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		 	 	 “They	always	say	time	changes	things,	

	But	you	actually	have	to	change	them	yourself.”	
~Andy	Warhol	

	
About 10 years ago, I had a big AHA moment. I was going through the annual review process, and it hit 
me like a ton of bricks - I wasn’t challenged anymore. I looked around the company and I didn’t see any 
opportunities for growth or advancement. Even worse, I was certain based on my research that I was 
being underpaid. In a flash I saw that, while I loved the people and my employer, I didn’t love my actual 
job. I was in a career rut and knew I had to make a change. 

The signs were there. I’d started my own career as a career counselor for university students, and I’d led 
a recruiting operation. I knew what a career rut looked like. I’d been coaching clients in similar situations 
and heard myself saying the same things they would tell me. So, I recognized the red flags. 

Yet in an instant, I went from thinking “I need to find a new job,” to a complete mess. Even though I was 
a respected professional with a great résumé, I began questioning everything I’d accomplished. I 
thought, I don’t even know if my skills are still current – could I even find another job at my level? I love 
these people, I can’t imagine finding a better boss or a more generous employer. And what about my 
family? What about the kids? Changing jobs could mean changes for them, is this really the right time to 
mess with something that’s working? 
 
 
 
 

Within minutes I had talked myself into and out of 
the idea of looking for another job. 

And then I saw that those were just false stories 
I was telling myself because I was scared. 

 

 
 

Then more doubts set in but at the time, I buried all of those feelings, and I dug in – I took on some 
volunteer work, I ran a few half-marathons, and I slapped a smile on my face at work for a few more years. 
Until the voices in my head about leaving started yelling so loudly I couldn’t ignore them anymore. 
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Everything worked out, but I’ll tell you I still wish I had listened years sooner. And I don’t want 
that to happen to you. I was finally able to get out of my rut and take action to find a new role 
and set myself on a path to create a new life for myself and my family. I did this by crafting a plan 
and taking the advice I’d been giving my clients for years. That plan turned into a program that 
was so successful, I eventually started my own company, Avarah Careers. 

I’ve created the CAREER BREAKTHROUGH course to help people like you find real, lasting job 
satisfaction. 

I sincerely hope this workbook gives you some great guidance on how to get yourself from where you 
are to where you want to be in your career. And that means you can’t follow the playbook that 
employers have created. 

I want you to know that if you’ve started a job search in the past and gotten no results, it is not your 
fault. While you’ve had your head down, getting the job done, and taking care of your responsibilities at 
work and at home, the rules have changed and the way jobs are filled probably isn’t the way you 
remember it, even if it was just a few years ago. 

That’s why I’ve created this course. So read on – you’ll find some coaching to help you learn about yourself, 
some networking strategies and templates you can use right now to connect with anyone. Maybe even 
the person who can point you toward a great new job. 
 
 

 

A caveat about the information in this guide – it was originally crafted for the job hunter. Over time, 
however, I’ve found that it’s also been very useful for my clients who chose to start a business. So, take 
what you can use, and pass on the rest. 

This workbook is designed to address the gaps in your job hunting knowledge and remind you of things 
you already knew. So read on… 

WHAT YOU’LL GET OUT OF THIS WORKBOOK 

• How to craft an answer to “Tell me about yourself…” that will grab attention and 
interest 

• How to find people in the best position to help you with your job search and what to 
say to them 

• How to stop dreading networking, and begin to look forward to it 
• How to follow up on every connection you make with poise, confidence and a call to 

action. 
And so much more! 
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HOW TO USE THIS WORKBOOK 

This workbook is designed to be used in parallel with the CAREER BREAKTHROUGH 6-Module Course. I 
recommend going through the workbook in order, following your progress in the online course. That said, 
if you have an interview coming up, or an opportunity you want to respond to immediately – by all means 
skip ahead! Here’s what’s inside: 

MODULE 1 – YOU 
Who are you and what do you want?  
Exercises: 
Your Best Self 
The Ideal Job 
Tell Me About Yourself 
 
MODULE 2 – MINDSET 
Busting through fear and building confidence  
Exercises: 
My Fear Bullies 
My Limiting Beliefs 
 
MODULE 3 – CHOICE 
Do I want to work here?  
Exercises:  
Targeting Employers 

MODULE 4 – BRAND 
Your professional presence  
Exercises: 
Getting Feedback 
Brand YOU! 
Get Your Résumé and LinkedIn Job Search Ready 
 
MODULE 5 – CONNECT 
Meeting, talking, and asking questions  
Exercises: 
Your Champions List 
Career Breakthrough Strategic Action Plan 
 
MODULE 6 – EXECUTE 
Applying, follow up and negotiations  
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                   MODULE 1 – YOU 
Who are you and what do you want? 

  
What Are You Looking For? 

The first step to getting out of a career rut is knowing your answer to the question, “Who am I and what 
do I want?” These can be daunting questions for some of us, and yet the excitement and drive you’ll 
need to get out of your career rut are in your answers. The next step is being able to explain what you’re 
looking for to someone else with confidence. 

Answering these kind of questions requires looking inside and spending some meaningful time with 
yourself. If that makes uncomfortable you are not alone. That introspection can lead to some answers 
that other voices in your head won’t like. The answer may not be what your family thinks you should do. 
It may not be on the list of great careers touted in the media. Maybe your answer isn’t going to pay you 
the most money or offer you the most prestige. Those things matter, but not as much as you think 
because this is about who you are and what kind of work brings out your best self. 

Here’s what we know for certain: Work that is satisfying, work that plays to your strengths, and work 
that meets your needs is what really matters. 
 
 

The two biggest predictors of a poor job fit are: 
1. Failing to consider your fundamental likes, dislikes and needs 
2. Following someone else’s expectations instead of your own heart 

 

 

The workplace and employer expectations have changed dramatically in the last ten years. What you 
have actually DONE, what you KNOW, and how you SHOW UP in the workplace is what’s important - 
more important than following a specific path and marching down it until you retire. In fact, every day 
we see examples of people who step way off a typical path and actually improve their chances for career 
success in the process. 

The first step in your personal career breakthrough is to take a look inside and figure out when and 
where you are at your best, who you are, and what you want. The next series of exercises will walk you 
through that process. 
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EXERCISE #1 – Your Best Self 
 
GOAL: To gain insight into where you are, what you are doing, and how you are contributing when you 
thrive. In other words, what lights you up! These are the things that give you energy and are often also 
the things others appreciate most about you. 
 
In this exercise, you will create stories around your successful experiences that can be woven into the 
narrative of conversations you will have during the process of navigating your next career step. These 
stories will represent the skills, experiences and personal traits that establish you as the ideal candidate 
for a new role. 
 
To complete this exercise, you’ll want to first take a few minutes to consider various experiences or 
projects you’ve completed that stand out in your mind - work, volunteer, or personal. For best results, 
you’ll want to identify five to seven, but be certain to complete this for at least three experiences, and 
list them on the following pages. (Credit for inspiring this exercise goes to What Color is Your Parachute, 
by Richard Nelson Bolles and the work of the Crystal-Barkley Institute). 
 
Each experience will: 
 
1. Feel good as you describe it - it’s something that makes you proud, an accomplishment. 
2. Have a clear beginning and end. In other words, it started at a specific point in time, and then it 

ended. You are not describing a day-to-day work experience. Rather, you might choose a short 
project, or an assignment within a work experience, an event, a volunteer experience, or a personal 
achievement. 

3. Allow you to describe specific skills and characteristics that contributed to your success. 
 
Here are two examples of what this might look like: 
 
Example #1 
 

The Employer (if applicable): Blue Cross/Blue Shield 
My Role/Title: Customer Success Manager 
Brief Description: After training new customer service reps (CSRs) for six 
months, I noticed that they could benefit from more current examples of how to 
handle difficult customers. While our training materials were well-written, we 
had no video or audio to help the examples come to life. I thought creating some 
videos illustrating how to deal with conflict would be helpful, and although I 
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wasn’t sure I’d get support, I asked my boss what she thought of the idea. She 
liked it and encouraged me but made it clear I had to get my regular work done 
too. So, I invited a few of my colleagues to work with me. Together, the team 
identified three difficult scenarios to capture and add to our training program. 
Not only was this tons of fun, the new trainees reacted very well to the videos 
and they were rated higher in their initial performance when handling difficult 
customers. Splitting the responsibilities among us also made it easier for me to 
stay on top of my regular job. 

 
Example #2 

The Employer (if applicable): None/Me 
My Role/Title: Throwing my parent’s a 40th anniversary party 
Brief Description: I decided to do this with my siblings. We each took on a part of the 
job. My responsibilities were to locate a suitable venue for the party and engage a 
caterer. I did a lot of online research, consulted with people I trusted, and personally 
visited three venues. I also checked out four caterers. In order to make a good decision 
for all of us, I made sure all the siblings were aligned on budget and what the 
expectations of the food and the place were. That gave me the confidence to make the 
final decisions and negotiate the contracts. The event was a great success and everyone 
raved about it. 

 
Got it? Good! Now, beginning on the following page, identify 3-6 of your own achievements, they can be at work, 
or in a volunteer or personal capacity, and write a brief narrative of what you did, the steps you took, any 
challenges you faced, and describe the outcome. 
 
If you have any questions as you go through the exercise, please email help@avarahcareers.com. 



 

 
Copyright 2019, Sarah Baker Andrus, LLC, dba Avarah Careers. All rights reserved. 

9 

 

EXERCISE #1 – Your Best Self 
Step 1: MY KEY EXPERIENCES 

 

EXPERIENCE #1 
The Employer (if applicable): 
My Role/Title: 

 
Brief Description: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EXPERIENCE #2 
The Employer (if applicable): 
My Role/Title: 

 
Brief Description: 
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EXERCISE #1 – Your Best Self 
Step 1: MY KEY EXPERIENCES 

 
EXPERIENCE #3 
The Employer (if applicable): 
My Role/Title: 
 
Brief Description: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
EXPERIENCE #4 
The Employer (if applicable): 
My Role/Title: 
 
Brief Description: 
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             EXERCISE #1 – Your Best Self 
Step 1: MY KEY EXPERIENCES 

 
EXPERIENCE #5 
The Employer (if applicable): 
My Role/Title: 

 
Brief Description: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EXPERIENCE #6 
The Employer (if applicable): 
My Role/Title: 

 
Brief Description:
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STEP 2: MY SKILLS AND PERSONAL CHARACTERISTICS 
(a.k.a. What I can do and how I show up…) 

 
Now, you’re going to take a closer look at each experience and identify the skills and personal characteristics you 
used to accomplish each of the experiences you described. Continuing with the Blue Cross/Blue Shield example 
used above, here are some of the skills and personal traits we can identify: 
 
Employer: BC/BS 
My Role/Title: Customer Success Manager 
 
 

Skills I Used: Personal Characteristics Required: 
Innovation Creativity 
Problem solving Courage 
Communication skills, including presentations Persistence 
Conflict resolution skills Patience 
Project management Attentiveness 
Team-building Likeability 
Leadership Creativity 

 

 
Using the table on the following page, make this list for each of the experiences you described above. The 
objective is to get as complete a list as possible of the skills and characteristics you can offer potential 
employers, partners, and clients. Include everything that comes to mind and don’t worry about bragging – this is 
just for you. 
 
