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How To Get A Job Fast
Overvi ew

In today's unpredictable econony, the idea of job security
wi th any conpany would seemto be a thing of the past.
Large conmpany | ayoffs, gol den handshakes, nergers,

| everaged buyouts, conpany acquisitions and simlar

busi ness noves have | eft people of all ages out of a job
they need to live.

VWil e there may be sone conpensation upon being let go from
the firmyou work for, this noney won't last forever. O,
if eligible for unenpl oyment benefits, this also has a
finite period of tine attached to the check. Sooner or
later, job hunting will be necessary.

But it's not only individuals who have been turned out of

jobs that this booklet can help. How happy are you in the
busi ness you're in? Do you long to do sonething else with
your career? |If so, you' re not alone. You have plenty of
conpany in wanting to change one's goals and focus in life.

Per haps you've just turned 40 and realize that you're into
the second hal f of a working career you' ve never really
liked. Studies have shown that working in a job because
you have to, not because you like it, can have sone effect
on an individual's life span. Wy take years off your life
when you don't have to?

The problem for nost people in these situations is that
they're not sure where to start. They've either been
tossed into this situation unexpectedly and are trying to
make deci sions on the run or they know that they at | east
have a paycheck, so they postpone thinking about trying to
focus in on a job hunt for sonething they truly like to do.

Wl |, cheer up! This booklet will help you re-focus,
identify the skills you have, narrow down the type of work
you like to do and give you a nunber of outlets to gather
information fromin prospects of landing that job that wll
take you through contentedly into your retirenent years.
The best news is that this doesn't have to be a | ong, drawn
out process. You can |abel your transferable skills and
acquire helpful data within a few days! I1t's not a year or
two effort we're tal ki ng about .

The secret is knowing where to | ook, what to ask and how to
narrow down the type of job you'd not only enjoy, but be
pretty good at, too! So nuch of this is understandi ng what
makes you tick! Who better to identify this than you?
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This booklet will give you sone pointers in doing it, but
it will be up to you to take the time to really anal yze
what it is you like and want to do. Knowi ng your strengths
and weaknesses will give you the power to change your |ife!

I dentifying Your Skills
VWhat are you good at?

Have you ever thought about it? In a truly critical
anal ytical way? Have you actually sat down and |isted your
skills and capabilities?

This may seem basic, but it's not. Even if you' ve
attenpted to start a list, it is very likely you didn't go
far enough or deep enough and thus nissed a few outlets for
your skills that mght very well unlock the key to your
career future

The foll owi ng exercise can help you truly identify the
skills you currently use (or maybe not use) and this wll
set the stage to see if they're transferable to another

i ndustry.

There are three major categories of skill identification
You deal with people, things and informati on everyday. In
each category, this requires a skill or conbination of

several skills. You mght not even realize the extent of
your ability in an area. You probably know what you're not
good at or what you don't |ike doing, but pinpointing exact
skills is not necessarily easy.

People. Let's divide your skills at dealing with people
into working with individuals and working with groups.

I ndividuals: In working with individuals singly, are you
good at:

* communi cating in direct conversation or on the phone?
* conmmuni cating well by the witten word?

* hel ping, serving or receiving and carrying out

i nstructions?

* referring people, or helping put two peopl e together?
* advi sing, nonitoring, coaching or counseling?

* teaching, instructing, training or tutoring?

* persuading, notivating or selling?

* assessing, evaluating or interpreting others?

* di agnosi ng, healing or treating?

G oups: In working with organizations, conpanies or
associ ations, are you good at:

maki ng presentations?

conmuni cating by witten word |like a newsletter?
publ i c speaki ng?

| eadi ng or noderating a group discussion?

E I I



preparing sem nars or other educational events?
training | arge groups?

consul ting or giving advice?

| eadi ng or taking the | ead?

coaching others in recreation or exercise?
perform ng, acting, singing, amusing or inspiring?
notivating, persuading or selling?

negotiating a settlenent of sonme kind?

foll owi ng through, getting things finished, producing?
managi ng or running a busi ness?

supervi si ng?

initiating or beginning a concept, idea or business?
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Thi nk carefully about each of these itenms. Answer fairly
and honestly. There's no reason to try and fool anyone.
This is not a personality test! You're sinply attenpting
to franme your |ikes and dislikes about dealing with

i ndi viduals, singly or in groups.

Conpile your list of definite yes and no answers and wite
t hem down. Keep them handy for future reference.

Things. There are, essentially, six nmajor categories of
working with various things. These things are identified
as objects (tools, instrunents), equipnent and machi nery or
vehicles, materials like cloth, wood and clay, your body,
bui | di ngs or hones and raising or grow ng things.

njects. Do you have specific skills in dealing with food,
tools, instruments or the like in:

handl i ng?
washi ng?
preparing?
mai nt ai ni ng?
pr oduci ng?
creating?
repairing?
cl eani ng?
know edge?
cooki ng?
preservi ng?

E R T R R T

Equi prent. Are you good at working with sonme type of
machi nery or vehicle in:

driving?
control Iing?
assenbl i ng?
repairing?

cl eani ng?

di sassenbl i ng?
mai nt ai ni ng?
oper ati ng?

EEE I A R

Materials. What is your skill level with itenms such as
clay, jewelry, nmetal, wood, stone and cloth as far as:



cutting?
pai nti ng?
crafting?
restoring?
weavi ng?
sew ng?
carvi ng?
nmol di ng?
shapi ng?
refi ni shi ng?
scul pting?

E o T R R I T

Your Body. Are you good at using:

your hands?

not or coordi nation?

physi cal coordi nation?

your fingers?

your eyes?

your eyes and hands in coordi nation?
your strength?

your stam na?

