Getting Back
To Work
An A4e guide on how to up your chances and
maximise your worth in the employment stakes.
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Introduction

We all have big changes in our lives that are more or less a second
chance.
Harrison Ford

Reaction to change
“It’s the best thing that ever happened to me”. How often have we heard
people say that about an event or episode in their life that may have been
trying and difficult at the time, but that subsequently led to something
enormously positive?
The ‘better the devil you know’ mentality is at times stifling to all of us, and
often an enforced change is what it takes to open up the most amazing
opportunities.
Interestingly, in Chinese, there are two distinct characters for the concept of
‘change’. One effectively represents ‘risk’, while the other represents
‘opportunity’. Being able to adopt the latter, far more positive view is critical
to converting change into opportunity. This is particularly relevant in the
modern world of business and employment.
The difficulty of course is that we’re being instructed to be upbeat, buoyant
and positive at a time when we are quite possibly – and understandably - fedup, miserable and negative.
No-one said it was going to be easy (and it may well not be), but there are
many things we can do to ensure that changes bring positives to our lives.
This guide, along with the direct support you will receive from A4e, will help
you work through that transition. Please do take advantage of all the resources
we are able to offer – we have considerable experience working with people in
similar situations and are committed to making you another of our success
stories!

Help is at hand
The guide offers information and support in key areas associated with the
process of searching for future career opportunities. Principal topics include
the concept of personal brand (what you are taking to market), preparing a CV
(how you market yourself to prospective employers/clients), effective
communication (whether that is written, face to face or online), interviews
(how to perform to your utmost capability), the job market (and how to
maximise opportunities) and search strategies (to add structure and focus to
your approach).
Further information on types of employment, communication styles and
dealing with outcomes are also included.

Alternative options
Before ploughing on through the guide, consider this - the natural reaction to
redundancy is to immediately try and replace the job you had with one that is
similar. It invariably feels like the safest option.
There are, however, viable alternatives to stepping straight back onto the work
treadmill. Things have changed enormously in recent years and people are
often unaware of the options available. This may be an opportunity to reassess how you want to occupy the next stage of your life and career in a well
researched and considered way.
The internet is an amazing resource in this respect, enabling us to access the
relevant information with such ease. It may well turn out that a fundamental
shift in your lifestyle and working life is not right for you at this juncture, but it
is worth spending a little time investigating subjects such as retirement (which
is by no means the pipe and slippers scenario of old), golden gap years,
volunteering and mentoring. They may just provide the hook you were looking
for.
Assuming, however, that the prospect of a trek up Mount Everest hasn’t lured
you out of the house and to the nearest camping shop, then it may well be that
a more traditional return to your working ‘roots’ is to be the order of the day.

Heading back into employment
Embarking on a search for new employment can be daunting at any stage in
one’s career. It may be particularly challenging if you have been working your
way up the corporate / senior management ladder for a number of years. This
is not always the case, but as the economy, global business infrastructure and
job markets are almost unrecognisable from what they were even a few short
years ago, people leaving long term senior level employment may find
themselves in somewhat unfamiliar territory.
That is not to say that opportunities do not exist. They do – even in the austere
and recession-troubled Britain of today. Indeed many managers we have
worked with in recent years have found fantastic jobs with even better
salaries, challenges and benefits than they had previously enjoyed.
The key to accessing those opportunities boils down to identifying who and
what to target, alongside knowing and, more importantly, being able to
express your worth in the current job market.
That process will, in the first instance, involve an element of self-analysis. By
assessing your ‘personal brand’, transferrable skills, motivators and core values
you can effectively ‘paint a picture’ of what your ideal job would look like, as
well as what you want to avoid. The next chapter deals precisely with this and
in turn will help you to focus your search strategy and make the process both
more efficient and more effective.

Be thorough and be positive
The process of self-analysis, making yourself market-ready, preparing CVs and
preparing for interviews will need to be approached as a full-on project – much
like a project management exercise within the workplace. Dabbling with it here
and there is unlikely to produce great results. A4e will support you through it
all with useful information and advice, but overall, you will need to be
focussed, organised and effectively in ‘work-mode’ - using the skills you have
built up over many years - as you plan your strategy to reshape your future.
Above all else you will need to remain motivated, energised and positive
throughout. If you are clear about what you are offering to the market and
you have worked on the evidence to describe the contributions you have made

in the past and the differences that you have made to the businesses you have
worked for, you will be more able to market yourself.
So push on with conviction, courage and confidence and the rewards will
appear.

II

Personal brand

A brand for a company is like a reputation for a person. You earn
reputation by trying to do hard things well.
Jeff Bezos

Reaction to loss
Irrespective of how you arrived at this point (enforced redundancy, voluntary
redundancy or other) don’t underestimate the psychological impact that you
are probably experiencing. Losing one’s job is up there with divorce and
bereavement in the stress stakes.
You’ll need to find a balance between feeling sorry for yourself (which is fine
in moderation), and giving yourself a wake-up call to kick-start the next stage
of your working life.
The way in which we react to change has been extensively researched and
documented. Swiss psychiatrist Elisabeth Kübler-Ross developed a ‘Change
Curve’ that tracks the affective response to bereavement, but that has been
shown to be more widely applicable – among others things to job-loss.

The Extended Grief Cycle, an adaptation of the original model, demonstrates
the stages of grief following a destabilising event.

The initial state before the cycle is received is stable, at least in terms of the subsequent
reaction on hearing the bad news. Compared with the ups and downs to come, even if
there is some variation, this is indeed a stable state.
And then, into the calm of this relative paradise, a bombshell bursts...
 Shock stage: Initial paralysis at hearing the bad news.
 Denial stage: Trying to avoid the inevitable.
 Anger stage: Frustrated outpouring of bottled-up emotion.
 Bargaining stage: Seeking in vain for a way out.
 Depression stage: Final realization of the inevitable.
 Testing stage: Seeking realistic solutions.
 Acceptance stage: Finally finding the way forward.

Source
http://changingminds.org/disciplines/change_management/kubler_ross/kubler_ross.ht
m


The model is presented here not to teach you psychological theory but simply
to make you aware of the normal reactive process. If nothing else, it should
help you understand what kind of emotional response you can expect to
experience before you are able to create the platform from which to move
forward.
There will come a point at which you feel ready to do that and when that
happens, the rather modern concept of ‘personal brand’ becomes increasingly
relevant.

Corporate brands
We all know about corporate brands and the power that a brand can carry. On
a daily basis we unconsciously make inferences about products that are based
on the strength of those brands.
Consider a product that can be bought from John Lewis, Lidl, Harrods,
Amazon.co.uk or off a bloke at the local monthly car boot sale. You know the
product retails for £100 at John Lewis. What would you expect to have to pay
for the very same product at the other outlets? And what would you be

prepared to pay for it from each of those outlets? And what do you believe
you’re getting for your money in each case?
Most people would guess around the £75 mark from Lidl, maybe £150 from
Harrods and £80-£85 from Amazon. At the car boot sale we would expect to
pay around £20 maximum, and we would probably haggle even at that price!
Why do we hold differing expectations of the price? Is it purely on the
perceived quality of the retailer or something else? It is the same product,
similarly wrapped and presented, but most of us would expect to pay different
prices for it from different outlets. We know Harrods is a quality establishment
and that John Lewis would have knowledgeable staff on hand to help and
advise, while Lidl would give a refund if there was a problem. Amazon of
course would deliver it to your door, and the car boot – well that’s just a bit
risky.

Product ‘you’
Unless you work in an incredibly niche field, you are likely to be competing
against people with broadly similar skills, qualifications and experience. You
and your fellow applicants may therefore be seen as ‘the same product’. A
well honed personal brand however is precisely the thing that will set you
apart and sell you to a prospective employer.
People come as packages and your ‘personal brand’ can enable you to
showcase that package. Your skills, qualifications and experience may indeed
be similar to your fellow applicants but your personal brand allows you to
bring much more than just those elements into the equation.

Would you buy you?
When you think of a brand, be it Coca Cola, the BBC or M&S, you know what
they stand for, what they’re known for, and what to expect of them. Their
brand has been honed, defined and perfected over many years to suit their
intended markets, customers and financial supporters, whilst retaining an
inner core and integrity that remains consistent.

A personal brand is fashioned in much the same way. It is effectively a
collection of stances that others have towards you. How they see you, what
they say about you, what you stand for, what you’re known for and what they
can expect of you. The basis of your personal brand is therefore already there,
based upon your unique personality, skills and behaviours.
In order that your brand impresses a wide range of people in a wide range of
situations, it must retain an element of adaptability. Just like a corporate
brand, it too will require regular tuning to keep a captured market on-side or
perhaps to lure in a new market.

Enhancing brand ‘me’
In order to enhance your brand, consider the following;
What do other people say about me and how can I positively influence
this?
Am I fully aware of my skills, experience and qualifications and the value
of these in the job market?
Have I conducted a rigorous self-assessment of my core values,
motivations, behaviours, visual identity, communication skills and
professional persona?
Am I able to accept and learn from mistakes in a positive way in order to
grow and develop?
Do I recognise and overcome obstacles to my personal progress such as
time, commitments, abilities, resources or motivation?
Do I have a clear strategy to market brand ‘me’ consistently?
Do I know how to use my personal brand to increase my sphere of
influence?
Do I regularly seek feedback in order to hone my personal brand?
Am I aware of my comfort zone, and how that can limit me?

Have I addressed my on-line brand – have I got one?
Your personal brand is effectively the ‘product’ that you are selling. You need
to know what that product is and all of its features. Going back to the John
Lewis analogy – why do they consistently do so well? One reason is that they
know what they’re selling.
A well crafted personal brand will do wonders in the weeks and months ahead,
so keep asking questions of yourself, identify your strengths, develop and build
upon your weaknesses and don’t forget that some of your greatest attributes
will be things that you may not even consider to be ‘strengths’ as they come so
completely naturally and intuitively to you. This is particularly relevant within
the context of emotional or spiritual intelligence.

