, peers, colleagues, past employers, and potential employers who have praised you for your work.  Maybe they’ve complimented you on being creative, or a strong project manager, They recognize that you have some unique or specialized talents. 

2. Those who currently hold, or have had, a position you desire. They can be career mentors or advisors to you. They can give you advice on the skills and personal characteristics that it takes to be successful in that role. They can offer guidance on your career path or share their steps in reaching that position. They may even give you insight into the professional challenges they faced and specific strategies they used to overcome those obstacles. 


So I want you to think for a minute - Who do you admire professionally? What were their career paths in achieving success? Think about your current and past work associates and business connections, especially those who really impressed you. Could they be a mentor for you in some way? 

I believe that we’re drawn to people who inspire us, who motivate us.  We meet millions of people throughout our lifetime, but we really only have a special connection with just a small few.  And if you have that connection with someone, then I think it’s for a reason.  So, be cognizant of who’s in your professional network, and who comes INTO it.  Make a point to reach out to get to know them.  Invite them to have lunch, or coffee, or a drink after work, etc.  The point is to strengthen your professional network. Nurture it and good things will happen.

3. Those who can teach you a new skill. They are experts in their fields and possess specialized knowledge or experience to help you reach your career goals.  Example: Intel
   

4. Those who, just by working with them or being associated with them, can strengthen your personal brand. Simply by sitting on a board of directors with a well-respected industry expert, or reporting directly to someone well positioned in the company, or winning a new client who is admired within the community could give your personal brand a boost. 
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I spoke at a conference last month in Arizona, and I met another speaker and I liked her.  She just impressed me.  She was sharp.  And I don’t know what she can do to help me further my career, I don’t know if she can do anything(!) but I put her on my list.  I want to reach out and connect with her.  I want her to become part of my professional network.

One of the great benefits of creating your own networking strategy like this is that it shifts your mindset.  It puts YOU in the drivers seat of owning your own career.  It also creates opportunities, and gives you MORE CHOICES for your career.

Let’s say that you like the company where you’re currently working, but you want to move up to that next level, or into a different department, then “networking” is crucial!
Every company has an inside network of influencers who are well positioned within the company. Their ideas are accepted, their projects are funded, and they are on the fast track in their careers. Identify who those influencers are. Keep your eyes and ears open. Listen in meetings. Who are the influencers within your company? Who is talking about ideas? Who is talking about how to grow the business? Influencers are easy to spot. They are well respected and usually well liked within the organization. They are movers and shakers, constantly helping to move the organization forward. Others ask their advice and ask for their suggestions. These are career influencers you should add to your target audience list if you’d like to move up within a company.  
Now think bigger. Who are the influencers within the industry? Attend professional association meetings, industry conferences, and business networking events. Meet the members, speakers, and those on the boards of directors. Join a committee or the board of directors of an association. The idea is to meet people who are successful in your chosen position or industry. Add them to your target audience list. Find ways to make connections with them to learn about their career paths, obstacles they had to overcome, best practices, and key lessons they learned. 

The universe is truly amazing. Once you begin identifying these career influencers, you will notice that you begin connecting with all kinds of people who can help advance your career. I really believe that because I have a target audience list of people who can be supportive and positively influence my career, the universe has connected me with the right people at the right time. I also have many clients who believe they were connected with me in the same way at just the right time.

I encourage you to think about your career, and more specifically, what you are putting into it and what you ultimately want to get out of it.  Whether you are struggling in your current position, seeking to advance your career, or looking to transition into a new role or company, your message should be clear and focused: you have something of value to offer a manager, client, or company.  And the key is to find an employer who recognizes, needs, and appreciates your value!  And in order to do that, YOU NEED TO OWN YOUR CAREER.  You need to take a proactive approach in managing your career, and getting into a career that gives you meaning, and purpose, and great personal satisfaction.
(877) 559-4533 toll free      (     www.CareerCoaching360.com
So what I want you to do today… RIGHT NOW… is to commit to making Friday’s your personal career day.  And blocking off 30-minutes right now on your calendar for the next 3 months – block off 30-minutes on your calendar to go into your own personal CAREER THINK TANK, and every Friday during those 30-minutes, you’re going to turn off your e-mail, and not answer your phone or your pager, and you’re just going to think about what 2 things you’re going to do the following week to advance your career. 

