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Praise for this book

"This is an important book and a must-read for all job seekers who
don't want to be left behind yesterday's hill. About.com job search
guide Alison Doyle unwraps the mysteries of Internet job search, the
transformative technology that increasingly determines who gets what
job. Living in a super-competitive job market, it's now crystal clear that
the decade-old strategy of zipping-off-resumes-to-job
boards-and-waiting-for-a-call isn't working the way it once did. In
"Internet Your Way to a New Job," Alison rounds up and explains in
plain words all the new tools (which, like Blackberry resumes, seem
to have been invented last week). Her topics range from branding
yourself and smarter online networking, to confidential job search and
trendspotting (what's likely to be invented next week). Millennial or
Boomer, trust Alison to make understanding the new tools easy for
you."

Joyce Lain Kennedy, syndicated careers columnist and author of
Job Interviews for Dummies, 3rd Edition

"Job seekers are competing against thousands of others who are
taking full advantage of the speed and efficiency of online job
searches. Alison Doyle clearly explains the steps, resources and tools
necessary to land a job in today's workplace. This will help anyone
looking for a new job!"

Paul Forster, CEO, Indeed.com

"When it comes to personal career management and advice, you
should look no further than Alison Doyle. Regardless of if you are a
student, a mid-career professional or executive, Alison offers deep
insight into what it takes to find the right job and manage your career
in this day and age where the rules of the game have changed. Her
advice has benefited me professionally and | know it will do the same
for you."

Mark Newman, CEO HireVue




"The Internet can mystify even the most tech savvy amongst us when
it comes to conducting an effective job search. In her book "Internet
Your Way to a New Job," Alison Doyle has demystified the process by
providing concrete, easy-to-follow strategies for job seekers to
incorporate Internet resources in their quest for a new job. Doyle's
vast experience as the Job Search Guide at About.com and as a
college career services professional has enabled her to outline
cutting-edge approaches which emphasize proactive techniques for
creating a personal brand, enlisting the assistance of networking
contacts and finding jobs online.”

Michael Profita, Director, Career Services, Skidmore College

"Alison Doyle gets it. With the development of new Web 2.0 tools, the
rules of job searching have dramatically changed. "Internet Your Way
to a New Job" goes beyond just showing you how to hunt for jobs. It
shows you how to be the hunted.”

Rob McGovern, CEO of Jobfox and author of Bring Your "A"
Game.

"Alison Doyle has her finger on the rapidly changing pulse of the
online job market. Her insights are direct, actionable and incredibly
helpful to the modern job seeker. This new free agent market requires
unprecedented agility, responsiveness and creativity, and Alison
helps you rise above the noise and be heard. We appreciate Alison's
commitment to job seekers and learn from her every day."

Mark Stelzner, Founder, JobAngels.org
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Introduction

Just a few years ago, you could upload your
resume to one of the top job sites and, with a few
mouse clicks, consider your job search well
under way. Today, that isn't enough. The job
market is becoming increasingly competitive.
Hiring managers are overwhelmed with applica-
tions and are looking at new and different ways
to recruit online.

Hiring has changed and so has job searching. It's
more complex than it used to be, when you could
just send a resume and wait for a phone call to
set up an interview. Now, job seekers need to be
prepared to use all the online job search tools to
their advantage.

This means that you need to do more than just
posting your resume on Monster, CareerBuilder,
or Yahoo! HotJobs, though they still can be an
effective part of your job search. In addition to job
searching the traditional way, you need to be
actively networking online and taking advantage
of the ways social media sites can enhance your
job search.

It can be complicated and confusing. Career
expert and author of The Job Search Solution,
Tony Beshara says, "Most job seekers don't
realize how difficult this market is. They need
massive numbers of contacts, cold calls, inter-
views, and follow up interviews to get a job. It is
going to take a while and they can't get discour-
aged. They have to work a "system" of getting a
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job, i.e., a tremendous number of activities that lead to interviews, per-
forming well on those interviews and negotiating a job offer. Getting a
new job is a job in itself!"

Anyone, and that's almost everyone at some point in their career,
seeking a job or career change should be aware of what tools and tech-
niques are available, and how you can utilize them to expedite your job
search—and get that new job. That includes building a professional
brand to promote yourself, using job sites, social and career network-
ing sites, blogs, instant messaging, as well as the tools that can help
you manage and expedite your job search and build your career.

Job searching has changed from a once or twice in a lifetime endeavor
into what is, for some people, a career-long process of networking with
contacts, changing jobs or careers, and moving up (or even choosing
to move down) the career ladder.

This book will provide what you need to know and step you through the
process of online job searching, professional branding, social and pro-
fessional networking, and career building with uncomplicated advice,
tips, and techniques on how to effectively find a new job.

Online job searching often seems like it can be a complicated
endeavor. It doesn't have to be. There are numerous tips you can use
to make the process smooth and simple. In fact, there are lots of
people who have found a new job without even leaving their house,
including applying, interviewing, and getting hired.

You can be successful with your online job search as well. I'll provide

you with everything you need to know on how to build your career and
find a new job.

2 Introduction



Chapter

Building Your
Professional Brand

You might think that I'm giving you backwards
advice, but I'm not. Before you start writing or
updating your resume or applying for a job, you
need to start building your online presence. The
only exception would be if you're looking for a
retail, seasonal, temporary, or similar job, where
the hiring considerations are different and it's
easier to apply and to get hired. In that case, it
certainly doesn't hurt to have a professional
presence online, but it's not a necessity.

It's important to build your brand in order to:

1. Create a professional presence on the In-
ternet.

2. Market yourself as a strong candidate for
employers.

3. Connect with contacts who will help you
with your job search.

4. Help prospective employers find you.
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What's Your Brand?

In a nutshell, your brand is your online presence. You can, and should,
have your own brand; just like Tiffany's has for fine jewelry or Subway
has for submarine sandwiches.

Your professional brand needs to reflect your skills, your interests, and
your expertise. So, when someone finds information about you online,
it connects them to who you are and what you can do.

Like it or not, if an employer is considering you for a job, they are going
to Google you to see what they can find. You don't want prospective
employers looking at pictures of your summer vacation or a party
where you might have over-indulged a little. The rule of thumb | always
use is the "grandma" standard. If there is something that you wouldn't
want your grandmother (or your mom) seeing on the web, you don't
want a prospective employer viewing it either.

| still cringe at the photos I've seen on some Facebook pages and in
blogs. Some of the descriptions of the good times had by all are
cringe-worthy, too, when you look at them from a "what they can do to
your job search" perspective.

Remember, once you put something online (or your friends do) it's
there just about forever. Perhaps employers shouldn't consider your
personal life as relevant to your qualifications for a job, but they do.
That's why you need to make your brand one that's going to impress
both potential employers and your networking contacts (the people
who will help you find a job).

Here's an example of a good professional presence, if | do say so
myself. Google "Alison Doyle" and take a look at the search results.
You won't find anything regarding my summer vacation or my personal
life. Instead, you'll find:

* my About.com Job Searching site (http://jobsearch.about.com)

* my bio (http://jobsearch.about.com/mbiopage.htm)

* my LinkedIn Profile (http://linkedin.com/in/alisondoyle)

* my VisualCV (http://www.visualcv.com/alisondoyle)

4 Chapter 1: Building Your Professional Brand



* my blog (http://alisondoyle.typepad.com)

* my Facebook page
(http://www.facebook.com/people/Alison-Doyle/12203480)

* my web site (http://alisondoyle.com)

* my book listings on Amazon

That's by design. It wasn't hard to do, and I'll show you how you can
build a brand that you're comfortable sharing online.

Another good example of excellent brand building is what Jason Alba
(http://jasonalba.com), CEO of JibberJobber.com and author of I'm on
LinkedIn -- Now What??? has achieved. Google "Jason Alba" and
you'll see that all the results are related to his career: JibberJobber, his
blog, his web site, and his LinkedIn profile.

When you look at the search results for both Jason and me, you'll see
that we're experts on job searching, careers, and job search manage-
ment. That's what we do and it's immediately apparent what our area
of expertise is.

Try the same searches with Yahoo! and you'll get similar results. It's a
little harder if you have a last name that lots of other people share, but
even if you don't get into the top 10 rankings for your name, your goal
is for the top results to include all "good" content and none of the things
you don't want grandma to see.

How to Create Your Professional Brand

The first step in creating your professional brand is to consider what
you want to highlight. For example, if you're a computer programmer,
you'll want to highlight your technical skills. If you're a marketing pro-
fessional, you'll want to promote your public relations/marketing expe-
rience. When you have multiple areas of expertise, it's best to choose
one to focus on. A diluted brand isn't going to be as helpful as one that
captures your experience clearly.
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As | mentioned, when you search for me online you'll find me as soon
as you Google my name, and you will know right away that | write about
careers and job searching. That's the point you want to get to with your
professional brand.

Once you have decided on a focus, create a profile on at least some of
the top networking sites. That's the first step in building your own
brand.

LinkedIn for Professional Networking

LinkedlIn is the professional place to be. | don't know anyone who is in
any type of professional position who doesn't have a LinkedIn profile.
The first step is to join LinkedIn (http://linkedin.com), and then you can
create your profile.

Make your profile as detailed as possible. The more information you
provide, the more there will be for recruiters and networking contacts
to read about you. Use the Professional Summary section of your
profile to showcase your expertise. You can use the headline for a
quick description (mine says Job Search Expert and Writer) and the
summary to list your experience and goals. Select your industry of
expertise as well.

Contact Settings are important. That's how employers, recruiters, and
connections will identify what you want to be contacted about and what
you are interested in. Contact Setting options include:

e Career opportunities
¢ Consulting offers

* New ventures

e Job inquiries

» Reference requests

6 Chapter 1: Building Your Professional Brand



Don't forget to include links to your web site, blog, etc., if you have
them, in the Additional Information section of your profile. They will
help you send contacts to sites that contain even more information
about you.

Also, use your LinkedIn profile as a personal branding tool. Jason Alba
suggests, "Put your LinkedIn URL in your email signature and when
you comment on blogs and forums. This makes it easy for people to
learn more about you. You never know who will see your profile, con-
sidering how easy it is to forward an email to friends and contacts."

VisualCV - Your Online Resume

A VisualCV (http://visualcv.com) is an online resume that includes all
the facets of a traditional resume and then some. There are add-ons
like video, images, and links to projects, web sites, and accomplish-
ments to help you make a dynamic, professional presentation to your
connections, to hiring managers, and to recruiters. A VisualCV is not
only professional; it's quick and easy to create. You can copy and paste
from your original resume or start from scratch with VisualCV's
Resume Builder.

Users can print a PDF version of their VisualCV, share updates on
LinkedIn, Facebook, Twitter, and other social media sites, and use the
LinkedIn Connector to quickly send their VisualCV URL to their
LinkedIn profile.

In addition, there are hundreds of companies and recruiters signed up
at VisualCV.com to find and attract professional candidates. So,
creating a VisualCV is another way to get found by employers.

Phillip Merrick, VisualCV's cofounder explains how VisualCV can help
your job search:

"VisualCV is an essential tool for today's job seeker. With a
VisualCV you can build and manage a more engaging Inter-
net-based resume (for free) that helps you show and tell your pro-
fessional experience. You can combine work samples, references,
audio, video and more—all on a single trackable Web page. Plus,
VisualCV is easy to use and you're in control of your privacy. Your
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VisualCV is designed to go viral if you choose; you can share your
VisualCV via your unique URL, LinkedIn, Facebook, Twitter and
more.

Companies have joined VisualCV to find and attract professionals
for their open positions. They are finding that they can evaluate a
professional faster when they have a VisualCV instead of a tradi-
tional resume. The ultimate goal is to help connect companies and
professionals in a faster, more efficient manner. We have
hundreds of companies signed up to receive VisualCVs from pro-
fessionals.

VisualCV is fast becoming the career cornerstone of an individual's
personal brand online that is useful beyond active job search. Fully
portable, a VisualCV can be used anywhere you have a digital
presence in the same way as a business card or bio, to help enrich
business networking opportunities."

Facebook for Personal and Professional
Networking

There is a school of thought that says Facebook is for kids. It's not
anymore. Facebook's fastest growing demographic is the 35-and-older
age group, and more than 50% of Facebook's users are outside of
college. To say that almost everyone is using it wouldn't be an exag-
geration.

Sign up on Facebook (http://facebook.com), and then you will be able
to create a profile. Facebook has more bells and whistles (photos,
music, lots of gadgets and widgets) than LinkedIn, but you don't need
to use them. If you're using Facebook for professional networking and
building your brand, keep it as simple as possible.

Keep in mind that the lines between personal and professional net-
working have blurred, especially for Generation Y users. Facebook has
evolved as its original users have grown up and entered the workplace.
For many of those users, there aren't as many boundaries between
work and play as there are for those of us who are a bit older. Your
Facebook Friends can connect you with jobs and vice versa, as well as
providing opportunities for socializing.
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Twitter

It seems like everyone is talking about Twitter (http://twitter.com).
Twitter is a social networking and microblogging service. Individuals
use Twitter to stay in touch and to make new connections. Companies
and job boards post job openings on Twitter, and job seekers network
through Twitter to help facilitate their job search.

Users post updates (tweets) on Twitter that are displayed on their
profile page and delivered to other users who have signed up to
receive them. The catch is that your posts can't be any longer than 140
characters, so you need to be concise.

Each user has a name that you can use to send messages, and a
dedicated URL. Mine is http://twitter.com/AlisonDoyle and you can
connect with me on Twitter @AlisonDoyle.

There are jobs posted directly on Twitter. On sites like JobShouts
(@jobshouts) employers can post jobs for free. Those jobs are then au-
tomatically "tweeted" to users on Twitter. Twitter Job Search Engine,
another Twitter based job site, (@twitjobsearch) allows users to search
Twitter for job postings by keyword and location.

Robin Eads, Co-Founder, JobShouts.com, shares the concept behind
JobShouts: "So what if there was a way to reach millions of people with
a job ad that cost nothing to the employer? We decided that this
concept would offer value to recruiters everywhere, whether corporate
or agency. By integrating a job board with Twitter (and eventually other
social media platforms such as Facebook), we are helping employers
and job seekers connect through a social media channel they may
already be using. JobShouts was founded with the purpose of reaching
a virtually untapped audience of job seekers and employers. Since
JobShouts doesn't allow spam, MLM or work-at-home jobs, job
seekers can be confident that the job leads they are receiving are le-
gitimate."

For those in need of job search assistance, JobAngels (@jobangels) is
a wonderful Twitter resource. JobAngels began as "just" an idea. It
started with one tweet, with the objective of asking those who could to
help one person find a job. It's grown tremendously since then. Job
seekers are posting the types of positions they are looking for and
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getting job leads and assistance with their job search. Offers of help
keep pouring in—job postings, offers to help with resumes, job search
advice, networking contacts, and more.

Kristen Fischer, author of Ramen Noodles, Rent and Resumes: An Af-
ter-College Guide to Life (www.ramenrentresumes.com) has good
advice for finding job sites and career experts to follow on Twitter:

"Use the Twitter search tool and search words like "career" or
"jobs" to find career experts and existing job boards. You'll get
original information from the career experts who frequently tweet
with links to resources and articles that can help improve your job
hunt strategies."

"Another technique you may want to try is using LinkedIn to search
for career experts, job hunting professionals and other job search
resources. Once you get the names of people you want to follow,
use the Twitter search tool to search for his or her name, specifi-
cally. Twitter's search tool isn't all-encompassing, so | like to use
LinkedIn to look at people | want to add and then find them on
Twitter. | think you can get a lot more information on LinkedIn. And
those on LinkedIn grasp technology; so they're likely on Twitter,
too."

More Networking Sites

There are many more networking sites that you can use. You'll find a
directory on my About.com Job Search site (http://tinyurl.com/241d2h)
[http://jobsearch.about.com/od/networkingsites/Career_and_Social_
Networking_Sites.htm]. Some are niche sites focused on a specific
audience. For example, 85 Broads is for women from partner colleges.
You'll need an email address from your school to sign up. Check with
your alumni office if you're a graduate; they may be able to provide you
with an email address to use when you register.

Ning is a web site where users can create, customize, and share a
social network. Networkers have used Ning to create online social
networks about many topics, including job searching. Some of the em-
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ployment-related social networks are based on industry or location
while others, such as Secrets of the Job Hunt Network at secretsofthe-
jobhunt.com, are broader.

Some of these sites have more features than others. For example,
Jobster and MyWorkster both let you upload or link to a video resume.
JobFox's profile page includes a map of your experience, work
samples, and links. All these sites can be used to help build your pro-
fessional brand.

Which Sites to Use

Do you need to create a profile on every networking site there is? |
don't think so. First of all, there are more sites than you can easily keep
track of. It's also better to have a few good profiles that you can keep
updated without spending all day working on online networking, which
you could easily do.

| recommend starting with LinkedIn, JobFox, VisualCV, and Facebook.
Once you have created detailed profiles on those sites, you can
consider adding profiles at other sites, but don't overdo it.

What to Include in Your Profile

Keep your profiles simple. Remember that we're discussing profes-
sional networking, so avoid adding Facebook applications that don't
relate to your job search. Prospective employers won't want to get gifts
or candy from you; see who you think is hot, or not; hug you; or do most
of the 30,000+ other applications you can add to your profile.

Include the following in your profile:

e Education
* Work Experience (current and past)
e Summary of Your Background (LinkedIn)

¢ Industry (LinkedIn)
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* Location
* Web Sites
¢ Email Address (you may not want to make it public)

In addition to bolstering your professional presence, fully completing
your profile will allow contacts to search the networking sites and find
you. That's especially helpful when you want to be found by recruiters
or hiring managers looking for someone with your skills and experi-
ence.

Add Your Photo

All the top networking sites allow you to add a photo. If you use the
same photo on all the sites, it will help build your brand—viewers will
immediately recognize you wherever they come across you on the
web.

The photo you are going to upload doesn't need to be professionally
taken, but you need to look professional. It should be a head/shoulders
shot and you should wear appropriate business attire. I've had good
luck taking photos at home with a digital camera.