E R I T

Buil dings. Do you have a particular affinity and
capability for:

constructing?
renodel i ng?
decorati ng?
desi gni ng?

E I

Rai sing or Gowng. Are you able to successfully:

train ani mal s?

treat ani mal s?

gar den?

| andscape?

rai se plants or aninmals or other vegetable or mneral ?

L T N

This is the hands-on category. Do you have manual skills
and, if so, what specifically can you do well? Mbre

i nportantly, do you enjoy it? Many peopl e have turned
hobbi es they love into full-tinme, paying work. List the
skills you have as associated with any of these categories.
Also list the things you dislike doing, too. Finding that
job you love is as much avoi dance of things you hate as

thi ngs you | ove to do.

Information. The final category in this part of the

eval uation process is seeing how good you are and how nuch
you enjoy working with ideas, concepts, information
specific data and technol ogy. There are four categories to
concern yourself with. Do you like creating, storing,
managi ng or putting this information to good use?



Creating. Are you particularly good at:

gat hering i nformati on by observation?
gat hering information through research?
searching for data?

i magi ni ng i deas or concepts?

i nventing?

sensory feelings?

desi gni ng?

L

Storing. Once you've assenbled the information are you
good at:

* storing or filing records in file cabinets, mcrofiche,
audi o or video cassette?

* bookkeepi ng?

conmput er storage?

retrieving the information once stored?

hel ping others retrieve the information?

keeping track of details?

menori zi ng?

filmng or recording?

* Ok o X X %

Managi ng. You nust do sonething with the data or
i nformati on you' ve assenbl ed and stored. Are you good at:

*anal yzi ng your data?
or gani zi ng?

cl assi fying?

pl anni ng?

accounti ng?

witing?

pai nti ng?

dr awi ng?

pr obl em sol vi ng?

eval uating your data?
pr ogr amm ng?
prioritizing?

deci si on- naki ng?
dramati zi ng?
conparing with other data?

E I T S I T T I

Using The Data. Once you' ve decided to use the
i nformati on, are you good at:

di ssem nating the i nformation?
denonstrati ng?

putting it to some use?

showing it to individuals or groups?
publ i shi ng?

reporting?

* % F Ok X %

At this point, you should total up your positives and
negatives (what you don't like or aren't very good at) in
this category. You now have three categories and you
shoul d conbine the |ists of advantages and di sadvantages to
see what your strong suit(s) are. You may find that you



i ke observing people and taking this information and
witing a script and then putting it on video or film
This comes from seriously anal yzi ng each of these
categories and finding a consistency in what you | ove and
what you're good at. Your next step would be to | ook at
nmore specifics rather than generalities.

Specifics: It's time to ook at itenms you specifically
like to work with. The following Iist should help you
check yes or no to a nunber of things. Keep in mnd that
this is by no neans a conplete list and you should add your
own thoughts to this of itens you either like or dislike to
make it nmore conplete. Renenber, this is your list, your
career, your life, so nake it as close to what fits you as
possible. W're nmerely giving you suggestions to hel p your
frame of reference

O fice Products: d othing:

- desk - all types of clothes
- conputer - dyes

- swi tchboard - shoes and boots

- word processor - sew ng machine

- pen or pencils - unbrella, raincoat, poncho
- printers - buttons or zippers

- software - patterns

- office machines - knitting

Househol d Goods: Materi al

- furniture - paper

- appliances - stone

- dishes - al um num

- laundry - cenent

- bl ankets - pottery

- wal | paper - plants

- clocks - bricks

- pots and pans - wood

- burglar/fire alarns - bronze

- chi meys - pewter

- carpet - cloth

- paint - steel

- tools - brass

- tents - papi er-ntchT
El ect roni c: Fi nanci al

- television - cal cul ator
- canera - noney

- stereo - addi ng nmachi ne

- videotape recorders - noney mar ket accounts
- radios - cash register

- radar equi prent - |edgers

- novi e equi prent - financial records
- tape recorder - stocks

- records, CDs, cassettes - futures



Recreati on:

Comuni cat i on:

- mnusi cal instrunent - tel ephone
- ganes - short-wave radi os
- ganbling - tel egraph

- board games
- sporting events
- kites

Transportation:

- bicycles - X-ray machines

- autonobil es - lab testing

- trains - nedi ci ne

- airplanes - prosthetics

- hot air balloons - dental equipnent

- boats - anesthetics

- subways - vitamns

- nmotorcycl es - hearing aids

- Rv/s - eyegl asses

Equi pnent : M scel | aneous:

- guns - books

- gym appar at us - newspapers

- fishing rods - videos

- | awnnower s - magazi nes

- garden tools - overhead transparencies
- rakes - candl es

- traps - batteries

- axes - lasers

- pesticides - engravi ngs

- pl ows - lithographs

- harvesters - paintings

- threshers - silk-screens

- shovel or pick - mcroscope

- tractor - tel escope

- handtrucks - toys

- sander - food

- drill - wine or beer making
Your list should be fairly conplete. If you' ve foll owed

- answering machi nes
- fax nachines
- printers

Medi cal :

your true nature, you should begin to see a pattern
simlarities indicating the type of work you were destined

to do. If your interest is in filmand caneras and
filmmaking, that will be clear as you review your |ikes,
di slikes, strengths and weaknesses fromthese lists. Now
you need to refine and focus.

Cutting Down the Territory

Next. let's look at specific know edge you m ght possess.

Run through the following list, add to it and list the
know edge you currently have. Second, go through the |i st
again and identify the know edge you would |ike to have.



This will give you two current snapshots: what you know now
and what you'd like to knowin the future. The latter wll
define your future educational goals. It may be in areas
you believe you'd enjoy if only you had a little nore
educati on.