Can you commit right now to blocking off 30-minutes on your calendar every Friday?
I do!  I do that!!  Every single Friday, I block off from 8:30-9:00 for my own personal career think tank.  It keeps me thinking about my career, it keeps me open to new opportunities, and it just keeps me moving forward.  
Nobody else is going to manage my career.  And nobody else is going to manage your career either.  It’s up to YOU!
All right… let’s move onto 
INTERIVEWING SMART!!

I want to start with a question.  If you were in an interview right now, sitting there feeling that anxiety, feeling that kind of powerlessness… would it help you to know what your interviewer was thinking?  Would it help you feel like you were a little bit more in control of the situation if you knew what they were thinking, and what it was that they REALLY WANTED TO KNOW about you?

In my career I have been the one being interviewed, as well as the sitting on the other side of the table doing the interviewing.  And because I’ve been on both sides, and because I’ve transitioned into the television, radio, public relations, finance, retail, high tech and professional sports industries, I’ve been through a lot of interviews.  So, I know how exciting, nerve wracking, humbling and most of all intimidating interviews can be.  Interviewing brings so much anxiety mostly because it seems that the interviewer has so much power and you, the person being interviewed, have so little.  But there are things you can do to balance the scales of power.  

So, in this session of Career Change Boot Camp, I’m going to talk about “interviewing smart” and give you the insight, tips and strategies to help you ace your next interview.

Through all of my interviews there’s one thing I’ve learned – that most interviews are the same.  The have the same kind of ingredients, or elements, and if you can anticipate the questions, and understand what the interviewer is really looking for, then you have a greater chance of giving the “right kind of information”, and getting the job!  
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So, let’s break it down into 3 key steps.

#1, What the interviewer is thinking and what they really want to know about you!

#2.  What the “messages” are that you should be sending… through your answers, in how you’re dressed, and so forth.
#3.  the 3 key areas where you can  make a GREAT connection with your interviewer to help you get the job.
1. So, let’s start with #1 – what the interviewer is thinking… 
I’m a big believer in trying to understand where they’re coming from, and what it is they really want to know about me.  Because then, I can prepare and anticipate their questions, and we can have more of a productive interview… and get to the real goal which is to find out if I’m a good match for the company, and if the company is a good match for me. 

Keep in mind the fact that if you are applying for a job as an external candidate that the company’s management team doesn’t know you. They are not familiar with your work ethics, the quality of your work, or your commitment level.  Making a poor decision and hiring the wrong person not only results in extreme frustration and stress, but also can cause a company to lose a big project, an important client, or worse, marketplace share and credibility among industry leaders.

So hiring someone can be a very important decision.  And when you break it down, there are 5 things that your interviewer REALLY WANTS TO KNOW ABOUT YOU.
I. Can you do the job?  Do you have the skills, and the knowledge, and the experience to do the job?  I like these types of questions, because they’re very black and white.  They’re going to ask you about your experience to see if you can do the job. 

So, you can prepare for these types of questions by printing off the job description, and what I do is go through and take a highlighter pen and highlight all of the job requirements.  And there are usually 10-15 requirements around education, experience, and skills.  So go through and highlight all of them.  And be prepared to talk about your experience and skills with each of them.

I talked earlier in the Boot Camp about… what if you don’t have all of the 15 job requirements?   What if you have only 10 of them?  That’s okay.  It’s really very rare that someone matches ALL of the job requirements.  So you don’t need to be intimidated by this.  Take comfort in knowing that the other candidates interviewing most likely don’t have all 15 job requirements, either.

So let’s focus for a minute on those requirements that you don’t meet.  Look at your job description of highlighted requirements, and now take a pen, or a different colored highlighter and draw a circle around those requirements that you don’t meet.   
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Think about why each one SHOULDN’T be an obstacle for you to be successful in that position.

Is it because you’ve had a little bit of experience in that area, maybe not as much as they’d like, but you have enough to know the basics.  … and you have a solid understanding of knowledge in that area.
  
· For example, when I was hired at the TV station, they wanted someone with at least 2 years of experience and a video tape of their work.  I didn’t have either one.  But I told them about 6-month internship at a TV station, and that I was familiar with the culture and the quick pace and high energy.  And I knew how the production equipment worked, and understood the demands for tight deadlines and producing high quality videos.