You can easily upload a photo by following the directions on the site.
Basically, you'll click and find the photo on the hard drive of your
computer, and the system will upload it. There may be image uploading
size and quality restrictions, so check the guidelines before you upload
the picture.

Expand Your Profile

Now that you have created a basic profile or two, you'll want to expand
it. My profile (http://linkedin.com/in/alisondoyle) includes recommenda-
tions from clients and colleagues. | would also include recommenda-
tions from co-workers and customers. Positive recommendations will
impress those who read your profile.
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A good way to get recommendations is to give them. Write a few rec-
ommendations for contacts you know and then ask them if they would
mind reciprocating. You've helped someone else, so they may be more
likely to help you in return.

Keep Track

Create a list of the sites (and add them to your Favorites in your
browser) where you have created profiles, so you can get to them
easily. Or, set up a Google or Yahoo home page and add links or
bookmarks to your page, so you can easily get to your profiles.

Keep track of your login information and your passwords. | have a
Passwords folder in my Outlook Email and | email myself a message
that includes the link to my login, my login email address or name, and
my password. That way | don't have to remember multiple logins. | use
the same email address and passwords for most of my job search and
networking logins, which makes it easy to remember.

Another option is to keep a spreadsheet with the same information.
That way you can readily locate it if you need it. You can set up an
Excel table with a list of URLs, passwords, and login information.

There are also sites like RoboForm and Password Safe that will keep
track of your passwords for you. That's another option for keeping track
of your login information.

Professional and Personal Networking

I'll go into more detail on how to network in Chapter 2, but you will want
to get started building your network now, before you actually start your
job search. That way, you'll have some of the stepping stones in place
to get your job search moving along at a quick pace.

Visit the sites where you have created profiles. Look for people you
know. You can find colleagues, classmates, even contacts from your
webmail accounts (GMail, Yahoo!, AOL) and from your Outlook
contacts on LinkedIn. Facebook allows you to invite your friends from
your Yahoo!, Hotmail, AOL, Gmail or MSN address book. On both
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sites, you can search for people you know. Invite your contacts to
connect with you and you'll have the beginning of an online career
network you can use to enhance your job search.

Keep in mind, as well, that most people change jobs 10 to 15 times
during their career. So, even though this may sound like a lot of work,
it's not a one-shot deal. You will be able to use your network right now
and in the future, when you are ready to job search again.

Another benefit to having online networks is that you don't have to keep
track of your contacts' changing email addresses. You'll be able to
message them directly from the networking site you are using. It's an
excellent way to stay in touch.

Connect Your Networks

It's easy to connect all your networks. Link to your VisualCV from your
LinkedIn Profile and vice versa. If you're using Facebook for profes-
sional networking, include links to your other networking site profiles.
Some sites have automated widgets that add links (you simply click to
add your profile from a certain site). With others you can copy and
paste the links into your profile.

Why does it matter? When a recruiter, for example, looks at your
LinkedIn Profile and sees your VisualCV in the Additional Information
section, he or she will then be able to click on the link to your VisualCV
and view even more information that will enhance your value as a pro-
spective candidate.

You don't know how or where a company or connection will find you,
so cross-promoting your various profiles enables them to readily find
all the information that's available online that showcases your skills,
abilities, professional experience, and educational background.
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Writing a Blog

A blog (web log) is another good way to build your brand and share
your credentials with the world. You don't have to spend a lot of time or
money on it. There are free blog platforms available, a blog is easy to
set up, and you can use a template (no need to know web design) to
create your blog.

Writing a blog can be fun, as well as career enhancing. If you pick a
topic you're informed on, you can share your advice and experiences,
and you'll have a resume-building asset to share with employers and
contacts.

For example, if you're in the insurance business, consider writing a
blog about insurance trends or tips for selecting and buying insurance.
Or, if you're a riding instructor, blog about horse shows or give advice
to riders or instructors. Choose a topic that matches your interests (so
it's not boring to write) and your career goals.

Blog Platforms

* Blog.com

* Blogger.com

¢ (Googlepages.com
¢ Wordpress.com

* Typepad.com

TIPS FOR CREATING YOUR BLOG
* Use your name as the Blog Title, if it's available.
* Choose a simple, easy-to-read template.

* Focus your blog. Even though the temptation can be to ramble
on about everything and anything, your blog should be focused
on your area of expertise.

* Include links to your online profiles.
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¢ Update your blog regularly, even if it's only once a week. There's
nothing worse than an ancient blog floating around in
cyberspace.

Marketing Your Blog

From your blog, link to Linkedln, Facebook, VisualCV, Twitter, and any
other profiles you have. That way, if someone reads your blog, they
can find out more about you on the other sites and vice versa.

List your blog on your resume. It will provide additional credentials of
your expertise. When your blog adds value to your candidacy, mention
it in your cover letters.

Personal Web Sites

It took me quite a bit of work to acquire the http://alisondoyle.com
domain because someone had purchased it years ago, before | had a
clue | might need a domain to market myself and my work. It might be
easier for you, especially if you don't have a name that's similar to
someone famous, like Stephen King or Oprah Winfrey.

If you can get your domain (http://www.yourname.com), go for it. It will
be another way for you to build the brand that is you. Sites like Go
Daddy make it quick and easy to get and set up domains, if the name
is available. You can then create a personal web site or forward your
domain to your blog. The latter can be easier if you don't want to think
about designing, maintaining, and editing a web site.

Optimize Yourself

Now that you've spent some time building an online presence, there
are just a few more steps to ensure all the time you spent was put to
good use. It's very likely that employers are going to Google you
(search Google to find out what they can about you) if they are consid-
ering you for employment.
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Why Search Engine Optimization (SEO) is
Important

Search engine optimization is what web sites do to get a high ranking
in Google, Yahoo!, MSN, and the other search engines. A high ranking
means that your site shows up in the first results for that search term.
For example, if you sell gift baskets, you want to do your best to get
your site high up in the search results when someone looks for the term
gift baskets; that's because users are more likely to click on the highest
results.

Your goal in optimizing yourself is to ensure that your profiles, your
blog, and the rest of your online professional presence shows up high
in the search results when a prospective employer searches for your
name. Because you've taken the time to create impressive web
content, you are better positioned to be an attractive candidate to these
employers.

All that linking back and forth we just did (from your profiles to your blog
and vice versa) is also part of optimizing. It wasn't just to get people
from one site to the other, though that is important as well. The
cross-linking shows the search engines that your name (the name of
your profiles and your blog) has weight, and that helps it achieve a
higher ranking.

TIPS FOR OPTIMIZING YOUR WEB SITE, PROFILES, AND
BLOGS

* Set up a Personal URL for your LinkedIn Profile
(http://linkedin.com/yourname). You can customize the URL of
your public profile on the "Edit My Public Profile" page.

* Promote your LinkedIn profile with a personalized "View my
LinkedIn Profile" button linking to your profile.

* You can find the button under Edit my Profile on LinkedIn.
* Add the button to your blog and to your web site, if you have one.

* Use your name as often as possible: in titles, content, and links.
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¢ Include your area of expertise as often as possible in your blog
posts.

» If you have a personal web site, make sure that you include links
to your profiles and your blogs.

More on Professional Branding

Dan Schawbel's Personal Branding Blog

(http://tinyurl.com/26plsl) [http://www.personalbrandingblog.com] is
full of advice on how you can build your brand. Dan's an expert. In fact,
if you Google "Dan Schawbel" you will get thousands of results that
include his name. You may not get that many results for yourself, but
you should be able to get a decent amount.

Dan explains why branding is valuable. "Personal branding is about
distinguishing yourself from other applicants applying for the same job.
By developing a memorable brand both online and offline, you can
extend your reach and visibility and have the opportunity to be
recruited based on your skills, personality, appearance, and total
value. As a brand, you are empowered to be your own manager,
spokesperson, and most importantly yourself. Start a blog, join social
networks and associations that represent the types of individuals you
want to surround yourself with and, in the end, you will be compensat-
ed based on what you enjoy."

Do keep in mind that building your professional brand and rising in the
search engine ranks can take time. Don't expect it to happen overnight.
Keep working on it, even as your job search progresses. Continue after
you have found your next job. Building your brand works in conjunction
with building your career and should be a career-long endeavor. In fact,
it can be a way to launch a career change in midlife or even later.

The stronger your brand, the more positive the impression you will
make on those who find you online; connections who can help build
your career, including colleagues, clients, and future employers. They
will readily be able to identify you as an expert in your field, and can
see your employment history, your backgrounds, your skills, and your
experience at a glance.
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RELATED RESOURCES

85 Broads (http://85broads.com)

Facebook (http://facebook.com)

JobFox (http://jobfox.com)

Google (http://google.com)

LinkedIn (http://linkedin.com)

Twitter (http://www.twitter.com)

Personal Branding Blog
(http://personalbrandingblog.wordpress.com)

VisualCV (http://visualcv.com)
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Chapter

Online Career
Networking

Benefits of Networking

Your job search/career network includes the
people who can help you find a new job, get a
promotion, change careers, get a client, give you
a recommendation, or who are willing to assist
you in any number of ways. In many cases, all
you have to do is ask.

Your network should include colleagues, clients,
friends, and just about anyone who might be able
to assist you, either now or in the future.

Who you know can be as important as what you
know. Sometimes, it can be even more impor-
tant. On a very basic level, it can help you get a
job. | got my first job at the local grocery store
because my mom was a regular customer and
she asked if they were hiring.

During all the years since | worked there, I've
always stopped in to say hello whenever | was in
the area. | still get a warm welcome and some of
the employees are still working there. That's
maintaining your network. Even though |
probably won't need those former coworkers, it
never hurts to stay in touch.
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In another, professional level example, when a company | worked for
was going out of business, | was offered a job by a competitor who
used to work for the company. We had stayed in touch after he had
moved on to start his own business. | let him know | would be available
and | had an open job offer for whenever | wanted to come to work.

I didn't accept the job. At that point, | thought a career change, with less
travel and fewer hours, was in order. However, | declined gracefully,
and I've stayed in touch with my contact over the years. We still have
lunch every once in a while, even though our careers don't have much
of a connection any longer.

Besides helping you find jobs and get hired, your contacts can provide
you with referrals and references. They can also help you discover in-
formation about prospective industries and employers. For example,
many colleges have career networks (check with your alma mater if
you're a college graduate) where alumni and students can contact
alumni in industries, positions, companies, and locations of interest.
What better way is there to get the inside scoop on jobs and careers
that interest you?

Networking—Then vs. Now

Back when | first starting networking, building a network was more
work. To be honest, | don't think | even thought of it as networking. It
was keeping in touch with people | had enjoyed working with and with
whom | didn't want to lose contact. There wasn't such a thing as online
networking; you stayed in touch via phone calls, lunches, and then
email. It's much easier now, of course, because you can do all that net-
working online. In fact, | have people in my network whom | haven't met
in person and may never have an opportunity to meet.

The basic premise of networking hasn't changed. The goal remains le-
veraging people you know to help you find a job and to move up (or
down) the career ladder. We just do it differently. It's much easier
today. You can network, stay in touch, find inside information on com-
panies, and get referrals, from your home computer with a few clicks of
your mouse.
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Who to Include in Your Network

Who should you include in your network? You will want to include just
about anyone and everyone you know, because you never know who
will be able to help you.

My vet hired my niece for an office position, because we happened to
be chatting about her needing an employee and my niece needing a
job. A dental assistant at my dentist's office was looking for a part-time
job at a riding stable, and | happened to know of an opening at a local
farm. | was approached via LinkedIn (http://linkedin.com) by a former
colleague who was hiring for a software designer position and |
happened to know the perfect person for him. He interviewed her and
hired her on the spot.

Hiring managers like referrals, because it saves them from screening
(sometimes hundreds) of resumes. When a candidate is referred by
someone they know, they can get a good sense of the applicant's skills
and a recommendation, in advance of the screening process. It saves
time and helps them build a stronger pool of candidates. That's why
companies often pay hiring bonuses to employees who recommend
candidates.

Your network should include:
* Business connections
¢ College alumni
e Company alumni (former coworkers and managers)
e Colleagues
¢ Clients
e Customers
e Family

¢ Friends and neighbors
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How to Use Your Network

You've created a profile on a networking site, what next? The next step
is to find contacts so you can add to your network. On most networking
sites, you can search globally for past and present colleagues and
classmates, and you can add contacts from your email accounts.
There are also advanced search options you can use to find a specific
individual, searching by name, keyword, location, group, etc.

How to Connect

Once you have found people to connect with, you need to invite them
to connect with you. Facebook users can add the person as a friend
and your connection will receive a message saying that they have been
added to your contacts. They can accept or decline your invitation.

On LinkedIn, you can send an email message, send InMail, or ask for
an introduction from a mutual connection. There's a standard system
message inviting the person to connect, but you can customize it,
which is always a good idea. If you're a member of a LinkedIn Group,
you may be able to contact another group member directly to connect.

Connect with Relevant Contacts

What's important about connecting on any networking site is not to
waste your time, or anyone else's, connecting with people who don't
have a clue who you are. | turn down any requests for connections from
people | don't know, or who aren't recommended by someone | know.
Why? Because, unless | can see that we have someone in common,
there is no need for me to join their network or vice versa.

The key is to have "real" contacts, people who know you and are willing
to help you, rather than hundreds of meaningless connections. So
please don't invite everyone and anyone you ever heard of—you will
annoy some of them, and the others aren't going to be much use to you
if they can't recommend your work or candidacy for employment.
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Think "relevancy" when you're making connections. How do | know the
person and how might they be able to help me and how can | help
them?

Using Your Connections in Your Job
Search

Here's a good example of relevancy. Avram, while in the midst of a job
change, used LinkedIn to contact people who worked at the companies
he was interviewing with. He suggests, "Contact people who worked at
the company before via Linkedln and see if they'll give you the
lowdown." He was able to find out good information about the organi-
zations and the positions that he was interested in.

In some cases, the information you find out about the job and the
company will help when it comes to interviewing; the information you
gathered can be used for preparation. In other cases, it may help you
decide that you don't want the job. That's fine, too. It's much better to
turn down a job that isn't a good fit than it is to have to start your job
search over because your new job didn't work out.

In another case, Sylvia posted her profile, made a lot of connections,
and subsequently (and coincidentally) ended up being laid off. She let
all her connections know she was looking for a new job and heard from
an interested employer almost immediately.

A word of warning though—you need to be really careful who you tell
that you are looking for work. | know someone who announced that she
was looking for a new job. A connection forwarded the message to her
boss and she ended up losing her job before she was prepared to go.
Her boss was not amused at finding out third-hand that she was
planning on leaving the company.

Searching for Jobs on LinkedIn

As well as using your connections to help with your job search, you can
look for jobs directly on LinkedIn. First, review LinkedIn's suggestions
for finding jobs:
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* Keep your profile updated and make sure it's complete.
* Get recommendations.

* Get connections—so you have contacts at as many companies as
possible.

* Download the Jobsinsider tool—it will show you how you are
connected at jobs listed online (at sites like Monster, CareerBuild-
er, and Craigslist) and you can request an introduction to the hiring
manager.

There are jobs posted directly on LinkedIn by employers, as well as
other jobs that SimplyHired, the job search engine, lists.

You can search for jobs by keyword, country, and postal code. If the
jobis listed directly on LinkedIn (rather than a general listing), you'll see
how you're connected (1st, 2nd, 3rd, etc.) to the hiring manager and
you can apply online and/or request a referral.

Here's an example: | clicked on a Content Manager position. It was
listed directly on LinkedIn and nine of my connections either knew the
hiring manager or could connect me with someone who did. If | was in-
terested in applying, | could upload a cover letter and ask for a referral
for the job.

The standard referral letter looks like this:
| have asked my connection John Doe to provide a short recom-
mendation for my qualifications for the position you posted titled

'‘Content Management.' Here's a link to the job:

http://linkedin.com/e/abc/12345/

Please don't hesitate to contact me if you have any questions.
Thank you for your consideration.
Sincerely,

Alison Doyle
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There's also a standard note to my connection:
John,
I am applying for a job | found on LinkedIn, and would sincerely ap-
preciate it if you could take a moment to write a short recommen-
dation for me, which you can then forward on to the job poster.

You can find details of the job | am applying for here:

http://linkedin.com/e/abc/12345/

Please let me know if you have any questions, and thank you very
much.

Sincerely,
Alison Doyle

Both the templates (and any templates on LinkedIn) can be personal-
ized and edited to fit your circumstances.

With the jobs that are provided by SimplyHired, you can click on Who
Do | Know... to see if you have any connections at the company. Again,
you will see how you are connected to the hiring manager and can use
your connections to assist with your application.

Getting Found on LinkedIn

As well as looking for jobs, recruiters are looking for you on LinkedIn.
It works both ways. Jason Alba, CEO of JibberJobber.com, says, "Re-
cruiters refer to LinkedIn as their candidate pool. They pay a lot of
money, and spend a lot of time, looking for the right person to fill a job
(or looking for someone who knows someone). One of your main goals
is to be found by the recruiter, even if they don't have a job for you.
Make sure you are easy to find (flesh out your profile), and easy to
contact. Putting in keywords, abbreviations, and details will raise the
chances you are found when the recruiter is searching."
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More on LinkedlIn

In another situation, one of my connections asked me for a LinkedIn
referral for a job he applied for. | was able to recommend him for the
job to the hiring manager using LinkedIn's messaging system. This led
to his resume (and his LinkedIn profile) getting a closer look and moved
him into contention for the position.

Jason Alba's book "I'm on LinkedIn -- Now What???" is full of excellent
advice on what you can do with LinkedIn and how it can assist you. It
will help you get the most out of LinkedIn and use it to your best advan-
tage.

Staying in Touch

LinkedIn, Facebook, and Twitter are also good ways to stay in touch
with your connections. I've kept the same email addresses forever, but
some people change them almost as often as the wind blows. You
won't have to worry about bounced email or keeping track of changed
email addresses; you can simply message directly through the system.

Strategies to Build Your Network

Network building is not only fun, it's easy. | spend a few minutes every
now and then checking Facebook and LinkedIn for new connections,
so | can expand my network. | have over 500 connections, but | know
people who have hundreds more. There are over 38 million LinkedIn
users and 175 million Facebook users, and that's only two of the top
networking sites. Think about all those people who have the potential
to be useful to your job search!