One thing you’ll want to watch out for is your specific contribution to the effort, particularly if you were working as 
a member of a team. So you’ll want to consider your precise role. If you worked on a project with a group, what 
part of the job did you do? You can acknowledge collaboration, teamwork, etc. while not causing confusion that 
you completed all aspects of the project. 
 
Begin your list using the table on the next page. 
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My Skills and Characteristics 
 
 

The Experience Skills Used Characteristics Applied 
Ex. Video Project at BC/BS Innovation Creativity 

 Problem solving Courage 
 Communication skills, 

including presentations 
Persistence 

 Conflict resolution skills Patience 
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STEP 3: WHAT I ENJOY 
 
Now, take a look back at each skill and characteristic in the table on the previous page and follow these 
steps: 
 

STEP 1: Put a star (*) next to each skill you enjoyed and next to each characteristic that you displayed 
comfortably. (For example, being a teacher requires the characteristic of patience. Only put a star next 
to patience if you displayed patience consistently and with relative ease.) 
 

STEP 2: Put a check mark (✓) next to those skills and characteristics you were good at. 
(Many of us are good at things we don’t enjoy.) 
 
STEP 3: Look at all of the skills and characteristics again and put a line or an X through each skill you 
really disliked, even if you were good at it. 
 

STEP 4: Put a line or an X through each characteristic that gave you trouble. 
 
When you’re done, list every skill and characteristic that has a star or a check mark next to in the table 
below. 
 
 

 
Job Skills I Enjoy 

 
Job Skills I Do Well 

 
My Work Characteristics 
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Congratulations! 
The process you just completed should give you a good idea of the types of skills you’d enjoy 
using at work, and the personal characteristics you have to offer an employer. And you should 
have a nice start on a list of things you do well. 
 
You will also identify, for your own knowledge, the characteristics and skills you may need to 
work on regardless of the job you want. It’s also not uncommon to find a few things you are 
good at, but really don’t like much - it happens! 
 
Before we move on, take a look at each of the three lists on the previous page. Is there anything 
missing? Add it now, and be sure to note where you demonstrated that skill or characteristic. For 
example, maybe you didn’t demonstrate your strong command of Spanish in any of the 
experiences above, but you are bi-lingual. That’s a skill you should list. Another example might be 
writing, maybe you have a personal blog and enjoy writing. Or you have other hobbies that 
demonstrate a specific skill. Add those to your list above. 

Use the results of this exercise to help you write your “Tell Me About Yourself” exercise that 
follows. 

Tell Me About Yourself… 
 
Who am I hiring when I hire you? Who is this person I’m introducing to a trusted colleague? 
You’ve asked me for a reference – what am I highlighting? I’ve asked you to tell me about yourself 
– what do you say? 
 

Oh, NO! 
Who am I? “So, tell me about 

yourself… 
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Take a moment right now and imagine this: Someone has just asked you some form of this question, 
“Good to meet you. So tell me about yourself…?” How do you feel? Anxious? Unsure how to respond? 
Not sure what to highlight or where to begin? If you don’t know how to respond to a question like “So, 
Sarah, tell me about yourself…” or “Jim said we should talk… How can I help you?” then the conversation 
is really over, isn’t it? 

Now, I want you to imagine that instead, you know exactly what to say. You’ve thought about it and 
crafted your response. You’ve practiced it and can deliver it confidently. You even have a follow up 
question in your pocket to keep the conversation going. I’m guessing the version where you’re confident 
feels much better, and together we’re going to get you there. Being prepared makes all the difference. 
 
 

When you’re asked to tell someone about 
yourself – and you’re prepared – 

It’s a gift. 
 

 

People generally ask this question out of real curiosity. They want to help make you feel comfortable and 
in most cases they are really trying to get to know you. Your job is to make that easy for them. That 
means telling them about yourself in a meaningful way that sparks a connection. 

The most effective approach for answering this question is to prepare statements that focus on what you 
want to say about yourself in that particular situation – an email introduction, an informal chat, or an 
interview. I’d figure out what skills I wanted to highlight based on the job description and then weave it 
into a quick story. Each of the following examples are possible responses to “Tell me about yourself…” 
depending on the situation. 

If you are in an interview or phone screen: 

I’d love to, John. As you can see from my résumé, I have a background in project 
management and planning and it’s work I really enjoy. My supervisors have said 
they appreciate my approach to organizing tasks, and assessing capacity and 
timelines accurately, while keeping the realities that real humans are involved in 
mind. 

One of the things that attracted me to this opportunity is the chance to build on 
my experience in those areas. I’m comfortable using a variety of online tools and 
software to streamline the project management process, particularly on cross- 
functional teams. So that aspect of the role really appealed to me. I’m curious, 
how has the team adapted to using MS Project? Are you happy with it? 
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Did you see the transition where I asked the interviewer for more information at the end of my 
response? That’s called a pivot. By doing that you can highlight you know the issues the role may 
face, and discover what other skills to highlight as the interview goes on. 

If you are at a networking event or similar situation where you’ve just met someone: 

Sure, I’ve spent the last several years working as an events manager for Hyatt 
downtown. My work has focused mostly on conferences, and of course weddings! 
I like the creative element and love working with clients to imagine what their 
event or special day might look like. Tell me about your work, I’d love to hear 
about you… 

Here I pivoted to a question about them so that I could learn more and see if there is a 
connection. Don’t hesitate to continue asking questions – it can be far more effective than 
speaking about yourself because these conversations can be the seeds of meaningful 
relationships. 

If you have requested an informal chat or informational interview (more on that later): 

I’d love to, Lisa. I’ve been working for a number of years in the insurance industry, most recently 
with Aetna. I started in customer service, moved into a training role, and now I’m managing a 
team in client support. It’s all been great experience. The reason why I wanted to connect with 
you is to find out more about your work and JP Morgan Chase specifically. I’m looking at a 
possible career change and I’m investigating options that might be a good fit for me.
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EXERCISE #2 – “TELL ME ABOUT YOURSELF…” 

This exercise is designed to help you craft your own response to “Tell me about yourself.” Who am I hiring 
when I hire you? Who is this person I’m introducing to a trusted colleague? You’ve asked me for a 
reference – what am I highlighting? If I’ve asked you to tell me about yourself – what do you want me to 
know? 

Who you are is a combination of your skills, your passions, and your personal traits, along with that 
special sauce that distinguishes you from everyone else. What’s the best part of you? To get at how to 
express that, consider these questions: 

1. If I met a few friends of yours and asked them to describe you to me, what would they 
say? 

 
 
 
 
 
 
 

2. When you imagine your ideal work day, what are you doing? Be specific and use action 
verbs. 

 
 
 
 
 
 
 

3. What three to five skills do you enjoy employing at work? 
 
 
 
 
 
 
 

4. What skill(s) would you like to do more of, or have the chance to develop? 



 

 
Copyright 2019, Sarah Baker Andrus, LLC, dba Avarah Careers. All rights reserved. 

19 

 
 

Now, using your answers to questions 1-4, write a statement about yourself in this format: 

If you are in an interview or phone screen: 

I’d love to. As you can see from my résumé, I have a background in 
  (what you have done or are doing) 
and it’s work I really enjoy. My supervisors have said they appreciate my 
  (what you are known for, do well). 

One of the things that attracted me to this opportunity is the chance to build on 
my experience in  (something 
you know is required in this new job). I’m comfortable with 
  (some aspect of the work) 
and I’d like to do more of that. So that aspect of the role really appealed to me. 
I’m curious, what’s the biggest challenge (or opportunity) with that work right 
now? (Or other pivot question focused on learning about the role to inform 
your next answers.) 

If you are at a networking event or similar situation where you’ve just met someone: 

Sure, I’ve spent the last several years working as  (your title 
or recent role) for  (your employer.) My work has focused 
mostly on (several job responsibilities.) I like the     
(1-2 aspects of your work that you enjoy). Tell me about your work, I’d love to 
hear about you… 

Here I pivoted to a question about them so that I could learn more and see if there is a connection. Don’t 
hesitate to continue asking questions – it can be far more effective than speaking about yourself because 
these conversations can be the seeds of meaningful relationships. 

If you have requested an informal chat or informational interview (more on that later): 

I’d love to, Lisa. I’ve been working in the  (name the industry) 
industry, most recently with  (current employer) I started in 
  (an early role), moved into  (another role), and now 
I’m   (what you are doing now) The reason why I 
wanted to connect with you is to find out more about your work and    
(their employer) specifically. I’m looking at a possible career change and I’m 
investigating options that might be a good fit for me.
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You can modify this response if you have been out of the workforce. 

For example, here’s what you might say if you’ve been a stay-at-home parent: 

I’d love to, Lisa. My background is in  (name the industry). Most 
recently I’ve been at home with my children and I’ve maintained my skills by (indicate 
how you are contributing by looking at your key experiences). The reason why I 
wanted to connect with you is to find out more about your work and  (their 
employer) specifically. I’m looking at reentering the workforce and I’m looking into 
options that may be a good fit for me. 

Or if you’ve been laid-off or let go: 

I’d love to, Lisa. My background is in  (name the industry). Most 
recently I’ve been out of the workforce and the reason why I wanted to connect with you 
is to find out more about your work and  (their employer) specifically. I 
want to be careful with my next step, and I’m looking into options that may be a good fit 
for me. 
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EXERCISE #3 – THE IDEAL JOB 

This exercise is designed to produce a benchmarking tool against which you will measure prospective job 
opportunities. While there is no single “ideal” job out there (well, it’s very unlikely!), it’s good to have a solid 
understanding of what we want that will help us understand what we can compromise and where we want to 
stand firm. 

As you complete this exercise, remember this is your ideal. This is not how you think you should feel, or what you 
think you should want. This is meant to give you a picture of the circumstances that will lead to enduring 
satisfaction at work. The chart below covers six areas to consider when thinking about your ideal job. Please use 
the definitions below to guide you, and make your own notes within the space provided. 

Skills: What are the skills you enjoy using regularly – not what you can do, but what you enjoy doing, and want to 
do more of and develop. E.g., writing, accounting, database management, supervision, sales, etc. 

Culture: What are the characteristics of a work environment where you will thrive? What is the structure of the 
organization? Is it formal or relaxed? How many hours do people work? What are the norms of interaction – do 
people go to lunch together? Are there activities beyond work? 