Or is it because you have some previous experience similar to what they’re asking for… and because you’ve been successful in that “similar area”, you just know it won’t be a problem learning this new thing for the new job.
· For example, I have a mentor and she was just promoted in the company to a different department. And they asked her in the interview if she had experience with a particular system, and she said “no”.  No, she didn’t have that experience.  But she experience with another system, and because she was able to learn that system and be successful in that area, she had no doubts about her ability to learn this new system.  And she got the job.  She beat out 15 other candidates and got the promotion.
· Another example.  Let’s say that you don’t meet one of the job requirements, and it’s something completely new to you, like a new piece of software –is there a way that you could sign up for some training (either an on-line class, or a training session with someone who’s an expert) before your interview… so that when your interviewer asks about it, you can say that you don’t have experience in that area but that you’ve already signed up for some training so it won’t be a problem?

The key is identify those job requirements that you don’t meet – and prepare your answer for why it shouldn’t be a problem!  Why it isn’t an obstacle for you to be successful in that position.
And you should be confident in your responses.  It shouldn’t be just something you say to get the job.  You want a job that’s a good fit for you – so it you want the job, and you know you’d be successful in that position, then prepare for these questions, and practice saying your answers out loud so that you’re confident and assure of yourself during the interview.

So, question #1 that your interviewer is thinking, is very simple – can you do the job?  Do you have the skills, and knowledge and training to be successful in the position? Personally, I like these types of questions.  They’re very black and white.  Either I have the experience, or I don’t.  
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2. What "extras" do you bring to the position?  

For most job openings, about 90% of the work has been defined.  In other words, a hiring manager knows about 90% of the work that the new employee will be responsible for, but not the remaining 10%.  That is because they want to know, “What can you (the new employee) ADD to the position?”   What specialized skills or areas of expertise do you have that can ADD VALUE to the company? 
· For example, if you’re going for a job as a Pubic Relations manager, you may have experience in marketing or desktop publishing that might be valuable to the company.  Think about “extras” that you bring to the position and practice talking out loud about those special qualities.


I mentioned earlier in Boot Camp, that I was hired in another department because I mentioned that in my current position, I was Editor-in-Chief for their internal newsletter.  And I didn’t know it at the time, but the department who was hiring needed an editor-in-chief for their newsletter.  So, that was an “extra BONUS” skill that I had.  And it was because of that, that I was hired!

· So, before you go into your next interview, think about all of the skills that you have and pick out one or two that may be of interest to the company, or that department.  These are skills that aren’t listed on the job requirement, but their “additional” talents that you have that may be beneficial to the hiring manager.


· It’s extremely unlikely that you’d ever get hired on your “Bonus” skills, because the FIRST PRIORITY is to meet the job requirements.  However, once you talk through the job requirements, and reassure them that you have everything it takes to be successful in that position, then your BONUS skills may be what sets you apart from the other job candidates.  It may elevate you as the top candidate for that job.
3. Where are you at risk?

Every new employee is a risk to a company.  Whether it’s a specific requirement that you don’t meet, or a skill you don’t have, or potentially being overqualified for the position, or a potential risk for relocating, or potentially being sick or pregnant and at risk for taking a medical leave of absence, etc.  So, spend some time thinking about where YOU are a risk. 

 

A strategy that I like to use during the interview, is to beat the interviewer to the punch by stating where I’m a risk and then reassuring him why it won’t be a problem.   For example, when I was interviewing with my current company, I had six rounds of interviews.  During the final interview…I was interviewing with the VP of the division and my future manager, and the VP asked where I was a risk.  My future manager responded that my brother worked in the same division.  The VP then asked if I would be reporting to my brother, which of course, the answer was no.  You could immediately see relief across the VP’s face when he realized that the risk was identified, and that it really wasn’t a risk at all. 
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Most interviewers are not as direct as the VP, but the concern is still there.  The point is that you need to be able to discuss the area(s) where you are a risk and then immediately follow-up with why it 
shouldn’t be a problem. 
And by doing this… you’re stopping the interviewer from poking around in all kinds of areas on your resume and in your background trying to find out “where your problem area” is.  You’re being proactive in addressing your own risks.  

· Addressing your risks is also the reasoning behind the question, “Tell me about any weaknesses you have.”  When you are asked this question, I recommend that you respond by bringing up an area for improvement, but then quickly add what you are already doing to strengthen that skill.  

For example, you could say that in your last performance review you received an overall rating of “exceeds” expectations, but there’s one particular area that you’re working on strengthening which is “public speaking”  and you’ve joined a toastmasters group or you’ve signed up to take a class at a community college to to sharpen your skills (but only say this if it’s true!)

This approach shows that you are serious about your professional development and take the initiative to grow and improve your skills.       