When | find someone who would be a good connection, all | need to do
is click to send them an invitation. Hopefully, they accept. That's why it
makes sense not to abuse the system, attempting to connect with
people you have nothing in common with and vice versa.

The fun part is finding people that | had lost track of. It's interesting to
see who is doing what and where they've been along the way. Some
people end up at jobs | never would have expected. Someone who
wrote a guest article for me on Alaskan fishing jobs when | first started
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the About.com Job Searching site (http://jobsearch.about.com) is now
Vice President for a major international corporation. | would have lost
touch, but we connected on LinkedIn and I've been able to stay
informed about his career.

Work Your Connections

One really good way to build your network is to proactively and posi-
tively work your connections. Did someone you know just get promoted
or get hired for a new job? Send them a quick congratulatory message.
Has someone helped you with your job search? Send them a thank you
note. It only takes a few minutes.

Write a LinkedIn recommendation for someone you have worked with.
The recommendations you have written and the ones you have
received both show on your Profile (if you opt to make them visible).
Writing a reference is a good way to get someone to reciprocate.
Those recommendations can be read by hiring managers using
LinkedIn for recruiting and by your connections, so in a way, you have
provided a reference in advance for a future employer.

Top Networking Sites

Where are the best sites to network? We all have many networking op-
portunities, including college and company alumni associations, pro-
fessional associations, and social networking sites, that we can take
advantage of. Regardless of your career field or interests, there is a
group or association available online to network with. For example,
there are networking groups for advertising executives, cancer survi-
vors, 40+ job seekers, scientists, ministers, and veterans. That's just
the tip of the iceberg.

Alumni Associations

If you're a college student or graduate, check with your school to see if
they have an alumni network. If they do, you will be able to get in touch
with alumni, and sometimes parents, who have volunteered to assist
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students and other alumni. There are college general alumni network-
ing groups, as well as college networks specifically designed to help
with internships, job searching, and business networking.

In addition to the school's own groups, there are public college net-
working sites, like MyWorkster and many Facebook and Linkedin
Groups, designed to facilitate communications among university com-
munities, including staff, students, and alumni.

In addition to your college alumni association, Kay Stout, of Oklahoma
Professional Search (http://www.oklahomaprofessionalsearch.com)
and author of the Another Point of View blog (http://tinyurl.com/2d79fp)
[http://anotherpointofview.typepad.com], notes that, "The next best
connection investment is your Social Greek organization or special
interest group—think Pi Sigma Alpha (Political Science), Psi Chi (Psy-
chology), Sigma Delta Pi (Spanish), Beta Beta Beta (Biology), etc.
Why? Because when you send an electronic (or snail mail) message to
someone who went to the same university as you and belonged to the
same organization, there is an immediate connection. The subject line
of your email should be the university or special interest group and the
year you graduated (University of Colorado alum, 2007). If you share
the same industry occupation, that's like a home run."

Many companies also have alumni associations. Job-Hunt.org
(http://www.jobhunt.org/employer_alumni_networking.shtml) has
compiled a list of alumni and military networking groups. Adobe, the
U.S. Army, Bell Labs, Deloitte & Touche, IBM, and Six Flags all have
alumni groups, just to mention a few. Smaller organizations are also
listed, so if you don't see your company on the list, search for it on
Google: "company name alumni group" or take a look at the Yahoo
Groups list of Groups about Former Employers
(http://finance.dir.groups.yahoo.com/dir/1600528678). There are over
1300 groups listed.

Bright Circles (http://www.brightcircles.com) is a networking site where
current and former employees from leading companies and organiza-
tions are able to stay in touch.
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Professional Associations

Do you belong to a professional association? Many associations have
members-only networking, so check with your association(s) if you
belong. If you don't, joining an association can have many benefits.
The ASAE (American Society of Association Executives) has a search-
able directory of associations (http://asaecenter.org) you can use to
find relevant associations to join.

Social and Professional Networking Sites

Linkedin  Groups (http://linkedin.com/static?key=groups_info) is
another good place to connect. Groups include Alumni, Corporate,
Conference, Networking, Non-Profit, and Professional Groups.
Members can opt to let other group members contact them directly via
LinkedIn's message system, so it's easy to communicate.

Facebook is very user friendly. You can find friends, both new ones
and contacts in the networks you belong to. Friends can message
friends from within Facebook, so you don't even have to send an email
to talk to someone.

College Student /Alumni Networks
* 85 Broads

e Alumni.net

* College/University Private Networks (check with your school)
e Experience

* Facebook Groups

¢ LinkedIn Groups

* MyWorkster

Company Alumni Network Directories/Groups
¢ Facebook Groups

¢ Job-Hunt.org
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e LinkedIn Groups
* Riley Guide

* Yahoo Groups

Professional Associations
e American Society of Association Executives

Professional Networking Sites
e Bright Circles

* Doostang
* LinkedIn
* Ryze
* Spoke
Social Networking Sites
* Facebook
* Friendster
e MySpace
* Ning

e Twitter

Choose Your Networks

Obviously, you can't join every network. If you did, you wouldn't have
time for anything else. There are too many of them. The key is to be
selective. Pick networking sites where it's easy to manage your profiles
and to connect. Choose sites that are easy to use, as well relevant to
your interests and goals.
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Start small and join a network or two, see how it works for you, then go
on from there. Sign up for email alerts of new messages, posts, or
changes in your contacts' status, so you don't have to remember to
check your network(s) for what's new.

RELATED RESOURCES

e Career Networking Sites
(http://tinyurl.com/241d2h)
[http://jobsearch.about.com/od/networkingsites
[Career_ and_Social_Networking_Sites.htm]

¢ "I'm On LinkedIn -- Now What???"
(http://imonlinkedinnowwhat.com/)

¢ Wikipedia Social Networking Sites
(http://en.wikipedia.org/wi-
ki/List of social_networking_website)
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Chapter

Resumes and Cover
Letters

Creating a Resume

Unless you're applying for job that doesn't
require a resume, you will need to create an
excellent resume and a cover letter. The "excel-
lent" is the important part. Your resume and your
letters need to be perfect. They need to look
good, read well, and convince the employer that
they need to interview you.

In fact, you should edit your resume and write a
customized cover letter for each and every job
you apply for. | know that sounds like a lot of
work. It is. But, if you want to make a good im-
pression on the hiring manager (and you only
have a few seconds to make that impression),
you need to have both a resume and cover letter
that show why you are qualified for the job and
are an excellent candidate at first glance.

Perfect means no typos or grammatical errors.
It's really hard to proofread your own writing. |
know for a fact that | can't do it. | see the words
on the page as | think | wrote them, not how they
really look. So ask someone else to review your
materials before you send them. Don't rely on
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spellcheck or grammar check to catch the mistakes for you. If you
wrote the wrong word, you're instead of your or principle instead of
principal, for example, it's not going to catch it.

What's in your resume is as important as how it looks. You need to
make a strong positive impression in a very short amount of time. If you
need help writing a resume, there is a lot of information available
online. There are also products and people who will help write or
review your resume for you.

Resume Writing Help

* Resume Writing Guide
(http://jobsearch.about.com/od/resumes/a/resumetoc.htm)

* Resume Writing Books
(http://jobsearch.about.com/od/toppicks/tp/resumewriting.htm)

* Resume Writing/Reviewing Services
* College Career Services Offices

It's always helpful to review resume samples. | have a selection on the
About.com Job Searching site (http://jobsearch.about.com) that you
can take a look at.

Resume Content
There is basic content that should be included in every resume:

* Contact information: name, address, phone, email.

* Experience: positions, employers, and a description of what you
did at each job.

* Education: colleges attended and graduation dates.

» Skills: skills relevant to the jobs you are applying for.
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Sample Resume Format

Contact Information

First Name, Last Name
Home Street Address
Home City, State, Zip
Home Phone

Cell Phone

Email Address

Career Highlights (optional)

This section of your resume lists the skills and experience that are
specifically related to the job for which you are applying.

Experience

The experience section of your resume includes your work history.
List in reverse chronological order (most recent first) your
employer, the dates of employment, the positions held, along with
a bulleted list of your job responsibilities and your accomplish-
ments.

Company Name

Job Title
Responsibilities

City, State

Dates of Employment
Education

College, Degree
Awards, Honors

Skills

List the skills related to the position that you are applying for—for
example, programming, software, and or language skills.
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The Details Matter

Contact Information: Make sure all your contact information is
accurate. Believe it or not, | know people who have put the wrong
phone number or an email address that they no longer use on their
resume. Even though they had good credentials, there is no way they
could be reached to schedule an interview.

Phone Number: List a phone number that you can check frequently for
messages. When a recruiter calls you, they want to speak to you
sooner rather than later.

Email Address: Don't use an AOL email address when applying for a
tech job. As one employer told me, AOL users are considered low tech.
Do make sure your email address sounds professional (don't use

http://coolcat@mail.com or http://hotchick@gmail.com, etc.—you get
the idea). Your name is always appropriate to use for your email
address. For example, | have several variations like adoyle, alison-
doyle, etc. with the email accounts | use.

Formatting: Use a simple easy-to-read font on your resume such as
Times New Roman or Verdana. Don't make it too large or too small.
Nobody wants to have to squint to read a resume. Leave plenty of white
space between your content. If you need to go beyond one page, that's
fine. It's better to have a readable resume than a jam-packed one that
is hard to read.

Writing: Be specific. Highlight your achievements (e.g., | increased
sales revenue 120% for fiscal year 2007) and your qualifications. Be
brief; use bullets and short sentences. No prospective employer wants
to read a book.

The Truth Matters

| have lost track of how many frantic emails | have received saying |
fudged the dates | worked at my last company and now | have a job
offer, but they are conducting a background check—What do | do? Or,
even though | attended college for three and a half years, | didn't
graduate, although | said | did on my resume—What do | do now?
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When that happens, you have a problem. You can come clean with the
recruiter and tell them that you made a "mistake" on your resume or
hope you don't get caught. Do keep in mind that even if you don't get
caught, you can get fired at any point in the future (sometimes years
later) if the company finds out you lied on your resume.

It's much less stressful to be honest. Tell the truth on your resume, on
your job applications, and in your cover letters, and your lies won't
come back to haunt you down the road.

Resume Reviews

Once you have compiled all the information you need into a resume
and have a draft ready for review, our experts in the About.com Job
Searching Forum (http://jobsearch.about.com/mpboards.htm) can
provide feedback and suggestions.

Targeted Resumes

A targeted resume is a resume that is written to show that you are spe-
cifically qualified for the job you are applying for. When writing a
targeted resume, you match your skills and experience to the qualifica-
tions listed in the help wanted ad or job posting.

You can target your resume either by including a Career Highlights or
Summary of Qualifications section at the top of your resume or by
rewriting your resume to focus on your qualifications for the job. Either
way, it's important to show the hiring manager that you have the qual-
ifications he or she needs.

If you are struggling to make the case that you're qualified for a job, re-
consider applying. Applying for jobs you're not qualified for is not only
a waste of the employer's time; it's a waste of your time as well. I've
received resumes from someone with a background in childcare who
was applying for a C++ programmer position and from a former CEO
for an administrative assistant position. One was clearly under quali-
fied, the other overqualified. Neither one had a resume (or a cover
letter) that indicated in any way why they might be a good candidate or
why they were qualified for the positions.
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Writing Cover Letters

Those candidates whose resumes didn't have any qualifications for the
jobs | was recruiting for could have made the case, perhaps, that they
were a good candidate for the job in their cover letter.

Instead, they said they were interested in the position. They didn't
reference why they were qualified or why they wanted the job. Letters
like that won't get anyone an interview. Rather, cover letters that work
explain the reasons for your interest in the company. They include the
most relevant skills or experiences you have for the position you're
applying for. Remember, it's not the skills you think are important that
matter, it's the skills the hiring manager wants his new employee to
have that are critical to securing an interview.

Consider it from the hiring manager's perspective. He wants to hire the
most qualified candidate for the job and he'll get many resumes from
candidates who are qualified. Why would he consider the others? He
won't, and that's why your cover letter needs to be targeted to show
that you're a candidate who deserves an interview.

Julie Greenberg, Co-Founder of Jobnob (http://www.jobnob.com)
explains: "Too often job seekers overlook the importance of a cover
letter. The cover letter is your one chance to speak directly to the hiring
manager or HR gatekeeper. It's literally like you've gotten 60 seconds
of their time for your elevator pitch—your quick spiel about why you are
so great. Yes, your resume is very important, but in a cover letter you
get the opportunity to tell an employer something about who you are,
how well you write, and how much you are interested in this specific job
and why. You don't get to do that with a resume. So the rule to follow
is: If you are submitting a resume, you should be submitting a cover
letter. Always."

Targeted Cover Letters

A targeted cover letter, just like a targeted resume, specifically relates
your experience to the job posting you are applying for. You need to
write a customized letter for every job you are interested in

Sample Cover Letter Format
Your Contact Information
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First Name, Last Name
Home Street Address
Home City, State, Zip
Home Phone Number
Cell Phone Number
Email Address

Date

Company Contact Information

(Leave out if you don't have the information)

Name

Job Title

Company

Street Address

City, State, Zip Code

Salutation

(Leave out if you don't have the information)

Dear Mr./Ms. Last Name:

First Paragraph

The first paragraph of your cover letter lets the hiring manager
know what position you are applying for. Include the name of a
contact at the company, if you have one.

Middle Paragraphs

The middle section of your cover letter explains why you are
qualified for the job. You need to convince the recruiter that you
should be scheduled for an interview. Connect your skills and
abilities with the qualifications listed in the job posting. Specify how
your experience is a strong match for the job. Use bullets or short

paragraphs.

Final Paragraph
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The final paragraph thanks the employer for considering you for
the job. You can also include information on how you will follow up,
as long as the job posting doesn't specify "no phone calls.”

Complimentary Close.

Sincerely,
Signature

Typed name for a letter sent via email or uploaded online, or hand-
written signature for a mailed letter.

Review Sample Cover Letters

It's always helpful to review sample cover letters to get ideas for what
to write and how to format your letter. | have a collection available on
my About.com Job Searching site (http://jobsearch.about.com) and
there are plenty of other samples available in cover letter writing books
and online.

"The Elements of Resume Style: Essential Rules and Eye-Opening
Advice for Writing Resumes and Cover Letters that Work" by Scott
Bennett is a little book full of good advice for resume and cover letter
writing.

Joyce Lain Kennedy's "Cover Letters for Dummies" and "Resumes for
Dummies" are both good resources for resume and letter writing, as
well. They provide advice on how to write resumes and letters,
samples, as well as tips and suggestions for writing resumes and cover
letters.

One of my favorite cover letter samples is shown below. The candidate
specifically related the job requirements to her skills. It's very clear, at
first glance, to the employer that she's qualified for the job. This letter
not only got her an interview, it also got her a job offer.
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Requirements

Responsible for administrative operations in college student affairs
office, including managing program registration, solving customer
problems, dealing with risk management and emergencies, and
establishment and enforcement of department policies.

Hiring, training, and supervision of staff, including supervision of
student workers and graduate interns.

Strong interpersonal skills are required.

Valid New York driver's license with good driving record. Ability to
travel to different offices required.

Extensive experience in undergraduate collegiate programming
creation, organization, and management.

Qualifications

TI

Manage student registration for college courses, design and
manage program administration software, solve customer
problems, create and enforce department policy, and serve as a
liaison between office administration and students, faculty, and
staff.

Emergency planning managing training and certification.

Hiring, training, scheduling and management of staff, managing
and ordering supply inventory.

New York driver's license with NTSA defensive driving certification.

Extensive experience in collegiate programming design, imple-
mentation, and management.

PS FOR WRITING COVER LETTERS

Cover letter is targeted, concise, clear, logical, and well
organized.

Letter specifically relates your qualifications to the job.

Use your cover letter to explain any gaps in your employment.
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* Proofread and then have someone else review the letter for you.

* Read your letter out loud to make sure there are no missing
words.

* Keep a copy for your records.

Sending Your Resume and Letters

How to send your letter depends on whether you are mailing it via the
USPS or sending it via email or applying online. If you're mailing your
application materials, print your cover letter on white (or off-white) bond
paper that matches your resume. Don't forget to sign it. Either mail it
flat or fold with the letter on top over the resume.

Sending via Email

When you apply via email, there are a couple of options. You can write
your cover letter directly into an email message (the same rules for
writing a proper letter and proofing it apply) and attach your resume (a
MS Word attachment is best). Or, you can attach both your resume and
letter as separate documents to the email message. Send yourself a
copy as well (use the bcc: field in your email program). That way you'll
have a copy for your records.

When you send your cover letter in the body of the email address, be
sure to include your contact information (email address, phone
number, etc.) in your signature, so it's easy for the hiring manager to
get in touch with you.

Name Your Resume: Save a copy of your resume, including your
name in the document name, i.e., AlisonDoyleResume.doc (Your-
NameResume.doc). That way your resume can be easily identified by
the hiring manager.

Subject Line of Message: Should include the position you're applying
for and your name. Example: Credit Suisse Analyst/Alison Doyle.

Signature: Include your contact information (email address, phone

number, etc.) in your signature, so it's easy for the hiring manager to
get in touch with you.
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Applying Online

Applying online via a job site, like Monster or CareerBuilder, or directly
on a company's web site, is simple. All you need to do is follow the di-
rections. You will either upload your resume or copy/paste the informa-
tion from your resume into an online resume builder or application.
There also may be an option to upload a cover letter. Again, follow the
instructions and they will walk you through the process.

What (and What Not) to Do

Do follow the directions. Employers want you to do what they ask and
they don't have much tolerance for applicants who don't follow the
rules. If the job posting says send your resume as a PDF file, don't
send a Word document, convert it. You can do that online (search for
Word to PDF conversion) if you don't have software to convert the file
for you. If the directions say include a cover letter, write one or you
won't be considered for the job.

Be very careful. The auto-fill option that is built into many email
programs (where the program fills in the email address of who it thinks
you are writing to) is dangerous. | know job seekers who weren't paying
attention and ended up sending their resume to their boss by mistake.
That's one reason why using a dedicated email account just for job
searching makes sense.