No problem It may be that a little nore learning is
needed to advance into what you truly want to do. There's
no reason you can't take classes in those specific

di sciplines. There's no reason you can't work at an entry-
| evel position in that industry and |earn as you go.

O'ten, a conpany may pay for your future education if it is
in the skill areas of their field. So list the desires as
wel | as your current experti se.

psychol ogy
chem stry

physi cs

ci nema

forei gn | anguage
managenment

personnel recruiting
i nsurance benefits
geogr aphy

hi story

art

br oadcasti ng
accounti ng

t axes

mar ket i ng

sal es

conput er progranm ng
aer obi cs

graphic arts
religion
horticulture
governnent contracts
politics

t eachi ng

i nterior design
architecture
vehicle repair
travel

systens anal ysis

ast ronony

research

packagi ng and distribution
i mport/export

mer chandi si ng
machi ne operation
graphic arts
phot ogr aphy

EE T S S T T N N N N N N TR I T T I R R T N R N

List all of the fields you like in priority arranged by
nost know edge of and likes. List the fields you are
interested in and believe you'd like but need nore training
and education. Keep these |lists handy and separate.



Now, it's tinme to decide location. Are you tired of where
you live? Wuld you like to |ive somewhere else? 1Is this
the town you grew up in but have never seen any other

pl ace? Have you gone somewhere on vacati on and thought
about how great it would be to live there?

Part of cutting down the territory and focusing your job
search efforts is to select the area you'd like to practice
your skills and talent and apply themto a wage payi ng job.
There's not much progress made if you find work you like
but you still dislike everything el se about your |iving
situation. Finding a good job also neans finding it in the
| ocation you |ike best.

So, get out to the library and consult a couple of
publications |ike Places Rated Al manac and identify your
top five places to live. Narrow down an area and then
specific towns. Then, find out the nunmber for the Ioca
Chanber of Commerce and see how you can get nore

i nformati on about not only the place itself but the

busi nesses located in the area that are in the field(s)
you' ve narrowed down for yourself. These |ocal chanbers
are glad to send out information and woul d be equal |y happy
to see you nove in and becone a nenber of the conmmunity.
There are lots of tremendous places to live in this
country. Take advantage of it!

You say you're interested in Arizona? Were? Phoenix?
Tucson? Kingman? Bullhead City? Pick an area and start
to accumulate information. If it's possible to visit, by
all neans get out and see it.

Now you have areas and | ocations and |ists of businesses in
those areas. Now s the tine to narrow it down. Select the
top two areas and hone in on finding work.

Update your resume. There are dozens of books out there on
this subject. Craft it the way the experts suggest. Do it
by skills if that tells nore about you than where you' ve
actually worked. Find out about |ocal schooling prograns
in the areas of your choice in the event you need further
education in the areas you want to do nore with. Don't
nove anywhere that doesn't have jobs in the areas you like
and are good at or intend to inprove your skills.

Finally, begin to nmake contacts with personnel. Find out
if there are local job hot-1lines and ot her enpl oynent
identification features. Certainly nake contact with
speci fic businesses that you' ve already identified as
possibilities.

As you start to accumrul ate your information with which to
narrow down the territory in ternms of location, skills and
interest, there are a nunber of resources you can tap, the
majority of which are either free or have a nominal cost to
obtain the information that can hel p you deci de your



future.

Free Career and Job Qpportunity Information

There is plenty of assistance out there in the marketpl ace
to obtain information about careers and finding jobs and
simlar data. You are often only a phone call away from
obtaining details of specific fields of your interest. One
of the problenms with job assessnment and reevaluation is
that once you know what you want to do and where you want
to go, your run out of ideas for information search

Peruse the following list. As you can see, there is a
substantial amount of information available to you. |It's
simply a matter of knowi ng when to | ook

Airline Jobs Bank
O fice of Labor Managenent Prograns
Bur eau of Labor-Managenment Rel ations
U S. Dept. of Labor

200 Constitution Ave. NW Room N5416
Washi ngton, D.C. 20210
(202) 219-4473

Art Conservati on and Museum Careers
O fice of Museum Prograns
Sm thsonian Institution
900 Jefferson Dr. SW
Washi ngton, D.C. 20560
(202) 357-3101

Avi ati on Careers
Avi ati on Education Oficer
Federal Aviation Adm nistration
U S. Dept. of Transportation
800 I ndependence Ave. SW
Washi ngton, D.C 20591
(202) 267-3469

Careers In Dozens of Fields
Superi nt endent of Docunents
Governnment Printing Ofice
Washi ngton, D.C 20402
(202) 783-3238

Publ i cations cost anywhere from $1.50 to $3.00 and i ncl ude
i nformati on about business, nmanagerial and | ega
occupations; clerical and adm nistrative occupations;
conmuni cati ons, computer and construction occupati ons;
education, engineering, nursing, dietetic, health
technol ogy and nedi cal careers, etc. There is also a book
called The Bottom Line: Basic Skills in the Wrkplace and
Career Qpportunities in Art Miuseuns, Zoos and ot her
Interesting Pl aces.



Coast Guard Trai ning
U S. Coast @uard
U S. Dept. of Transportation
Aeronautical Center
MPB 237, P.QO Substation 18
Gkl ahoma City, OK 73169-6999
(405) 680-4265

Creative Witers Publishing Grants
Literature Program
Nati onal Endowrent for the Arts
1100 Pennsyl vania Ave. NW Room 723
Washi ngton, D.C. 20506
(202) 682-5451
Gants range from $2,000 to $50, 000.