Pay and Benefits: How much money do you need to make (note a range)? What about benefits – think about 
everything from vacation time, to flexible schedules, tuition benefits, insurance, etc. 

Location: Where are you working? Is geographic location important? Are you in a city? The suburbs? What about 
your commute? 

People: Who are you working with most of the time? Are they customers? Peers? What do you like about them? 

Purpose: What’s the mission of the organization? What matters to you? Where do you want to have an impact? 
 
 
Fill in the information on the following page, using your own words. 
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EXERCISE #3 – THE IDEAL JOB 
 
 

SKILLS 
 
 
 
 
 

PAY AND BENEFITS 
 
 
 
 
 

CULTURE 
 
 
 
 
 

LOCATION 
 
 
 
 
 

PURPOSE 
 
 
 
 
 

PEOPLE 
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MODULE 2 – MINDSET 
Busting through fear and building confidence  

 
Does Any of This Sound Familiar? 

“I’ve been in my current role too long… who would hire me now?” 

“My skills are stale – I don’t know the new technology.” 

“Job hunting takes time – I’m too busy to do this right now.” 

“A job change will mean changes in other things – how will that work? 

“I always mess up in interviews.” 

“I don’t know anyone who could help me out with my job search.” 
 
Okay – glad we got all of that out! Maybe you see yourself in one of these thoughts, or you’ve got some 
other thoughts that have been keeping you from making a change. 

I stayed in the wrong job for far too long for reasons that I can laugh at today. But believe me 
they felt very serious and real at the time. For example, I worried that I wouldn’t find another 
boss who would let me off work if one of my children got sick. Taken to the extreme, I was telling 
myself that there was no other boss anywhere that would ever understand my needs as a 
mother. That is plainly not true, and just one example of how fears can lie to us. 

My clients tell me similar fears creep in about caring for aging parents, finding a great work 
culture, keeping a reasonable commute, etc. There’s no limit to the number and types of 
barriers that our brain, or well-meaning family and friends, can create to maintain the status- 
quo. 
 
 

Contrary to common fears – your next career move 
will not “make” or “ruin” your life. 
Because it’s not a forever decision. 

 

 

The truth is that as you go through this course, and complete the exercises here, these thoughts are 
going to come up. You want out of your rut? You want to get ahead and set a fresh course for your 
career? Set aside those concerns for now. If you’re scared, breathe and keep going. I’m going to walk you 
through this. 

 



 

 
Copyright 2019, Sarah Baker Andrus, LLC, dba Avarah Careers. All rights reserved. 

24 

 
There are two common situations that are a sign that we need a mindset adjustment. The first is 
catastrophizing and the second is negative expectations. 
 
Catastrophizing – And How to Stop It 

Catastrophizing is what we’re doing when we take one thing that happened in a specific instance and we 
draw global, permanent conclusions from that single experience. It can stand in our way and stop us from 
getting to where we want to be. And even once we’re there, it can mess with us in ways that keep us 
from achieving our goals.  

I see catastrophizing among my clients from time to time – most commonly after an interview. 
Here’s what that looks like in a real exchange with “J”: 

Me: How’d the interview go? 

J: I totally screwed up. I better just accept I’m never going to find a new job. 

It was now my job to ask “J” questions and get to the bottom of what really happened, how to recover 
and what lessons to take forward for the next time. So, I asked her, “Tell me exactly what happened?” 
Then I said, “I can see why you’d be troubled by that. But I’m not following your conclusion that you will 
never find a new job. Can you explain that?” That led to several more global statements about her skills, 
the job market, etc. We dove into each one and examined her conclusions. Finally, I asked, “So, if we 
could address X with preparation, take the lesson on Y and avoid that in the future, and change our 
approach to Z, would you agree that you will find a job?” Of course the answer was “yes,” and we had 
our plan to move forward. 

Each time “J” exaggerated what was going on, and fell back into catastrophizing, we reexamined her 
assumptions and got back on track. 

The good news is that you can do this for yourself in the exercise on the following page. 
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EXERCISE #1 – MY LIMITING BELIEFS 

Remember that catastrophizing is what we’re doing when we take one thing that happened in a specific 
instance and we draw global, permanent conclusions from that single experience. The result of 
catastrophizing over time is that we begin to establish beliefs that limit what we are actually able to 
accomplish. 

For example, let’s say you’ve been trying to get a promotion that involves a pay increase to more than 
you’ve ever made before. Or perhaps that next job you want will move you into six figures for the first 
time. What if somewhere in your mind, your dad’s voice is saying, “Watch out for rich people, you can’t 
trust them.” Or “People who make money don’t care about anyone but themselves.” Whether you 
realize it or not, that voice could be sabotaging your efforts to get ahead in ways you don’t even see. But 
the clues are probably there, and one of them is catastrophizing and here’s how to address it. 

Step 1 – Recognize that you’re catastrophizing. If you are making always/never statements like 
“I’m not qualified for anything,” or “This always happens to me,” etc. then you are doing it. 

Step 2 – If you are catastrophizing around a specific mistake, make note of what, specifically, you did that 
was such a colossal error. For example, “I spilled coffee on myself while waiting in reception. I’m such an 
idiot” Or, “In the interview, I forgot to mention the event management project I worked on. I always 
screw up the interview.” What is underlined is your perspective of what happened. It may or may not be 
true. The italics are you catastrophizing over what you perceived happened. Write down everything you 
think of below: 
 

Catastrophizing Statement Is this true? Underlying Limiting 
Belief? 

Other explanations and 
future solutions 

Ex.: “I’ll never find the job I 
want.” 

No I’m not good enough There are options I 
haven’t fully explored 

    
    
    
    
    
    
 
Step 3 – Look at the global statement and ask yourself, “Are you sure"?” or “Is that 100% true?” 
The honest answer is nearly always NO. In other words, it could be true you spilled your coffee. 
It is very unlikely, however, that you are truly an “idiot.” Write down your answer above. If your 
answer is yes, I would ask how that answer is serving you. In other words, what do you have to 
gain from believing this statement? If your catastrophizing voice is saying “The job I want isn’t 
out there,” how does believing that let you off the hook? What else could be going on? Could it 
be a parent’s voice in your head or some other limiting belief? 
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This is NOT easy work, it’s no fun to take a hard look inside at our assumptions and what the 
voices in our head are telling us. But this is how you break through the obstacles standing 
between where you are and where you want to be. 

Step 4 – Challenge your limiting belief. Write down all the other things that could be going on. 
What other explanations might there be? Is there a way you could address what happened 
now? For example, if you forgot to mention something in the interview, then yes, you can 
mention it in your thank-you note. If it’s partially true (and sometimes it is), say you are lacking 
in specific skills, you could get some additional training. 

Step 5 – If there’s no way to address it or get a “do-over” – like if you spilled coffee, or messed 
up someone’s name – then just note what you could do to prevent that next time, and take the 
lesson with you. For example, it’s always a good idea to review people’s names ahead and 
check out their LinkedIn profiles so you recognize them when you meet. You should also refuse 
coffee – and not just because it can give you the jitters! 

Step 6 – If you notice residual catastrophizing after you’ve been through Steps 1-5 (and you 
may), write down the statement you’re telling yourself, e.g., “I’ll never find a new job.” Ask 
yourself “Is that really true?” If someone said that about someone you love – like your best 
friend, or your child – would you let them get away with that? Surely not! So stop doing it to 
yourself! 

Take Better Care of Yourself 

Catastrophizing can also be a sign that it’s time to take better care of ourselves. If you’re 
drawing grand conclusions about who you are and what you can (or can’t) do from simple 
mistakes we humans make every day, it may mean something else is off. 

We’re especially prone to catastrophizing when we’re not getting enough sleep or when we 
need time alone or with a few select people we trust. Sometimes it can mean you’re not fueling 
your body properly, or there may be some underlying anxiety or depression to address. 

What to do with Negative Expectations 

There’s an acronym for fear, which is often the anticipation that something negative is going to 
happen. This is a human instinct that comes from the survival mechanisms our brain relies on 
when there is a real danger. Here’s how it goes: 

False 

Expectations 

Appearing 

Real 
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These false expectations can exhaust us and cause us to spend way too much time wrapped up in things 
that we can’t control. They can erode our self-confidence, and give us terrible anxiety. They can even 
lead us to be so distracted and concerned about the wrong things that they cause the very thing we 
were afraid of – the famous self-fulfilling prophecy is a very real thing! 

Anyone who knows me knows that I’m always cautioning against allowing negative expectations to take 
over. And yet, I know this is easier said than done. 

I recently saw a post on Facebook that upset me big time. It said simply “Gotta remind myself not to get 
excited about things that will never happen!!!!!” (Yes, those 5 exclamation points were all included.) 

My reaction went from, “Oh gosh, is she okay?” to hopping onto Google and reading some research 
around the impact of negativity on our lives. I wanted to share all the reasons why the young lady (a 
family member I care about) should consider a more “glass half-full” approach and of course, I wanted 
the citations to back up my argument. 

Instead, I uncovered something that was shocking, and exciting! There were several well-written, well- 
researched articles about the positive impact of a negative outlook. According to this very well-sourced 
article from the January/February 2018 issue of The Atlantic: 

“Decades of research have found that positive thinking isn’t always so positive. In some cases, 
pessimists fare better than those with a sunnier disposition.” 

What? How could this be? 

The Positive Impact of Negative Expectations 

It turns out that there are some ways that an optimistic, positive outlook can lead us into trouble. It’s 
not that positive expectations are themselves dangerous, but the rose-colored glasses can leave us less 
prepared for surprises. 

Imagine, for example, that you are wildly optimistic. You might be one of those people who doesn’t 
evacuate from the Kilauea volcano because you just don’t think anything bad could happen. Something 
like lava might have to be creeping up your front lawn to get your attention. 

In contrast, imagine the people who see danger around every corner. Yes, I’ll grant you that’s a rough 
way to live. Yet they are the people most likely to survive a disaster. 

All of this research made me think of Drew*, a client who saw nothing but closed doors and lost 
opportunities when it came to his career. We’d butted heads more than a few times over my concern 
about his negative attitude. How could this new knowledge about the positive impact of negative 
expectations transform his view of his possibilities? How could it transform yours? If you find yourself in 
a spiral of negative expectations, try the next exercise. 
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EXERCISE #2 – HARNESSING NEGATIVE EXPECTATIONS 
It turns out that by expecting a bad outcome you can help pave the way for a better one. Here are three 
examples of how that might work: 

1. Use your negative fears to help you prepare for success. For example, imagine everything that 
could go wrong in an interview. Write it down, e.g., there could be a traffic jam and you’ll be 
late, you’ll be wearing the wrong clothes, you’re unprepared for a question, etc. Now, next to 
each item, make a note of precisely what you need to do to make sure that doesn’t happen, like 
“allow more than enough time…” (Here’s a good interview prep list for your reference.) 