Emotional intelligence
The term ‘intelligence’ has traditionally been associated with memory,
problem solving, learning skills, survival techniques and other cognitive
activities and abilities. Over the past hundred years terms such as
psychological and social intelligence and, more recently, emotional and
spiritual intelligence have become more commonplace, but it is only very
recently that they have become recognised as relevant within the context of
work.
There are two principal elements of this type of intelligence that are relevant
within the work environment. They are:
1 The ability to understand what forces drive and motivate you to attain
your goals, as well as the behaviours and methods you employ in order
to achieve them.
2 The ability to understand the same in others, and to use that knowledge
to influence, support and challenge them, thereby eliciting improved
performance.
Although more difficult to quantify than ‘traditional’ intelligence, these skills
are of course an incredibly valuable addition to the ‘Product Me’ package. They

cannot fail to make you a better manager, a better colleague and overall a
greater asset to any organisation.
Although entirely intuitive for some, most of us will need to learn, develop and
practice these skills in order to be able to use them effectively within the work
environment.
There are many websites dedicated to this, along with books and other
support systems such as personal coaching, but it is something that can be selfdeveloped reasonably easily. It basically takes honesty and a solid examination
of how to interact with other people and, most importantly, an appraisal of
how you could develop and improve those key abilities.
Should you decide to look for further information on the internet, the most
widely accepted methodology for EI assessment is the Mayer-Salovey-Caruso
Emotional Intelligence Test.

The psychological contract
A really useful exercise that brings together the ideas of personal brand and
emotional intelligence is the compilation of factors you require from your next
organisation in the form of a Psychological Contract. This so-called contract
represents the mutual beliefs, perceptions and informal obligations between
an employer and an employee.
Unlike a formal employment contract, which is a factual set of agreements and
expectancies, the psychological contract highlights the many and varied ‘soft’
(or at least slightly less quantifiable) aspects that each party brings into the
relationship. It is effectively a way of encapsulating all the ‘extras’ that you are
able to offer, alongside the key ‘benefits’ that you would like your potential job
to provide.
In writing it, try and create something that is realistic both in what you can
justifiably offer, as well as what you can reasonably expect from a potential
employer. That said, you should still aim high on both counts.
The table below gives you an idea as to what it might look like.

It’s worth spending some time drawing up your version of the table as you may
well be referring back to it at various junctures during the coming weeks
and/or months.
The first column will be particularly useful once you start writing your formal
CV (see Chapter III), while the second column will need to be borne in mind
once you start targeting your job search (see Chapter IX).
The whole exercise will be a very useful and empowering tool once you get
into the interview room and start negotiating with an employer (see Chapter
V), as it will act as an ‘aide memoire’, reminding you that for every demand
you may make of your employer, you have something extra in your bag of
tricks to offer them.
What you pledge to do / be in your work

What you expect from employers

Hard-working and dedicated

Pay commensurate with performance

Uphold company reputation and show loyalty

Opportunities for training and development

Open-minded, tolerant attitude

Opportunities for promotion

Demonstrate intelligent and tactful management

Recognition for innovation or creativity

Target and results driven

Feedback on performance

Quick to learn new skills and update old ones

Interesting tasks

Be inspiring to your staff

An attractive benefits package

Be courteous to clients and colleagues

Respectful treatment

Complete honesty and integrity

Reasonable job security

Creative and innovative

A pleasant and safe working environment

Open to change with an ‘opportunity’ focussed attitude
toward it

Recognition of the value of a good work/life
balance

III

Your CV

This above all: to thine own self be true
William Shakespeare (Polonius, in Hamlet)

The role of the CV
The process of landing an executive level job usually involves several stages.
Frequently it will entail an expression of interest, a CV, a series of interviews as
well as a final negotiation, before a contract is prepared for both parties to
sign.
The CV’s role in that chain of events is to secure an initial interview. It will
continue to be relevant during the stages that follow, but if it gets you in the
door, it has done its job.
It is therefore essential to create the very best possible CV that you can. Each
time it is sent to a potential employer, it needs to convince them that you are
precisely what they are looking for. It needs to resonate with them at many
levels, effectively suggesting to them that you have absolutely the correct
background, skills, experience and motivation to take on the role. It also needs
to create personal resonance to them to the point that they feel they want to
meet you and that they already like you.
No mean feat, but there is a lot one can do to craft precisely that. Even if you
already have a CV we recommend you conduct a thorough review before you
hit the market with it.

Selling you
Just like a glossy brochure or a TV advertisement, your CV is a tangible sales
tool. It has to tempt the buyer into wanting to find out a little more.

It need not include every last bit of relevant information, but simply enough to
whet the recruiter’s appetite.
The key to producing that ideal sales tool is all about balancing the ‘selling’
idea and the ‘you’ idea.
From a sales perspective, the tendency is to always ‘big it up’, making yourself
stand out from the crowd as the ideal candidate. What you really want is for
the recruiter to be blown away by your CV, bin all the others on the desk and
call you up with a firm offer.
On the other hand – and as the quote at the top of this chapter reminds us –
we have to be honest to ourselves and to others about ourselves. The product
on sale is actually you at the end of the day, and nothing good will ever come
of misrepresenting yourself.
That doesn’t mean that you can’t be the 1 in a 100. You can, and that’s
precisely the goal that we at A4e have for all our clients.

What makes a memorable CV
There are really no fixed rules when it comes to CV writing, but getting the
balance right is probably the most important thing.
It needs to be impressive but not brazen, informative but not encyclopaedic,
eye-catching but not irritating, confident in style but not boastful.
It should also be clear, articulate and easy to read.
Given that there really is no absolute right or wrong when it comes to CVs, it is
worth thinking back to occasions when you may have played the part of the
recruiter.






What kinds of CVs did you like?
Have you any pet hates?
What sort of things left an impression on you?
How were they formatted?
How long were they?
 What made certain CV’s more visually appealing than others?

You may even be in a position to dig out a handful of CVs of people who you
ended up employing. Chances are that whatever you liked about them would
be useful ingredients to use when writing or reviewing your own.

Presentation
Unless you work in a particularly niche area, your CV will probably end up on a
recruiter’s desk along with several others. There may be ten others, there may
be a hundred. The recruiter’s first job will be to eliminate enough of them to
make the pile more manageable, a process that will be done in a succession of
quick stages. First out go the scruffy ones, then out go any that look too gaudy,
along with those that are just too long to bother with. The remaining ones
may get a quick scan of the top paragraph (usually a personal profile summary)
and anything that has typos, inconsistencies or that is grammatically unsound,
will also get discarded.
Given that your CV may initially get no more than a few seconds of the
recruiter’s attention, you need to make sure that it is immaculate, faultless and
visually attractive, just to make that first cut.
Clearly, the actual substance of your CV will dictate how far you get after that,
but you need to make sure that it gets through the first hurdle.

Content
The substance of your CV generally falls into 4 or 5 standard categories –
personal profile, career history, education and qualifications, skills and
achievements, personal data.
The detail of what goes into each category however is very important, as is the
way in which it is presented.
Although there are various types of CV – see next section – the real meat of
the content is the detail about what you have done in the past and what you
therefore would be able to do in the future.

Using old job descriptions isn’t enough. Although they may accurately reflect
what you were initially hired to do, they don’t really provide any clue as to
what you achieved, or what you might be able to achieve in the future.
For that you need a more active stance. You need to highlight achievements,
skills and qualifications (effectively hard facts) along with details of what you
actually did in your previous role, how you effected positive change within the
organisation and how you added value for your former employer.
Remember, it should be based on your achievements not on your former
responsibilities, and, where possible, those achievements should be quantified.
Take time to think back over your career and try and pin-point major
achievements, challenges that you overcame, organisational changes that you
implemented and occasions when you gained any kind of professional
recognition.
These are the things that will add punch to your CV.

Types of CVs
There are 3 basic CV types – chronological, functional and combined (which,
unsurprisingly, is a blend of the former two).
Generally a chronological CV suits people who have made a steady, continuous
progression in a particular field, while a functional CV suits people whose
careers have involved a more eclectic mix of working roles and environments
or who are looking to change careers.

Chronological CVs
This format is more commonly used and most probably favoured by employers
as it presents the facts with great clarity.
It tends to be structured as follows:
 Personal details (name, address and contact information)
 Personal profile (a short encapsulating paragraph)
 Employment history (presented in reverse chronological order)

 Education, qualifications and training (in reverse chronological order)
 Personal interests
It tends to be used when:
 You are planning to stay in the same field of work
 You have had no significant career breaks

Functional CVs
This format focuses on skills rather than chronological progression. Although
more difficult to get right, it can work as a powerful sales tool in many
situations, as the skills section can much more easily be adapted to suit the
exact requirements of the post for which you are applying.
It tends to be structured as follows:
 Personal details (name, address and contact information)
 Personal profile (a short encapsulating paragraph)
 Skills (a series of section headings in decreasing importance)
 Employment (brief list of former roles and employers)
 Education, qualifications and training
 Personal interests
It tends to be used when:
 You are trying to change career direction
 You want to highlight your general experience and your transferable skill
set rather than just your specific industry related experience.
Examples of typical skill headings are:
Marketing & PR, Advertising, Sales & Sales Support, Writing & Editing,
Publishing & Design, Human Resources, Training & Development, IT,
Counselling, Consulting, Project Management, Leadership, Personnel
Management, Customer Service, Reward Management, Languages, Operations
& Logistics.