Crimnal Justice Career Qpportunities

Order the guidebook Crimnal Justice Careers fromthe
Superi nt endent of Docunents, CGovernnent Printing Ofice,
Washi ngton, D.C. 20402, (202) 783-3238. Cost is $7.00.

Dental Heal th Professions
Di vi sion of Associated and Dental Health Professions
Heal th Resources and Servi ces Adm ni stration
5600 Fi shers Lane Room 8-101
Rockvill e, NMD. 20857
(301) 443-6854

Di sease Control & Environnental Health Training
Trai ni ng and Laboratory Program Ofice
Centers for Disease Control
1600 difton Road
Atlanta, GA 30333
(404) 639-2142

Di spl aced Honemakers Job Network
1625 K. St. NW Suite 300
Washi ngton, D.C. 20006
(202) 467-6346

Enpl oyment in Transportation
Central Enploynent O fice
Ofice of Personnel
U S. Departnment of Transportation
400 7th Street SW Room 9113
Washi ngton, D.C. 20590
(202) 366-9417

Epidemc Intelligence Service
Epi demi ol ogy Program O fice
Centers for Disease Control
Atlanta, GA. 30333
(404) 639-3588

Experinmental Job Training Opportunities



Ofice of Strategic Planning and Policy Devel opnent
Enpl oynment & Trai ning Admi nistration

U S. Department of Labor

200 Constitution Ave. NW Room N5637

Washi ngton, D.C. 20210

(202) 219-7674

Fi sh Husbandry Trai ni ng Acadeny
Nat i onal Fisheries Center
US Fish &WlIdlife Service
Box 700
Kear neysville, W 25430
(304) 725-8461, ext. 5333

Forei gn Service Career Counseling
Personnel O fice
Speci al Services Branch
United States Information Agency
301 Fourth Street, SW Room 525
Washi ngton, D.C 20547
(202) 619-3732

Heal th Prof essions & Training Prograns
Di vi sion of Public Health Professions
Heal t h Resources and Servi ces Adm ni stration
5600 Fi shers Lane, Room 8-101
Rockvill e, NMD. 20857
(301) 443-6854

H ghly Skilled Jobs Apprenticeship
Bureau of Apprenticeship and Trai ning
Enpl oynment and Trai ni ng Admi ni stration
U S. Department of Labor
200 Constitution Ave. NW Room N4649

I ndi ans and Job Trai ni ng
Ofice of Tribal Services
Bureau of Indian Affairs
U S. Department of the Interior
18th and C Streets, NW
Washi ngton, D.C. 20240
(202) 208-2570

I nformati on and Records Managenent Trai ning
Records Administration Information Center
Nat i onal Archives and Records Adm nistration
8th Street and Pennsyl vania Ave., NW
Washi ngton, D.C. 20408
(202) 501-6015

I nternational Trade Conm ssion Jobs
O fice of Personnel
U S. International Trade Comm ssion
500 E St. SW Room 314
Washi ngton, D.C. 20436
(202) 205-2651



Jobs for Senior 55 and Up
O fice of Special Targeted Prograns
Enpl oynment & Trai ning Admi nistration
U S. Department of Labor
200 Constitution Ave. NW Room N4643
Washi ngton, D.C. 20210
(202) 219-5904

Job Trai ning and Enpl oynent Services
Ofice of the Assistant Secretary for
Enpl oynment & Trai ni ng
U S. Department of Labor
200 Constitution Ave. NW Room S2321
Washi ngton, D.C. 20210
(202) 219-6236

Literature Transl ators Qpportunities
Literature Program
Nati onal Endowrent for the Arts
1100 Pennsyl vania Ave. NW Room 723
Washi ngton, D.C. 20506
(202) 682-5451

Local Help for Job Seekers
Enpl oynment and Trai ni ng Admi ni stration
U S. Department of Labor
200 Constitution Ave. NW Room N4470
Washi ngton, D.C. 20210
(202) 219-0157

Mat chi ng Yoursel f with the Workworld
Superi nt endent of Docunents
Government Printing Ofice
Washi ngton, D.C 20402
(202) 783-3238
$1. 00 publicati on.

Medi cal / Sci enti st Training
Medi cal Scientist Training Program
Nati onal Institute of General Medical Sciences
West wood Bui | di ng Room 905
Bet hesda, MD. 20892
(301) 496-7301

M grant & Seasonal Farmaworker Opportunities
Enpl oynment & Trai ning Administration
U S. Dept. of Labor
200 Constitution Ave. NW Room N4641
Washi ngton, D.C. 20210
(202) 219-5500

Moder n Archi ves Managenent Trai ni ng
O fice of Public Prograns
Nati onal Archives and Records Administration
8th Street and Pennsylvania Ave. NW Room 505



Washi ngton, D.C. 20408
(202) 501-6017

Nat i onal Computerized Job Bank
United States Enpl oynent Service
Enpl oynment and Trai ni ng Admi ni stration
U S. Department of Labor
200 Constitution Ave. NW Room N4456
Washi ngton, D.C. 20210
(202) 219-4389

Nur si ng Research Training
Nati onal Center for Nursing Research
National Institutes of Health
Bui | di ng 31, Room 5B25
9000 Rockville Pike
Bet hesda, MD. 20892
(301) 496-0207

Cceanogr aphi ¢ Cor ps Jobs
Conmi ssi on Personnel Division, NOAA Corps
Nat i onal Cceani c and At nospheric Adm nistration
U S. Departnment of Commerce
11400 Rockville Pike
Rockville, MD. 20852
(301) 443-8905

Securities and Exchange Commi ssi on Jobs
The Director of Personne
U S. Securities and Exchange Conmi ssions
450 5th Street, NwW
Washi ngton, D.C 20549
(202) 272-2550