 

4.  The FOURTH thing your interviewer REALLY WANTS TO KNOW ABOUT YOU is… Does the interviewer like you?  Will you fit in with the corporate culture?


So the interviewer might start asking you questions about your work ethics, or your management style, or your life outside of work.  They’re just trying to understand more about you.  I like these kinds of questions.  They’re more conversational in nature.  This is an area that you really cannot take personally.  Either the culture and the team are a good fit for you, or they aren’t.   And, it is better to know up front during the interview, than to have a pit in your stomach every day as you walk into your new office.

 
I was once interviewing with the VP of Sales at a TV station.  After 1 ½ hours of interviewing, I really couldn’t tell if he wanted me or not for the position.  So, I simply asked, “Do you think I would be a good fit with your team?”  He told me that he didn’t think so because he allows his team to vent, kick the garbage can and curse like sailors in the office since they get beaten up outside of the office so much.  I appreciated his candor because the reality is that I would not be happy or successful in an environment like that. 

During your next interview, be prepared to discuss your professional style and work ethics.  Your interviewer is trying to get a clear picture on whether you would be a good “fit” for her team.  
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5.  The FIFTH thing your interviewer REALLY WANTS TO KNOW ABOUT YOU is… Will you be able to work out the compensation/benefits package?

This is usually the final and perhaps one of the easiest areas to determine if you are a good match for the job role.  Be prepared to talk about the SALARY RANGE that you are expecting.  I don’t recommend giving an exact salary since the benefits package almost always includes room for negotiating vacation days, stock allowance, bonus payouts and starting salary.  But you should be able to give a salary range that is acceptable.

 

Okay, so those are the five things that are really going through the mind of your interviewer, and what they really want to know about you.  So that information should help your mindset and help you prepare for your next interview.

Now, I want to talk about YOU and the message that you’re going to send during the interview.  The 2nd item on our agenda is to make sure you send the “RIGHT MESSAGES”.
The goal is to have a career with a company that values your strengths, talents, and accomplishments. So, if you have the skills for the job the message you should be sending is that you have a PROVEN skillset of experience, training, and knowledge, and that you consistently deliver high quality and results. You need to send this message in all your networking opportunities, resume, and especially during your interviews. 

I’m one of those few people who actually enjoys interviewing.  Everyone thinks that the person doing the interviewing has all the power – but I think just the opposite.  I think that you, as the person being interviewed have all the power because you get to decide which information to share.  You determine what it is you really want to talk about and what you want the interviewer to know.  So I’m going to give you some ADVANCED INTERVIEWING TECHNIQUES.
Now, I want to talk for a minute about what you’re going to say during the interview.  BEFORE you walk into any interview, you should already have some pre-selected “Career Success Stories” that you’re going to talk about.  These are career highlights that showcase your skills, and strengths and areas of expertise.  
Telling a great "story" that highlights your career successes, key results, lessons learned – these stories are what give you a leading edge over your competition.  

Describe the situation, challenge and the results.  Speak about results in terms of dollars, percentages and numbers.  For example, if you led a sales team, don’t just say that you led a sales team that continuously beat its revenue goal.  That’s too vague.  Say that your team beat its revenue goal by 2-6% every month for six straight months which generated a total revenue of $1.7 million dollars.  State the results of your efforts – and state them in terms of dollars, percentages, and numbers.
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Then continue by talking about any specific challenges and how you overcame them.  Every team and projects has challenges.  The client asked for a ridiculously tight timeline… the project wasn’t meeting expectations… the team wasn’t performing and meeting goals…  Interviewers want to hear about how you overcame challenges.  

They want to know that if you hire you, can you meet the demands of the job?  How do you handle roadblocks, or challenges?  Okay, you were leading a team and they weren’t performing well.  So what did you do?  Maybe you hired an outside vendor to come in and give a class, or maybe you led a teambuilder to build morale, or maybe you had 1:1s with everybody to ask them what you could do to help inspire or motivate them…

It doesn’t matter WHAT you did, it’s the fact you IDENTIFIED a problem, and that you implemented a solution, and talk about what the result was.

Quantify the results in terms of dollars, percentages, or  numbers.  This shows that you are ACCOUNTABLE for your responsibilities, and that you take your job seriously and you’re RESULTS ORIENTED.  
This is how you can impress a hiring manager.  This is how you can stand out from your competition.  

Everything you do, and everything you say is sending out a message.  You are sending out tons of information about yourself through your answers, and the way you dress, and the way you present yourself.  