Do not send a resume without a message. |'ve received way too many
random resumes attached to an email message. In some cases, | have
no clue why the person is sending them to me or what they expect me
to do with them. Make sure your email message is clear about why you
are sending the resume and what job you are applying for.

Don't use your work email account. It's not only not smart to use your
work email account to apply for jobs because many companies monitor
employee email activity, it also won't make a good impression with pro-
spective employers. How do they know you won't do the same thing in
the future and use their equipment, software, and time to apply for your
next job?
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Do not use a spam blocker. A spam blocker requires people who aren't
in your address book to go online and fill out a form before they can
send you a message. That happened to me the other day when | was
responding to someone who had written to me at my About.com Job
Searching email address. She said she desperately needed advice, so
| took the time to respond only to get an email message saying | need
to be an approved sender to write to her. Making a potential employer
(or someone giving you advice or help) jump through hoops to respond
to you is a really bad idea. Most people won't bother.

Saying Thank You

Following up after an interview with a thank you letter is a very
important part of the application process. Hiring managers think more
highly of applicants who take the time to thank them for the interview
and to reiterate their interest in the position.

Austin Lavin, Co-Founder and CEO of MyFirstPaycheck.com
(http://myfirstpaycheck.com), says, "It's always important to send a
thank you note to interviewers and to follow up if you do not hear about
the job after a week."

Susan Heathfield, the About.com Guide to Human Resources,
explains, "The interview thank you letter is a small gold mine of infor-
mation for the employer. It's one more piece in the puzzle about
matching the most qualified candidate to the employer's job. Since this
is the application material least likely to be reviewed by others before
sending, spelling, grammar, and typos matter because the employer is
observing your writing skills and your attention to detail. The employer
is also confirming that you understood their communication about the
job, the company, and the interviewers. The employer wants to hear
your enthusiasm and interest in the position. And, when you recap your
skills in the thank you letter, it gives the employer one more opportunity
to note the match between what you bring and what the job requires."
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RELATED RESOURCES

e Cover Letter Samples (http://tinyurl.com/dyluf)
[http://jobsearch.about.com/od/coverlettersamples/a/
coverlettsample.htm]

* Resume Samples (http://tinyurl.com/rpvdy)
[http://jobsearch.about.com/od/sampleresumes/a/sample
resume2.htm]

* Thank You Letters (http:/tinyurl.com/dyluf)
[http://jobsearch.about.com/od/thankyouletters/a/thank
youletters.htm]
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Chapter

How to Job Search
Online

How to Start a Job Search

One of the hardest parts of beginning a job
search is to know where to start. The Internet has
more job sites than you can count, and starting
and managing a job search can be complicated.
You can't just go to Google and search for "jobs"
because you'll get more results (over a billion at
this point in time) than you'll know what to do
with. Some may be relevant to your job search,
most won't be.

There are job banks; job search engines that
search the Internet for listings and aggregate
jobs from multiple sites; niche job sites that focus
on a specific career field or geographic area; net-
working sites where you can connect with hiring
managers and where recruiters can find you; and
ways, like writing a blog, to create an online
presence that helps build your career.

You may need to use some of these resources;
others won't be necessary. What's important is to
keep your job search as uncomplicated as
possible. The simpler it is, the more effective it
will be.
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Before you do anything at all, you will need to decide what type of job
you're looking for. That helps simplify the process. If you're looking for
a job close to home, for example, you can focus on the local job search
sites.

That's exactly what Priscilla did. She was a part-time graduate student
who was looking for a part-time job to pay the bills. She visited her local
Chamber of Commerce web site and saw a couple of postings that
looked like they would be a fit. She uploaded her resume and applied.
Within a few hours she was called to schedule an interview. She inter-
viewed that very same day and got a job offer the next morning.

Of course, it's not always that easy. There's more work involved if
you're looking for a professional position, want to relocate, don't have
the best work history, or want to change careers. However, if you start
with one resource at a time and build your job search, it will be much
easier. There is no point in trying to learn everything and in using
resources you don't need.

Joe, for example, is a pharmaceutical sales representative. When he
was laid off from his job, he decided he wanted to stay in the same line
of work and wanted to stay in the Atlanta area, where he lived. Rather
than posting his resume on every job board he could find, he targeted
several pharmaceutical firms. He applied directly to those companies
via the company web sites. He networked with clients, former col-
leagues, and members of the local professional associations. Joe also
used LinkedIn to find contacts at the companies where he wanted to
work. He was able to skip some steps in the process because his job
search was so focused.

So, before you begin your job search you need a plan. You need to
have, at least some ideas about what you want to do. You also need a
resume and to be prepared to write a cover letter for each of the jobs
you apply for.
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Job Search Plan

There are also some basic tools you will need to conduct a job search.
Access to a computer and an email account you can use for job
searching are a must. It helps to have a dedicated email you can use
so your job search correspondence doesn't get jumbled with your
personal correspondence. Also:

* Decide what type of job you want (industry, career field, full time,
part-time)

¢ Decide where you want to work (geographic area)

* Write a resume or be prepared to complete job applications
* Find job listings

* Write cover letters

* Apply online

¢ Follow up

¢ Use your contacts (networking)

Email Accounts

Free web-based email services are available (Gmail, Yahoo!) and if
you use one, you will be able to check your email from wherever you
are. You will also be able to set up folders where you can keep copies
of the resumes you have sent and the correspondence that needs
follow up.

Store Your Documents

Set up a job search folder on your computer. Keep copies of the
resumes and letters you have sent, so the information will be readily
available when you start receiving calls to schedule interviews. Also
keep a copy of the emails you send.
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You can also store your job search documents online. Upload your
resume and cover letters to Google Documents and you will be able to
access them from any web browser. That way, you'll have everything
you need to apply for your jobs available on any computer.

There are also web sites specifically designed for storing and sending
your resume. ResumeBucket (http://www.resumebucket.com) users
can upload their resume directly from their computer or create a
resume online with the resume building service. You'll get a unique
URL just for your resume.

Josh Stomel, Founder, ResumeBucket.com and NeoHire.com,
explains why it's important to have a copy of your resume online:
"When your resume is on the web, you can update it at any moment,
instantly. You can edit, modify, and update your resume in seconds
making sure anyone browsing through it has all of your current qualifi-
cations. An uploaded resume has the potential to be seen by millions
of people in your local area, the nation, and even the world. Just years
ago it would have been impossible to network your resume the way you
can today on the web."

Storing your resume online will enable you to apply for any job, any
time, regardless of where you are. That can give you a competitive
edge, because the first candidates to apply for jobs often get a closer
look than the others. That's especially true when employers receive
hundreds of applications for every open position, and that's happening
more and more frequently.

A Place to Work

If you don't have a computer, your local public library may have
computers you can use for free. Or, try an Internet café. Though it's
easier if you have your own computer, both of these are feasible
options, because you can conduct just about every facet of your job
search via the Internet.
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A dedicated place to work on your job search activities is important,
even if it is only a corner of your kitchen table. You need a place for
your computer and your phone. You'll also need a planner (online or
paper), notepad, and pen so you're prepared when you get called for
an interview.

Be sure to have a quiet place to talk on the phone. Recruiters don't
need to hear dogs and kids in the background when they are trying to
talk to you about a job. If the timing isn't right to have a conversation,
ask if you could schedule a time to talk later or on the next day.

Job Search Tools

Consider using a job search management tool such as JibberJobber
(http://jibberjobber.com) to manage your activities online and keep
track of where you have applied, who you have contacted, and what
you need to do next.

An Excel spreadsheet works, too. Set up columns for:

e Company Name

* Date Resume Sent
* Contact Person

e Follow-Up Date

* Notes

Another option is the contact manager that comes with some email
programs, like Microsoft Outlook. Regardless of what product you use,
you need to be able to keep track of your job applications and the
people who are helping you with them.

Get all the tools you need in place before you start. It's much easier to
apply for jobs when you're organized, than when you have to run to the
store to get paper for your printer or to the post office to get stamps, so
you can get a resume in the mail.
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Very Useful Job Search Tools
e Computer

* Printer

* Phone (land line or cell phone) with voicemail
* Email Address

e Organizer/Planner

e Contact Manager

e Paper

* Mailing Envelopes

e Stamps

Get Organized

Set aside some time to work on your job search. Job searching really
is a whole lot like work and it's going to take dedicated effort to find a
new position. One thing to keep in mind is that most people don't look
for jobs on the weekend. So, if you can spend a few weekend hours on
your job search, you'll have an edge over other applicants and your ap-
plication may be among the first ones the hiring manager sees on
Monday morning.

Review Job Options

If you're not sure what type of job you want, take some time to review
job options. The days of deciding what you want to do when you grow
up and sticking with that for your working life are over. Now, it's more
a question of what to do next.

That's especially true in a difficult economy where jobs are being cut,

entire industries have been decimated, and the job market is as com-
petitive as it has ever been.
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If your skills aren't quite as marketable as they used to be, consider
how you can transfer them to another job, industry, or career field.
Transferable skills are all the skills (from school, work, volunteering,
activities, continuing education, etc.) that you have that can be used for
employment purposes. It's important to use those skills to your best
advantage when you're job searching.

Willy Franzen, Founder, One Day One Job (http://onedayonejob.com),
says, "If you can step out of your job search and start thinking about
what companies, products, and ideas excite you and what problems
you want to work to solve, then you can start to get creative with your
job search. There's no better tool than the Internet to help you generate
these ideas and then research them to determine whether they might
lead to job search prospects.”

There are web sites that can help you figure out what your transferable
skills are and what you can do with them during the next phase of your
career. Visit Path101 (http://www.path101.com) and take a personality
test to see what people with the same background as you are doing.
Analyze your resume by uploading it from your computer or importing
your LinkedIn Profile and compare your background with millions of
resumes gathered from the web. You can also ask career questions
and get advice from real people on the career paths that are of interest
to you.

Use Monster's Career Snapshots (http://tinyurl.com/d3u45v)
[http://my.monster.com/Job-Profiles/GetProfile.aspx] to explore
thousands of different jobs that match your interests and skills. Then,
use Monster's Career Mapping Tool (http://tinyurl.com/cc32ax)
[http://my.monster.com/Career-Planning/Pathing.aspx#tablin-
dex=0&path=&eview=H] to take a look at the career paths that will get
you to the careers you're considering.

Get Help

If you're not sure about what you want to do or are having difficulty with
your job search, remember that there is help available. If you're a
college student or graduate, your career services office may be able to
assist.
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There are career counselors and coaches who can provide assistance.
Visit the National Career Development Association
(http://www.ncda.org) for a list of certified counselors in your area.
Many State Department of Labor offices provide workshops and assis-
tance for job seekers as well.

Be Active

You need to actively work at your job search. One job seeker lost an
opportunity for what could have been a dream job because he didn't
check his email in a timely manner. By the time he got around to
checking it, someone else had been hired.

One of my pet peeves is when job seekers complain that nothing is
happening with their job search. Those are often the people who wait
a week or so to apply, don't respond to email from recruiters and
contacts, and don't follow up in a timely manner. If you want the job,
you need to be among the first to apply, the first to respond, the first to
send a thank you letter after an interview...you get the idea.

Davidia, for example, spent a week mulling over her resume, a cover
letter, and a writing sample. By the time she had gotten it just right, it
was too late. The employer had a full interview schedule and wasn't
considering any further applications. That old saying, "He who
hesitates is lost," holds true when it comes to looking for a job. Recruit-
ers don't want to wait around for someone who isn't responsive or pro-
active.

56 Chapter 4: How to Job Search Online



JOB SEARCH CHECKLIST

Apply Immediately. Don't wait to apply for jobs that match
your specification.

Check Email. Check at least twice a day, early in the
morning and mid-afternoon, so you can respond the same
day you received the message.

Respond to Email. Answer recruiter and contact email im-
mediately.

Telephone. Check for messages throughout the day (if
you're working, check your voicemail during breaks and/or
your lunch hour).

Mail. Check your mail—you may get a letter or postcard
asking you to call to schedule an interview.

HE N N

Networking Sites. Reach out to contacts and respond to
messages from anyone who is helping you with your job
search in a timely manner.

Also, update your online accounts on a regular basis. Kellie Morris,
Senior IT Auditor at aigDirect.com, notes that, "When | am actively
searching, | repost my resume every 5 to 7 days. It gives the appear-
ance that | have not been looking a long time."

How to Apply for Jobs Online

There isn't any room for guesswork in applying for jobs online. It's really
simple. Follow the instructions in the job posting. Companies think less
of (or will ignore) applicants who don't follow the instructions. If the
listing says send a cover letter, write one. If the listing says apply online
at CareerBuilder, do so. When the "help wanted" ad says send a PDF,
don't send a Word document.
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How Employers Accept Applications
* Directly at their company web site

* By email, to a general human resources email box or to an individ-
ual

* From a job site (you will have uploaded your resume to the site)
* By mail

Follow the instructions in the job posting. Keep track, as | said, of
where you applied, so you can manage your job search.

Online Job Applications

When companies want you to apply for jobs at the company web site,
you will probably need to complete an online application rather than
submitting your resume. That's because the company is using a hiring
system that tracks applicants from the time they apply to the time they
get hired.

The easiest way to complete these applications is to copy and paste
the information from your resume into the application. If there's an
option to upload your cover letter, write a letter, then paste it into the
box provided.

How to Follow Up

Following up when you have applied for a job online can be tricky.
Many companies don't list a contact person because they don't want to
be bombarded with phone calls and emails. They want to follow up with
those candidates they are interested in and not have to deal with the
rest.

There is a school of thought that believes you should track down a
contact person (hiring manager, supervisor, etc.) and follow up on your
application, regardless of what's listed in the help wanted ad. | don't
think that makes sense. It's better to be respectful of the employer's
wishes and if the ad says no calls, don't call. Rather, follow up with an
email a week or so after you've submitted your materials to check on
the status of your application.
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Sample Follow Up Letter
Dear Mr./Ms. Last Name:

(Omit this line if you don't have a contact person's name)

| submitted a resume two weeks ago for the marketing assistant
position you advertised on Craigslist.

I am very interested in working at ABC Company and my skills, es-
pecially my sales and marketing experience at DEF company, are
an excellent match for this opportunity.

| would be glad to resend my resume or to provide any further in-
formation you might need regarding my candidacy. | can be
reached at (5655)555-5555 or at jdoe@email.com.

| look forward to hearing from you.
Sincerely,

Your name

Follow-Up Timing

When you follow up by email, send a message a week or two after you
applied. Unless the message bounced, (and if it did you'll get a copy in
your email inbox), presume that the recruiter or hiring manager got it.
Don't bombard them with email messages.

If you follow up with a phone call, try to call early in the morning. People
are more likely to pick up their phone before they are caught up in a
busy workday. Again, call a week or so after you applied.

When You Don't Hear Back

Unfortunately, many employers are really bad at following up. | know
people who have sent hundreds of resumes and only received a few
replies. If you don't hear back soon after applying, follow up, and if you
still don't get a response, forget it.
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The trend is for companies to follow up only with candidates they are
interested in. In the past, you'd get a letter or a postcard saying the job
was filled. Now, you're lucky if you get an email. Part of the reason is
that with the changeover to online recruiting, there are many more ap-
plications than are manageable for every job opening.

If you have a connection at the company, ask him or her if they can
check on the status of your resume. They may also be able to give it a
closer look and get you into contention for the job.

Don't feel badly if you don't get a response, even though it is annoying
when you put a lot of work into your cover letter and you think the job
is perfect for you. Your idea of perfect may not come close to the em-
ployer's vision of the perfect employee. This is the nature of the job
search business. Right or wrong, that's how it works.

Don't Stop and Don't Wait

There is a danger when you've sent a couple of resumes, when the in-
terviews start trickling in, and when it looks like you might get an offer,
to stop and wait to see what happens. What's dangerous is that you
don't know for certain that you've got a job until you have a definitive
offer.

One job seeker | worked with did a really good job of juggling multiple
potential jobs. She scheduled first and second interviews, delayed
some when she thought she was close to getting an offer on another,
and overall, she did all the right things. Then she thought she had an
offer from a company, so she declined further interviews with the
others and stopped sending her resume.

What she had wasn't an offer. It was a vague email saying they are in-
terested in hiring. There was no salary mentioned, no benefits listed,
nothing definitive that she should have construed as an offer that met
her requirements. It took her two weeks to get an actual dollar and
cents offer from the hiring manager. It wasn't even close to what she
had expected to get and wasn't a salary she would accept under any
circumstances.
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The moral of the story is to keep plugging away; look for jobs, apply for
jobs, interview, until you have the right (salary, benefits, perks, hours)
written offer from a company that you want to work for. That's when you
can consider yourself hired.

RELATED RESOURCES

¢ Free Email Services (http://tinyurl.com/2xw74d)
[http://email.about.com/od/freeemailreviews/tp
[free_email.htm]

» Job Search Tools (http://tinyurl.com/264ddy)
[http://jobsearch.about.com/od/findajob/a/jobtools.htm]

¢ How to Follow Up (http://tinyurl.com/29mnel)
[http://jobsearch.about.com/od/howtofollowup
/How_to Follow_Up.htm]

e JibberJobber (http://jibberjobber.com)
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Chapter

Where to Find Jobs

Where are the best places to find jobs? If you ask
career experts and job seekers, you'll get a
mixed bag of responses. There isn't one site that
works for everyone. It depends on the type of job
you're looking for and where you want to work.

| tend to like the job search engines, because
you can find jobs from a variety of sources, but
there are other sites that come highly recom-
mended. Kellie Morris, Senior IT Auditor at aigDi-
rect.com, says, "Over the last 11 years,
Dice.com has been invaluable to me in finding IT
openings and landing both permanent and
contract positions."

Gregg Bender, Aviation Technical Writer, has
had good luck with Indeed, the job search
engine, and LinkedIn. He told me, "The best sites
| have used are Linkedin and Indeed.com.
LinkedIn has allowed me to stay in professional
touch with many former coworkers that |
otherwise would have lost in the 'email shuffle.'
Indeed.com seems to be the most comprehen-
sive listing of openings, is updated rapidly, and is
very user-friendly."
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Latasha Hasty, Group Account Supervisor at Fission Communications,
has done well with Monster. "I've posted my resume on Monster.com
in the past and received a lot of calls for legitimate opportunities in my
field."