Special Help to Wrkers Laid Of
O fice of Trade Adjustnent Assistance
Enpl oynment and Trai ni ng Admi ni stration
U S. Department of Labor
601 D St. NW Room 6434
Washi ngton, D.C. 20210
(202) 219-5555

Tomorrow s Jobs In 250 | ndustries
O fice of Econonmic Gowth
Bur eau of Labor Statistics
U S. Department of Labor
601 D. St. NW Room 4000
Washi ngton, D.C. 20210
(202) 606-5700

U S. Merchant Marine Acadeny
Maritime Adm nistration
U S. Departnment of Transportation- Kings Point
Long Island, NY. 11024
(516) 773-5000

Vet eran' s Enpl oynent and Trai ning Help



Vet eran's Enpl oynent and Trai ning Service
U S. Department of Labor

200 Constitution Ave. NW Room S1315
Washi ngton, D.C. 20210

(202) 219-9116

Wbrren' s Jobs in H ghway Construction
Wnen's Bureau
U S. Department of Labor
200 Constitution Ave. NW Room S3309
Washi ngton, D.C. 20210
(202) 219-6652

Wor k- Based Lear ni ng
Enpl oynment & Trai ning Admi ni stration
U S. Department of Labor
200 Constitution Ave. NW Room S2322
Washi ngton, D.C. 20210
(202) 219-6871

Tenporary Work

Wth nore than 10, 000 tenporary enpl oynment offices around
the country, these agencies provide individual workers and
services to thousands of businesses every day. Wth the
cost of enployee benefits rising dramatically in the |ast
few years, enployers have becone far nore interested in the
t empor ary wor ker.

This is a great place to catch on with for a while as
you're learning a new field. You're paid by the tenporary
service and you may work at a job for one day, one week or
one nonth or longer. It all depends on the job and the
amount of work associated with it. You may be just hel ping
a conpany get a big mailing programdone. O you may cone
into help with office duties due to extended ill nesses or
vacati ons. It may be a tenporary overload situation that
needs wor kers.

Sonme of the tenporary agenci es specialize; others are nore
general and recruit all types of workers. You don't have
to be tied down to a regular job. You don't have the
pressure normally associated with full-tinme work. You can
work locally or you can sign way to travel for free and
earn nmoney at the sane tine!

If you've made up your mind to nove to a new | ocation, but
don't yet have a job, the tenporary agency nmay be the place
for you to start while you' re | ooking or working on your
educati on. Don't overl ook the value of a tenporary
agency.

Smal | Busi ness Assi stance Centers

Your dream nmay be to start your own business. Al of the



i ndications fromthe tests you' ve taken point to a specific
career. You don't want to work for anyone. You believe
you have the determ nation and desire to succeed. Al you
need is to know where and how to get started.

There are anple opportunities for both personal and
financial assistance fromthe Small Business

Admi ni stration. A new | oan programcalled the "Low
Docunent ati on" plan has a sinplified procedure for applying
for $50,000 or less in SBA |oans to get that venture off
the ground. These |oans are now often underwitten by

| arge banks as well as sone of the traditional small banks
the SBA has | ong favored.

The following is a list of starting places by state to

contact to discuss |aunching your own business. If this
has | ong been your dream -- and you have the idea and the
anbition to nake it happen -- there has never been a better

time to go into business for yourself. Good |uck

Al abama

Al abama Devel oprment O fice
State Capitol, 135 S. Union St
Mont gonery, AL. 36130

(205) 263-0048

Smal | Busi ness Advocat e

State Capitol, 135 S. Union St
Mont gonery, AL 36130

(205) 263-0048

Al aska

Di vi si on of Business Devel opnent
Al aska Dept. of Commerce

3601 C Street Suite 722
Anchor age, AK. 99503

(907) 563-2165

Smal | Busi ness Advocat e
Al aska Dept. of Commerce
P. O Box D

Juneau, AK 99811

(907) 465-2018

Ari zona

State Small Business Advocate
Arizona Departnment of Conmerce
4t h Fl oor, Capitol Towers

1700 West Washi ngt on

Phoeni x, AZ. 85007

(602) 255-5371



Ar kansas

Smal | Busi ness C earinghouse
Arkansas | ndustrial Devel opment Conm
One Capitol Mal

Little Rock, AR 72201

(501) 682-7500

California

O fice of Small Busi ness
California Dept, of Comerce
1121 L Street Suite 501
Sacranento, CA. 95814

(916) 445-6545

Col or ado

Col orado O fice O Small Business
Ofice O Econonic Devel opnent
1625 Broadway, Suite 1710

Denver, CO 80202

(800) 323-7798

Connecti cut

Ofice of Small Business Services
Dept. of Econom c Devel opnent

210 Washi ngton Street

Hartford, CT. 06106

(203) 566-4051

Del awar e

Smal | Busi ness Advocat e

Del awar e Devel opment O fice
P. O Box 1401

Dover, DE 19903

(302) 736-4271

District of Col unbia

O fice of Business & Econ. Dev.
District Bldg., 1111 E St. NW
Washi ngton, D.C. 20004

(202) 727-6600

Fl ori da



Smal | Busi ness Advocat e

Fl ori da Departnment O Commerce
G 27 Collins Building

Tal | ahassee, FL 32399

(904) 487-4698

Ceorgi a

Ceorgi a Snal |l Busi ness Assoc.
1280 Sout h CNN Cent er
Atlanta, GA 30355

(404) 223-2285

Hawai i

Smal | Business Information Service

Dept. O Business & Econom ¢ Devel opnent
P. O Box 2359

Honol ulu, H 96804

(808) 548-7645

| daho

Smal | Busi ness Advocat e
Depart ment of Commerce
St at e House

Boi se, ID. 83720

(208) 334-2470

Illinois

Smal | Busi ness Assi stance Bureau
[Ilinois Dept. of Commerce & Conm Aff.
100 West Randol ph St. Suite 3-400