2. Are you worried that your résumé isn’t doing its job for you? How could you find out? You could 
run it by a career counselor at your alma mater. You could ask a trusted friend in your industry 
to give you feedback. You could look at the backgrounds of your peers on LinkedIn and see how 
they present themselves and their experience. Then edit your résumé and see if you get better 
results. 

3. Afraid everyone else is more qualified? Think about it, what if that were true? What steps could 
you take to address that and address your skill gap? What job might you be qualified for instead 
that you could take in the meantime? Where could you learn more? Who could help you? What 
would it take to get there? Write down everything you can think of that could possibly be done 
to address the situation. 

There are many other possible negative expectations – write them down and use the strategies above to 
address them. When you’ve finished this process, you are going to realize several things. First, the negative 
expectation in your mind is probably not quite as bad as you were thinking. Second, there are things, a lot 
of things, you can do to set yourself up for success. Finally, if you are going to choose to go down the rabbit 
hole of negative expectations go ahead, and keep going right through so you’ll know that you’ve done 
everything you can to avoid disaster. Chances are good that if you harness your negative thinking in this 
way, you could wind up with some very positive outcomes. 

All that said, there are some techniques for dealing with the fears themselves when you can’t simply dismiss them. 
It’s incredibly valuable to look at them seriously, not so they disappear – they likely won’t – but so that you don’t 
give them power over you. 
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MODULE 3 – CHOICE 
Targeting Prospective Employers  

 
Our goal in this module is to move you from what is likely a reactive approach to your job search to a 
proactive approach. And that means identifying the “universe” of employers you would like to consider. 

Rather than scanning job boards for roles in your field – although that has its place as you will see once 
we get to the exercises in this module – you’re going to focus on what you want in an employer. As you 
probably noticed when you completed the Ideal Job exercise, there can be all kinds of things you want 
from an employer. Some of them are objective and measurable (like location), and others require more 
digging. We’re going to start with the easiest part – what can we tell just by looking? 
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EXERCISE #1 – BUILD A TARGET EMPLOYER LIST 

OBJECTIVE: To build a list of 50-100 potential employers that fall within what you have benchmarked as 
criteria for your ideal job. They will: 

1. Engage workers who practice the skills you have to offer 

2. Offer pay and benefits that meet your needs 

3. Be in a preferred location and have an office environment that you’ll find comfortable 

4. Foster a culture that will allow you to thrive 

5. Employ others whom you would like to have as peers/colleagues/mentors/managers 

6. Pursue a pursue aligned with your values 

As mentioned above, we’re going to start with what we can easily determine, which means beginning 
with Steps 1-3 above. Here’s the process you should follow: 

STEP 1: Organize 

Create a spreadsheet with two sheets. Name one Employers and the other Jobs. On the 
Employers page, list the company name, industry, website link, and two blank columns for 
contact information and a column for notes. On the jobs page, list the company, job title, 
contact person, date of application, date for follow-up and a column for notes. Or you can use 
the one we created here. 
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STEP 2: Search it 

Here’s the exception “to don’t job search from your laptop!” So, hop on your favorite search engine let’s 
begin! 

a. Go to your local Chamber of Commerce and Rotary Club websites (it’s important to check both). 
Why these two? Organizations who invest in these memberships are generally investing elsewhere 
and care about their reputations. 

b. On each site, look for the list of member companies/organizations. It’s nearly always public and 
prominent on the site. The list might be organized alphabetically,  or by industry, or size. This is the 
hardest, most time-consuming part and you are going for numbers at this stage. If you can tell the 
size, start with the largest. Then go to names you recognized, even just by their local advertising. 

c. Once you’ve done this, visit the company websites and get a sense of their culture. This can be 
done by reading how they describe themselves. What tone of voice do they use? What images do 
they use? How does the site make you feel? DO NOT spend a lot of time on this – you can dig 
further later. Looking at the home page and “About” or “Mission” and noting if they have a 
“Careers” page is a good start. 

Add any companies you feel good about and you’d like to research further on your spreadsheet. If you’re 
unsure and feel like you could use more info, include those too – again we want to start with a large 
funnel! 

STEP 3: Job Board Research 
 
Now we are going to step onto job boards – for research, not for openings! If you see an opening that 
looks interesting, add it to the JOBS page on your spreadsheet. My recommendation is to focus your 
attention on the websites of the companies you identified in Step #2, and on 4-5 job boards. In no 
particular order: 

a. Indeed 
b. LinkedIn 
c. Glassdoor 
d. The Muse 
e. ZipRecruiter 

 
On the corporate websites, go to the “Careers” or “Jobs” page (it’s often linked at the very bottom of the 
home page, or at the top if they are always hiring). Review the jobs and note which ones, if any, are in 
your field, or a related field. Don’t worry if you don’t see anything of interest right away. Note job titles 
and key words that are relevant. 
 
On the job sites, plug in a few job titles or terms in your industry, and your ideal location (which should 
be within a radius you can live with). Review the snippet description and click into those that look like 
they might be interesting (either the job, or the company). You DO NOT have to look at every listing! 
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When you find an interesting company, add it to your spreadsheet. Where you find an 
interesting job, add it to the second sheet. TIP: don’t add just the link because it may expire and 
disappear. Add the link, the job title, the company, and a brief description of the job. If a hiring manager 
is listed, or a recruiter’s name, list that as well. 
 
There are a few important rules as you do this – these are designed to protect you from exhaustion and 
misdirection. 
 
First rule: Spend NO MORE THAN 30 MINUTES at a time on this exercise. You may choose to spend an 
hour or even two – but if you do, it’s critical that you take breaks every 20-30 minutes. Step away from 
the computer and do something else for at least 15 minutes. 
 
Second rule: Read the job responsibilities, but do not bother yourself with the job requirements unless it 
really, really, truly, truly looks like a great opportunity and you want to apply. If that’s the case, add it to 
your JOBS page, and read ahead here to Module 6 for application guidance. The reason is we don’t want 
you getting discouraged before you even begin, and remember this: the chances you will actually be 
invited in for an interview strictly from an online application are remote – why neg yourself out for 
nothing? 
 
Third rule: If the company is new to you and you have not already done so, go to the company’s 
website and do a gut check. If it passes, add it to the list. 
 
STEP 4: Repeat, repeat, repeat… 
 
Targeting employers is not a “one and done” activity. As you meet people, ask about where they work. 
As you encounter names of new organizations, look into them and add them to the list if they seem like a 
good fit. 
 
You’ll want to be devoting at least an hour and no more than three (see above!) to the job 
board/corporate website search each week. 
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MODULE 4 – BRAND 
Résumés, LinkedIn, and Your Professional Brand  

 
Now that you have a good idea of who you are and what you want, it’s time to ensure how you 
present yourself to others is consistent and professional. This means that the image you convey on 
your résumé should match the image on your LinkedIn profile page, which should match the “you” 
I meet in person. And that means having a clear “brand.” 
 
David Ogilvy, the “Father of Advertising,” defined brand as “the intangible sum of a product’s 
attributes.” The Dictionary of Brand defines brand as “a person’s perception of a product, 
service, experience, or organization.” 
 
Marty Neumeier, author and speaker on all things brand, defines brand by first laying out what 
a brand is not: “A brand is not a logo. A brand is not an identity. A brand is not a product.” 
Neumeier goes on to say that “a brand is a person’s gut feeling about a product, service, or 
organization.” 
 
 

The worst thing anyone could say about your brand 
is that it’s undefined or inconsistent. 

 

 
 

As someone looking to advance your career, the key here is that your brand is a feeling that others get 
about you. There are not good brands and bad brands, in fact, the worst thing one could say about a 
brand is that it’s undefined or inconsistent. So, we begin our discussion of your brand with a question: 
 
What impression do you want me to have about you? 
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EXERCISE #1 – DEFINING YOUR BRAND 

Think about your favorite brands. Are they edgy? Reliable? Bold? Fun? Luxurious? Outdoorsy? 
There are probably dozens of ideas coming into your mind when you consider your favorite 
brands. In this exercise, we’re going to do the same thing for YOUR brand. Take a look at the 
questions below and respond. 
 

1. What adjectives do you want to convey to others as a job candidate? 
 
 
 

 
2. Go back to the characteristics you identified about yourself in Module #1. Which of  

those traits might define your brand? 
 
 
 
 

3. How do friends and family describe you? 
 
 
 

 
4. What terms or feelings would you want others to have when they think of you? 

 
 
 
 
 

From your answers above, choose 3-5 defining words that identify you at your best, and list 
them here: 

I am … 

1. 

2. 

3. 

4. 

5. 
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Your Résumé 

Your résumé is best looked at as an advertisement, and the product being sold is you. That’s why we 
began in this module with a discussion of your brand. When crafting an effective résumé, there are 
several important things to consider. Perhaps the most important is that it is an advertisement and it’s 
meant to do what every ad is meant to do: Create interest. Ads alone rarely inspire a purchase and they 
rarely provide information or tell the whole story. Rather they convey a feeling; the best ads inspire a 
desire to know more. 

The same is true for a good résumé. The best résumés build curiosity, they don’t try to answer all the 
questions. Yet, that’s the most common résumé mistake – trying to put everything that you’ve ever done 
on a single page, or maybe two. Wrong, wrong, wrong! 

Instead, think of your résumé as a teaser, an enticing introduction, to you. Tell me just what I need to 
know, in a way that I recognize, in a way that feels good and familiar, and make me want to know more. 

To do this, you want to take your lead from the opportunity you are looking at – and that’s why you have 
to get away from the idea that your résumé is ever “done.” In fact, the best résumés are dynamic, easily 
tweaked, and adjusted for the situation. 

Your résumé should reflect: 

1. Your brand 
2. Your industry 
3. Key words/technology/terms for the role 

If you are graphic designer, for example, your résumé can be an example of your work, and convey 
creativity while referring to key terms in that industry like vector illustrations and Adobe. An 
accountant’s résumé, on the other hand, would present a more conservative image with key terms like 
GAAP, income statements and balance sheets. 

Common Résumé Questions & Answers  

Q: How long should my résumé be? 

A: The key to any résumé is that it be easily scanned, with plenty of white space. If you have less than 10 
years’ experience, you should be able to create a good résumé in one-page. The exception would be if 
you’ve had many jobs (>5) or many honors and achievements. If you have more than 10 years of work 
experience, a two-page résumé fine. One solution is to list your honors, achievements, leadership and 
volunteer activities on a separate addendum page that is formatted to match your résumé. 
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Q: How far back should I go? 

A: Current best practices say you only have to go back 10 years because the world of work in most 
industries is changing so quickly. An exception would be if you have meaningful and relevant experience 
further back that isn’t reflected in your more current work. 