Tailoring your CV
It is advisable to prepare a standard CV but then to adapt and tailor it for each
job application you make, so that it best reflects the job description and
requirements of the organisation. A recruitment professional will easily be able
to differentiate between a standard CV and one that has been custom crafted.
Needless to say, they will favour the latter.

This above all: to thine own self be true
The style and content of your CV should be an honest and accurate
representation of who and what you are. If you cannot recognise yourself
from the language, vocabulary and style of the document, you can be sure that
any subsequent interview will be somewhat uneasy as you struggle to maintain
the ‘deception’!
The CV will also underpin much of the dialogue in an interview and your
interviewer will expect you to be able to talk freely about every aspect of it.

Writing tips
If you are submitting a hard copy CV then use good quality paper
Keep it to two pages preferably, no more than three at any rate
Make your CV simple, factual, pleasing to the eye and easy to read
Use words in bold to catch the eye, but avoid italics and underlining
Use a simple clear font such as Ariel or Times New Roman
Write in the third person
Keep the language positive and upbeat, and avoid ‘buzz’ words
Ensure you cover all of the principal categories
Avoid exaggeration
Tailor it to suit each specific application
‘Mirror’ some of the key words in the job description or advert
Use action or power verbs (see list below)
Highlight any ‘transferable skills’ you may have from non-work pursuits
Include a well-crafted personal statement (profile) at the top of your CV

Example ‘action’ or ‘power’ verbs
A

Accomplished, achieved, acquired, adapted, addressed, adjusted, advanced, advised, allocated,
analysed, applied, approved, arbitrated, arranged, assembled, assessed, assigned, attained,
awarded.

B

Balanced, boosted, branded, briefed, brought, budgeted, built.

C

Captured, catalogued, centralised, chaired, championed, checked, clarified, coached, collaborated,
collected, combined, communicated, compiled, completed, composed, conceived, condensed,
conducted, considered, consolidated, consulted, contracted, contributed, controlled, converted,
cooperated, coordinated, counselled, created.

Strong CVs
Four strong CVs are presented on the following pages. It should be clear that
many of the suggestions highlighted in this section have been duly taken up by
these fictitious characters. Use them for reference when compiling your own.
Although each is deemed a strong CV, they are quite different in presentation,
style and purpose.
Example 1 – David Graham.
David has had a successful career in Finance and Management within the
public sector and is now looking toward more of a portfolio style future.
Example 2 - Suzanna Clarke.
Suzanna is looking for a step up in her field of marketing within the financial
sector.
Example 3 – Ricardo Ramazetti.
Ricardo has spent 25 years in manufacturing operations, currently heading up
a department of 150 people. He is looking for a role that will top up his pension
without dominating his life.
Example 4 – Tariq Buntar.
Tariq would like to continue to use his skills and experience in managing and
motivating people, but would like to change his actual role and become a
coach managers in large organisations.

David Graham, FCIMA, MBA
1A, Street, A Town, Somewhere
Tel - 12345678910
Mobile - 10987654321
dg@email.com

A successful Finance Director delivering outstanding performance in both the public and
private sector and possessing proven general management and strategic leadership skills.
Interested in taking a non-executive directorship or trustee position in an established not-forprofit organisation.

CAREER HIGHLIGHTS


Accountable for the successful integration of two major NHS Trusts



Reduced loss and wastage by 25% over 5 years through a programme of IT
upgrades, outsourcing of ancillary services and review of internal business
processes



Directed the Trust’s PFI initiative – considered one of the most successful bids to
date



Led the Trust to achieve a three star rating within 2 years of integration



Influenced thinking on NHS policy at inter-departmental and governmental
steering groups e.g. PFI planning committee



Introduced significant improvements into management reporting which secured
more effective financial control



Created and developed high performing, multi-disciplinary teams which
delivered exceptional results

SUMMARY
St Mary’s NHS Trust

1981 – present

Finance and IT Director
1996 – present
 Led the successful integration of St Mary’s and Queen Anne Healthcare Trusts
 Delivered annual business plans and challenging three year rolling strategic plans in
collaboration with CEO and Executive team
 Secured cost savings of 25% over 5 years by leading a focused business process
review that delivered enhanced IT, streamlined purchasing, new ways of working and
effective resourcing
 Developed and led a team controlling the finance, administration and IT provision
across three sites, and supporting a medical staff of 2000
 Championed a culture of best practice sharing and personal accountability across
support service teams




Evaluated capital proposals across the Trust and made appropriate recommendations
to the Board
Represented the Trust on external bodies and collaborative initiatives within the NHS
and with private business – notably the PFI bid in 2001

Financial Controller
1993 – 1996
 Delivered exceptional financial reporting across the Trust
 Coordinated and prepared the annual budget c £120 million
 Developed models and tools that enhanced the measuring of financial performance
 Set up internal audit facility and strengthened financial controls
 Managed the finance function and a multi-site team of 12
Business Manager
1992 – 1993
 Seconded to lead review of the feasibility of major revision to the Trust’s care in the
community strategy. Recommendations endorsed at Regional Level
Management Accountant
1987 – 1992
 Led a small team that delivered timely and accurate management accounts for the
CEO and senior team
 Introduced process improvements at a local level in controls and reporting
 Managed the introduction a more sophisticated accounting software system
Joined KPMG as a graduate trainee. Post-qualification, undertook various audit and project
management lead roles in the manufacturing, service and retail sectors. Seconded to the
Regional Health Authority in 1981 to manage set up of the acclaimed ‘Hearts and Minds’
public health finance review.

EDUCATION
MBA, Specialising in Public/Private finance partnerships
CIMA qualified accountant
BA (Hons) Economics, 2:1, Sheffield University

MEMBERSHIPS OF PROFESSIONAL INSTITUTES
Fellow of the Chartered Institute of Management Accountants
EXTERNAL REPRESENTATION
 Member of Northern Region Steering Committee on Waiting List Review Times
 Regular speaker and contributor on financial management issues at NHS and other
Health Care conferences
 Local magistrate since 1995
 Treasurer, Citizen’s Advice Bureau, North London since 2001

PERSONAL DETAILS
Date of Birth: 11th May 1953
Nationality: British
Interests: Indian cookery, hill walking, amateur dramatics

Full clean driving licence

The House, First Street, Countryshire, C2 22C
(H) 24680 13579
(M) 4444 555555
SC@theinternet

Suzanna Clarke MBA, MCIM
A sales and marketing professional with an exceptional record of creating a
competitive edge and winning business in the financial marketplace. Experienced in
leading the development and launch of highly successful and innovative mortgage
products. A client focused manager with strategic strengths, vision and inspirational
leadership style.

CAREER SUMMARY AND ACHIEVEMENTS
THE BANK
Head of Marketing (mortgages)

2001 – present

 Won a 7% increase in market share across the mortgage business per annum, reflecting
highly effective and creative marcomms strategy – internally and externally
 Led review of strategic planning processes for Marketing across the businesses resulting in
more streamlined and efficient process and scheduling. Cost savings circa £100,000 p.a.


Developed innovative marcomms plan for integrated launch of new mortgage range of 6 new
products, including the award winning ‘On the move’ marketing campaign

 Led the design and delivery of highly successful strategy development: business planning;
usability research programmes; test plans; product road maps; gap analysis for successful
product development and the identification of highly productive new target business areas
 Successfully launched and re-launched new and existing ranges and exceeded all targets for
media coverage, projected response and sales
 Member of the cross-functional strategic management team delivering visionary planning and
leadership and more effective ways of working across the businesses

Product Manager

1999 – 2001

 Managed the development of a new children’s savings account from conception through to
launch, exceeding projected sales figures in first six months by 10%
 Created and led a highly effective and collaborative project team of professionals dedicated to
building the reputation and success of the product
 Ensured that the product was well understood and represented in internal and external
marketing communications through training packs, demonstrations, exhibitions and
conferences
 Contributed to cross-divisional and cross-product learning and sharing of expertise through
representation of the Loan and Savings Product Division on the Bank’s knowledge
management steering group

Assistant Product Manager

1998 – 1999

 Researched and prepared marketing plans for new product launches
 Conducted competitor analysis and market research
 Created new product development procedures that ensured accurate and efficient
implementation and reduced time to market by 15%
 Sourced, briefed and reviewed and negotiated with suppliers and agencies to ensure first rate
marketing material was provided for product launch
 Reviewed and edited sales support literature

Strategic Planning Officer

1998 –1999

 Contributed to planning and drafting of the corporate five year strategic plan for sustainable
growth
 Researched and presented cost benefits analysis of business propositions
 Drafted business proposals and plans

Graduate training placements – various locations


1996 – 1998

Orientation in The Bank’s operations including exposure to all aspects of branch activity

EDUCATION




MBA, Said Business School, Oxford, 2003
Chartered Institute of Marketing Diploma, 1998
BA (Hons), Business Studies, Manchester University, 1994

MEMBERSHIP OF PROFESSIONAL INSTITUTES



Member of the Chartered Institute of Marketing
Member of the Institute of Management

PERSONAL DETAILS



Full clean driving licence
Born 21st June 1973

LEISURE ACTIVITIES


Running, windsurfing and competitive triathlon

“Suzanna is an outstanding innovator with the vision and drive that creates leading edge products
and services that continually ‘out smart’ our competition”
Freya Jones, Sales and Marketing Director, The Bank

Ricardo Ramazetti
12 Home Close, Leeds, LS5 3LL
Home Phone: 0113 111 000 | Mobile: 07777 111 1111
Email: rr@email.com

Strategic thinker with a proven record of initiating and achieving operational and
administrative improvements that deliver real value to the business.
Systems and Processes
 Developed an innovative work tracking system that for the first time delivered realtime information on operational performance to the Lead Team.
 Introduced a quality tracking system that secured ISO 9001 approval with 6 months
and improved ‘on-spec’ production output by 13%.
 Initiated improvements in call-off system that produced savings of c£100,000
Performance Improvement
 Delivered productivity increases in nightshift output of 25% over the last 2 years by
championing multi-skilling and breaking-down traditional role profiles.
 Assessed and resolved significant production line problems, working with section
leaders to devise practical and novel solutions
 Introduced safer working practices and developed a ‘near miss’ monitoring and
learning system which was later adopted as best practice by parent company
 Introduced just-in-time system for stock control which reduced stock holding by
£1.23m and achieved year on year savings of £47,000.