Chi cago, IL 60601

(800) 252-2923

I ndi ana

Smal | Busi ness Advocate

O fice of Business Reg. Onbudsman
I ndi ana Dept. of Conmerce

One North Capitol Suite 700

I ndi anapolis, I N 46204-2243
(317) 232-5295

| owa
Smal | Busi ness Divi sion

lowa Dept. OF Econonic Devel opnent
200 East Grand Avenue



Des Mines, |A 50309
(515) 281-8324

Kansas

Smal | Busi ness Advocate
Director, Existing Business
Dept. of Commerce

400 SW8th St. Suite 500
Topeka, KS. 66603

(913) 296-3481

Kent ucky

Smal | Busi ness Division

Dept. O Econom c Devel oprent

Busi ness I nformation C earinghouse
22nd Fl oor, Capitol Plaza Tower
Frankfort, KY 40601

(502) 564-4252

Loui si ana

Smal | Busi ness Advocate

Conmmuni ty Devel opnent Div.

Loui si ana Dept. of Commerce & Ind.
Box 94185

Bat on Rouge, LA. 70804

(504) 342-5359

Mai ne

Smal | Busi ness Advocat e

Mai ne Dept. OF Econ. & Comunity Dev.
193 State Street, Station 59
Augusta, ME 04333

(207) 289-2658

Mar yl and

Maryl and Busi ness Assi stance Cir.
217 East Redwood St.

Bal ti nore, MD. 21202

(800) OK- GREEN

Massachusetts

Mass. O fice OF Busi ness Devel opnment
100 Canbridge Street

Boston, MA 02202

(800) 632-8181



M chi gan

Smal | Busi ness Advocat e

M chi gan Dept. of Commerce
P. O Box 30225

Lansing, M. 48909

(517) 335-4720

M nnesot a

Smal | Busi ness Assi stance O fice
500 Anerican Center

150 Kel |l ogg Bl vd.

St. Paul, MN 55101

(612) 296-3871

M ssi ssi ppi

Smal | Busi ness Advocat e
M ss. Dept. of Econom cs
P. 0. Box 849

Jackson, Ms. 39205

(601) 982-6518

M ssouri

Smal | Busi ness Advocate

Dept. O Econom c Devel oprent
P. O Box 118

Jefferson City, MO 65102
(314) 751-4982

Mont ana

Busi ness Assi stance Divi sion
Dept. of Commerce 1424 9th Ave.
Hel ena, MI. 59620

(406) 444-4380

Nebr aska

Smal | Busi ness Divi sion

P. O box 94666

Li ncoln, NE 68509

(402) 471-3742

Nevada

Smal | Busi ness Advocat e



Nevada O fice of Conmun. Services
1100 East WIlliam Suite 116
Carson City, NV. 89710

(702) 885-4602

New Hanmpshire

Smal | Busi ness Advocat e

Dept. O Resources & Econ. Dev.
Di vi si on of Economi cs

105 Loudon Road

Concord, NH 03301

New Jer sey

O fice of Small Busi ness Assi stance
200 S. Warren St. CN 835

Trenton, N.J. 08625

(609) 984-4442

New Mexi co

Smal | Busi ness Advocat e
P. O Box 20003

Santa Fe, NM 87503
(505) 827-0300

New Yor k

Busi ness Qpportunity Cr.
NY State Dept. of Econ. Dev.
Al bany, Ny 12245

(800) STATE NY

North Carolina

Smal | Busi ness Advocate

Smal | Busi ness Devel opnent Center
North Carolina Dept. OF Conmerce
Dobbs Bl dg. Room 2019

430 N. Salisbury Street

Ral ei gh, NC 27611

(919) 733-7980

Nort h Dakot a

Smal | Busi ness Advocat e

Nort h Dakota Dev. Conm ssion
Li berty Menorial Building

Bi smarck, N. D. 58501



(701) 224-2810

Chio

Smal | Busi ness Advocat e

Smal | & Devel opi ng Busi ness Divi sion
P. O Box 100

Col umbus, OH 43266

(614) 466-2718

Ckl ahoma

Teamwor k Gkl ahona

6601 Broadway Extension
&l ahoma Gity, OK 73116
(800) 522- OKLA

Oregon

Smal | Busi ness Advocat e

Dept. O Econom c Devel oprent
595 Cottage St. NE

Salem OR 97310

(503) 373-1200

Pennsyl vani a

Busi ness Resource Network
Forum Bl dg. Room 404
Harrisburg, PA 17120
(717) 783-5700

Rhode 1 sl and

Smal | Busi ness Advocat e
1664 Cranston Street
Cranston, R 02920
(401) 277-2601

Sout h Carolina

Ent er pri se Devel opnent Dept.
P. O Box 927

Col unbi a, S.C. 29202

(803) 737-0400

Sout h Dakot a

Smal | Busi ness Advocat e
CGovernor's O fice O Econ. Dev.



711 Wl l's Avenue
Pierre, SD 57501
(605) 773-5032

Tennessee

O fice of Small Business
Dept. of Econ. & Comm Dev.
320 Sixth Avenue North
Nashville, TN. 37219

(615) 741-2626

Texas

Smal | Busi ness Divi sion
Texas Dept. O Conmerce
P. O Box 12728

Austin, TX 78711

(512) 472-5059

Ut ah

Smal | Busi ness Advocat e

Ut ah Smal | Busi ness Devel. Cr
660 S. 200 East Suite 418
Salt Lake Gty, UT 84111

(801) 581-7905

Ver nont

Smal | Busi ness Advocat e

Ver nont Agency of Dev. & Comm Aff.
Mont pelier, VI 05602

(800) 622-4553

Virginia

Smal | Busi ness Advocat e

Ofice of Small Business & Fin. Serv
Virginia Dept. of Econ. Dev.