The niche (sites that focus on a specific career field or industry or type
of job) job sites are recommended as well. Andrea Santiago, Health-
care Recruiter, and Health Careers Guide for About.com notes, "Indus-
try-specific job boards such as healthcare, engineering, etc. also
produce better results than the bigger, broader job boards, in my expe-
rience. The Internet is an excellent resource for gathering industry in-
formation or corporate information to use in your job search, so |
recommend looking beyond the obvious job boards."

I've heard pros and cons from Craigslist users about how effective it is
for job searching, but | definitely think it's worth using. Eric Hamilton,
Photographer and Entrepreneur, agrees. He used Craigslist when
hiring and said, "Not only did | get qualified leads from Craigslist, | got
dozens, and hired one of them! | have a couple more dotcom startups
waiting in the wings, and when it comes time to recruit, Craigslist and
LinkedIn will be the ONLY tools | use."

Using a professional association works too. Marshall Maglothin, MHA,
MBA - DC Metro Executive, says, "One of the professional organiza-
tions | belong to has focused, sub-specialty listserv groups. | am VERY
active in mine, and any others that indirectly relate or that | might want
to explore."

In fact, | heard from a few job seekers who found a job simply by using
Google and searching for their town and the type of job they were
looking for. Depending on where you live, you may get too many
results to search through, and the postings could be out of date, but it
can't hurt to try to see if you can generate some leads.

I've also found jobs using the "help wanted" ads from the local news-
paper. In many cases, local newspapers have classifieds on the web
and, depending on the newspaper, you may be able to apply directly
online.
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So, in a nutshell, there isn't one place to look for jobs. There also isn't
any site you shouldn't use. Pick and choose among the sites that work
best for you and stick with the sites where you get good responses
from recruiters and hiring managers, and sites where you find a critical
mass of job openings. You want to get enough results to make your
searching worthwhile.

Job Listing Sites
¢ Company Web Sites
¢ Help Wanted Ads
¢ Job Search Engines
* Job Banks
* Local Job Sites
* Niche Job Sites
¢ Networking Sites

¢ Professional Associations

Company Web Sites

Do you know where you want to work? If so, visit the company web site
frequently to check job postings, and to apply online for available op-
portunities. You will find the job listings in either the Careers section of
the web site or as a subsection of About Us. At some sites, you may be
able to set up email alerts to notify you of new listings.

Company Research Sites

Next, take it one step further, and check the sites that provide informa-
tion about companies and jobs at those companies. You'll be able to
find out information about the prospective employers you're interested
in, as well as about jobs and salaries at the company. You will also be
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able to find out who are connected to at the company. Those connec-
tions can help you with your application and perhaps give you a refer-
ence.

In addition, the salary information you find will be helpful when you in-
terview. Julie Greenberg, Co-Founder of Jobnob
(http://www.jobnob.com) explains: "Do your research before you go to
an interview to learn what a company is already paying. You can talk
to your headhunter or recruiter or use online sites like JobNob. So find
out what the company is actually paying for the position you're inter-
viewing for, decide how much you want the job and what you're willing
to accept as a salary, and maybe push the boundary a little with your
initial salary request. As long as it's reasonable, even if it's high for
them, you can still be in the game and land the job you want at the right
price."

Jobnob.com (http://jobnob.com) provides information about the
salaries of specific jobs offered by companies all over the United
States. In addition, job seekers can view job listings for companies that
are currently hiring.

Glassdoor.com (http://glassdoor.com) is another good site for re-
searching companies. It has company reviews, ratings, salaries, CEO
approval ratings, competitors, content providers, and more company
information. Users can find and anonymously share company reviews,
ratings and salary information for jobs at each company listed.

Also, check Vault and LinkedIn's company pages for information on
companies of interest.

Job Search Sites

The major job boards are still the sites where most employers post
listings. So they definitely should be utilized in your job search. Just
don't count on them as the only resource because almost every other
online job seeker is using them, as well.
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I've spoken to hiring managers who get hundreds, and sometimes
thousands, of resumes every time they post a job on Monster, for
example. The same holds true for the other top sites. Employers are
literally inundated with applications, so it's hard to get noticed.

On the other hand, simply posting your resume can generate interest
in you. Several people | know have received email or phone calls from
recruiters and hiring managers shortly after posting their resume.

Here are the top sites, along with a brief description of how they work.
At most sites, job seekers can post several versions of their resume
and cover letter, and apply directly online. Most sites also offer job
agents, so you can sign up to have new listings that meet your criteria
sent via email. In addition, many sites provide extensive career re-
sources, including salary information, company information, and
career advice.

Top Job Banks

CareerBuilder.com. Users can post up to five resumes and search for
jobs by city, state, industry, company, or job category. You can select
which career fields you are interested in, so employers can contact
you. Privacy settings are also available, so you can limit who sees your
resume.

Craigslist.org. Craigslist, by design, is about as simple as you can get
in the world of online job searching. Click on the city that interests you
and review the list of job openings. That's it and that's about all you
need. There are lots of "real" job postings—listed by category—and
most are immediate openings.

Monster.com. Users can search Monster by keyword, location, and
job category. If you register, you will be able to set up job search agents
to receive information via email on new listings that meet your search
criteria. There is also a variety of specialized searches available,
including healthcare, finance, and hourly jobs. MonsterTrak is the
college student/alumni version of Monster with job listings for students
and graduates from specific colleges and universities.
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Yahoo! HotJobs. Users can search across the web for job postings or
search just on HotJobs by career field, location, or keyword. Use the
advanced search to search by a variety of keywords, location, salary,
or experience. If you register, you can save both searches and job
postings. You can either upload your resume or build one using the
online resume builder.

Job Search Engines

The job search engines are a good way to get your job search off to a
fast start. They work a little differently than the traditional job sites.
Rather than listing jobs posted by employers, they are set up so users
can search the entire Internet (or most of it) in one step. The job search
engines search the top job sites, company web sites, associations, and
other sources of job listings.

G.L. Hoffman, Chairman of LinkUp.com, says, "There are so many jobs
on most of the job boards and aggregators that the job seeker is in-
creasingly frustrated with finding real openings. The number one
complaint by the job seeker is that companies do not acknowledge
receipt of the cover letter and resume, usually because the HR depart-
ment is over-worked and under-staffed to the point of not being able to
even do business in a courteous manner. That is precisely why we
developed LinkUp.com; our idea was to find and share (for free) only
jobs that a company posts on its own website."

The basic search is by keyword and location. Advanced Search
options typically include type of position, company, radius of a specific
location, and when the job was posted.

Most job search engines generate a list in your browser. You can also
set up job search agents. New job postings matching the search
criteria you set up are emailed to you.

You may need to look carefully through the results to find listings that

meet your needs, but these sites are resources that should be included
on your list of job search sites to be checked regularly.
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The job search engines sites do more than just find job listings. They
also include "add-on" features you can use to find information about
the company listing the position, the job, or the salary.

Top Job Search Engines

Indeed.com. Indeed includes millions of job listings from thousands of
web sites, including company career pages, job boards, newspaper
classifieds, associations, and blogs. Any job search can be saved as
an email alert, so new jobs are delivered daily. Job seekers may also
search job trends and salaries, read and participate in discussion
forums, research companies, and even find people working for
companies of interest through their online social networks.

SimplyHired.com. SimplyHired searches job boards, classified ads,
and company sites. Advanced search options include type of job, type
of company, keyword, location, and the job posting date. SimplyHired
users can also post their resume to multiple job boards for free. Below
each job listing, there are buttons you can click to research salary, find
out who you know at LinkedIn, and find information on the city or town
where the job is located.

Jobster.com. Jobster users can search for jobs posted by location,
keyword, company name, and keyword. Advanced search options
include state, city, radius from a city, date posted, and multiple
keywords or a phrase. There are also options to search for companies
or people, in addition to jobs.

LinkUp.com. LinkUp searches jobs directly from company sites. The
job postings are from small, mid-sized, and large company career
sections. Because the jobs are coming directly from the employer, they
are typically open positions.

Local Job Search

Your local job search sites (focused on a specific geographic area) can
be a treasure trove of job listings. My local Chamber of Commerce, for
example, has a free job listing service for member companies. They
can post jobs online and job seekers can apply via email.
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There is often less competition on sites that are smaller and visited less
frequently. Not everyone knows they are there and there aren't always
a large number of local qualified applicants. | know several people who
applied via that Chamber of Commerce web site | mentioned who
heard within hours of applying regarding scheduling an interview.

The same holds true for helped wanted ads from your local newspaper
and for small company web sites that are seeking local or regional can-
didates. Because they aren't hiring on a national basis, they are inter-
ested in finding local candidates who they can hire relatively quickly.

Networking Sites

I've spoken to many hiring managers and recruiters who have had
success finding qualified candidates on LinkedIn. Recruiter Andrea
Santiago told me, "I have had much better luck finding jobs or finding
people for my jobs or my clients' jobs through professional association
sites, and networking sites such as LinkedIn, etc. I've used LinkedIn as
a networking tool for qualified contacts, and also have posted jobs with
successful results. | like posting jobs on LinkedIn because it's cost-ef-
fective (costs less than half) compared to posting in the local [Atlanta]
paper, and the candidates who reply to a posting on Linkedln do so
with built-in references."

Remember, you can search for jobs and get in touch with contacts at
the companies where you would like to work directly on LinkedIn, as
well. Include the site on your list of job search sites to check regularly.

Kay Luo, Director of Corporate Communications at LinkedIn, notes
that,

"LinkedIn's Advanced Search tool (under the People tab) is a real
'gem' because of all the different ways to use it. For example, if
you're not sure what your career track should be, you could do a
keyword search on your existing/previous job title to see the
profiles of other LinkedIn folks who had a similar position. Then you
could see what their next jobs were, the companies they worked
for, the skills they have, etc. All of this could guide you in your next
move and how you might position yourself.
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"Another way to use Advanced Search—If you landed an interview,
see if the interviewer has a LinkedIn profile. Research their back-
ground to find out their job experience, as well as things you might
have in common (same school, interests, positions).

"One more example—If there's a specific company you want to
work for, enter it into the company search field and see whose
profiles come up, and the degree of separation. Then leverage
your close connections to get you that interview, even if it's just in-
formational."

Niche Sites

There are niche jobs for just about every imaginable career field from
jobs in advertising to jobs at the zoo. There are job sites, like Monster-
Trak, that focus on college grads and entry-level positions, and job
sites like CoolWorks (one of my personal favorites) that has all
seasonal job listings.

MyFirstPaycheck (http://www.myfirstpaycheck.com) has job listings
and job search advice just for teens. One Day One Job
(http://onedayonejob.com) focuses on entry level positions for college
graduates. At the other end of the career spectrum, RetiredBrains.com
(http://www.retiredbrains.com) has fulltime, part-time and temporary
retirement jobs for older workers.

If you're looking for a part-time job or an hourly job, there are sites
dedicated to them. If you want to work for the government or in con-
struction, you'll find sites with job listings. You can even find mystery
shopper jobs online. There are sites focusing on those niches, as well.

Regardless of the level of job (from entry level part-time to profession-
al), you name it, there's a site for it. | have a directory of sites in various
categories (http://tinyurl.com/2ee2sv) [http://jobsearch.about.com/od/
jobsbycareerfieldaz/a/topsbytype.htm]. You can also search Google or
Yahoo! by the type of job you are looking for (i.e., construction jobs or
media jobs) to find niche job sites that match your career field of
interest.
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A word of warning—there are way too many sites that purport to have
work at home job listings. Many of them are, at best, going to send you
on a wild goose chase of a job hunt, and, at worst, take your money for
nothing, or otherwise scam you. Be very careful before you apply for
any work at home job, especially those that promise you lots of money
for a little work. Check out the company and the job before you apply.
| have detailed information on my About.com Job Searching site on
avoiding work at home scams (http://tinyurl.com/nj2ro)
[http://jobsearch.about.com/cs/workathomehelp/a/lhomescam.htm].

Job Searching Tips

You will find a variety of search options on the job sites. The best
advice | can give you is to be specific and narrow your search using the
Advanced Search options. The more specific your search, the better
the results will match up with your skills and experience.

Narrowing your search will also enable you to reduce the number of job
listings generated to an amount you can manage. Your goal is to find
jobs that are worth applying to. Be sure you have the right qualifications
for the jobs, and the jobs are the type of positions you want in the
location where you want to work.

Search Options
* Keyword(s)
* Job title
e Industry
* Location

e Company
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Advanced Search Options
* Radius of a location
e Job category
* Degree
* Posting date
e Salary range
e Company size or type

* Keep Track

Remember that spreadsheet or job search management system you
set up in Chapter 4?7 Now is when you're going to need it. Keep track
of the jobs you applied for, the company, where the job was posted,
and how (email, online, etc.) and when you applied. You may even
want to copy and paste the job description into a Word document or an
email message so you have a copy of what you applied for. That can
be useful if you're contacted after the online listing has expired. Other-
wise, you might not have a clue about what job you're interviewing for.

Use your tracking system as soon as you apply, or you're going to lose
track of your applications. In some cases, you'll get email confirmation
of your application. In others, your resume and letter might not be ac-
knowledged.

The Numbers Game

Online job searching is a numbers game. There are almost too many
job sites and you'll often find the same position posted on multiple
sites. That's why it's important to keep track of your job search as it
progresses.
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On the flip side, the more applications you submit (as long as you're
qualified) the greater the chance you have of getting interviews and the
more chance you have of getting hired. So, apply for every job that is
a match for your skills and interests. You'll probably end up having to
juggle job offers at some point, but that's a good thing. It's better to
have too many companies interested in you and job offers you can pick
and choose from, than it is to have nothing in the hopper and no new
job in sight.

RELATED RESOURCES

* Help Wanted Ads (http://tinyurl.com/2xle8e)
[http://jobsearch.about.com/cs/nationwidejobs/a
/helpwanted.htm]

¢ Job Listings (http://tinyurl.com/I9m85)
[http://jobsearch.about.com/od/joblistings/qt/joblisting.htm]

e Job Search Engines (http://tinyurl.com/2f6yjq)
[http://jobsearch.about.com/od/jobsearchengines
/Job_Search_Engines.htm]

* Niche Job Sites (http://tinyurl.com/2ee2sv)
[http://jobsearch.about.com/od/jobsbycareerfieldaz/a
/topsbytype.htm]
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Chapter

Active vs. Passive
Job Seeking

Passive and Active Job
Seeking Overview

What's the difference between seeking a job
actively and seeking a job passively? An active
job seeker is someone who needs to find a job
now. Active job seekers could be out of work or
about to lose their job, or they hate their job, or
the pay isn't enough, or the schedule doesn't
work. When you're actively job seeking, finding a
new job sooner rather than later is essential.

Passive job seeking is different. You are a
passive job seeker when you don't really need to
find a new job, but you would consider the right
opportunity if it presented itself. Most of us are,
or should be, passive job seekers—all the time.

Anyone who is on any type of career track should
be, at least, passively marketing themselves. If
you're just starting out your career, being ready
to move on will help you move up the career
ladder. Mid-career professionals can be well po-
sitioned to consider job offers that will boost their
career. Career changers can get well-situated to
make a change, and those considering retire-
ment options can prepare for whatever is next on
the horizon.
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In addition, you never know when you might lose your job, so it's
important to be prepared to switch from passive to active job seeking
mode. One company | worked for eliminated my job and everyone
else's job nationwide in the same position. They simply eliminated a
layer of management to save money. We went to work one morning,
that same afternoon we had six weeks of severance pay, an unemploy-
ment slip (this was in the days of paper), and we had turned in our
company car and company credit card.

That can happen to any one of us. Regardless of how secure you think
your job is, none of us are indispensable or irreplaceable, despite how
much we might think the company values us. Getting fired or laid off
can happen to the best of us. That's why it's important to be prepared
for any eventuality and to consider opportunities that may help us get
where we can go, from a career (and life) perspective as we find them,
—or they find out.

How Hiring Managers and Recruiters Seek
Passive Candidates

Not all companies advertise job openings online. In fact, many
companies look for referrals as a first choice for finding new employ-
ees. That's why you'll see hiring bonuses (of hundreds or even
thousands of dollars) offered to current employees who refer candi-
dates that are hired by their company. The logic is that a candidate who
comes highly recommended will most likely be a better hire than a
random person who submitted a resume.

Referrals aren't the only way companies hire new employees. You will,
of course, find many (too many in some cases) job listings on the
Internet, but there are a variety of other sources employers utilize.

Tom Chambers, Senior Executive Recruiter, Financial Search, Lucas
Group, says, "Everyone in this business has a different method, but the
one thing you will hear most say is to use the 'who do you know' line
with everyone. Other methods | use a lot are Google, state professional
license databases (i.e., CPA, engineer, doctor, etc.), and LinkedIn has
been helpful in the past. Hoovers and alumni websites are also useful."
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Andrea Santiago, Healthcare Recruiter and Health Careers Guide for
About.com explains, "Large national recruiting firms typically have
research tools which would help find passive candidates, particularly
for high-level and management positions. These tools such as
Hoovers.com, Lexis-Nexis, and OneSource.com allow users to
research our client's competing firms, and then pull up a list of
managers at each of those firms, which we could then call with a name
already in hand!"

Andrea adds, "There are times when we would possibly turn to profes-
sional association websites to access names, and in those instances,
a candidate would obviously have to be a member of the association in
order to be found by us recruiters."

Technical Recruiter Marcus Ronaldi notes that recruiting doesn't all
happen online. "Going to a trade show or conference, networking event
or user group is an offline way of finding passive candidates."

Michael Rocha, Recruiting Consultant, Davron Staffing, suggests
getting involved as a way to increase your exposure, suggesting job
seekers can:

1. Write for a specialized publication, local newspaper, city newspa-
per, flyer, etc. Once you do this, you can upload to a blog and
submit it to several sources.