EMPLOYMENT SUMMARY
Car parts are Us Ltd
Precision automative parts manufacturer, part of XSE Group, employing 150 staff at 2
locations.
 Head of Operations
1990 – Date
 Deputy Head of Manufacturing
1987 – 1990
 Team Leader
1986 – 1987
 Electrician
1973 – 1986
 Apprentice Electrician
1968 – 1973
EDUCATION AND PROFESSIONAL TRAINING
 BSc Electrical Engineering, City & Guilds.
 TQM and IS9001 systems training
 IT – various. Confident user of work planning tools and Microsoft Office suite.
PERSONAL DETAILS
Married with four children
Full clean driving licence
DOB: 01.08.52
Leisure Activities: Gardening, Member of the local history society, genealogy

Tariq Buntar
8 Elm Place, Eynsham, Oxford OX8 1PU
Tel: 01865 882100 Fax: 01865 882122

A resourceful, people-focused and results oriented consultant
with proven coaching, project and change management success.

KEY SKILLS


Building effective coaching relationships to enhance learning and performance based upon a
thorough understanding of individual motivations and long term development objectives.



Managing and motivating project teams delivering major operational and cultural change
initiatives to required deadlines.



Creating a framework for personal development as part of the introduction of new working
practices and IT systems.



Resolving team issues through the application of a range of coaching techniques applied
successfully at both junior and senior levels.



Developing senior staff able to implement process changes and obtain buy in from their teams.



Delivering constructive and positive feedback to individuals engaged in change programmes.



Adopting a systematic and structured approach focused on the achievement of objectives.



Promoting customer focused initiatives to enhance service provision.

ACHIEVEMENTS


Instrumental in the successful turnaround of a key business leader from the role of objector to
systems champion.



Created customer focused teams by eliminating issues identified through effective questioning.
Customer feedback measured identified 17% increase in positive responses.



Resolved real and perceived people issues that arose during the successful introduction of a
major computer system in 40 UK and Irish production units. This enabled the achievement of
substantial growth (21% in 2 years).



Successfully managed a high profile internal consultancy department comprising 34 staff
conducting process reviews and implementing change brought about by new technology.



Controlled significant refurbishment and relocation projects with a capital spend of £3.2m. This
enabled an ambitious production target of £7m gross premiums to be achieved in the same year.



Increased productivity within the administration function by creating a customer orientated
team structure, revised company standards and departmental procedures and introducing
competitive tendering

CAREER PROFILE
1989 – DATE
1998 – Date
1993 – 1998
1989 – 1993
1985 – 1989

ABV Europe (UK) Ltd
Operations and Business Analysis Manager
Business Analysis Manager
Methods and Procedures Supervisor
Corporation of Lloyds

EARLIER CAREER
Obtained extensive experience and training through work for a number of large ‘blue chip’
corporations operating in a wide range of industries:
1983 – 1985
1981 – 1983
1980 – 1981
1977 – 1980

Feldmans
Chip Business Systems
British Knowhow
Porus International

EDUCATION & QUALIFICATIONS
2009
2001
2001
1986
1980

Coaching, Newcastle University – (commencing January)
Certificate in Management, Nottingham Trent University
London Chamber of Commerce Business French (Threshold level)
Corporate Member of the Institute of Management Services
BSc. (Hons) 2.1 in Economics with Technology, from the City University

PERSONAL INTERESTS
Date of Birth:
Marital Status:
Interests:

11th May 1957
Married
Cycling, swimming, gardening and French circle
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Effective communication – written and verbal

You never get a second chance to make a good first impression
Hannah Tatum-Whittle Smith

Generally, it will be written communication that gets you in the door, but
verbal communication that ultimately sells you to an employer. Both are
therefore vital ingredients in the mix and need to be done well.
In the case of written communication (covering letters and other
correspondence with employers), there are many things one can do to really
“up the ante” and get things right.
In the case of the verbal communication (how you present yourself in
interviews or on the telephone), your basic character and personality come
into play much more. Obviously, the way in which you communicate verbally is
pretty deeply ingrained, but nonetheless there are elements here too that can
be tweaked, improved or indeed changed altogether.
The following chapter looks at these two areas.

Written communication
There is one thing that precedes the CV in the work search process and that is
the covering letter that accompanies it. It is your opening gambit and, as the
quotation above suggests, it will do irreparable damage if it is not pitchperfect.
Whether submitted in hard copy or electronically, it is effectively an invitation
to a potential employer to open the CV that accompanies it. It needs to be
short, sharp and persuasive, suggesting you really do mean business.

Post or Email?
Until relatively recently, sending hard copy applications (CVs and covering
letters) has been deemed the ‘correct’ thing to do. However, employers are
now increasingly favouring electronic versions.
The choice is therefore yours, though in many instances advertisements are
quite explicit in stating exactly how they want applications to be submitted.
Don’t deviate from any such instruction – if you do, your material will most
likely never see the recruiter’s desk.
Whichever route you take, it is the content that is most important. Always
write in a formal style and, if sending by email, embed that formally written
covering letter into the body of the email.

Content of the covering letter
The content of the covering letter is no less important that the CV itself. Our
research, however, suggests that many applicants fail to pay enough attention
to it – they are often hurried, quite basic and on occasion strewn with errors.
There are instances of people either sticking a post-it note to their CV or even
enclosing a CV without any accompanying material at all. Clearly this is likely
to damage the credibility of your application.
The covering letter is your chance to make a good first impression. It needs to
be tailored to the specifics of the application and needs to be carefully and
professionally crafted. The letter must be both logical and concise, and its
structure should generally look like this:
Paragraph 1

What you are applying for and where you saw post
advertised.

Paragraph 2

Why you are interested in it.

Paragraph 3

What you are able to offer. Ensure you highlight things that
are of specific relevance to the job in question.

Paragraph 4

Refer to your CV, make it clear that you would relish an
opportunity to meet them, and thank them for their time.

Hints and suggestions











Use a formal style.
Print it on good quality paper.
It must be personally addressed (not to a sir/madam/department.
Create a very strong opening line.
Refer to the advert, using words to mirror its content, and refer to the
requirements they have specified.
Whether implicitly or explicitly, make sure you address the question
‘why should we see this person?’
Be creative and stand out from the other CVs and cover letters they may
receive.
Use the opportunity to demonstrate your writing style (your CV is much
more limiting in this sense).
Try and give your application something of a personal feel.
As with your CV, ensure that it is immaculate and faultless before
posting or clicking ‘send’.

Example covering letter
Dear Ms XYZ,
Re: Business Development Manager
I read with great interest about the opportunity to join your organisation as Business Development Manager,
as advertised in The Times (22nd August ).
While many roles involve a degree of compromise, I do feel that this position is absolutely ideally matched to
the experience and qualifications that I have gained in this industry over the past 12 years.
During that time I have generated over £9.5 million of new business for my employers, along with significant
profit yield. I am however now keen to find a new challenge and focus for the many skills and strengths that I
have developed. In relation to this role, I believe that the most important of those attributes are:

I have attached/enclosed my CV, and would be delighted to provide references and testimonials upon request.
Many thanks for your time and attention; I look forward to hearing from you in due course.
Yours sincerely,

Email etiquette
In a professional environment it can pay dividends to treat email as you would
a written letter, rather than run the risk of lapsing into text-speak or e-jargon.
Email is of course a great time-saver, but this is not the occasion to reap those
benefits of speed.
Write as you would on paper, in a formal letter writing style, ensuring that you:
 formally top and tail
 use clear clean fonts and spacing
 retain formal capitalisation, punctuation and grammar

Online applications
If you are submitting your CV through job search websites there are a few
things you should bear in mind.
Firstly, you should always submit your CV in a widely used and popular format
such as Word 2003, avoiding colours, exotic fonts and text boxes as they can
misalign on opening. If you can create a PDF, that will generally safeguard
against such problems.
As recruitment agencies often receive bulk applications, they may well be using
Artificial Intelligence (AI) software to sift through incoming CVs. Those that
arrive in unrecognised formats or with spelling or grammatical errors may be
automatically rejected. AI software also scans incoming documents for
relevance to the job description, so always try and ‘mirror’ a few of the key
words and phrases from the initial advertisement.
For example, if the advert states that:
‘The job-holder will be a seasoned, highly experienced HR Manager who has
provided strategic and operational support to senior managers in a
commercial environment’,
you could add the following line to your CV:

‘In my previous role, within a highly competitive commercial environment, I
provided strategic and operational support to managers at all levels, including
MD and CEO.’
This reflection and paraphrasing of the job advert would be picked up by the
AI software, and would indicate that your CV is a potential match.

Verbal communication
Usually, it won’t be until the formal interview stage that verbal
communication becomes an issue. There are however exceptions.