1000 Washi ngt on Bl dg.

Ri chnmond, VA. 23219

Washi ngt on

Busi ness Assi stance Division

Dept. of Trade & Econ. Devel opnent
101 Ceneral Admin Bldg. AX-13

A ynmpia, WA 98504

(206) 586-3021



Useful articles to help you in your career
Brought to you by Astrowhz.com
http:.//www.astrowhiz.com

How To Wite A Job Wnning Resune That Puts Yours On Top

Many people would |ove to get a better job. And nost of

t hese sane people have the proper training and skills to achieve
this goal. Unfortunately, so many job hunters have very poor
conmmuni cation skills. They are unable to clearly tell potenti al
enpl oyers about their job qualifications. In short, they do not
have good job seeking skills. In many cases, this prevents them
fromgetting a high paying job that they could easily do. Oten
the job will go to someone who is less skilled but who has
witten a eye-catching resune.

O'ten, job seekers have a few m staken opi ni ons about

potential enployers. They believe that enployers are able to
easily separate the qualified job applicants fromthe | ess
qualified applicants. But this is likely not true. Sonetines
there are from30 to 300 resunes for the same job. So the
interviewer first does a fast screening of all the resunmes to
elimnate as many as possible. The "good" resunes usually make it
t hrough the screening process. Many tinmes the best job candidate
is screened out due to a poor resune.

In today's business world there is often many qualified
applicants applying for the sane job. Wat if, out of all of

t hose who apply, one job seeker turns in a skillful resune? Wo
do you think stands the best chance of getting the job? It's the
one with the "best"” resume, of course. This is so often true even
t hrough sonme of the other applicants nay be better qualified for
t he j ob.

In order to get a good job you nust communicate to the

enpl oyer that you are ready, willing, and able to do the job. So
if you are capable of producing a top notch job resunme, you
definitely increase your chances of getting a better job

Virtually every potential enployer will want to see a resune
fromyou. The resune will determ ne who gets a job interview

Your resune is a mni-statenent about yourself. After reading
your resume the enpl oyer should have a better "feel"” for you as a
person and as a potential enployer. It serves to get acquai nted
with the enployer so that they can decide if they want to know
nor e about you.

The resune is the first step, your introduction to an

enpl oyer. First inpressions really do count. If you nmake a poor
first inpression, you'll never get to step two -- the job
interview

To the purpose of your resune is to nmake a good first inpression
In effect, your resume should tell the enployer that you have


http://www.astrowhiz.com

good abilities and are truly interested in working. This report
will help you make that good first inpression. And it could very
wel |l help you to get the better job you' re |ooking for

RESUME BASI CS

Al'l good resunes follow the same general basic guidelines. Wile
there is sone flexibility in these guidelines, you don't want to
stray too far fromthem You want a resune that is bold,

exciting, and enticing. But not too much so. You al so want a
resune that is somewhat conservative. In other words, it nust be
bol d. Not flashy. You nust show that you have confidence in your
abilities, but not sound |ike a braggart. You nust sound eager to
do the job, but not desperate. So there is a fine line that you
must wal k in order to produce the best possible resune.

You want to use intelligent |anguage. However, you don't

want to try and inpress the enployer with [ong, flowery, or
uncomon words or phrases. Use everyday | anguage whenever

possi ble. O course, if you are applying for a highly technica
position, it's acceptable to use sone of the special terns used
in that particular profession. But as a rule you should keep it
sinple and straight to the point.

The word resune cones fromthe French word "resunmer” which
means to summari ze. So the exact purpose of a resunme is to
sumari ze your experience, know edge, and acconpli shments.
Therefore, you nmust avoid being too wordy. Say exactly what you
mean in the | east nunber of words possible.

The I ength of your resune is inportant. Resumes should be

from1l to 3 pages long. Don't be tenpted to nmake your resune

| onger than 3 pages, even if you have a lot to tell. Remenber, a
resume i s supposed to be a summary. A resunme that is too |ong
simply will bore the reader. There will be so much material that
nothing will stand out and be remenbered.

RESUMVE APPEARANCE

The overall appearance of your resune is also inportant. A

sl oppy | ooking resune will greatly | essen your chance of getting
a job interview The first thing that an enpl oyer, or personne
manager, evaluating your resunme will notice is it's appearance.
There are several different things that can be easily done to

i ncrease the overall appearance of your resune.

The first of these appearance factors is the paper that your
resume is printed on. There are many di fferent kinds of paper

ot her than regul ar typing paper. You could nake an inprovenent by
using a colored paper. | suggest a subdued color |ike brown, off-
white, or gray.

Next, you could use a better grade of paper. Go to a |loca

of fice supply store and exam ne the different types of witing
paper. You'll notice sone big differences. Pick out a nice

| ooki ng, nore expensive grade of paper for your resune.



The next thing to consider is the quality of the materi al

that is typed onto the resune. Never use a low quality typewiter
to type your resune. |If necessary, rent a good quality
typewiter. Then make certain that it has a fresh ribbon init.
It's very inportant that you nake sure the witing on your resune
| ooks good. This nmeans clean, crisp, and sharp looking letters.