2. Publish a YouTube video about your area of specialization.

3. Join LinkedIn.

4. Volunteer.

College alumni associations are another good source of candidates for
employment. Most colleges have a strong alumni community who are
eager to recruit other alumni from the institution. In many cases, the
Career Services office is among the first places that alumni use to list
an opening or seek candidates.
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Use Passive Job Seeking to Your
Advantage

Why does it make sense to be prepared for a job search? Besides
being ready if you're in the position of having to find a job, you will also
be in a position to react immediately if someone comes along and
offers you the job of your dreams. You won't have to scramble to
update your resume that's ten years out-of-date or pull together
something to wear to meet the person who might be your next boss.

Here's how to be a proactive passive job seeker:
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Have a current resume. Update it whenever you find a new job or
get a promotion.

Update your profiles. When you change jobs, update your
Facebook, LinkedIn, and other profiles. Update with new email ad-
dresses, phone numbers, etc., as well. Make sure your profiles are
fully completed with all relevant information.

Join in. Join your college alumni association and join professional
associations related to your career field. Remember, these are
places recruiters look for candidates.

Keep in touch. Keep in touch with your contacts, even if it's just to
see how they are doing.

Have references ready. Have a list of contacts and previous
managers who have already agreed to give you a reference.

Notify colleges and associations. Again, when your job
changes, send a quick note to let your alma mater and your profes-
sional associations know about the change.

Keep up your skills. Technology often seems to change faster
than the speed of light, so be sure to keep your skills up-to-date
and stay on top of new technologies and tools.

Know your industry. Stay current, as well, with what's happening
in your career field and industry. It's important to be knowledgeable
and informed.
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Knowing your industry is important. Even though it can be hard to keep
up with what's happening, from a career perspective, it's very valu-
able—and an asset to your future employers to be aware of trends and
changes in your industry.

It's not always easy to stay on top of what's new and noteworthy, but it
is worthwhile. For example, when | started writing about job searching
for About.com (then the Mining Co.) over ten years ago (which is
almost a lifetime in Internet time), jobs were posted on job banks and
you had to visit each one to search for job listings and apply. In many
cases, you had to mail a paper resume and cover letter to apply.

To date myself even further, | remember when we got job postings from
JobTrak (later to become MonsterTrak) by fax. We had those listings
in binders and recorded other listings on a telephone job line, for job
seekers to access. There weren't any databases for jobs and intern-
ships, as there are now.

Since then, we have had more changes than | can easily keep track
of—job search engines, social and professional networking, niche job
sites, resume zapping services, instant message and cell phone appli-
cations for job seekers, online application systems, point and click
uploads of resumes and cover letters, video interviewing, etc. It's
gotten much easier to find jobs, apply, and interview. On the other
hand, there are a lot more resources to figure out what to do with.

If I hadn't stayed current with what was happening in the world of jobs
and careers, | would have most likely been out of business a long time
ago. It's my job to stay current, but it's valuable for all of us to do the
same.

TIPS FOR STAYING CURRENT

» Set up Google alerts for your industry and/or career field, and for
companies you are interested in. Google will send you an email
to let you know when there is new information available online.

» Skim the newspaper daily and read at least one news magazine
each week.
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* Read books (reading really isn't a lost art). | get a lot of reading
done when | travel—it's a good time to set aside for the stack of
books | need to get through.

* Take a class. Especially if you're a person in high-tech, take a
class or a workshop to keep your skills up.

» Try a tool. If you haven't tried instant messaging, give it a shot.
Not sure about networking sites? Give them a try, too. If you hear
about something new, check it out—someone told me about
Jott.com this morning (you can send email reminders to yourself
by phone), so | went to the site to see if it could be helpful.

* Attend conferences. Attend industry and trade conferences and
seminars. You'll not only learn what's new in your field, you will
be able to make connections as well.

So, what's the benefit of what probably seems like work? There is one
really big benefit besides being ready if you lose your job—you'll also
be ready if you get that call from a contact about your dream job. If a
hiring manager, a recruiter, or a contact gets in touch with you and asks
if you would be interested in a new opportunity, you'll be ready.

You will have a resume ready to send (immediately) and you'll be able
to make a bottom-line decision based on the job, not on how long it
would take you to pull together the credentials you need to apply. You
will be able to decide if the job is worth considering (the job, the salary,
the benefits, the location, the level of the job, etc. are all a good fit) or
not. You can do that based on the job, not based on how much you
would have to scramble.

Having to scramble can cost you the opportunity. Dahlia, for example,
had been working for the same company, for quite a few years. She
had a good job and was satisfied with it. She got a call from a recruiter
who advised her that a competitor was recruiting candidates for an
upper management job, which would be a few steps up the career
ladder for her, and wanted to talk to her.

Given that she wasn't planning to job search, her resume was ancient

and Dahlia spent too long tweaking it. By the time she got it updated, it
was too late. They had moved on to other candidates.
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Keep in mind, as well, that you don't have to take a job or even go on
an interview if you're not interested in the position. Declining is fine, just
do it diplomatically so you can use the contact in the future, if need be.
The goal is to be in a position to be able to say, "Yes, I'm interested,"
or "No, thank you," without having to think about anything other than
the job at hand.

How to Ensure Employers Find You

Your goal, even if you aren't seeking a job today, is to be in a position
where employers can find you if they have a job you're qualified for.
Build that professional brand we spoke about in Chapter 1 and build an
online presence. I've spoken to recruiters who have found candidates
just by Googling the qualifications they are looking for. Your presence
online will help market you as a strong candidate for a company to
consider. And, after all, every employer wants to hire the best and the
brightest.

Executive Recruiter Tom Chambers suggests:

1. Unless you are desperate to make an immediate change, do not
post a public resume. Get indirect information out there. Create a
LinkedIn account, blog, etc. You want to come up on a Google
search.

2. Find one or two good recruiters with direct experience working
searches with your skill set and with companies you would be in-
terested in. Keep the number of recruiters low, because it doesn't
look good to a hiring authority if multiple recruiters call them about
one person.

How to Get Jobs to Come to You

Being in a position where you can easily be found is one way to
passively job search. However, you also might want to be in a position
where you can view job listings that might be of interest, even if you're
not actively seeking employment.
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Given the online job searching technology that's available, it's quick
and easy to get the jobs to come to you. It only takes a few minutes to
set up job search alerts so you can receive notifications of new listings
that match the search criteria you set, or to tweak your profiles to let
contacts know you might be interested in career opportunities. You can
even get new job postings via text message. Collegegrad.com, for
example, is one of the web sites that will send targeted text or video
cell phone messages from an employer to a target audience.

Set Up Job Alerts and Notifications

* Set up job search agents to receive new posting notifications via
email.

* Build your network and manage your connections, so they are
available when you might need them.

¢ Check company sites. If you have a company on your "wish list"
that you'd like to work for, check its web site frequently for new job
listings.

* Edit your contact settings. Make sure you have the following
options selected in your LinkedIn contact settings so everyone will
know your availability:

career opportunities
— job inquiries

— expertise requests
— business deals

— reference requests
— getting back in touch

Another option is to go online every once in a while to see what's out
there. Use the job search engines to run a quick search for the type and
number of jobs available in your field. Also, use one of the salary sites
(like payscale.com or salary.com) to see what you're worth. Being
informed is one of the best job search tools you can have.
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Build Bridges, Don't Burn Them

One of the other best job search tools you can have is manners. Be
polite if you decline a job or if you leave your job. You never know when
you might need a reference or if the company who turned you down
might have a more appropriate opening in the future.

| won't forget the student who had applied for an internship. She
received a polite email from a human resources manager expressing
regret at not being able to hire her for a summer position. She wrote
back to the HR Manager and said, "Your loss." That was it, but, besides
being rude, it was enough to cost her any chance of future employment
at that firm.

I have had, and still have, a good relationship with every one of my em-
ployers. Despite the fact that | moved on, | did it diplomatically, by
providing two weeks notice and offering to help with the transition. |
also stayed in touch with my connections, so | can, if need be, get a
reference, even years after | worked for the company.

Staying in touch whenever possible, with clients and coworkers, also
makes good sense. The more connections you have, the better posi-
tioned you will be to get a new job, whenever you need one. That way,
the jobs really will be coming to you, and you won't have worked hard
to make it happen.

RELATED RESOURCES

* How to Say Goodbye (http://tinyurl.com/yvmx9s)
[http://jobsearch.about.com/od/resignation/a/saygoodbye.htm]

¢ Job Search Engines (http://tinyurl.com/2f6yjqg)
[http://jobsearch.about.com/od/jobsearchengines
/Job_Search_Engines.htm]

e Salary Calculators (http://tinyurl.com/320m26)
[http://jobsearch.about.com/od/salarysurveys/a
[salarysurveys.htm]
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Chapter

Online Job Search
Management Tools

How do you keep track of your job search? What
do you do with copies of resumes and cover
letters you have sent and email you need to
follow up on? How about scheduling interviews
and making phone calls?

When you're actively job seeking, keeping track
and getting organized can be really confusing.
So, it makes sense to organize your job search
activities, and then keep the system you have es-
tablished in place as your career grows and tran-
sitions.

Once you have a system in place, filing, following
up, scheduling, etc. will become routine rather
than scattered activities that you, if you're
anything like | am, will be stressing over.

It makes it much easier when you can be
reminded (electronically or otherwise) that you
need to follow up on a resume you sent or send
a thank you note after an interview. There are
free tools that you can use to effectively manage
your job search. Start using some of them and
you'll save yourself a ton of time.
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Once you get set up, you will be able to manage your entire job search
from any computer, regardless of where you are. Here's what you will
be able to accomplish:

1. Email—Online access to your email.

2. Documents—Online access to your resume, cover letter, and oth-
er job search documents.

3. Calendar—Schedule interviews and appointments via the web.

4. Task Management—Manage all your job searching activities on-
line.

JibberJobber

Jason Alba, CEO, JibberJobber.com, founded the company when he
was job searching. He realized that there weren't any good tools
available for managing his job search. He saw the need for a better job
search management system and created exactly that. Jason explains
the benefits of JibberJobber saying, "JibberJobber replaces spread-
sheets, notebooks and file folders and allows you to organize every-
thing surrounding current and future job searches, all in one place. You
save time (since you don't have to create your own system) and stress,
with the peace of mind knowing that you'll have all of your appoint-
ments and job search intelligence in one place. Since the information
never goes away, your database grows in value with each new job
search, or as you network more, which will help in subsequent job
searches or promotions."

JibberJobber does more than just manage your job search, even
though it's very good at that. You can use it to manage your entire
career. JibberJobber is web-based, so you can keep track of all your
information online. You will know where you have sent resumes, which
jobs you have applied for, as well as where you are in the hiring
process.

Users can track their networking contacts and keep a log of how they

have helped, as well as get in touch with them via LinkedIn, right from
within JibberJobber.
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JibberJobber is a terrific tool for managing job search information, as
well as getting and staying organized. It's easily accessible online and
simple to use. The basic version is free and the premium version has
some added bells and whistles that are worth the investment.

Online Job Search Management

Other tools you can get to help expedite your job search include
widgets that post new jobs on your MySpace, Facebook, computer or
Google desktop, toolbar, or blog. Other options include buttons and
plug-ins for your browsers, RSS feeds, and instant message and email
alerts. The job search engines, Indeed and SimplyHired, for example,
both have a full selection of tools you can install.

Paul Forster, CEO, Indeed.com, says, "One of the best ways to
manage your online job searches is by saving your searches and
having jobs emailed to you." By setting up a my.indeed account, you
may also save individual jobs, add notes to saved job listings, and
manage your email job alerts. User accounts are great for organizing
and keeping track of all your online job search activities.

Email Options

Microsoft Outlook

| use email to keep track of a lot of items on my "to do" list. | have
folders set up for various activities and | use them to organize and file
my correspondence, most of which is via email these days. It's useful
to set up a folder for Resumes Sent and to bcc: (blind carbon copy)
yourself every time you email a resume. That way, you can keep a copy
of what you have sent in an email file.

| also have a Follow Up folder where | keep track of the people | need
to reply to and the emails I've sent that | need to follow up on.

There are different options for email. Microsoft Outlook is a comput-
er-based email system, so once you have downloaded your email to
your computer you won't be able to access it from the web. It does,
however, have an Address Book where you can keep track of your
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contacts and a Calendar to keep track of your daily activities. | don't go
anywhere without my laptop, so | use Outlook for most of the emailing
| do.

That said, | do have web access to all my email accounts so | can
access them from anywhere | have Internet access.

Web-Based Email

You may, or may not, be surprised to know that most people job search
from work. They look for jobs during the day, on company time, rather
than on evenings and weekends. | won't get into the ethics of job
shopping on company time, but if you're one of those people, you
should consider using a web email application.

First of all, you definitely shouldn't be using your company computer
(and email client) for job searching. Some companies monitor email
activity, so job searching on company time could cost you the job you
currently have. It's also a really bad idea to send email using your work
email address. A prospective new employer won't be impressed that
you're using your present company's email server to look for work.

The simple solution is to use web-based email. That way you can
check email frequently and respond to job search communications in a
timely manner. From what | hear, don't use an AOL email address if
you're looking for a tech job (some say for any job), it's not cool—or
professional. Gmail (Google's online email service) or Yahoo! are more
acceptable in the eyes of professionals and hiring managers.

Calendars

Once you've started applying for jobs, employers will start contacting
you to schedule interviews. Interviews can either be in person, on the
phone, or even via video. You may be contacted by email or by phone.
In either case, you need to be prepared to schedule interviews.
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If you're working, try to schedule interviews for early or late in the day,
or even at lunch time. Otherwise, if you need to take time off to inter-
view, you could schedule a couple of interviews on the same day
(leaving plenty of time between interviews for travel) and take a
personal day from work.

It's essential to keep track of your interviews (and when you need to
follow up with your connections). So, you'll need a calendar program of
one sort or another to manage your schedule.

Calendar Options
* Daily/Weekly Planner

* PDA (Personal Digital Assistant)

* Qutlook Calendar

* Free online calendars such as Google or Yahoo!

* Web-based or computer-based calendar programs

If you use Microsoft Outlook as your email client, you can use the
built-in calendar. There are daily, weekly, and monthly views, and there
is an option to set reminders so you don't miss important events. You
can also use the Tasks section to create a "to do" list. Both your
calendar and your tasks will show in the right sidebar of your email, so
you will see what you need to do when you're in the program.

Online calendars are typically integrated or linked from your online
email account and your contacts. Yahoo!, for example, in addition to
your mail, shows your calendar, your Yahoo! messenger contacts, and
has a notepad for jotting down reminders and other notes. When you're
in Gmail, you will see links to your calendar and your documents.
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Documents

When you're not in a position to sit at home all day sending out
resumes, it makes sense to have your documents online where you
can access them from anywhere. That way, if you need to send a
resume sooner rather than later, you won't have to wait until you get
home.

Google Documents is easy (and free) to use. You can upload
documents directly from your computer (browse to select the file, then
click to upload) or create a new document right on the web site. You
can edit your documents (which is perfect for cover letter writing) and
export them as Word, OpenOffice, PDF, RTF, or HTML files.

Microsoft Office users can use Microsoft Office Live Workspace, which
is also free, to save and access up to 1,000 documents online. You can
save your resumes, letters, and other documents online, plus you can
organize projects (your job search), add notes, and create a list of
tasks you need to do.

There are also programs, like GoToMyPC.com, where you can access
the files on your computer from any web browser or wireless device.

Backup Copies

I've lost, more than once, important files on my computer because |
hadn't backed them up in a timely manner. So, do make sure you have
backup copies of your resume and other job searching documents.
You can save a copy online, back up your entire system online or to an
external hard drive, or save copies of your most important documents
on a CD.

Remember, in the long run, it's much more work to try and recreate

what you've lost if your computer crashes, than it is to take a few
minutes to make sure everything important is backed up somewhere.
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More Tools

There is, of course, the old-fashioned way of keeping organized and
keeping track. | probably shouldn't admit it, but sometimes I'm a paper
person. | have a couple of "to do" lists; one for items that need
immediate attention, the other for longer-term projects. | have a wall
calendar that keeps track of appointments, a desktop planner, and a
weekly planner that goes everywhere | go.

To take it one step further, | know one couple who use a color-coded
wall calendar. He has a color, she has a color, and they have a third
color for joint activities. That way, they can see at a glance who is
supposed to be where, and when.

An alternative is to set up a simple Excel spreadsheet. Include
companies you have applied to, contacts, email addresses and phone
numbers, and some columns for dates and follow-up activity.

When you are applying for jobs that require online applications (like
retail or temporary positions), rather than submitting a resume, the
quickest and easiest way to keep track is just to keep a list of where
and when you applied. Jot down your user name and password if you
had to create an account, then make a note to check on the status of
your application.

Another timesaving tip is to "just do it." | could have saved hours if | had
just done the task that | spent time adding to my "to do" list. If it's
something quick and simple and only takes a couple of minutes to do,
it can make better sense to do it and forget about it, rather than tracking
it.

The bottom line is that there isn't a right or wrong system to get (and
stay) organized. Whatever works for you is absolutely fine to use. The
key is to have a system of one kind or another. The last thing you want
to do is miss an interview or not follow up because you forgot. When it
comes to getting hired, forgetting isn't an acceptable excuse. The only
thing you can forget, probably, is getting a job offer.
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It doesn't matter how you get organized. What's important is that you
are organized, in a way that works for you. Regardless of which
method(s) you choose, figure out a way to keep track of all your job
search and career building activities. It will make the process much
simpler and smoother, and it makes your life easier, as well.

RELATED RESOURCES
* Google Documents (http://docs.google.com)

e JibberJobber (http://jibberjobber.com)

* Job Search Toolkit (http://tinyurl.com/36507¢)
[http://jobsearch.about.com/od/jobsearchtips/a
/jobsearchtool.htm]

* Microsoft Office Live Workspace
(http://workspace.officelive.com/)

* Online Calendars (http://tinyurl.com/37gznt)
[http://websearch.about.com/od/dailywebsearchtips
/qt/dnt0424 .htm]

* Online Word Processing Software (http://tinyurl.com/ypllad)
[http://wordprocessing.about.com/od/choosingsoftware/
Choosing_a_Word_Processor_That_Suits_Your_Needs.htm]

» Top Free Email Services (http:/tinyurl.com/2xw74d)
[http://email.about.com/od/freeemailreviews/tp
/free_email.htm]
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Chapter

Online
Communications

If your mom is anything like mine, she spent a
good amount of time while you were growing up
telling you that how you say something is as
important as what you say. Sometimes, and |
don't like to admit it very often, our mothers are
right. All your communications need to be
polished and professional.