Don’t be afraid to use the phone
Terribly old fashioned bit of kit, the telephone, but not without its merits!
There will be occasions when the phone comes into its own and you shouldn’t
be afraid to use it. You may simply want to find out the name of the person to
whom you should address an application, you may want to find out a little
more about a post before applying or the organisation may request an
informal introductory chat with you over the phone. Skype interviews (video
calls) are also becoming more frequently used.
The beauty of the phone is that one can project so much more of one’s
personality and ‘soft assets’ by way of one’s voice than one can through
documentation alone.
Whenever calling an organisation, be clear as to the purpose of that call.
Prepare for it in advance and try and project the same balanced ‘sales pitch’
that you would in a CV – which is confident but not boastful, relaxed but not
horizontal, focused but not unable to ‘chat’. Even if you do not get to speak to
the recruiter, a good upbeat conversation may result in the person you did
speak to firing off an email to their colleague to say that you sounded really
interesting, nice or perhaps even ‘ideal for the part’. You never know what it
might lead to and, provided you stay calm and can express your enthusiasm, a
phone conversation with a potential employer cannot fail to help your cause.

Face to face
Face to face verbal communication is the thing in which you need to excel once
you get to the interview stage. The next chapter deals specifically with the
interviews but before moving on to that, it is worth looking at our
communication skills and seeing where and how we might be able to improve
them.
The way in which we listen, the ways in which we are able to build trust and
develop rapport, the signals we send out by the way in which we move or the
way in which we speak – these sorts of things have a massive impact on all our
working relationships, as well as indeed our personal ones.
Even those people who are clearly strong communicators and to whom many
of these aptitudes come very naturally should take time to examine and review
their skills.

Communication skills audit
A skills inventory or audit is always a good way of doing that.
The process is simply an honest evaluation of how good you consider yourself
across a range of skills required for effective communication.
There is no ‘standard’ list of the principal elements of communication, but
within a work context, the key elements are likely to include:
Speaking effectively, logically and clearly
Evaluating people and situations
Handling challenging situations
Facilitating group discussions
Expressing feelings
Listening attentively
Remaining calm in stressful situations
Being able to express ideas or opinions
Perceiving non-verbal behaviours
Negotiating and resolving conflict
Giving and receiving feedback
Building trust and developing rapport

Supporting and motivating others
Persuading others
Interacting with people at different levels
While aptitudes in each of the items above are great additions to your ‘Brand
Me’ product, it is the first one that is perhaps of greatest importance within an
interview context.

Speaking effectively, logically and clearly
Throughout the course of your interview, you will be asked all kinds of
questions. In many cases, the answers will have to be detailed factual ‘stories’
that demonstrate the specific skills that the interviewer is looking for you to
evidence.
The ability to present things in a logical and considered manner is key, there
are tools that can help you do this.
Much like any other kind of storytelling, your CV stories will need to have a
beginning, middle and an end. An introduction that sets the scene and context,
a core that outlines what happened (i.e. what you did) and a finale that details
the results of your actions.
An effective and easily remembered way to formulate and present evidence is
via the STAR acronym. Using the ‘STAR’ model will help you create well
structured answers to many typical interview style questions.

STAR
S - describes the situation, issue or problem you may have faced. Just a very
brief description is required at this point - don’t be tempted to give too much
detail.
T - describes the task(s) that the situation required you to undertake in your
bid to resolve the situation. Again, just a simple explanation of what was
required.

A - describes the action(s) you undertook to overcome the problems. This is
what the interviewer is really interested in - what YOU specifically did, who you
involved, how you communicated your intentions to others, how you planned
and implemented the solutions.
R - details the results you achieved. Quantify them (pounds, percentages, etc)
and ensure that YOU remain very central and clearly linked to those results
(my intervention saved the organisation £x, or the changes I implemented
increased productivity by x% within a year). Add in any accolades received.
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Interviews and negotiation

Before everything else, getting ready is the secret to success
Henry Ford

Many people are daunted by the prospect of interviews. Yes they can be scary
and intimidating, but at the same time they really are terrific opportunities to
present ourselves as candidates. They provide us with a chance to ignite what
could quite possibly end up as a long and rewarding working relationship.
Before getting into the nitty-gritty of interview styles and formats, consider
this:
The purpose of an interview is to establish whether a potential
interviewer/interviewee fit is right. Either it is, or it isn’t.
If it is, then your job is to do everything within your powers to ensure that the
interviewer recognises that fact.
If it isn’t, then no amount of manipulation will change things – the fit simply
isn’t there.
The purpose of the above is just to illustrate that one shouldn’t treat an
interview as one might an exam. It’s not there to test you – it’s there to test
the fit and as a consequence, one should try and keep the exam-style reactions
(fear, nerves, etc) at bay.
Of course all that is easier said than done, and we know that candidates will
often have a lot riding on an interview – what with mortgages to pay and
children to feed – but it is worth remembering that a relaxed but focussed
candidate will make a much more favourable impression that one that is overly
anxious.

Interview formats
Different organisations and indeed different industries tend to use formats
that best serve their needs. There are a number of formats available, of which
the Competency-based interview is the most usual.
Others include the following, and it is always sensible to ask which will be used
in your case so you can prepare accordingly.
Portfolio – commonly used in the Arts and in Media, this centres on a
discussion of a portfolio of your work.
Academic - used for Educational, Scientific or Research positions, where
the questions would be more focussed on your academic history to date.
Skills-based - these interviews would question you more deeply on the
technical skills and knowledge required for the role. Used in many
specialised and/or technical fields such as Engineering, Medicine,
Aviation, etc.
Technical – here, questions are based on real or hypothetical technical
problems to test the extent of your knowledge, experience, thought
processes and logic.
Scenario or Case Study - these would pose a series of hypothetical
questions, followed by an evaluation of your analysis of the problems
and how you developed your solutions.
The likelihood, however, in the professional ‘white collar’ environment is that
you will encounter the Competency-based interview format.

Competency (or capability) based interviews
Also known as Structured, Evidence-based, Criterion or Behavioural, these
interviews will generally last about one hour and would require you to provide
examples of those behaviours, competencies and attributes that are
demanded by the role. Areas that are commonly assessed include:
Decision making skills
Problem solving skills
Communication skills
Ability and willingness to take responsibility
Commercial awareness

Career and CPD commitment (Continuous Professional Development)
Organisational skills
Leadership and coaching skills
Trust and ethics
Making things happen
Supporting and developing others
Client focus
Planning skills
Managing risk
Change management
Many organisations prefer this method of selection as it can provide a good
indication of the applicant’s preferred style of working, as well as predicting
their likely behaviours in certain situations.
Within the competency-based format, there is plenty of room to draw in
general life experience to illustrate competencies, rather than having to stick
solely to industry-specific examples.
Companies will often provide you with a list of the areas they will be assessing
during the interview, giving you an opportunity to prepare thoroughly. You
may also be able to make your own judgement as to what the role demands by
way of competencies, by thorough analysis of the information you are
provided about the role.
Most companies that use competency-based interviews would have
standardised processes so all applicants would be asked the same questions,
in the same format and for the same duration.

Interview strategy - preparation
To maximise your chances of successfully negotiating the interview, you will
need to prepare very thoroughly indeed.

Just as there are some absolute categorical pitfalls in CV writing (messy paper,
spelling mistakes, etc.), the interview stage has its own examples of knocking
yourself out in Round One.
Such as:
 Being late
 Dressing inappropriately
 Forgetting to take with you any requested documentation
So, the basic preparation starts with double checking the invitation letter,
getting any documentation ready and ensuring you understand all instructions
regarding the date, time and location of the interview. Find out about car
parking or local transport.
Research on the company is also essential prior to the interview. Its website
will normally give you easy access to a lot of useful information and further
internet research can provide you with a better understanding of exactly
where the company is positioned within the industry. Other aspects to
investigate are mission statements, corporate strategy and current financial
position, recent news about upcoming orders, market share and future
direction. All this information will enable you, during the course of the
interview, to align yourself with the visions and values of the company – and
that will be seen in a very favourable light.
Analyse how to meet the job requirements and build evidence against this to
present at the interview. Check the job description once again, print off a copy
of the CV that you submitted and practise talking your way around your CV in a
way that highlights the aspects most relevant to the job in question.
It is likely that toward the end of the interview you will be asked if you have
any questions, so ensure you prepare a good selection of these in advance.
Many will get answered during the course of the interview, but it is always
good to have something left over to put to your interviewer. That said, if you
can work these questions into the body of the interview conversation, rather
than as an add-on at the end, all the better.
On the evening before the interview, check everything again.

Interview strategy - during the interview
‘Show time’ effectively runs from the moment you walk into the building until
the moment you leave, so throughout that time you need to make sure your
body language is spot on. Be polite and courteous to reception staff, smile at
anyone you meet, shake hands firmly, maintain good eye contact with anyone
you speak to, and use whatever confirmatory signs to keep conversations
flowing and natural.
Once in the interview ‘proper’, there are all kinds of helpful dos and don’ts to
bear in mind.
When taken into the interview room do not sit until invited to do so
Try to be natural, polite and respectful at all times
Maintain good eye contact, but do not stare
Consider your posture and body language
Talk in the first person, active tense
Speak clearly, varying your intonation
Never use any ‘colourful’ language or phrases
Remember it should be a dialogue, not a monologue
Listen carefully to the questions before you formulate your answer
Listen actively, with nods, smiles and verbal prompts
Match the pace of the other person to build rapport
Ensure you know your CV inside out
Don’t waffle - be concise when summarising your skills and experience
Quantify your achievements

Tricky questions
As much as you can prepare for interviews, there will always be questions that
take you by surprise. Don’t feel you have to fire back an immediate answer take a little time to consider your reply before delivering it. However tricky,
and possibly uncomfortable the question may be, don’t avoid answering it and
don’t answer it disingenuously.