And that includes the way you speak, your dialect and the language that you use. It’s the way you dress, your jewelry, hair style, shoes, and make-up.  You know, I always thought that I dressed professionally, and presented myself well, but I had a big ah-ha moment that I’ll share with you…
I had just graduated college and was interviewing for a copywriter position at a prestigious advertising agency in Phoenix.  I was one out of more than 100 applicants to receive an interview, and I had made it into the final two.  The other finalist had four years of ad agency experience as a copywriter.  My only experience was about a six month internship at Ping Golf Clubs. But I had a portfolio full of creative ideas and concepts, a confident attitude, and a new black suit – so I was ready!  And I really wanted that job.
Although I was heartbroken that I didn’t get the job, I was surprised to learn the reason.  The partner who interviewed me said that it was a close call choosing between myself and the other candidate, but his final decision came down to the fact that I had a rather “cheap” looking portfolio case.   It seemed that even though it was filled with fresh and creative ideas, my brand new black, plastic portfolio case that I had bought for $14.99 was broadcasting that I placed little value on my concepts and the work that I had done.

So keep in mind, that people are always quick to judge on their first impression of you – but ESPECIALLY during the interview process.  
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You’re under a microscope with the way you look, and act, and what you say during an interview.  And that’s why it’s so important to PRACTICE.  Think about it, your career could take a 90-degree change, by getting hired with this company.  It could bring you loads of opportunities that you can’t even imagine.  So, you don’t want to “wing it”.  Those people who think, “practice?  I don’t need to practice.  I’ll just answer their questions…” are just giving away their opportunity to get hired.  They’re just handing over their future career to someone else… who’s prepared for their interview… and who can articulate what their strengths, and talents, and professional accomplishments are.

So, other messages that you’re sending out.  Did you arrive frazzled, or calm?  Are you together and organized, or scattered?  Remember, you’re going to be under a microscope so you want to clear your schedule, stop answering your cell phone, stop checking your beeper and your e-mails a minimum of 30-minutes before your interview.  Your priority, and your focus should be on your interview.  It could possibly be where you’re going to spend the next 10 years of your life, so it should be your priority.  This is a big decision for you.  
So arrive early, with a clear mind, and focus only on the interview.
Now, I want to talk about TWO MORE STRATEGIES to help you get the job offer. 
As you prepare for your next interview, remember that a hiring manager will choose only a handful of candidates to interview and they ALL HAVE ONE THING IN COMMON - every one meets the same basic skills requirements. 
So…WALKING INTO THE INTERVIEW YOU ARE “EVEN” WITH YOUR COMPETITION.  But there are TWO KEY AREAS where you can raise the bar and position yourself in HIGH DEMAND with the interviewer(s).   
1. RESEARCH.  Make sure that you are WELL EDUCATED about the company.  Learn about their history, and culture, and line of business.  You want to be knowledgeable and speak confidently about the company.   

Think about how would answer the questions, "What do you know about our company?" and "Why do you want to work for our company?"
    
Every interviewer wants to hear specific reasons.  So before every interview, do your homework and research the company.  Find out all you can from employees, your professional network of associates, colleagues and industry experts, as well as the Internet.  Type the company's name in Google or Yahoo and see what appears.  Learn about the company and their competition.  Visit the company's web site and download the latest press releases and annual report.  Read the company’s blog.  

Is there business on the upside or downside?  Have they expanded, down-sized, changed Sr. management, or recently bought any other companies?  How are sales?  How many office locations and employees do they have?  What is their corporate mission? What can you learn from reading their senior executives' bios?  Check their Jobs Online to see which departments are expanding. 
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And talk about what you’ve learned.  Employers want to talk about their companies!  They want to be excited about working for them.  So ask them questions – not to show off how much you know, but instead because you’re genuinely interested in learning more about them.  

5 Examples of questions you can ask based on your research…

1. "I recently read that… Does this have an impact on how you’re doing business?" 


2. "I did some research on this company and see that sales are up __%.  Could you talk a little bit about how that happened?"


3. "From looking at the company's web site, it looks like the corporate culture has a strong commitment to quality and customer service?  Is that correct?"


4. “I read in the Business Journal that the company down-sized last year.  Can you share with me how that has impacted morale within this department?”


5. “I saw that the company recently launched a new product (or bought another company, or opened a new store, etc.)  It seems like business is expanding.  Are there other plans for expansion (or growth)?” 