Q: What format is best? 

A: It depends! If you are staying in the same industry, stick with a chronological résumé that begins with 
your most current role and goes back in time. If you are transferring your skills to a new industry, 
reentering the work force, or have gaps in employment you may want to use a functional résumé that 
organizes your experiences by skill areas, and includes just the basic details of your specific work 
experience. 

Q: Do I have to include every job? What if I don’t want anyone calling a previous employer? 

A: If you were there more than 6 months, include it. Otherwise you’re going to have to be prepared to 
explain the gap. If you were fired or had some other conflict, it’s best to be prepared to answer that 
question. You NEVER want to lie, or mislead on your résumé. Assume they will check and you will be 
caught. 

Q: How do I handle a gap in employment? 

A: The best place to handle a gap in employment is in the cover letter. Work on a statement that is true, 
positive, and confident. Get input from people you trust to get a gut check on how you present it. You 
can also include volunteer roles to fill the gaps in your résumé if they were significant (just be sure to 
identify them as such). 

Here are two résumé examples along with some additional thoughts. The first is a standard résumé style. 
This format works for someone with considerable experience who is looking for a traditional 
company/role. I’ve presented as one page, but it works equally well on two pages. 

The second is what I call a networking résumé. It is designed as a one-pager to highlight your background 
and achievements. This format is perfect for informational interviewing or networking. Use caution, and 
do not use this style for online applications because many application tracking systems will be confused 
by the formatting. 
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Summarize experience when 
you have several roles within 

the same company 

Great place for 
career 

achievements 

Strong statements 
about what you 

offer 

Key words that 
define who you 

are 
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LinkedIn™ 

LinkedIn™ is known as THE place to present your professional identity. It allows you to build and engage 
with your professional network, and access knowledge, insights and opportunities in your chosen field. 
From my perspective, you can’t conduct a solid job search without it – it’s indispensable for networking, 
and has become the go-to place to find jobs that don’t hit standard job boards. 

Perhaps most important, recruiters live on LinkedIn™. When they receive your résumé, they hop on 
LinkedIn™ to check you out. How big is your network? What groups and associations are you involved 
with? Who do you follow? Do you post new content yourself? Is what they see on LinkedIn™ consistent 
with what they see on your résumé? 

I’ll be covering much of this in the Module 4 video, with screen shots to show you exactly what 
to do. In the meantime, however, here are some things to watch out for: 

1. The most valuable space on the page is your “headline.” LinkedIn™ automatically fills this with 
your current or most recent job title. Not good. Instead you want to edit it to feature search terms 
recruiters might use to find someone like you. 

2. Be sure to include a professional headshot from the shoulders up. Avoid cropping yourself out of 
a group photo that leaves a random hand around you! 

3. Include a banner image that reflects your interests or something that conveys your brand. Canva 
and Pinterest have hundreds that are perfectly sized to choose from and most are free. 

4. Make sure to use the feature that “pops up” employer logos when you begin to fill in your current 
and previous employers. It looks better than the grey icon that fills in if you don’t. 

5. Be certain that your work experience is complete and parallels the details on your résumé. This is 
a great place to go back further than you might include in your résumé. 
 

Using the LinkedIn™ Summary 

The LinkedIn™ Summary right under the banner is a great place to share what you offer potential 
employers, what you care about, and what you want others to know about you. Many people make the 
mistake of skipping this section altogether! It’s searchable – which means that when recruiters put in 
search terms they can only find you if you have relevant search terms (industry and role-based) in your 
headline and in your Summary. 

The most effective way to use the Summary section is to combine narrative text with bullets that 
highlight your skills and achievements. This is a great place to show a bit of your personality and let them 
know a bit about you too. 
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 LinkedIn™ Settings 

If you are looking for a new job, it’s likely that you have some concern that your current employer may 
somehow find out. There are some specific settings that LinkedIn™ offers to help protect you against 
that risk. 

You’ll want to go into the Settings section of your profile page and then click on Privacy. Of 
special interest to job hunters is the setting for “Sharing Profile Edits.” You’ll want to set this to “No.” 
That ensures that your network will not be notified when you make changes to your profile. 

You can also go into Job Seeking Preferences and decide if you want to let recruiters know you are open 
to opportunities. LinkedIn™ has worked hard to make sure recruiters from your current employer will 
not see you if you do this. 

In my experience, the other information LinkedIn™ allows you to share (career interests, etc) is not 
especially useful or productive. The reason is that recruiters generally prefer to find people who “aren’t 
necessarily looking.” I know, it makes no sense, but that’s just the way it is. Filling all of these sections 
may make you appear a bit too eager. 

That is also why you should completely omit any language that says you’re open to opportunities or 
looking from anywhere on your profile page! 
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                      MODULE 5 – CONNECT 
Meeting, talking, and asking questions  

 
 

Sitting at home and conducting a job search 
from your laptop is an exercise in futility 

 

 
 

Want to know what stands between most people and career success (however you define that)? Me too! 

That’s why I’ve spent much of my professional life looking at that question. I’ve watched candidates as 
they go through the job search process, and I’ve observed people who launch a new business and I’ve 
always wondered, “What makes the difference between the individual who thrives and the one who 
struggles?” 

I’ve concluded that – while it’s always been a piece of the job search puzzle – getting an offer today 
relies a lot on some sort of connection with people who can lend a hand. Which is why sitting at home 
and looking for work from a laptop doesn’t work. 

Building relationships does. In fact, LinkedIn’s research (February 2016) shows that 85% of people 
surveyed said they found their current position through someone they knew or through networking 
activities.  

 

 

 	

How Did They Find That Job? 

15% 

85% 

Through a Referral Online application 
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“It’s	not	about	who	you	know.	

It’s	about	who	you	choose	to	meet.”	
	
A Networking Mindset 

Great networking can happen anywhere when you’ve got the right mindset. That said, it’s still a 
challenge for many of us in that moment when we’re preparing to meet someone we don’t know well 
for coffee, or step into a room full of strangers. Most of us feel at least a little a sense of dread in those 
first few moments, and it can be especially difficult if we are new to networking, if our situation has 
changed, or if we’re uncomfortable talking about ourselves. 
 
People who are more introverted by nature may also have a difficult time, not necessarily meeting 
someone new, but managing their energy as they meet lots of new people in a short period of time. 
 
Regardless, the tips below can help you get into the right frame of mind before you jump in and mingle. 
Here’s the thing you want to realize and this is where your mindset steps in – when you network from a 
place of service and consider how you can help others you’ll have a lot more fun with the experience. 
 
 

When you network from a place of service, and consider how you can help 
others, you’ll have a lot more fun with the experience. 

 

 
This isn’t high school, and this isn’t a popularity contest. The winner of the networking game is the 
person who is able to effectively connect with others, ask great questions, make introductions, and be 
viewed as someone who gives first. 
 
Does that seem odd? It may, especially if you are feeling a bit desperate to make a job change or you 
want to fill a funnel of prospective clients for a new business. Or maybe you are young with limited 
connections and experience. You may be thinking “I’m not in a position to help anyone.” Well, I can say 
confidently that that is not true. It is also extremely negative self-talk that will keep you stuck right 
where you are. 
 
Whether it’s brightening someone else’s day with a smile, asking a meaningful question, or 
simply being friendly – you absolutely do have something to contribute. 
 
Another important point when it comes to mindset is to remember that you are in this for the long term. 
Effective networking isn’t about one and done favors. It is about relationship building. When you view 
this as a process, and you look at networking opportunities as just a first step in getting to know some 
amazing people you will feel so much better about it. 
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Finding Networking Opportunities 
 
With Google at our fingertips, finding networking opportunities is easier than ever before. Hop on your 
laptop or phone and check out: 
 
 

–Professional organizations 
in your field 
–Chamber of Commerce 
events Alumni groups 

–Rotary Clubs 
–Meet-ups of people with 
similar interests 
–Networks in your demographic 

 
 

Visit their websites, call their board members, and check out their calendar of events. Most of these 
organizations charge a nominal fee to attend, especially if they are offering food and/or a program. Pay 
the fee and forget about it. If you are job hunting and unemployed, the fee may be tax deductible (check 
with your accountant). Even if it’s not, keep the long view and realize you are making an investment in 
your career. You are worth it. 

You can also ask your boss or a trusted colleague for names of organizations they suggest you might get 
involved with. Companies will often provide financial support for your engagement in these 
organizations because they understand the professional development value of your involvement. But if 
the answer is no – do it anyway – in fact, do it for your own good because any organization that won’t 
support these types of activities probably isn’t an organization you want to stay with for very long. 

Pick a few to attend – look at it as a test. These are perfect opportunities to practice your “Tell me about 
yourself,” responses and see if there’s a fit. 

How to Open a Conversation 

I’m a big fan of going to networking events alone because it pushes me to reach out and makes it much 
more likely I’ll make a great connection, rather than hanging with a friend by the food. On the subject of 
food – if you’re starving grab a quick bite from the buffet, then walk away and stay away. Same thing 
with the bar. If you really want a drink, limit yourself to one. My choice is generally a club soda and lime 
so I can stay on top of my game.
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To get started, I like to look around the room for someone else who is on their own. Then I accept my 
butterflies, breathe and make my approach. Introduce myself and ask a simple question, like one of the 
choices below, to put us both at ease. Like this, “Hi, I’m Sarah Andrus (point to nametag – it helps set 
your name in their mind)… 

1. This is my first event with this group, how about you? 
2. Isn’t this a beautiful hotel, restaurant, day? 
3. Where are you from? (if it’s a conference, for example) 

 
Be sure to note the person’s name. In fact, it’s a good idea to repeat it and then you can continue… 

“So great to meet you, Jane… 
 
…What interested you in this event? 
…What have you heard about the speaker, panel, etc.? 
…What kind of work do you do? 

This is the first time I’ve 
come to this event, how 
about you? 

Oh really? It’s a great 
group. Let me 
introduce you… 
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Look, I’m barely 5” tall, even in heels, 

and if I can do this with everyone’s back to me - 
so can you! 

 

 
 
How to Join a Group of Two or More 

It’s inevitable that you’ll find groups of people chatting with one another at networking events. When 
you think about, it feels a bit like high school and walking up to a table in the cafeteria doesn’t it? So, 
don’t think about it. Remember that everyone is there for the same reason – to meet people! 
 
Simply approach the group, wait for a pause in the conversation and choose someone to make eye 
contact with. Then step up, and boldly say “Hi everyone, I’m Sarah.” Then extend your hand to the 
nearest person and introduce yourself, and continue until you’ve introduced yourself to everyone. When 
done say, “Good to meet you, how do you know one another?” That’s it. You’ll get more comfortable 
with practice, so practice! 
 