What questions to expect
Interviewers aren’t generally on a mission to catch you out. They simply want
to establish whether you really are what they hope you to be.
Consider the questions you might ask a potential employee. Chances are,
they’re pretty similar to anything you’re likely to have thrown at you.
These are fairly typical:
Describe an occasion when you had to deliver bad news - what was the
situation and what actions did you take?
Can you describe the most difficult workload you have had to balance?
Describe a time when you had to challenge someone’s unacceptable
behaviour in the workplace.
Provide an example of when you had to present to a large group of people,
including senior managers.
Can you tell me about a time when you had complex information to impart
to a group of people with a wide range of knowledge of the issues?
Can you tell me about a time when you had to change your approach to a
project to meet new demands?
Describe a time when you have applied something you have learnt to
improve your performance.
You can see from these examples that there’s no hidden agenda here – the
questions are absolutely straight-forward and with adequate preparation and
research, you could easily provide interesting responses that evidence your
abilities.

After the interview
It can be very useful to make a few notes about the interview. How you
thought it went overall, where you excelled, and indeed where you may have
let yourself down a touch. What would you do differently if you could re-run
it?
Consider if the interview flowed, did it feel like you were building a good
rapport with the interviewer, did you present your evidence well, were you
relaxed, enthusiastic and confident and did you cover all the points you
wanted to?
Usually you will get a certain amount of feedback and it’s important to
compare your appraisal of how it went to that of the interviewer. That
comparison is sure to offer up some enlightening things!
It is also prudent and polite to send a brief thank you note to the interviewer.

Variations on a theme
Interviews can be conducted in many ways. For the purposes of the sections
above, we have assumed that the usual kind is a face-to-face meeting with
one, two, or a panel of interviewers.
The standard options tend to be:
One-to-one; with just one interviewer.
Panel; with two, three or even more interviewers, each with specific
knowledge and expertise relevant to the job.
Sequential; several interviews in one day, each with a different
interviewer asking questions around different competencies.
Group; where several applicants are involved in role-play or teamwork exercises, to ascertain suitability for certain types of jobs.
Telephone; usually part of the initial or ‘sifting’ element of the
process, but you would need to prepare just as thoroughly.

Negotiation
Think about what negotiators have achieved ... the release of hostages, the
establishment of cease-fires after years of conflict, billion dollar deals ... and all
these will have been achieved with the simplest of tools: words.
It is amazing what one can achieve through clever negotiation – even when
seemingly swimming against the current.
In the work job search context, negotiation will usually mark the final rung of
the ladder, and it is the fruits of that process that then get etched into your
employment contract. So it is important.
Many books have been written on this subject, and a little internet research
will quickly point you to where they are, but for the purposes of this
document, a few simple rules and guidelines should help keep you on track.
 Wherever possible, let the employer raise the topic of money.
 If you have to pitch in with a suggested salary, then
a) Make sure you know what the industry standard is; and
b) Offer a range of 10% below and 20% above your ideal figure.
 Think in terms of overall package – certain additional benefits may be
worth their weight in gold.
 When negotiating, always keep your strengths and achievements in
mind – especially the softer unquantifiable ones that you will have
utilised in the Psychological Contract that you created earlier (see page
12).
 Never accept anything without giving yourself the chance to mull it over.
 If you need an employer to show flexibility towards you (for example in
respect to working hours), then be ready to explain why the company
would benefit from you getting your way.
 Most business dealings involve compromise on both sides. Once such a
position is reached in relation to your ‘deal’, you need to feel that it is
fair and that you are comfortable with that outcome.
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Categories of employment

If you want to succeed you should strike out on new paths, rather
than tread the worn paths of accepted success
John. D. Rockefeller

If you’ve been out of the job market for some time, or perhaps just so deeply
entrenched in your career path to have noticed, things have changed really
rather dramatically in the past few years.
Full time permanent jobs no longer have a monopoly, and the advent of many
new ways of working has created an entirely new working landscape. We now
live in a world of part time work, flexi-time, short-term contracts, freelancing,
interim posts or ‘portfolio careers’, giving greater flexibility for employer and
employee alike. Even the concept of retirement presents a very different
opportunity.

Categories of employment
Permanent - usually long term, with a standard contract of
employment that has all the usual employee benefits such as paid
annual leave, sick pay (often after a qualifying period), a mutual
period of notice, redundancy pay, some form of pension scheme etc.
Temporary or interim - more often short term with a fixed term
contract and some benefits.
Full time - usually means 36-42 hours per week.
Part time - usually means anything less than 36 hours.
Portfolio - a mix of several income streams; could be a combination
of employment and self employment.
Self employment - in business, with full responsibility for all actions.
Job share - where one or more people effectively split the hours of a
full time position.
Not For Profit Sector - usually charities, these tend to offer less
remuneration than the private or public sector, but most people
consider the work to have more intrinsic value.

Voluntary work – unpaid, but again considered to have more intrinsic
value.
Franchise - buying the rights to operate a specific type and style of
business.
Buying and then overseeing an existing business.
Consultancy – a form of self employment in which your skills are used
in some kind of advisory sense for another business.
People who have spent many years in the traditional sector of full–time
permanent work often find it difficult to even imagine that any of these
options are really viable propositions for them.
Of those that have taken the leap, many have surprised even themselves as to
how successfully they have managed to do it.
In deciding whether to pursue these avenues, one has to consider the
following:
Do I need to earn a regular amount, or can I adapt to having a variable
income?
Can I cope with peaks and troughs of work i.e. feast and famine?
Am I able to market and sell my skills to a range of employers?
Would I enjoy the independence and challenges of a different kind of
working environment?
Could I withstand the potential loss of security and benefits such as pension
schemes and paid annual leave?
Could I deal with the fact that I would have to do everything, and there is
no-one to delegate to?
Would the benefits outweigh the disadvantages for me personally?

Temporary or interim placements
For those who feel able to ‘test the waters’ in regard to a possible
fundamental change in their working ways, the temporary or interim
placement is a good solution.
It usually takes the form of a short or fixed term contract – possibly to cover
maternity or sick leave, or to work on a specific project, or to cover a specific
period of organisational change.
These kinds of posts are increasingly available as the flexibility they offer is
just as much of value to the organisation as it is to the individual. The
organisation simply employs someone with the required skills and attributes
for a fixed period, and is then able to fulfil a short term requirement without
all the associated costs and commitments of employing someone on a
permanent basis.
Over recent years it has become an established resource strategy for many
enterprises and organisations in both the private and public sector. Many
businesses now view interim management as a cost-effective and positive way
to obtain highly specialised and valuable leadership skills at a time they are
needed most. These skills can have a lasting effect on a company's
sustainability, growth and survival.
Typical interim management situations include:






Implementation of change programmes.
Covering the sudden departure of key people where skills need to be
replaced quickly.
Urgent projects requiring experienced, senior management input.
Filling management skill gaps within the organisation.
Fulfilling a customer requirement where the skills are not currently in
place within the company.

From the individual’s perspective, they offer a ‘win-win’ opportunity. If an
interim post is followed by a return to the traditional full-time permanent job
market, then that interim experience will have added something really positive
to the individual’s CV. If he or she chooses to then stick with the ‘alternative’
work categories, they will have had the benefit of an ideal launch pad into it.

Portfolio careers
A Portfolio career differs from a traditional one in that instead of working in a
full time job, you take on several part time ones. These would include
temporary roles, freelancing work, self employment, casual jobs and
entrepreneurial activities which can be built around a collection of skills and
interests.
The only consistent theme is one of career self-management. With a portfolio
career you no longer have one job and one employer, but multiple jobs and
employers within one or indeed a number of professions.
The advantage is that you have more flexibility and variety in your working life.
This can make things very interesting and, ultimately, hugely rewarding. People
will often get their core work from the industry in which they are most
knowledgeable, most experienced and most comfortable. Subsidiary roles,
however, may well emanate from hobbies and other interests.
Moving from a more traditional career to a portfolio career is a bigger jump
than moving into interim placements, and will tend to be better suited to those
who are in the latter stages of career development.
Above all, to be suited to this type of career, you will need to be reasonably
tolerant of risk and have exceptional self-management / organisational skills.
As a method of assessing you suitability to this type of career, the following
exercise may be useful.

The Portfolio Career Suitability Test
Q

Statement

1

1

I can accept making mistakes and having failures

2

I can motivate myself

3

I embrace change and challenges

4

I am not risk averse

5

I could cope with peaks and troughs of work and income

6

Having stability is not one of my top priorities

7

I am able to market myself

8
9

The opinions and comments of others would not deter me from doing
something
I work well under pressure

10

Financial security is not as important as job satisfaction

11

I set my own high standards

12

I am lively, energetic and not afraid to put myself forward

13

I want more control over my work/life balance

14
15

I seem to have the ability to see barriers, challenges or situations
differently to others
I am not afraid to speak my mind

16

Meeting new people does not worry me

17

I enjoy ‘pitching’ or giving presentations

18

I enjoy working on several different tasks or projects at the same time

19

There are jobs I would love to try but do not pay enough money

20

I am not driven by perfection

2

3

4

TOTAL SCORE
Score each statement from 1, being ‘not true at all’ up to 5, being ‘very true’. If you scored:
20-50, then it is likely that this is not for you at this stage of your life. You probably prefer, or require, a greater
degree of stability and a regular income, so should concentrate your efforts on seeking something within a
more traditional set-up.
51-80, you are not averse to this idea, so maybe something to consider in the future, or when you have less
family and financial commitments.
81-100, a portfolio career may be just what you are looking for. You may well enjoy the variety, challenges and
stimulation of holding several jobs down at once, so should certainly consider it as an option.

5

VII The traditional job market

Opportunity is missed by most people because it is dressed in
overalls and looks like hard work
Thomas A. Edison

The traditional job market refers to those jobs that are advertised in
newspapers, magazines, journals, websites, job centres or through recruitment
agencies or consultants.
Amazingly, the traditional market accounts for only 25% of jobs but attracts
75% of job seekers.
Despite that, it is of course a natural and obvious route into new employment,
not without its advantages.