The goal should not be to impress anyone with how much you know, or to put anyone on the defense about the business strategy or direction that the company is going, but instead to simply show that you are well informed about the company. 

This kind of research should not only help you state SPECIFIC REASONS why you want to work for that particular company, but will help position you as the top candidate for the job. 

Now, finally, there’s one more strategy I want to share to help you get the job offer.

I’ve talked to hiring managers and executives in all kinds of companies, in all kinds of industries – and I always ask them, “Is there anything anyone can say during an interview that makes you want to hire them?”  And the answer is always “Yes!” and it’s always the same response…

THE ONE SINGLE THING YOU MUST DO TO IMPRESS A HIRING MANAGER and GET THEM TO WANT TO HIRE YOU IS…
BE PASSIONATE!  Be passionate about the job, and be passionate about the company!

Having the right attitude is critical.  A hiring manager can tell the difference between someone wanting a job, and someone wanting this job.  If you are not excited about the position, well then maybe you should ’t be interviewing for it.  
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Self confidence and an "I can do the job!" attitude are also important.  Most hiring managers are overworked and not looking to hire someone who “thinks” he can do the job.  They simply don’t have the time, money and resources to invest in a candidate that has too much risk.

I once was hiring for a position and it came down to two very well-qualified candidates.  I asked both if they could do the job.  One responded, “Yes, I think so!”, and the other responded, “Absolutely!”  Based on this one simple question, choosing the right candidate became a no-brainer.

So if you are confident that you can do the job and you want the job, then you need to say enthusiastically and confidently, “I can do this job.” Also, remember that there is a fine line between confidence and arrogance.  Confidence is a must.  Arrogance is a showstopper. 
CD #2 Review

Okay, I’ve covered a lot of information in this session.  And to review, I shared with you- 
· How to create an integrated on-line and off-line job search strategy.  I’ve talked about how to create a targeted list of job search engines that you like, and a targeted list of 3-5 companies that you want to work for, and ideas for how you can get connected with people who work at those companies – including informational interviews.


· And I’ve talked about how you can network strategically and the 4 types of career influencers that you should try to have in your professional network including:

1. Those who can praise you and talk about your successes to other influencers.

2. Those who have a position that you’d like to have

3. Those who can teach you some specialized knowledge or a specific skill

4. Those who just by being associated with them, can give your career a boost.

· The 5 questions going through your interviewer’s mind – and what they REALLY want to know about you including…

1. Can you do the job?  
· And what you should say about those job requirements that you don’t meet.

2. What bonus skills do you have?

3. Where are you a risk?

4. Do they like you?  Will you fit in with their culture?

5. Can you work out the salary and benefits package?

· What “messages” you want to be sending… and that includes all messages, non-verbal and verbal.  through your answers, in how you’re dressed, and so forth.
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· The 2 key areas where you can  make a GREAT connection with your interviewer –

1.  Research the company

2. Being passionate about the job and about the company.

In your next interview, be sure to focus on these strategies that I’ve just talked about.  Talk about your strengths, and your career successes, and some of the challenges you’ve had.  And focus on the RESULTS of your work.  

And I’m sure you’ll do great!!  I’m sure you’ll knock their socks off.  You can write to me!  Tell me how you did – send me a note at SThomas@CareerCoaching360.com.
I hope you found these career success strategies helpful.  These are what I’ve used to transfer into various jobs throughout my career so I know that they work.   Remember, as a thank you gift to YOU for buying this CD… I’m giving you a 20% discount on my Career Changers Toolbox which you can find on-line at: http://www.CareerCoaching360.com/CareerChangers1.htm
My personal “Career Change Toolbox” includes – 

**Professional and Executive Resume Samples & Templates                $299 value     

**Letter Samples and Templates                                                         $49 value

**Professional Resume Critique                                                          $179 value

**"Survive and Thrive in the Interview Hot Seat" Guide                          $89 value

**Career Coaching 360 On-line Newsletter annual subscription                $60 value

**"Know What You're Worth in the Marketplace" compensation guide       $49 value

…and these are the templates, and tools that I use when I want to make a career change  But it’s only good for the first 50 customers so you’ll need to place your order quickly!!   
Also, if you’d like any information about upcoming classes, products, or personal coaching, you can always visit the website at CareerCoaching360.com, or call me at 480-636-8899, or write to me at Service@CareerCoaching360.com
So thank you for joining me today. I hope you received some helpful information, and 

Here’s to wishing you the very best in your career.

Thank you, and good-bye for now!  
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