At that point, if you pay attention you may notice something interesting will happen. The group will shift. 
Some people will say their good-byes and take the interruption as an opportunity to go meet other 
people. That’s good thing, and you facilitated it. 
 
Ask Questions and Listen for Details 
 
With a mindset of service, the way we listen changes from “how can I get what I need,” to “how can I 
help this person.” This is a much more enjoyable and pleasant way of meeting people and when you try 
it, you’ll find that it calms you down. In order to be helpful, you’ll need to ask some questions, probe a bit 
and listen carefully. 
 
I’ve found that people are surprised – and even impressed – by questions along these lines: 
 

1. “That sounds like interesting work, Joe. What’s the biggest challenge you’re facing right 
now?” 

2. “What’s something you’d love to change about your work if you could?” 
3. “Where do you hope to be personally/professionally a few years from now?” 
4. “If I could wave a magic wand and make an introduction for you – who would you want 

to meet and why? 
 
You could probably come up with dozens more along the lines. The idea is to get away from drab small 
talk and into something that really matters to folks. 
 
I promise you, when you listen carefully, you will surprise yourself! You have opinions, you have insights, 
and you may find you have a helpful thought. Great, share it! But, let’s say you don’t. 
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The truth is that you may be even more helpful to someone you’ve just met by continuing to ask 
questions as they enter your mind. Things like, “what’s the hardest part of that?” Or “what would 
it mean if you could make that change?” Keep probing and asking questions and they’ll 
remember you as someone who truly cared and even helped them see their own way to an 
answer. 
 
How to Gently Walk Away 
 
Networking at events can mean you’ll find yourself talking to a person who is monopolizing your time. 
You could be fascinating, but it’s more likely that they are uncomfortable in the situation and you are 
their new security blanket. When you’re in this situation, please, don’t think you need to be “nice,” and 
stay in one spot for the evening. Instead, give yourself and your new buddy a chance to meet other 
people. Here are a few ways to do that: 

1. Excuse yourself by saying, “I don’t want to monopolize your time…” 
2. Say, “I set a goal for myself tonight to meet 5 new people, so I’m going to say goodbye, so nice 

to meet you…” 
3. Say, “I see someone I’d like to introduce you to.” Then make an introduction and move on. 

Making the Most of the Connections 
 
Here’s a hard truth: The success of a networking event is determined almost entirely by your follow up. 
This is doubly true when you are job hunting. A good follow up will be prompt, memorable, and include a 
call to action. 

Prompt means within 24 to 72 hours. Memorable means that you refer to shared interest, discussion 
point, or idea you’ve had for the person since you met. A call to action is a request for further 
engagement – a meeting, a lunch, a coffee, a chat. 
 
 

The success of a networking event is 
determined almost entirely by your follow up. 
This is doubly true when you are job hunting. 

 

 

So, grab those business cards you collected, hop on email and start reaching out. Keep your message 
short and to the point, like this: 

Hi Rachel – It was great to meet you at the Chamber networking event last 
night. As I mentioned, I’m hoping to transfer my skills into technical sales. 
Would you be open to chatting more about your work? I’m doing research on 
career paths and employers and would love to get your insights. How does 
next week look for you…? 
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Then offer a few alternative times – most people are up for grabbing coffee before work. My advice is not 
to suggest drinks after work, it can convey a confusing message and you want to be clear you are all 
business. Until of course you become friends, and you’ll be surprised how quickly that can happen! 
 
 

A good follow-up will be prompt, memorable, 
and include a call to action. 

 

 

Your next step is connecting on LinkedIn™. LinkedIn™ is the single most valuable professional 
networking tool available right now. Its power comes from the fact that when you connect with 
someone, you also connect with their network and they connect with yours. 

An important note: Be certain to use a laptop or desktop because the LinkedIn™ app on your phone 
won’t allow you to add a note when you click “connect.” And you always, always, always want to add a 
note. People are much more likely to connect when you do. Locate each person you met by using the 
search function. Visit their profile page and from there select the connect option. You will be prompted 
to “Add a Note” (this function won’t work on your phone, or from the list that LinkedIn™ populates). 

Your note can be brief, along these lines: 
 

“Hi Sarah, it was great to meet you last night. Let’s connect here so we can continue 
the conversation. ~Rachel” 

One last thing on following up… 

If you made a promise to provide an introduction or facilitate a connection make sure you do that 
promptly as well. The simplest way to do that is via email. First, make sure the introduction is acceptable 
to the person you have access to – for example, “Hi Lisa, last night I was at a networking event and met a 
guy in marketing who is doing some very innovative work with video. I thought of you and wondered if I 
could provide an introduction? Even if it’s not a good fit he had some great insights that could be helpful. 
Let me know and I’ll do an email introduction…” 

Then, once you have the go ahead, your email can be addressed to both contacts and provide some 
background on each of them – be as complementary and flattering as you can! This isn’t the time to hold 
back. Then step out, you’ve done your work and you can let them take it from there. 
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Taking the Conversation to the Next Level 
 
At this point, your next step is to reach out anew and begin to build the relationship. This is actually 
simpler than you may think if you keep an open mind. 

In this section, I’m going to share exactly how to engage with people who can help you uncover 
opportunities and introduce you to others who may hire people to do what you want to do. Just keep in 
mind that it is a process. Follow it step by step and you will see results. Leave out a step and you may find 
yourself disappointed, or in a job you don’t want. 

But, here’s a warning. This is where most people quit. Getting comfortable with these conversations is 
the singular differentiating action step between professionals who continue to advance in their careers 
and those who fall behind. The same is true for job changers and people starting a new business. 
 
 

Networking is the single biggest 
differentiator between people who advance 

professionally and those who don’t. 
 

 

People often quit here because the idea of reaching out to someone we don’t know well makes us 
nauseous. Because we’re intimidated. Because we don’t want to get rejected. Because we’re sure we will 
embarrass ourselves or do or say the wrong thing. These are all the same fears that result in too many 
people feeling stuck in their life. Don’t let that happen to you. Now is the time to step out there – and 
you know what you’ll discover? The truth is that once you’re prepared, these conversations are much 
easier than people think. If everyone knew how easy it is, more people would do it. 

So, don’t stop now, we’re going to dig for some GOLD! Prepare yourself to build an amazing resource 
that will give your job search, and your career, a foundation to build on for the rest of your life. I am not 
exaggerating. 
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EXERCISE #1 – CREATING A TEAM OF CAREER CHAMPIONS 
 

In this age of social media – Twitter, Facebook, LinkedIn, etc. – our ability to make a connection or get an 
introduction is easier than ever before. Perhaps you’re in a situation where you think, “Not me, I don’t 
know anyone who can help me in my world.” Or maybe after several years of work and nothing but 
work, you feel isolated in your profession. 
 
That may be. But, it doesn’t have to continue to be true. You’ve got options. 

First… 

Make a list of all the people you know in your sphere of influence. These are ANY people who you know 
or those close to people you know. This list includes people you’ve met at networking and professional 
events. If you are honest with yourself and don’t hit the brakes because of fear or negative self-talk 
(“They don’t have time for me,” “That’ll just be weird”), this list should number in the hundreds. The 
folks you identify don’t have to be local, and don’t prejudge who may be able or willing to help you. 
Brainstorm by using these thought joggers. 
 
 

Family, including extended family Friends, and parents and 
relatives of friends 

People you know from work & 
networking 

Teachers/ Professors Camp Counselors People where you worship 

People at the gym, yoga studio, 
etc. 

Neighbors People from clubs, community 
associations, and hobbies 

Service professionals you/your 
family use like doctors, dentists, 
accountants, hairstylists, etc. 

Your elected representatives - 
school board, county council, 
state reps… (They are paid to 
help you!) 

People who attended the same 
schools you did, alumni at your 
college alma mater, etc. 

 

You should complete this task all at one sitting. It may take about 60-90 minutes. It’ll be the 
best use of time you’ve spent on your job search. Put all of your work in an EXCEL or other 
spreadsheet document so you can update it regularly.  
 

Then… Add contact information (email, cell, location) to each name.  If you don’t have that information, 
make one attempt at getting it, then move on 

And… Add relevant details – like how you are connected (e.g. through Uncle Joey), and send them a 
personal note to connect with you on LinkedIn 

Next… Put a star next to every contact who works in your chosen industry, or one closely related 

Finally, highlight every contact who may know someone in your chosen field. 
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Congratulations! 

When you are finished, you will have created a powerful resource for your current job search, and for 
your career for years to come. These people can become your career CHAMPIONS – that means they 
like you and believe in you. They are people you can call on with questions, and people who will 
remember you if they hear about openings. They will be your advocates as you advance in your career, 
and they want to do it because someone did it for them. By the way, this document is never “done.” 
You’ll continue to add the names of people who you met at networking events and through mutual 
connections for a very long time. 

Now, Reach Out and Have a Chat 
 
What if you could talk to someone who is doing what you’d like to be doing one day and ask them 
anything you want? You could ask them how much money you could make. You could ask them how 
they got their foot in the door, what they studied, and find out if that mattered. You could ask them 
what they’d do if they were to get a job in that field today, and if they know anyone who could help 
you. How great would that be? 

 
 

Getting comfortable chatting with people about their careers, 
and sharing your goals will be the key to your job search. 

 

 

It is great! And now that you have your list of contacts, you can do it! 

While formally known as informational interviews, I’d encourage you to think about these conversations 
as a simple chat to learn about someone’s career or business. This perspective takes away a bit of 
anxiety and helps you see that while the chat is best when it’s scheduled, it can also happen on the fly, at 
a party, or any place you’re meeting people. 

Believe it or not, most people will be willing, even eager, to speak with you about finding work in your 
field. More than job sites, more than a great résumé, more than formal job applications, and on-campus 
interviews, getting comfortable having chats with people about their careers, and sharing your goals will 
be the key to your job search. It is the key because it feeds all the other pieces and makes the entire 
process flow smoothly. 

You can have these career conversations in person, over the phone, or even via an exchange of email 
questions and answers. That said, in-person meetings probably the best way hone your skills and build 
relationships, so just be sure you don’t limit yourself to the phone or email. 

There’s just one caveat… 
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Never request time with someone in a position to help you 
as a backdoor way of asking for a job. It’s a serious breach 
of trust and will ruin your relationship with the person and 

organization you manipulated. 
 

 
 

EXERCISE #2 – REACHING OUT TO YOUR CHAMPIONS 

Now that you have your list of Champions, the rest is simple. Put an hour on your calendar, sit down at a 
computer, and just do it. Everything you need is right here. 

STEP 1: Look at your Champions list and prepare to send a personal email to every name that is starred. 
(Recall that you should have starred anyone in your chosen field, or anyone who definitely knows 
someone in your chosen field) 

STEP 2: Write an email. The examples below include options for a phone call and an in-person interview. 
Either is appropriate, although an in-person interview is ideal. 