Advantages
 It is a tried and tested route into employment
 Compared to other job search methods, it is relatively effortless – you
get hold of the publication, you turn to the relevant pages and there are
the jobs.
 An advert will usually have enough information in it for you to decide
whether, in principle, it’s a viable opportunity for you.
 An advert will often also give clues as to which companies are
expanding, restructuring, relocating or diversifying.

Disadvantages
There are of course disadvantages, among which are the following:
 Competition is fierce, and you will need to stand out from the crowd if
you are to be successful.

 Because of that competition, employers will set up an application
process that proffers them several stages of ‘shedding’, making the
process quite time-consuming for candidates.
 The application process can be de-motivating due to its time-consuming
nature and the relatively small chance of success.
 Occasionally, an advert will simply be ‘cosmetic’ – the employer already
knows who they are going to employ, but protocol dictates that the
opportunity must be put into the public domain.

Direct applications – when to apply
Most job advertisements include a synopsis of the skills, qualifications and
competencies required for the role. As a rule of thumb, you should be applying
for those jobs for which you have at least 75% of the listed requirements.
It is still worth applying even if the match is weaker, especially if the
requirements that you do not possess are marked with terms such as
’preferable’, ‘useful’, or ‘an advantage’. In those cases the organisation may
well be more likely to relax the rules a little to find a good candidate.

Direct applications – how to apply
Applicants will frequently be asked to complete an application form rather
than send in a CV and covering letter. This is because it enables the employer
to compare all candidates on a like for like basis.
When completing the form, remember to read the advertisement carefully and
respond exactly as requested (don’t send in a CV unless asked; don’t use blue
ink if they’ve asked for black; etc.).
Ensure you complete the entire form, incorporating all relevant information
and as always, check the spelling, grammar and punctuation before submitting.
It’s always worth getting someone else to proof any submissions as once
you’ve spent a while working on a document you often can’t see the wood for
the trees. Fresh eyes will work much better.

Keep a copy so you can take it to the interview – you may even be able to refer
to it, and of course there is nothing more off-putting in an interview than to be
asked a question based on your application form and not being able to recall
what you wrote!
As with all applications you are making at this stage of your job search,
keep a record of what you have sent to whom and when you sent it. Follow up
a few days later with a phone call to check if the form has been received.
If the advert says ‘call for an informal chat’ be aware that you are, in effect,
being screened at this stage. Be positive, polite, friendly and enthusiastic, but
not overbearing. Practice what questions you will ask before making the call.

Recruitment specialists
Including recruitment specialists within your job search strategy is certainly
worthwhile. A recruiter has the expertise to find potential matches for you,
and also has a vested interest in placing you. Job searching can also be quite
lonely and if you are able to build a relationship with a recruiter, it’ll feel like
you have an ally working with you.
Although there are many generalist agencies, you may find it useful to seek out
a specialist agency with expertise in your field. If you are looking to progress
rather than change your career path, then this is likely to be the ideal option,
as the agency will have all the relevant industry contacts as well as knowledge
of who’s currently recruiting in which areas.

What they offer
A specialist agency, search consultant or head-hunter will help you to prepare,
tailor and target your CV, check over covering letters, work with you to
improve your interview skills, etc. It is clearly in their interest to ‘polish you up’
before offering you up as a candidate to one of their clients.
Treat your recruiter as you would a potential employer. If you manage to
impress them, they’ll feel comfortable suggesting you to their clients. Usually,
they will want to interview you in order to put a face to the CV and to get a
better idea as to your competencies, motivations, character, personality, etc.

You need to make sure that your interview goes well, that you develop a good
rapport with the recruiter and that you lay the foundations for that
relationship to develop. The quality of that relationship is absolutely crucial.

Choosing and using a recruitment specialist
Although personal recommendation is the ideal route in to an agency,
newspapers, professional magazines and industry journals will enable you to
easily identify which recruiters are doing business in which fields.
The next step is to instigate and develop good professional relationships with a
few selected recruiters across maybe two or three agencies.
Unless you have pre-established relationships with recruitment specialists or
head hunters, it may not be that easy to get a face-to-face meeting with them.
The better a prospect you look on paper, the likelier it is they will want to meet
you, so ensure that the CV you send in is tailored to fit the widest possible
range of positions. The better a ‘commodity’ you are, the quicker they’ll place
you and get paid.
It is actually worth remembering that the recruiter is usually paid by the
organisation seeking to fill a post rather than by the candidate seeking to find a
job. As a consequence, it is the organisation to which the recruiter is beholden
rather than to you, which is why the establishment of the relationship is so
important.
Before appointing an agency, do the research. Make sure they have credibility
in the industry, find out if they will be charging you any fees (they shouldn’t)
and what their success rate is. You can ask these questions directly - after all
you are placing your future career prospects in their hands and therefore have
every right to know a little more about them.
Make regular contact with the agency to check progress at their end and
remember to keep them up to date with any changes in your circumstances or
your requirements.

VIII The hidden job market

Everything comes to him who hustles while he waits
Thomas A. Edison

The hidden job market is huge and in our experience accounts for around 75%
of all placements. It therefore seems sensible to devote a significant
proportion of your time and energy to job searching in this area.
As opposed to the advertised market, in which the jobs effectively come to
you, the hidden market will require a far more proactive approach.
You will need to be seeking out opportunities and acting on them as they arise,
marketing yourself to potential employers and generally making things
happen. To be successful you will need to demonstrate a high level of
discipline, confidence and tenacity, as well as a range of skills in business
disciplines such as marketing, sales, research and communication.

Good for you
For the job seeker, this proactive methodology brings many benefits:
It will increase your motivation, giving you more focus and direction.
It calls for a variety of tasks, making the day to day search ritual far
more interesting.
It will improve your knowledge of your industry, sector or profession.
It pushes you into interesting situations in which you will come into
contact with people it may have otherwise been difficult to meet.
It will raise your profile, credibility and presence within your chosen
industry, sector or profession.
All in all, this can create a positive feedback cycle in which you are continually
fuelled and driven to continue – quite unlike searching within the advertised
market which, as discussed earlier, can ultimately be somewhat de-motivating.

Good for the company
Apart from being good for you, a contract signed and sealed without the
involvement of a newspaper, an agency or a high volume application process is
also good news for the company.
Organisations often spend considerable sums of money on recruitment.
Advertising, dealing with applications, interviewing, HR reporting and related
administration all involve time and money, so if a position can be filled without
that investment, it will be.
In your dealings with prospective employers it is useful to be aware of this
issue. You can use it to your advantage, gently reminding them that choosing
you might preclude a lengthy and potentially costly recruitment exercise.
There are other cards you can play within the hidden job market that can work
favourably:
 A candidate that comes with a recommendation – something which you
should be able to secure through your business network – often yields a
more reliable employee.
 Someone who is proactive in their job search strategy is more likely to
be proactive in their general approach to their job.
 Anyone that chooses this job search strategy is intrinsically
demonstrating key positive attributes such as discipline, confidence and
tenacity.
Don’t be shy – remind a prospective employer of these facts!

Research
An important precursor to success in the hidden job market is research.
Industry research, company research, job market research - these are all areas
in which you will need to develop a little expertise.
With a good foundation of industry and related knowledge, you will give
yourself the very best chances of success once you start accessing the hidden
market through networking or direct / speculative approaches.

The internet is an amazing tool and there are innumerable sites that will
provide information that is useful, interesting and relevant. Some will be
directory sites offering company information, some will be networking groups
specific to your business and others will be ‘e’-zine type sites carrying topical
industry news.
And, of course, each company’s own website will usually provide most of the
answers that you might initially be looking for, such as:
Who are the key personnel such as CEO, Board, and HR etc?
What products and services are they involved in?
In which way may they diversify in the future?
What are they like to work for?
Is the company stable?
What is their mission statement, values, vision and strategy?
The research process will widen your industry and market knowledge. This, in
turn, will give you greater confidence once you embark on networking proper.
And a combination of knowledge and confidence will bring higher status and
profile, and, ultimately, opportunities.

Networking
Networking is best described as a way of making the most out of your contacts,
relationships and casual encounters, in order to help you identify potential
opportunities. It is an essential strategy in the modern world, and it can yield
excellent results.
Networking is a ‘method’ rather than an ‘activity’. Good networkers don’t need
a ‘networking’ event to perform; they can ‘do it’ on holiday, on a train, on the
phone, anywhere. In terms of demeanour, they will usually be interested in
other people, be able to hold conversations on a variety of subjects, and be
prepared to take the time to get to know people, building rapport and
developing trust along the way.
In terms of job search, networking isn’t about finding the right person and
asking them for a job; it’s more about gaining information and making useful
contacts that may lead you to a job.

It is also not just about taking; it has to be about giving too. It is also unlikely to
deliver quickly and will require a great deal of patience, perseverance, trust
and generosity as you wait for that first opportunity to pop up.

Your attitude to networking
 You should consider everyone you know, and everyone you meet as
part of your network.
 It should never be considered as an extra thing on your ‘to-do’ list; it
should become something you do automatically as an integral part of
your behaviour.
 You should endeavour to make the most of every opportunity that
presents itself, in whatever situation you are in, be that business or
pleasure.

Conversing
 Remember that networking is something you have been doing since
you were a child - it’s just conversing with a bit of direction.
 Be natural, open and honest.
 Be friendly, smile and give out positive comments whenever possible.
 Show a genuine interest in what others have to say. Let them talk the best networkers actually say very little, but just ease the
conversation along.
 Use open questions, (who, when, why, what, how) to elicit an answer
and keep the conversation flowing, whilst giving the speaker 100% of
your attention.
 Be polite and courteous at all times.
 Use short introductory sentences when talking to someone you have
been introduced to through your network, or someone you have not
contacted for some time.