When | get an email that says "can u help me fnd
job plz" instead of "Could you please help me
find a job?" and continues without proper
spelling, paragraph spacing, or punctuation, my
tendency is to ignore it. Sometimes, it is hard just
trying to figure out the question. There is even an
online slang translator available
(http://www.noslang.com), but if | have to work
that hard to decipher the message, I'm probably
not going to bother.

The Simple Solution

There's a simple solution: don't do it. When
you're applying for a job or asking for job search
help, use proper language, not acronyms or
Internet slang. That's any job, by the way. If
you're filling out an online application for a job at
Wal-Mart or Home Depot or wherever, make
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sure your application is grammatically correct and without typos. If
you're not sure, ask someone to proof it for you before hitting the
"submit" button. As an aside, so you don't think I'm picking on certain
types of candidates, I've received worse letters (with awful misspellings
and typos) from college graduates and Master's level candidates than
| have for some janitorial positions.

Speaking of jobs, | did hire someone once who couldn't read and write
too well, but Sam Jones was smart. He had his wife fill out his applica-
tion for him and it was perfect. She also took care of the new-hire pa-
perwork. The job he was applying for didn't require reading or writing,
so it didn't really matter and Sam was one of the best employees | had
ever hired. He never missed a day of work and he had lots of sugges-
tions that saved our company significant amounts of money. He was
our "employee of the year" one year and the trip to our company
retreat, where he was awarded the honor, was his first trip (and Sam
was close to retirement) out of the small town where he had lived his
entire life.

Sam was an exception, though. For the most part, employers want
literate employees who can string a sentence together without glaring
grammatical errors. The trick when communicating online, whether it's
via email, instant message, Facebook, or LinkedIn messaging, is to
write as though you were writing a perfect letter on paper. Spellcheck,
grammar check, proofread, reread your message, and, again, ask
someone to proof it for you, if you're not sure it's perfect.

Reading what you wrote out loud is another good tip for picking up
mistakes. It isn't so easy to find mistakes, but reading your message
will help you discover missing words or grammatically incorrect sen-
tences.

Perfect Communication Do's and Don'ts

* Do reread your messages and check for typos and grammatical
errors before you send them.

* Don't use acronyms, abbreviations, or slang.

¢ Do address people you don't know formally as Ms. or Mr. rather
than by first name.
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Do write messages with full sentences and paragraphs.

Do explain (in the first paragraph) who you are and why you are
writing when contacting people who don't know you.

Email

When you are sending email, it's important to keep your message short
and to the point. I've read that people don't often read beyond the first
paragraph so you need to capture their attention within the first few
sentences. Your emails, just like your other correspondence, need to
be grammatically correct and not have any typos.

Most people are deluged with email. It's hard to manage when you get
a very high volume of email and anyone who makes your life easier by
following proper email protocol will be appreciated.

TIPS FOR EMAIL COMMUNICATION

Subject line: If you're applying for a job, put your name and the
job title you're applying for in the subject line of your email
message. If you're writing to a contact, describe what you're
writing about i.e., Career Advice Request or Job Search
Assistance. Never send a message with a blank subject line. It
probably won't get opened.

Signature: Each message should include your signature. Your
signature should include your full name, your email address, and
links to your web sites, if you have them.

Message Content: Keep the body of your message to a couple
of paragraphs of a few sentences each. Your message needs to
be focused and targeted, so the reader knows at a glance why
you are writing. Proofread and spellcheck your message prior to
sending it.

Return Receipt: Turn it off. Hiring managers and others helping
with your job search don't want to have to prove they read your
message. | automatically say "no" any time | get one.
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e Spam Blocker: Turn it off. Employers and contacts don't want to
have to go online to verify who they are in order to read your
message.

* Wait to Follow Up: Don't send a message a few hours or even
a day after your first one, asking if the person received it. Be
patient and give them time to respond.

Instant Message (IM)

Instant messaging can help with your job search. If you have an instant
message account, you can use it for networking with your IM buddies
and with professional contacts who have instant message accounts.
Be forewarned, though, not to talk about your job search the same way
you talk to your buddies about your personal life. You will need to have
a presentable screen name and you will need to write messages using
professional language, full words, and sentences rather than acronyms
and sentence fragments.

Instant messaging can be helpful because it's another networking tool.
People can't help you with job searching if they don't know you're
looking for a job. So, if you mention it to your buddies, they may be able
to assist.

Also, you may be able to get job search assistance via instant
message. For example, some college career service offices and
private counselors provide distance counseling via instant message
and email.

There are applications, like Digsby, you can use to manage all your IM,

email, and social networking accounts from one place. It's a free
download and it can save some time managing multiple accounts.

Instant Messenger Services
* AOL Instant Messenger (AIM)

* Digsby

* Google Talk
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e Trillian
¢ Windows Live Messenger

* Yahoo! Messenger

Networking Site Messaging

When you're messaging via a networking site, the same rules apply.
Anything related to your job search needs to be professional and proof-
read. Again, be descriptive of what you want if you don't know the
person you're writing to, and if you're asking for help, be clear as to
what assistance you're looking for, and, of course, be polite.

Be selective. Don't send a blast message to everyone you know asking
for help. Send individual messages tailored to the recipient. You'll get
a better response if you write individually and ask for personalized as-
sistance.

Video Resumes, Profiles, and Interviewing

A video resume can boost your career or make your career come to a
screeching halt. It depends. You may have heard the story of the now
infamous college senior who sent around a video showing himself
playing tennis and ballroom dancing. That didn't help his prospects. On
the other end of the spectrum, well-done video resumes have helped
job seekers secure an interview.

I've seen some pretty awful video resumes and some good ones. If you
search YouTube for "resume" or "video resume," you can get some
ideas of what you should do if you create one, and what you shouldn't
do. My advice is not to do it unless you're in a career field where it will
be of interest to employers and not to do it unless you can do it profes-
sionally.

Susan Heathfield, About.com's Human Resources Guide, shares the
employer's perspective on video resumes:
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"Vault.com's annual survey of employers found that 83% of
employers are willing to look at a video resume, but they have
concerns. First, they can use the video resume to assess your pro-
fessionalism and presentation. But, the ones they've seen so far
have hurt the candidate most frequently because they've been
made unprofessionally.

Then, some employers are worried that the video resume will result
in claims of discrimination from candidates who were not hired.
Employment law attorneys are split on the issue of video resumes,
with many advising employers not to accept them. Their main
concern about video resumes is that they provide information
about an applicant's race, sex, disability, and age, all details that
could become part of a discrimination lawsuit.

But, my biggest concern, as an employer, is the amount of time |
would need to invest in watching them. | can read a resume for
pertinent qualifications in thirty seconds, without worrying about
unfairly discriminating; the video takes much longer. So, I'd prefer
to receive old fashioned resumes and cover letters unless the
position requires presentation skills."

So, before taking the time to make a video resume, decide if it's worth
the effort and how much it will help your job search. If you decide to
give it a try, review these tips before you start recording.

Video Resume Do's and Don'ts

98

Don't make a video resume unless you can do it well.

Write a script. That way you're not rambling away and your video
is focused.

Do dress in professional business attire.

Don't have a busy background; a plain wall works much better than
your messy home office or living room.

Do look at the video camera, not at the desk or table below you.

Don't speak too fast or too slow.
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¢ Do begin the video by mentioning your name, and then give a brief
description of your skills and experience.

* Don't discuss your personal life—this is a professional marketing
pitch, not a personal one.

¢ Do discuss the value you would offer to a potential employer.

If you do create a video resume that you're proud of, show it to some
acquaintances to be sure that they see it the same way. If it adds value
(and that's the key point) to your candidacy for employment, list it on
your paper/online resume, add a link to it from your web site or blog,
and consider posting it online. In addition to YouTube, there are job
search sites like CareerBuilder, Jobster, Monster India, and MyWork-
ster where you can upload your video resume.

Video Interview Tips

Video interviewing is very different from video resumes. A video
interview is a long distance interview that takes place via video instead
of in person. Video interviewing saves employers time and money, es-
pecially when hiring long distance candidates.

The other employer benefit is consistency. Each candidate can be
asked the same set of questions and their responses can be
compared. It also saves the interviewer from having to remember
which candidate said what.

Mark Newman, CEO of HireVue, shared his tips for successful video
interviewing:

* Dress the same way you would for an in-person interview—in pro-
fessional attire.

¢ Review the instructions. Request assistance if you're not sure how
the webcam works or if you have questions. You should be able to
get help online or over the phone.

* Follow the directions. The process will run smoothly if you follow
the step-by-step directions.
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* Practice interviewing. Record yourself if you have a video camera
or webcam, so you can see how you look on camera.

* Look straight at the camera—don't look around the room or down
at the desk.

* Sit back, relax, and tell a story—the video interview is used to get
to know you better.

Michael Policano, CEO/Founder, LiveHire, another video interviewing
service, adds, "There are many benefits of using video interviewing for
both employers and candidates. Immediately there are savings in cost
and time. For employers that do a lot of college recruiting, they will be
able to interview college graduates without restriction of travel, time
and money, hence opening the opportunity to many more schools than
a recruiter could travel to. Candidates who are far away in another
state or even country will be given the same consideration as local can-
didates, giving them more opportunity to choose the right company.
Employers would not think twice about flying a candidate in to meet
face to face after they already met online. It's the next best thing to
being in the same room as the interviewer."

For the candidate, video interviewing can save travel time and
expense. Being in front of a camera can be a little nerve wracking, es-
pecially for some of us, but the video interviewing company will help
you with the process and the equipment. So, be sure to ask if you have
any questions.

Prepare for a video interview the same way you do for in-person inter-
views. Research the company so you are prepared to answer ques-
tions. Dress the same way, too. The only difference between a video
interview and an in-office interview is that you're not sitting face to face
with the interviewer. How you present yourself and how your candidacy
is evaluated works exactly the same way.

The Benefits of Effective Communication

Communicating well is what is going to make the best impression on a
potential employer. A poorly written cover letter or resume, or an email
riddled with typos, isn't going to get you anywhere. What you do wrong
is noticed more often than what you do right.
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There is so much competition for every available job that the candi-
dates who don't present themselves and communicate well knock
themselves out of contention before they even get a chance to set foot
inside an interview room. Employers want literate employees with
excellent communication skills, because those employees represent
the company to the outside world.

Writing perfect correspondence may not get you the job, but it will
certainly get your application materials considered—and that's the first
step in the hiring process.

RELATED RESOURCES

* 10 Quick Tips to Improve Your Writing
(http://tinyurl.com/2h5e4h)
[http://grammar.about.com/od/developingessays/a/quick-
tips.htm]

* Compare Instant Messengers
(http://im.about.com/od/joiningtheimworld/ss/compareim.htm)

» Video Interviews (http://tinyurl.com/dfgru2)
[http://jobsearch.about.com/od/jobinterviewtypes/a
/videointerv.htm]

* Video Resumes (http://tinyurl.com/3adu6l)
[http://jobsearch.about.com/od/videoresumes/a/videore-
sume.htm]
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Chapter

Privacy and Safety
Issues

How to Not Find a Job Online

There is a lot you will need to do to find a job
online, but there are also some things you
shouldn't do. Some are related to yourself as a
candidate. Others are about prospective
employers and making sure that the companies
you are applying to are legitimate. It's important
to review, as well, what employers can do with
the information they find out about you, because
what they discover can impact whether they hire
you or not.

Protect Your Privacy

In a nutshell, you need to be careful. Careful
about the information you share online, in order
to protect your privacy and your identity, and
careful about the jobs you apply for. It can be
easy to be taken advantage of, by scams that
charge you money for nonexistent jobs, by
others that try to get you to divulge personal con-
fidential information, and by companies that
aren't what they advertise themselves to be.
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Anyone who puts any information online needs to take measures to
protect themselves and their identity. You need to conduct due
diligence and take the time to investigate jobs and companies that you
apply to, to make sure they are legitimate. It's your responsibility to
protect yourself, because, unfortunately there isn't anyone out there
policing fraudulent information on the Internet.

There are some simple measures you can utilize that will help you
ensure that your job search is a safe one.

Online Job Searching Do's and Don'ts

104

Do open a dedicated email account for your job search—keep your
personal and professional life separate from your job searching
one.

Don't use your work email address.
Don't use company computers or phones.

Do use a different user name and password for job searching.
Don't use the same login information you use for your personal
accounts.

Do keep a copy of your resume online (Google documents or
attached to your web-based email) so you can easily access to
apply for jobs.

Do be discreet about the fact that you're job searching if you are
currently employed.

Do be careful what information you put online. If you put it on the
web, someone will read it. That's guaranteed.

Do make sure your professional profiles on JobFox, LinkedIn,
VisualCV, and other business networking sites are complete.

Don't put anything you wouldn't want an employer to see on
Facebook, Twitter, or MySpace. Make sure your profiles are
private and not viewable by the world.
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What Employers Can Find Out About You

Many companies conduct background checks before they tender a job
offer. What the company finds can preclude you from getting that offer,
so it's important to be aware of what employers can find when they run
a background check. In some cases, it's a lot of information. It can
include your work history (in detail), your credit history, and your arrest
record.

J. Steven Niznik, Owner, Employeelssues.com, explains: "It's a mis-
conception that it's illegal for employers to disclose information about
former employees during employment background checks. Generally,
relevant state laws allow employers to disclose information about
former employees, as long as the information is truthful, factual, and
limited to employment matters."

Keep in mind that, as Steven mentioned, background check laws vary
from state to state, so the rules are different depending on where you
live. | get more questions than | can keep track of from people who
want to know what an employer can ask and what they can't. | also get
lots of questions about how getting fired or getting arrested or having
credit issues can impact employment. The answer is that it depends,
so if you're not sure, check with your State Labor Department or visit
Employeelssues.com, or another site with labor-related information.

What employers can check:
* Social security number
¢ Previous employment—dates, salaries
¢ Credit history
* Driving records
¢ Criminal record (depending on state law)

What employers cannot check without your permission:

e School records

* Criminal record (depending on state law)
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Something to keep in mind, when filling out job applications, is that it is
important to tell the truth. If a company checks your background, and
you lied, you're not going to get a job offer, If you have already been
hired, you could be fired at any point in the future. A dean at a top uni-
versity resigned after more than 25 years on the job after it was discov-
ered that she had misrepresented her background when she first
applied. A CEO of a major corporation lost over a million dollars in
bonus money when it was revealed that his credentials weren't what he
claimed. Other CEOs have lost their jobs for falsifying their resumes as
well.

It's not only those in top management who lose their jobs for lying. One
of the topics that is discussed a lot in the About.com Job Searching
Forum (http://jobsearch.about.com/mpboards.htm) is what to do when
you've been fired. One person, who had been fired for suspicion of
theft, didn't mention his termination when applying for new jobs. He
then got fired again by a second employer for not disclosing the first
termination.

White lies count too, by the way. When you complete job applications
and write your resume, be accurate as to when you left and started
your jobs. You can get away with using the month/year, rather than the
exact date. However, when your background is checked, your previous
employer will be asked your starting and ending dates of employment.

Fudging the dates is lying, and lying about your background can, and
probably will, come back to haunt you. | spoke to one person recently
who had listed a job as lasting six months longer than it had. He had a
job offer in hand from a major Wall Street investment firm, but the offer
was contingent upon him passing a background check, which was
obviously now a big issue.

Please don't lie. You aren't going to gain anything in the long run. It's

better to be honest and possibly not get offered the job than it is to have
the job offer withdrawn or to get fired later on.
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Privacy Concerns

Why is privacy so important? What's the worst that can happen? This
is very sad, but a young woman who applied for a nanny job on
Craigslist was murdered. The suspect is believed to have posted a
fraudulent ad on Craigslist for a babysitter. I'm sure most of us wouldn't
have thought of losing our life as a potential outcome of looking for a
job, but it did happen, and it should be a strong warning to be careful
when job searching.

Hopefully, this was an isolated incident, but consider the consequenc-
es of posting information online that gets into the wrong hands. If you
post your address, someone can find out where you live. Posting your
phone number can also help people track you down. Providing
financial information to the wrong people could ruin your credit.

Identity theft is another concern, and posting information in the wrong
places can help thieves steal your identity. The last thing you need is
someone getting your credit card information and using your accounts.
I've had fraudulent charges on my account, even without having a lot
of contact information online, and it can be a pain in the neck to get the
charges removed.

Don't Share Confidential Information
* User Names/Passwords
* Bank Account Number
* Credit Card Information
* Date of Birth
* Driver's License Number
¢ PayPal Account Number
* Mother's Maiden Name
e Social Security Number
¢ Spouse's Name

e Children's Names
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Social Networking Privacy Settings

Check the settings on your networking site profiles. If you are a
MySpace or Facebook user and are concerned about who is seeing the
personal information that you have online, change your privacy setting
so only your friends, or people in certain networks or groups, can see
your profiles.

What you post online will be held against you, even if it shouldn't be,
and it will be found. In a KARE news story (http://tinyurl.com/22vot3)
[http://origin.kare11.com/news/news_article.aspx?storyid=492170]
about students being disciplined after school administration found
party photos on Facebook, ACLU Executive Director Charles
Samuelson was quoted as saying, "Any kid who thinks what they post
on a social networking website is private is an idiot." That's a good
summary of what you're doing when you're posting online and thinking
nobody will find it.

Adjusting your privacy settings is a step in protecting your profile infor-
mation. Here's how to change them:

Facebook Privacy Settings:

(http://tinyurl.com/23gwmg)
[http://jobsearch.about.com/od/onlinecareernetworking/qt
/facebookprivacy.htm]

MySpace Privacy Settings:

(http://tinyurl.com/yt3kzk)
[http://jobsearch.about.com/od/onlinecareernetworking/qt
/myspaceprivacy.htm]

How to Avoid Scams

Don't believe everything you read. Unfortunately, especially when you
are looking for jobs working at home, there are as many unscrupulous
companies and scams than there are legitimate opportunities.