Your Subject Line is important and depends on how you are connected to the individual. If you know the 
person from your networking efforts, refer to the last section, otherwise… 

IF you know them personally your subject line is: 

SUBJECT: Can you help me out re: Ben & Jerry’s? 

IF they know who you are through others, your subject line names the person referring you 
and your relationship to them: 

SUBJECT: Quick question from Julia Miller’s friend 

IF they don’t know you, your subject line mentions the person who referred you like this: 

SUBJECT: Sarah Andrus suggested I reach out 

IMPORTANT NOTE: Write each email personally and send them individually. 
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The content of your email also varies according to your relationship with the person. For those 
you know personally: 

 

 

If you don’t know the individual: 
 

 
Hi Rob, 

(Friendly, personalized opening) I hope you and Jeanine are having a great summer so 
far. 

(Purpose of your email) After much consideration, I’ve decided to look for a new role 
that offers growth in digital marketing. As I prepare for the transition, I would love to 
chat with you about your experience. Could you spare a few minutes for a phone call to 
chat about your experience? Your insights and perspective would really help me out. 

(Request the meeting) I can do a call (use specific dates and offer 2-3 options, 
morning/day/evening). Or if none of those times work for you shoot me a few options 
and I’ll make myself available. I promise that I won’t take more than 30 minutes of your 
time. Thank you so much! 

Jason 

 
Dear Jim: 

(Introduce yourself and your relationship to the person referring you) My name is 
Maddy Compton. My friend Julia Miller may have mentioned that I was going to reach 
out to you? 

(Purpose of the email)  I’m presently working in commercial lending, but hoping to 
transfer my skills to economic development. (Mention why they are an especially great 
connection for you) Given your work with the Chamber, Julia said you might have some 
insights and suggestions for me. I was hoping you might be willing to spare a few 
minutes to meet with me to chat about your experience? Hearing your perspective and 
experience would be so valuable to me at this stage. 

(Request the meeting) I will be visiting family in Houston for Thanksgiving. Would it be 
possible for me to visit your office for a brief meeting, or perhaps we could meet for a 
cup of coffee at your convenience? I could do anytime, including early morning, on the 
23rd or 24th. I promise that I won’t take advantage of your time. Thank you in advance 
and I look forward to hearing from you. 

Maddy Compton 
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Now all you have to do is watch your email and respond immediately with one of the messages 
that follow. 

When they say yes: 
 

 

If they say no: 
 

 
 
 

Reaching Out on LinkedIn™ 

LinkedIn™ can be a wonderful resource for your networking efforts. In fact, it was designed to do just 
that. If you are like most of us though, you may feel some awkwardness around reaching out to potential 
connections there. Knowing what to say in various situations can help you get over that! 
 
There are several things to consider when you are reaching out on LinkedIn™. We covered making the 
first connection with someone you’ve met above, but what if you want to reach out to someone at an 
employer you’re researching? Or you want to ask for an introduction to someone to talk about a career 
choice you’re exploring? Here’s some language to help you with that… 

 
Dear Rob: 

Thanks so much for responding to my email and agreeing to speak with me. So, 
to confirm, I’ll call you at 3 p.m. ET on the 12th. What’s the best number for me 
to reach you? 

I look forward to talking to you then, 

Jason 

 
Dear Jim: 

I appreciate your reply, and completely understand that now isn’t a good time 
for you. 

Do I have your permission to follow up in a month and reconnect? I know that 
you’d have some great insights on economic development in the region. Thanks 
so much, 

 
Maddy Compton 



 

 
Copyright 2019, Sarah Baker Andrus, LLC, dba Avarah Careers. All rights reserved. 

54 

Reaching out to someone you don’t know – yet! You might want to do this if they work for an 
organization you are considering, or if they serve in a role you’d like to find out more about. Go to their 
profile page and click “Connect.” A dialogue box will pop up and you ALWAYS should choose “Add Note.” 
In the note, write something like this: 
 
 

 
 

If you are asking for an introduction… This is appropriate when one of your LinkedIn™ connections is 
connected to someone you want to add to your network. Go to the person’s profile page and click on 
“Message.” In your note, you can say: 
 

 

 
If you are reaching out to a former colleague who is in your LinkedIn network, but you haven’t 
connected with in a long while… Here it’s a good idea to include something that you really appreciated 
about them to demonstrate you remember who they are: 
 

Hi Lisa – I see you work in marketing at Luckman. I’m impressed by what 
I’ve heard about the company, and I’m eager to get an inside perspective 
on how you like working there. I’d love to connect here on LinkedIn and 
learn about your experience there if you are open to it. Thanks! ~ Devon 

 
Hi Brett – I see that you are connected with Matt Shuman here on 
LinkedIn. I’ve been wanting to talk to someone who is working as an 
auditor. Matt looks like he has a great background and I wondered if 
you’d be willing to provide me with an introduction? I’d really appreciate 
it! Thanks, Lauren 

 

Hi Kate – It’s been a long time since our time working together at Align. I 
always admired your skills and watching you work your magic reading a 
financial statement! If your schedule allows, I’d love to reconnect and 
hear about what you’re up to in your role at Abacus. Let me know! ~Alex 
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Navigating the Career Conversation 
 
During this conversation, you are in the driver’s seat. That means you’re responsible for kicking off the 
meeting, you ask most of the questions, and you wrap up the meeting. Here are some questions that will 
help you manage the meeting with poise and professionalism (you can find many more online). 
 
About the Role/Career 

1. What background and experience prepared you for the role you’re in today? 
2. What are the top skills you believe are needed for success this field? 
3. Are there personal characteristics you need for success in this field? 
4. What are your biggest challenges? 
5. What’s a reasonable annual income for someone beginning in this field? 5 years from 

now? 
6. What are the possible career paths for you from where you are now? 
7. If you were speaking to yourself when you started in your role what advice would you 

offer? 
8. Now that you know a bit about me, who else would you recommend I speak to? 

 
About the Company/Industry 
 

1. How would you describe the culture here at (name of company)? 
2. What would a new hire want to know about this organization as an employer? 
3. Where do you see the biggest opportunities in this industry? 
4. What are some changes on the horizon here at (name of company) or in this industry? 
5. What do you like best about working here? 
6. If you could change something about the company, what would it be? 

 
 If You’re Exploring Entrepreneurship 
 
There are numerous resources online for you if you’re considering starting your own business. The best, 
least expensive place to start is with the free resources provided by your local Small Business Council. 
There are retired executives and business owners who will advise and mentor you through a program 
called SCORE. You can find it here: https://www.score.org/ 
 
Perhaps the most important thing to consider, however, is your reasons for considering going out on 
your own, along with learning more about a day in the life of someone who started a business. It’s 
especially important that you speak with as many entrepreneurs as possible since their experiences will 
have more differences that employees in a corporate structure. Here are some questions for that 
conversation: 
 

1. What made you decide to start a business? 
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2. How long have you been in business? 
3. What do you like the most? 
4. What are the things I should do before I make this decision? 
5. What should I be prepared for in the first 18 months? 
6. What are your biggest challenges right now? 

How to Open the Meeting 

Open the meeting by thanking the person sincerely, personally, and in recognition of the time they are 
giving you. 
 
 

“First, I want to thank you, Jim, for agreeing to meet with me. I’m sure 
you have a million things to do and I appreciate your taking time out of 
your day to speak with me. Just to confirm, we’ve got until 8:30 
correct? Great, well if it’s okay then, I’ll dig right in…” 

 

 

 
Start with a question about them. Continue with your questions, keeping a conversational tone. Stay 
focused and take notes. You may want to ask if you can record the conversation. 

How to Close the Meeting 

It’s really important that you keep watch of time during this meeting. You can do that by setting your 
phone to vibrate 5 minutes before you want to close, or just let them know you’re going to be watching 
the time, then glancing at your watch or phone periodically. 

Five minutes before wrapping up, mention that you have just a few more minutes. It’s quite possible 
they will tell you not to worry about the time. If they say that, you are doing a great job. Still, you want to 
thank them and then check in again in 10 minutes. Ask one or two more questions, then wrap up with a 
request that they look at your résumé, and ask them who else you should speak to. 

End with a thank you. “Thanks so much for your time, Jim. This information is really helpful, exactly what 
I was looking for. Would it be okay if I stay in touch and reach out in a few months to let you know how 
I’m doing?” Then, shake hands and say goodbye. 

AFTER EVERY CONVERSATION… 

Write a thank you note immediately. It can be sent by email. 

Review your notes, or listen to your recording and pull out the most important points that were shared. 
Keep these in a notebook or journal so you can reference them later when you are preparing for job 
interviews. 
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Following Up For Results 

The best way to make the most of what you’ve done so far is to stay in touch with the folks who’ve helped 
you. If you have not already done so, connect with each of these people on LinkedIn. You can send them 
an email every 2-3 months like this: 
 

 

Or this, where you refer to something professional or personal that reminds them of your conversation 
and shows you are attentive. 
 

 
Hi, Jim, 

 
I just wanted to give you an update on what I’ve been doing. 

 
At your suggestion, I connected with Jen Stevens at the Enterprise Coalition. 
Thanks so much for the introduction, she was very helpful. In fact, through 
her I met Jack Matthews at the Community Foundation and I’ve applied for a 
program director’s job there. The good news is that I’m scheduled for an 
interview there next week! I’d welcome some advice or suggestions on how I 
should position my skills if you have any. 

 
Hope your work is going well, and thanks again for your support, 

Maddie Compton 

 
Hi Jim, 

Hope you’re doing well. This morning I was flipping through the news and I 
noticed this article about wind farms. (link to article). 

It reminded me of our conversation about your travels on Interstate 10. 
Joshua Tree National Park is definitely on our “must see” list when we 
make the trip to California next summer. 

My search for a new position is continuing. I’m looking at (name a few 
companies). Do you have any connections there? 

Thanks for all of your support, 

Maddie Compton 
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MODULE 6 – EXECUTE 
Applying, interviewing, and managing offers  

 
You did it! You’ve made it to the last module in the course – and if you’ve been following along and 
completing the exercises, you are well-prepared for the most important next step – executing your 
plan to land the job you want. 

Any good strategic plan will be "SMART," that is specific, measurable, attainable, realistic, and time-
bound. A strategic plan for finding satisfying and rewarding work that fits you should have the same 
attributes. The acronym should be applied both to the overall goal, as well as the interim steps for 
achieving that goal. 

This plan is designed to help you break down the implementation process of finding your career fit into 
small, achievable steps that will move you forward toward your goal. We begin with the goal, and work 
backwards from there, identifying the interim objectives, strategies and tactics that will lead you there. 