Preparation
 Order some good quality business cards, and always keep them to
hand to give a professional impression.

 Consider any groups, associations, professional bodies, social clubs,
fund raising groups, Parent Teacher Associations, as well as current
or previous places of study, previous places of employment, Rotary,
Masons, Round Table, Chamber of Commerce that you belong to.
 Think about any meetings/conferences/forums you attended - do you
still have delegate lists, or did you remain in contact with someone
who attended?
 Join an online professional networking website such as linkedin.com.
 Take advantage of social networking sites, as these too may prove
useful.
 Access web chat rooms for your area of interest/expertise, and build
a ‘web-presence’ as this could lead to opportunities or
recommendations.
 Consider any people you know in a professional capacity such as
solicitors, accountants, Independent Financial Advisors, etc.

Do
 If someone in your network does effect an introduction for you, send
them a ‘thank you’ note. It costs very little but means a great deal.
 Networking is not just about taking – it is about giving too. So make
the time count, and always give something to the other person.
 Work at developing a reputation for being a good contact.

Don’t
 Being ‘pushy’ or too assertive can be detrimental. Cheekiness on the
other hand can pay dividends. Above all, be tactful and discreet.
 Always ask your contacts permission to use their name to effect an
introduction; failure to do so may alienate them.
 Don’t be over enthusiastic as this could irritate people - try to be calm
and friendly.

A networking model or action plan that integrates the various necessary steps
is provided below. It obviously doesn’t give the complete picture but does help
as an ‘aide memoire’ of the various elements and actions required.

Speculative approaches
Speculative approaches can be a very effective way of securing an interview,
and should certainly be incorporated into your search strategy.
A good method for this is to build a target list from the outcomes of your
network conversations or market research. A target list might initially contain
around 30 names or companies that you intend to approach.
Work through them systematically. From a time management perspective it
pays to be very well organised. Tailor your approaches and always manage the
follow up effectively.
You can identify targets by other methods too, be it hearsay or through local or
industry news stories.

When an opportunity presents itself
 Compose a compelling letter or email that outlines your skills and
experience and conveys your energy and enthusiasm, but keep it to a
minimum at this stage.
 Address it to the right person, ensuring their title and contact details
are correct. Do not write to an unnamed ‘Sir’ or ‘Madam’.
 Call into the company with a copy of your CV, in an envelope,
addressed to the person you have identified as being your likely best
contact.
 Follow up a few days later, either by letter, email or phone call; just a
simple enquiry as to whether or not they received your CV will
suffice.
 If you do decide to phone the company ensure you plan your call first
i.e. who you wish to speak to, the points you wish to cover and what
you intend to say.
 Try not to annoy or antagonise, and if you get the feeling that your
approach was unwelcome then back off.
 Be prepared for many speculative approaches to be ignored, but
persevere, as it may only take one success to land you the perfect
new job.

IX

Search strategies and time management

Time is what we want most, but what we use worst
William Penn

With increased understanding of job search options, along with industry
knowledge and confidence about how best to present yourself, you are in a
good position to start working on a search strategy.
A systematic approach that is designed around your character, your strengths
and your industry will make the process significantly easier, more rewarding
and ultimately more successful.
Imagine project-managing a presidential campaign trail. It’s going to be full-on,
tiring, at times disconcerting, but ultimately – when the president (you) gets
elected (the job) – hugely rewarding.
Create a structured action plan for each day, week and month of the campaign.
Set out specific activities and targets that are both realistic and attainable.
Then, all you need to do is to stick to it!

Planning
Think about the way you intend to access the job market.
Which methods do you think make best use of your character?
Diarise the time you plan to put into the project and stick to it as you
would to formal working hours.
Set out daily, weekly and monthly targets.

Doing
Start each day with one important planned activity.
Do one job at a time and see it through.

Be flexible in your approach, dividing your time between the various
strategies and not focussing solely on one method.
Never forego a networking opportunity.
Be creative - read local newspapers and see what inferences you can
make about companies that may be of interest to you.
Widen your options and consider jobs in industries you may never have
considered before.
Research the labour market locally, nationally and internationally.
Keep reviewing your progress via your action plan. What’s working well
and what isn’t? Make sure you learn as you go.

Remember
Be prepared to invest a great deal of effort and energy into the process.
Build in some ‘me’ time to enjoy the break from regular work - spend
more time with your family and friends, take time to enjoy your
surroundings. Once you start working again, you’ll regret not having
done that!
Be prepared for setbacks and disappointments - it goes with the
territory. It is how you cope with those and turn them to your advantage
that matters.

Example time-management table
Adverts

Agencies

Networking

Speculative
Approaches

Industry
Research

Administration

Hours
per day

Monday

2

0

3

2

0

1

8

Tuesday

1

2

1

0

3

1

8

Wednesday

1

0

3

0

3

1

8

Thursday

2

2

0

0

3

1

8

Friday

2

0

3

2

0

1

8

Saturday

0

0

0

0

0

0

0

Sunday

1

0

1

0

0

1

3

Hours per
week per
activity

9

4

11

4

9

6

Example strategy task table
Daily

Weekly

Monthly

Quarterly

Deal with emails

Check on routine follow-ups
to all on-going dialogue

Register with any useful
business forums

Prepare and send at
least two speculative
letters
Find and scan at least
one job web site

Track all speculative letters,
and respond accordingly

Phone at least two
companies to enquire
about vacancies

Check in with any
recruitment agencies that
have you on their books

Go back to week one
and two applications and
chase up
Get hold of monthly
issues of industry
journals
Review your CV - does it
need tweaking?

Review your strategy and
look into alternative
options
Go back to month one
and two applications and
chase up
Seek out networking
events

Place 3 networking
call

Scan industry magazines and
e-zines

Scan key industry
websites for any
breaking industry
news

Review your tactics and try to
work out which are delivering
best results

Buy local papers and go
through job section

Call any recruitment
agencies you are
registered with to review
progress
Broaden your search to
include other types of
employment

Research voluntary work.
It could lead to
opportunities you never
considered
Attend job fairs

Consider studying for
further qualifications
(some course may be free
if you are unemployed)

X

Successes and failures

I've missed more than 9000 shots in my career. I've lost almost 300
games. Twenty-six times I've been trusted to take the game winning
shot and missed. I've failed over and over and over again in my life.
And that is why I succeed
Michael Jordan

We want you
Finally, all the hard work is rewarded with a job offer. Congratulations.
Acknowledge the offer immediately, thank them for it and ask them for a day
or two in order to consider the offer. Never make an immediate decision that
you cannot revert. Then use that day or two to reflect on the decision you are
about to make.
It’s never as straight-forward as you might think. The feeling you have about a
job from the perspective of having been offered it is sometimes very different
to what it may have felt like when you were applying for it.
Also, an unsuitable job that only lasts a short time may set you back in the long
run, so do what you can to make sure you’re making the right decision.
A bit of simple questioning and honest answering will help in this:










Is this my dream job or am I making do?
Will I be stimulated and fulfilled or bored out of my mind?
Does the organisation reflect my persona in any way?
Is the company financially stable and will it offer relative security?
Is the remuneration package in line with my expectations?
Could it be negotiated further?
Do I like the people I have met so far and would I fit in?
Is the commute going to take too long?
I didn’t like one of the interviewers – is that going to be a problem?

Take time to consider these questions – and indeed any others that are
relevant to you – and discuss them with family, friends and trusted colleagues
from within your network.
Remember though that while advice from others is great, you’re the one who’ll
need to have conviction about whatever decision you make.

Instinct
Instinct is usually the best indicator as to whether a job is suited to you and
you should therefore be willing to let it guide you.
Consider these scenarios:
You see an advert and you’re convinced it’s your dream job. You go through
the process, get the job offered and strangely, on receipt of the offer, it
doesn’t seem quite as perfect as you thought. There are probably several
reasons why this may have happened, but one clear-cut possibility is that in
order to drive you on, you had (mistakenly) invested all your hopes and
aspirations into that one job.
Another common situation is the reverse. You apply for something that you are
seemingly quite blasé about – even suggesting to friends that you’ve applied
for something but it’s just for exercise and you wouldn’t actually take it if
offered. Then, you reel in the job and suddenly it’s the best thing since toast.
Again, many possible reasons, but one option is that you didn’t want to invest
too much into a job that you thought you probably wouldn’t get (even though
you knew, deep down, that it really was perfectly suited).
These examples are cited here because we’ve all been there in one form or
another. And what’s more, all the while we were busy kidding ourselves about
what we were doing, saying and feeling, there was a little something inside us
– call it a gremlin, the unconscious, instinct, whatever – that knew precisely
what was going on. It really is a great and trustworthy ally. Use it!
Whatever you decide, put it in writing, be respectful and gracious and, if
declining, take care not to burn any bridges.

We don’t want you
It’s never pleasant to hear that, but irrespective of how they wrap it up, you’ll
feel that that’s precisely what you’ve been told.
Try not to be too despondent about it and hold onto the positives. The fact
that you got to the interview stage shows that in principle you were suitable
for the job, and that the organisation had liked what they had seen.
What you need to do next is get hold of any information that may help you in
the future. Ask for feedback, treat it as a gift, accept it and act upon it. Read
through your own notes and compare those to the feedback you received. Try
and fathom out what you could have done differently to elicit a better
outcome. Usually it will simply be a matter of adapting your interview style and
skills. If the interview centred heavily on the contents of your CV, then
tweaking that a little may make future interviews slightly easier.
Don’t be afraid to push for as much feedback as possible. Firstly they ‘owe’ it
to you and secondly, clear and detailed feedback will be invaluable to you for
the future.
Go back to Michael Jordan’s quote at the top of this section. Without failure,
there is no success. Have trust in yourself and your methods and before long
you’ll be reaping the rewards.