Legitimate companies pay you, not the other way around. If any

company wants to charge you a fee to hire you, or get you started, or
process the paperwork, run, don't walk, away from the job.
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| remember one case where a job seeker got a very detailed email from
an employer about the hiring process. She couldn't remember whether
she had actually applied to the company or not (that's why it's smart to
keep track of your applications). There was a detailed job description,
information on the training program, the salary, and the benefits, and
when she would start. The catch was that the "employer" needed her
bank account information to get her on the payroll and process her ap-
plication. That's something no employer would need (setting up direct
deposit starts once you have been hired already). Plus, she had never
actually spoken to anyone at the company.

| can see why she was almost taken in. There are lots of sophisticated
scams out there and it can be hard to tell what's legitimate and what
isn't.

Companies can be very sneaky. | know of one employer, as an
example, who has about 20 different corporate names. The company
describes itself as a high-end advertising/public relations firm and is
always seeking recent college graduates who want to start a career in
the field. The job actually entails door-to-door sales and multi-level
marketing, neither of which is explained in any of the job postings I've
seen. It took quite a bit of research to find out what the company
actually was doing and how it was misrepresenting itself to applicants.

To be sure, check out the company in advance:

* Better Business Bureau (http://search.bbb.org/searchform.aspx)

¢ Federal Trade Commission (http://www.ftc.gov)

¢ Google the company to see what you can find about them online
e Scam.com

Email (it's called phishing—a fraudulent attempt at getting confidential
information) is another way job seekers can be taken advantage of. It
happened to a major job site last year when job seeker records were
stolen by Trojan horse software. The stolen information included
names, addresses, phone numbers, and email addresses. A phishing
email was sent to the candidates whose data was stolen, along with a
Trojan horse which looked for bank and credit card account information
on their computers.
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The job site immediately notified the job seekers and took preventive
measures to preclude future problems. If problems can happen on one
of the top job sites, imagine the potential for damage if you're posting
information all over the Internet.

Monster has excellent advice on email phishing
(http://tinyurl.com/2avw40) [http://help.monster.com/besafe/email/]
you can review to be sure you are job searching safely. Besides pro-
tecting yourself from attacks on your computer, don't set yourself up for
a problem. You don't need to provide confidential information when
you're applying for jobs. At that stage of the hiring process, companies
don't need it.

Confidential Job Searching

Confidential job searching is important for a few reasons. First of all,
it's a way to protect your privacy. Secondly, if you're employed, it's a
way to job search without your current employer finding out that you
are in the market for a new job.

There are ways you can job search confidentially online without your
boss finding out. Remember that email address just for job searching |
mentioned earlier? You should be using that. Again, don't use your
work computer or phone to job search. Use your cell phone number.
Consider using a generic company name (Online Media Company, for
example) instead of the name of your real employer. Remember, most
resume databases and networking sites are searchable by company
name, so if you make yours anonymous it won't show up in the search
results.

If you post your resume online, consider using sites where you can list
it confidentially or where you can block some of the information. For
example, Monster job seekers can make their resumes confidential
and your contact information won't be displayed. You can also block
your current employer's name from showing. Yahoo! Hot Jobs and
other sites provide similar confidential job seeking services, so check
to make sure you can post your resume and apply confidentially for
jobs before you upload your resume.
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Don't tell the world that you're looking for a job. If you mention it to the
person in the next cubicle, that person might just happen to mention it
to someone else, and before you know it, your supervisor will know.
Definitely don't send an email to your contacts letting them know you're
in the market; someone could very easily forward it to your boss.

Tell only those who need to know that you're looking for a job, unless
you're out of work, and then you can tell the world. In that case, you'll
want all the job search assistance you can get.

RELATED RESOURCES

» Confidential Job Searching (http://tinyurl.com/2p8dcv)
[http://jobsearch.about.com/od/jobsearchhelp/a
/confidentsearch.htm]

* Job Search Internet Privacy (http://tinyurl.com/3cy8r8)
[http://jobsearch.about.com/od/jobsearchprivacy
/[Job_Search_Internet_Privacy.htm]

¢ Monster.com Safe Job Searching
(http://help.monster.com/besafe)
[http://help.monster.com/besafe]
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Chapter

Online Job
Searching Trends

Outsourcing Your Job Search

There is no question that job searching can take
a lot of time. If you can afford to pay for job
search assistance, there are sites that can
search for and apply for jobs for you.

JobSerf (http://jobserf.com) provides personal-
ized online job searching for you by sending out
your resume and a cover letter (that you write) to
online listings. Jay Martin, Chairman of JobSerf,
says, "JobSerf demonstrated that online job
searching could be done for less than $5 per
hour. It is not a mindless task, but one which can
be given to others so that those things which
cannot get the time they require."

From the job seeker perspective, Erin O'Keefe
explains how JobSerf helped her: "Using Jobserf
was a great way to ease some of the job
searching pressure during unemployment. Even
though | had been spending almost a regular
workday's worth of time scouring the Internet for
job listings prior to using Jobserf, having the
extra help and eyes gave me more confidence
that it was just a matter of time before something
came through. They exponentially upped my
chances of finding something. It took around two
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to three weeks before | started getting calls from employers and recruit-
ers, but | had been searching for months before that and was coming
up empty handed."

RiseSmart (http://risesmart.com) provides a unique concierge service
for job seekers who are looking for jobs in the 100K+ salary range.
After your register with the site, a RiseSmart Concierge will review the
profile and begin a thorough search of job openings in the area speci-
fied. By using the RiseSmart web site, for a fee, people who are looking
for a high-level job can save job search time by having someone help
do the work.

Specialized Job Sites

The Wall Street journal has reported (http://tinyurl.com/39z6nw)?
[http://online.wsj.com/ public/article/SB119189368160253014 .html?
mod= dist_smartbrief] that specialized job sites, like Dice for technolo-
gy jobs, are increasing their market share at the expense of the top job
banks.

Employers, according to the article, are posting on niche job sites
(which have listings in one industry or career field) in order to reduce
the number of unqualified applicants who apply when they post on
more general sites. For applicants, if you know exactly the type of job
you're interested in, you can save a step in searching and go directly
to a site that has job listings that match your criteria.

If your interests are broader, remember that the job search engines will
pull listings from most of the niche sites and you'll get more job
postings when you search across the Internet.

Podcasts and Radio

Keep in mind that there are many different ways to get job search
advice. There are radio shows dedicated to providing career advice.
Blog Talk Radio has a Jobs category

(http://www.blogtalkradio.com/Jobs). You can get advice from a variety
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of career experts and listen online at your convenience. JobRadio.fm
(http://jobradio.fm) is all career advice, all the time—streaming 24/7
online.

Jobs in Pods (http://jobsinpods.com) is a combination of blogs and
podcasts. The recruiting tool features phone interviews with actual em-
ployees. In each 'Jobcast' you'll hear about their jobs and what it's like
to work at the company, from the company.

You can download podcasts that are full of advice to your iPod or
iPhone. Chris Russell, Founder of JobRadio.fm, says, "Everyone must
improve their job search skills and educate themselves. One free and
easy way to do that is through iTunes. Buried in the podcast section of
the software is a collection of audio podcasts no job seeker should be
without. To get there go to the 'iTunes Store' and click the link for
PODCASTS > BUSINESS > CAREERS. You will find the 15 most
popular ones on the homepage. Click the 'Featured' or 'See All' link for
more shows. There is career advice here for just about every subject
imaginable from resumes to interviewing. Pick a show or two and start
downloading the greatest career advice ever heard."

Second Life

To be honest, I'm not sure about Second Life, a virtual world on the
Internet that mirrors real life. It could be because | had to hire my
daughter to build me an avatar (a graphic identity that you create/de-
sign in Second Life) and help me move it around. That could, I'll admit,
be an age-related issue. On the other hand, there was a lot of buzz
about Second Life and recruiting last year, and it doesn't seem to be in
the news so much these days.

That said, there are millions of Second Life users. TMP Worldwide has
held job fairs on TMP Island, including a UK-based career fair last fall
for KPMG, The Royal Bank of Scotland Group, and Yell, and a career
fair last summer where Accenture, GE, and US Cellular recruited.

Many brick and mortar companies have a presence on Second Life

including CNN, Disney, IBM, Dell, and Coke. Semperlife International,
the staffing firm, has opened a Second Life employment office
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(http://www.semperlic.com/metaverse) that recruits for real jobs. Also,
I've read about avatars interviewing on Second Life and getting hired
for a real job.

I'd suggest that if you've already got a presence on Second Life, it can't
hurt to see how it can help your career. Or, if you're comfortable living
in a virtual world, give it a chance—again, it could be worth the effort.
If you're not, stick to the real world for your job hunting endeavors and
it won't hurt your job search.

Candidate Sourcing

Candidate sourcing is going to continue to be the wave of the future
when it comes to hiring. Employers use many methods to find candi-
dates. They use LinkedIn; alumni associations; professional associa-
tions; directories like Hoovers.com; referrals; and even simply search
Google to find strong applications.

Employers are also using candidate sourcing programs that are
designed to find applicants. Airs Sourcepoint, for example, is used by
over 70% of Fortune 500 companies and it searches over 250
databases for candidates who match the company's specifications.

SmartFind enables employers to search Monster's resume database
by keyword, location, education, employer, job title, and skills. It also
sorts the candidates by the criteria selected. Using systems like these,
hiring managers can then contact candidates quickly and simply.

Keep your ears and eyes open. I've heard radio help wanted ads and
seen television ads for employment opportunities. | recently saw a
billboard with job openings at a nearby hospital on the New York State
thruway and lI've seen "help wanted" signs for major national
companies in airports.

Sharon Hill, Sales and Marketing Manager for Suburban Newspapers
of America, says, "One really cool thing offered by hundreds of papers
is some version of a Jobs TV. The hiring manager places the ad with
the paper, the paper prints it and posts it online, and creates a 15- to
30-second video that becomes part of its online Jobs TV and also part
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of a local cable TV show. This is a great resource for both job seekers
and recruiters. And best of all, it takes almost all of the effort out of the
hands of the busy hiring manager."

Merger of Networking and Job Searching

The lines between work and play, and business and pleasure, continue
to blur. You can add job alerts or job search widgets to your Facebook
or MySpace page, or to your blog. That way, you can see the listings
as soon as you log in. SimplyHired has a good selection of widgets you
can use. Indeed also has tools for your networking page, including a
Facebook widget that helps you find jobs where your friends work and
lets you use Indeed to search from your Facebook page.

Facebook has many other job search-related applications you can add
to your page. Click on the Edit button, next to Applications, then
Browse more Applications, search for "jobs" or "job search" to view a
list. A sampling of the options include MonsterTrak's job search agent;
CBCampus' internship listing application; Jobster's career network;
and SEEK job search, just to name a few. Take a look and see if there
are applications that could help you with your job search and career
building.

You can (and should) feed your blog to Twitter (Twitterfeed) if you're
using Twitter as a job search tool. You can also feed your blog to your
Facebook page using applications like Blog RSS Feed Readers.
LinkedIn Applications allow users to share their blog posts on their
Profile.

As new web sites enter the career space and new technology develops
there will continue to be new ways to share information and to promote
your work. It can be hard to keep up with everything that's new, but it
is worthwhile for anyone who is in career mode to stay up-to-date with
what is new and noteworthy.

Internet Your Way to a New Job 117



Video- and User-Generated Content

User-generated content is another way to find information and get
found. You'll find employer videos on YouTube as well as applicant
videos. Companies share information on the corporate culture, em-
ployees, job openings, and benefits. Google, for example, includes in-
formation on how Google still has the small company feel, as well as
insight on what Google is looking for in employees (passion, energy,
commitment, and building great things). Related videos include
Working at Google and Interviewing at Google.

Do keep in mind that any video you put online, just like photos, should
be professional and should be something that you want prospective
employers to find. Kay Stout, of Oklahoma Professional Search

(http://www.oklahomaprofessionalsearch.com) and author of the
Another Point of View blog (http://anotherpointofview.typepad.com),
reminds us to "be very sure that your Facebook/YouTube public
persona does not contradict, because recruiters look on all web sites
to validate what someone has said on a professional web site. In
today's world, the emperor has no clothes. Translation: If you put it on
the web, someone will see it—the good, the bad, and the ugly."

As the web continues to become more interactive, the use of user-gen-
erated content will increase. Paul Forster, CEO of Indeed.com, says,
"User-generated content hasn't yet made a big impact on the job
search process, but we believe it will in the future. For example, we're
seeing growing interest by employers in producing recruitment-related
videos. This will be one way in the future that companies will raise
awareness, build their recruitment brands and differentiate themselves
from their competitors. Another example is discussion forums. There
should be a lot more information online about what it's like to work in
various companies and career fields, provided by the very people who
work in them. We're playing a part in that with our forums which are

pretty active: 'http://www.indeed.com/forum'.
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Professional Branding

Branding is going to continue as a way professionals of all levels and
industries market themselves. It's important not just to build, but to
maintain your brand. That way you'll be well positioned for both the
present and the future.

Using the Latest Technology to Your
Advantage

What's important to remember when considering technology as it
relates to job searching is that you don't have to use every bell, whistle,
and new widget or gadget that comes along. Pick and choose and be
selective. Use the tools that will help you expedite your job search,
rather than ones that end up costing you more time installing or using
them than if you did the task the old-fashioned way.

Kay Luo, Director of Corporate Communications at LinkedIn, notes,
"With new Internet tools, job seekers are now able to do better due
diligence on the companies they are thinking about working for. For
example, you can now reference check future bosses and coworkers."

If you can have new job listings arrive on your desktop, it will save you
job search time. Applying for those jobs online can save you the time
you would have spent printing and mailing your resume. Reference
checking companies and coworkers can help you make educated
decisions on accepting, or declining, job offers.

Video interviewing can save you hours of travel time. Reviewing an
employer video on YouTube can help you narrow down companies that
you might, or might not, want to work for. Talking to LinkedIn contacts
about a prospective job or employer can do the same.

Online job searching can be as simple, or as complicated, as you make
it. | tend to err on the side of using fewer tools, unless | can find a com-
pelling reason for using them, but for other people the more tools you
have, the more comfortable you are. The tools | do use, | couldn't get
by without. It's a personal preference and you will need to decide what
works best for you.
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Regardless of what tools you select, remember you can find a job
online; people do it every day and it doesn't have to be painful. In fact,
done correctly, it can be fun and that's what work is supposed to be: a
job we enjoy, that's meaningful, and that, at the end of the day, we're
proud of.

We spend a lot of our time working and it's important to find employ-
ment that at best, you love, at worst, you don't mind doing. With online
job searching, all of us have the ability to find a new job and to change
jobs when we need to do. It can be easy, quick, and, as | said, even fun
to do when you use the job searching tools that are available.

RELATED RESOURCES
e Second Life (http://secondlife.com)

¢ Indeed Tools (http://indeed.com/tools/jobseeker)

e SimplyHired Tools
(http://www.simplyhired.com/a/tools/home)

e YouTube (http://youtube.com)
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Appendix

A

Top Job and
Networking Websites

General Job Searching Sites
* About.com Guide to Job Searching
(http://jobsearch.about.com)

¢ Job-Hunt (http://www.job-hunt.org)

¢ The Riley Guide (http://www.rileyguide.com)

Job Banks
e CareerBuilder.com

e Job.com
¢ Jobfox.com
¢ Monster.com

* Yahoo! HotJobs (http://hotjobs.yahoo.com)

Job Search Engines
* Indeed.com

e Jobcentral.com
* Justposted.com

e LinkUp.com
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e SimplyHired.com

Entry Level Job Sites
e CBCampus (http://careerbuildercollege.com)

* CollegeGrad.com
¢ CollegeRecruiter.com
* Experience.com

* MonsterTrak.com

Seasonal/Part-Time Job Sites
e Coolworks.com

e GrooveJob.com

¢ Monster Part-time Jobs (http://monsterhourlyjobs.com)

* SnagAJob.com

Local Job Sites
* Craigslist (http://craigslist.org)

e Job-Hunt.org Resources by State
(http://job-hunt.org/jobs/states.shtml)

* Online Newspapers (http://jobsearch.about.com/od/newspapers)

e State and Local Job Sites
(http://jobsearch.about.com/od/statejobslist)

Niche Job Sites
» Dice.com (tech jobs)

* Elance.com (freelance jobs)

» EscapeArtist.com (international jobs)
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e GBFigurejobs.com (executive jobs)

* Healthcareers.about.com (health care jobs)
¢ Internships.about.com (internships)

¢ MediaBistro.com (media jobs)

* Net-Temps.com (temporary jobs)

¢ TransitionsAbroad.com (international jobs)

¢ USAJobs (http://usajobs.opm.gov) (government jobs)

* Directory of Niche Sites
(http://tinyurl.com/2ee2sv)
[http://jobsearch.about.com/od/jobsbycareerfieldaz/a
/topsbytype.htm]

Career Networking Sites
* 85broads.com

* Facebook.com

e LinkedIn.com

* MySpace.com

* MyWorkster.com
* Ning.com

* Ryze.com

e Twitter.com

¢ Yahoo! KickStart

Company and Occupational Information

* About.com Guide Career Planning
(http://careerplanning.about.com)
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Company Research
(http://jobsearch.about.com/od/companyresearch)

Jobstar.org

Monster Major to Career Converter
(http://content.monstertrak.monster.com/tools/careerconverter)

Occupational Outlook Handbook
(http:/stats.bls.gov/oco/home.htm)

Vault.com

Professional Branding

CareerDistinction.com

Personal Branding Blog
(http://personalbrandingblog.wordpress.com)

Job Search Blogs
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Alison Doyle Blog (http://alisondoyle.typepad.com)

Another Point of View (http://anotherpointofview.typepad.com)

Blog Indeed (http://blog.indeed.com)

CoolWorks Blog (http://www.coolworks.com/blogs)

JibberJobber Blog (http://jibberjobber.com/blog)

LinkedIn Blog (http://blog.linkedin.com)

Monster Blog (http://monster.typepad.com)

Secrets of the Job Hunt (http://secretsofthejobhunt.com)

SimplyBlog (http://blog.simplyhired.com)
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