An example of a SMART goal for someone currently working as an auditor is provided below: 

To begin in a new role as a senior auditor for a mid-size accounting firm located in downtown Chicago 
earning a minimum of 10% more than my current salary (or comparable desired benefits) by October 
1st. 

Let's break it down: 

Specific: The goal above states the desired job title, defines something about the employer 
(here we used size, you could also use public/private/non-profit), specifies the location and 
defines the desired income. 

Measurable: This will be more obvious as we get into the objectives, but in this case, we can 
measure the details with a "yes" or a "no," because we will be able to measure clearly whether 
the goal is achieved. 

Attainable: The goal here assumes that the candidate possesses most of the minimum 
qualifications to serve as a senior auditor. Your target role should be in terms of income, if it 
had said a 50% increase in pay - that would likely not be attainable. Your goal should consider 
external factors as well, like are there mid-sized accounting firms in your area? 

Realistic: A 10% increase is realistic for most job changers. A 50% increase is not. If you start 
your job search in September, an October 1st deadline is unrealistic. 

Time-Bound: This goal has a clear deadline – yours should too. 
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Leveraging Your Network in a Job Search 

This is where your efforts so far begin to pay off. To get results, however, takes focus, time and 
commitment. In my experience with my clients that means devoting a minimum of five hours per week 
to your job hunt if you are currently employed, and as much as twenty hours a week or more if you are 
out of work. Hours spent on the computer applying for any random job online do not count – that is not 
an effective use of your time and will not get the results you want. 
 
Below are some guidelines to how you might schedule your time when you are in active job search 
mode. Keep in mind that burnout is common when it comes to looking for work – and burnout can lead 
to depression and erode at your confidence. These guidelines are designed to avoid that while keeping 
you engaged in positive, results-driven activities. 
 

1. Spend up to an hour a day researching prospective employers, learning about their 
culture, identifying places that hire people doing the work you’d like to do, etc. 

2. Spend up to 60 minutes, three times a week, on selected* job boards, with no more 
than 20 minutes at one sitting, looking specifically at job titles and employers. Add links 
to any jobs or employers of interest to the spreadsheet you created in Module 3. 

3. Attend as many networking events in a week that your schedule and budget will allow. 
4. Schedule a minimum of three follow-up meetings and informational interviews each 

week, more is better. 
5. Devote at least two hours, in 2 or 3 sittings, on emails, phone calls, and LinkedIn to 

follow-up on connections and introductions. 
6. Actual applications – Where you apply and for which jobs should be informed by your 

networking process. Once you have a solid résumé and cover letter, these must be 
tweaked for each job. It will take you some time up front to make sure your key words 
match the job posting. ALWAYS apply on the company website – not from a job board – 
whenever you can and be prepared to go through mind-numbing screens and questions. 
Do NOT waste your time applying randomly to hundreds of jobs and think you are going 
to be effective. It doesn’t work and it’s exhausting. 

7. Always, always, always supplement your online application with personal outreach to 
get your résumé into the hands of someone who can be your champion. 

 
*Job boards will seduce you into believing you are actively engaged when you are actually 
engaged with nothing but your screen. The most useful sites are profession/industry-specific 
(check out professional organizations in your field). Beyond those, your time is best spent on 
LinkedIn’s job search function, The Muse, Glassdoor, Indeed. Some of my clients have also had 
good luck on ZipRecruiter. 
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Job boards will seduce you into believing you 
are actively engaged when you are actually 
engaged with nothing but your screen. 

 

 

Once You’ve Applied 

Now’s when all your networking efforts will pay off. Who do you know at the company? If you do know 
someone at the organization, and you’ve checked with them first, include their name where prompted 
“has an employee referred you for this position?” in the application. 

The easiest way to figure this out is through LinkedIn™. Simply search on the name of the company. That 
should pull up a list of individuals who work for that company, with a number, 1, 2, or 3 by their name. 
You are directly connected to the 1s. The 2s are people who are directly connected to one of your direct 
connections. The 3s are people who are connected to your 2s. Here’s what to do: 

Let all of your #1 connections know that you are looking at an opening at their company. Ask if they 
know anything about it, and ask if the company has an employee referral program which will give them a 
bonus if you are hired. You can also send them a copy of your résumé and cover letter, and ask if they’d 
be willing to shepherd it to the right person (that’s the hiring manager, not HR). 

Ask the #1s who know a #2 at that company to provide you with an introduction to the # 2, or to reach out 
on your behalf. “Hi Joe, I just found out that my nephew Matt applied for work in the sales department. 
He’s got a few questions – could I connect the two of you?” 

Leave the #3s until you are preparing for an interview. At that point, you can reach out, introduce 
yourself, let them know you have an interview scheduled and ask if they are willing to chat about 
working at the company. 

Keep careful track of every application you make in an Excel spreadsheet. Note the job title, department, 
the name of the recruiter or hiring manager if provided, and the job # if there is one. Record the date 
you submitted your application. Also note the names of any connections you have at the company.



 

 
Copyright 2019, Sarah Baker Andrus, LLC, dba Avarah Careers. All rights reserved. 

61 

Finally, do a little research to see if you can discover who the hiring manager is. When you have a 
name, send them a printed cover letter and résumé in a flat envelope via snail mail. Put a post-it note 
on the cover letter that says, “Hi Ms. Powers, I understand ZenBuzz is looking for a marketing 
coordinator. I submitted an application online, but didn’t want it to get lost in cyberspace. I’d love a 
chance to speak with you about the role. ~Matt Lahey” 

 
 
 

This is NOT a numbers game. If there’s 
nothing to apply for, then that’s a sign that 
you need to step up your networking game 
and research deeper. If you are still not 
getting results, you probably need a coach to 
help you figure out what’s going on. 

 

 

What Now? 

Now, you just sit and wait. WHAT??? Of course not. You continue to do everything you have been doing. 
Continue to do informational interviews, continue to apply, and keep it going like a steam roller until you 
land the client or the job you want. 
 
This is not a numbers game. If there’s nothing to apply for, then that’s a sign that you need to step up 
your networking game and research deeper. If you are still not getting results, you probably need a 
coach to help you figure out what’s going on. 
 
I talked about keeping careful track of where you applied because it is so easy to get confused. Especially 
when the phone finally rings, or you get that email, and you’re invited in for an interview! The first thing 
that will cross your mind is, which job was that? So, do yourself a favor and prepare for that. 
 
 

BEWARE the phone screening call! You do not have to 
take it immediately – and you shouldn’t. Regardless of 
whether you could take it – don’t! Instead, say, 
“Thanks so much for calling. I’m not free to talk right 
now, could we reconnect later today or tomorrow…?” 

 

 

 
Keep your notebook, or tracking system nearby at all times. If you’ve received a phone call, don’t 
hesitate to interrupt, gently of course, and say, “Excuse me, I apologize, but I didn’t get the name of the 
company you are calling from. And your name? Can I get a phone number in case we lose this 
connection? Thank you.” 
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If it’s a phone call, the person on the other end of the line may be trying to do a “screening call.” You will 
know if they immediately start asking you questions. Take control and do not let that happen. You want 
to make sure you are prepared for every interaction with the employer, which means you don’t want to 
be put on the spot and asked questions in the middle of your work day. Here’s what you say: “Hi Lisa, 
thanks for your call. I’m not able to speak right now. Is there another time we could talk? How does this 
afternoon at 4 work for you?” 

This is SO important. You will be perceived as professional, busy, and good at time management. They 
will call again, and you will be ready. 

If the individual is calling to schedule an interview, you can do the same if you are in the middle of 
something and can’t stop to take notes. If however, you’re in a good place, be sure to make note of the 
following details about the interview, and don’t be afraid to ask questions if the information below is not 
provided. 

• The day, date and time of the interview 
• The location of the interview 
• If there is travel involved, who will be responsible for making those arrangements 
• The name(s) and title(s) of the people you will be meeting with 
• Will you be meeting with them as a group, or individually 

Repeat back all of the details to make sure you got them right. This is not a waste of the other person’s 
time, it shows that you are organized. 
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A Few Final Thoughts 

People often ask me, “Is it okay if I follow up,” after applying. Not only is this okay, but it is important for 
your job search. The main thing here is to be polite, express interest and enthusiasm, and show respect 
for the person’s time. 

Send an email to the hiring manager (not HR), about 10 days out. The email can say, "Hi Ms. Kaplan, I 
submitted my application for the  opening in your department last week. I just 
wanted to make sure my materials arrived and let you know that I remain interested in the position.  
With my background in   , I think I could make a great 
contribution to your efforts, and I'd love to talk with you about the position when you're ready to 
schedule interviews." 

After 3 weeks, call the human resources office, and say “Hi, my name is Annie Schultz, and I applied for 
your opening for a marketing coordinator on (date). I was calling to find out what the time line for 
interviews is. Can you help me with that? Do you normally notify all applicants, or do you just contact 
those who are invited in for interviews? Thanks so much, you’ve been really helpful.” Your tone of voice 
is key here. Be pleasant, friendly, inquisitive, and grateful. 

Sadly, many employers never respond to applicants who don’t make the cut. Keep your head up, this 
isn’t unlike dating – if they aren’t interested, they aren’t worth your time. Keep in mind that every hiring 
manager, and every member of the human resources staff have the very best of intentions. The goal for  

 

everyone, and most of all for you, is a good fit. 

Happy Hunting! 

Sarah Baker Andrus 
AVARAH Careers 
 

Did you find the information here useful? Could you use more 
support? Or do you have questions we can help with? 

Let us know! Join our Facebook page at:  
https://www.facebook.com/avarahcareers/ 

Start a conversation and get the answers you need today! 
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BONUS – MORE “ELEVATOR PITCH” EXAMPLES! 
 
 
“I’m currently working as a business analyst in the banking industry. When I first entered the field I was 
super-excited about the opportunity, and I know I’m good at what I do. Still, I think I could contribute and 
grow more at this stage of my career. I’m beginning to look into other organizations, especially ones that 
put a premium on professional development. I feel it’s time to make a move. Did you ever feel that way in 
your career? How did you handle it?” 
 
 
“I’ve loved working in advertising – and the people at my company are great. But I’m thinking that my 
talents could be put to better use on the corporate side. I love the idea of contributing what I’ve learned 
to a mission-driven organization that is doing good work I believe in. As you can imagine, we can’t always 
choose our clients on the agency side and it’s gotten to the point where I want my work to be aligned 
with my values. So I’m considering a move. How about you, I’d love to hear about your work.” 
 
 
“I’ve been working in  in the  industry for quite a while. I’d like to transfer my skills to a 
larger employer with an international scope of work. It’s important to me that I continue to advance and 
work with state of the art technology, and my research tells me that I could be doing more and have more 
significant growth opportunities with one of the industry leaders. So, that’s what I’m looking for - I’m 
curious, have you done any work with ABC (industry leader) or XYZ (industry leader)? 