Anot her good way to produce a top | ooking resune is by

having it typeset. If your resune was produced using a conputer
and saved on a disk, you can hire a conmercial typesetter who can
use this file. O, you can |ocate another conputer user who owns
a laser printer. Laser printers can produce a good grade of
typeset documents. The other alternative is to find a | ocal word
processi ng service that can typeset your resume for you.

You can use the typeset naster copy of your resune to make
nore copies. But be certain that you use a top notch copying

machi ne. therwi se, you'll still end up with poor | ooking
resunmes. Another alternative is to have the typesetter produce as
many original copies as you need to ensure that they all | ook
good.

A third aspect of your resunme's appearance is nore

subjective. It takes into account such things as the letter

spaci ng, how each section is arranged, and it's overal

appear ance. Sone resunes sinply |ook better because of the way

t hey have been designed. At the end of this report, you' Il see an
exanpl e of a properly prepared resune.

Never overcrowd the resume. Leave sone "white space” so that

i mportant points can appear to pop out. Never subnmit a resune
with handwitten corrections. You can highlight sections of a
resume by using a different typeface or size or by using
"bullets.” |If possible, use larger letters for the headi ngs used
in the separate sections of the resune.

Never try to be too fancy by using wild colors, cute
graphics, and so forth. Don't be overly creative. A sinple,
straightforward, factual resume will do nicely. Make it stand
out, but stay conservati ve.

Anot her phase of your resune's appearance is it's accuracy.
Make sure there are no m sspelled words! Mstakes will create the
wrong i mage.

Make sure that the punctuation is correct. And make sure

that all of your colums line up. See that all of your facts are
correct. Don't say you attended 3 years of college, but only show
two years worth of grades. Potential enployers will note al

i naccur aci es and wonder why they appear in your resune.

OPTI ONAL DATA



There is a variety of personal data that may be sonewhat
controversial if included in your resune. In the past it was
acceptable to include all kinds of personal data, but tines and

| aws have changed. Affirmative Action |laws have made it ill egal
to discrimnate based on such things as age, sex, nmarital status,
race, religion, and so forth. Therefore, nost experts recomrend
agai nst placing this kind of personal data into your resune.

Your salary requirenents should not be listed in the resuneg,

if you can avoid it. The reason is that if you put too | ow of a
salary, you mght be paid less than the real value of the job. If
you put down a figure that's too high, you may not get considered
for the job. If an enployer likes you, it may be possible to
negotiate a higher salary during the interview stage.

Anot her thing that your resune doesn't need is your

phot ograph. Potential enployers can decide if they are interested
in you after reading your resume. They can see what you | ook |ike
during the interview

RESUME STYLES

There are several styles of resunes al ong with numerous
variations. Your experience and the kind of job you are applying
for will help to determine the style of resume you use. The two
basi c styles are: Chronol ogi cal Resunes and Functional Skills
Resunes. Sone of the variations include the main themes of

busi ness, academ c, general, student, standard, professional, or
engi neeri ng.

A Chronol ogi cal Resune |ists work experience in reverse
chronol ogi cal order (the nost recent experience first). It

i ncl udes some descriptive text about each position, usually
descri bed i n about one paragraph

This type of resune offers several advantages: it is wdely
accepted, they are easy to read, and they show a clear pattern of
your devel opnent. The di sadvantages include: it does not

hi ghl i ght your major acconplishnent(s), nor do they effectively
show your other skills.

Functional Skills Resunes highlight your skills and
acconpl i shments rather than providing a chronol ogi cal record of
your job history. Your acconplishments and skills are listed at
t he begi nning. Your job history is listed at the end of the
resurme.

This type of resunme allows you to call attention to your
achi evenents. The mmj or disadvantage is that enployers may find
it difficult to foll ow your work experience.

Many peopl e di scover that a conbination of these two kinds
of resunes is the best way to go. You nmay want to try severa
different types of conbinations before settling upon a fina
desi gn.



WRI TI NG YOUR RESUME
Some specific topics that your resune should cover are:

(1) Job ojective -- lets the enployer know that you are
interested in a specific type of work. This can be done in 2 or 3

sent ences.

Example: work in an analytical chenmistry |aboratory that
focuses on environnmental sanples. Oversee and coordinate the
activities of other |ab technicians.

(2) Summary of Qualifications -- is a short paragraph that
summari zes your experience and skills. Exanple: | have 8 years
experi ence working on all p sanples for netals C. Used CLIP and
SWB46 et hods hases of anal ytical chem stry.

Including work with a wide variety of instrunents and conputers.
Was second-in-conmand of a lab with 8 technicians.

(3) Professional Skills -- is the section where you give
specific details about your qualifications. Exanple:

| NSTRUVENTS OPERATED

At omi ¢ Absorption Spectroneter
M crowave Di gestion System

Pol ar ogr aph

Laser Fl uorineter

E. | BM Conputers

O0w>

ADM NI STRATI ON
A. Supervised 8 technicians when the Departnment head
was absent.

ANALYSI S
A. Waste oils for netals
B. Water and soi

(4) Work Experience -- in this section you give a one

par agraph summary for each of your previous jobs. This should

i nclude starting and endi ng date, reason for leaving, job title
and duties, and any special acconplishnents for each of the jobs.

(5) Education -- gives a summary of all school s attended,
degrees earned, and special sem nars or training courses that you
have attended

(6) Honors and Awards -- it's a good idea to list any
speci al awards you have received.

(7) Personal -- information about your hobbies and
activities should be included.

(8) Ohers -- professional organizations that you belong to,
conputer or programmng skills, articles or books published.

(9) References -- you can state sonething |like, "references



avai | abl e upon request," or list at |east 3 on your resune.

It's inportant to include all of the basic information on

your resume. But, what is also inportant, is the way you say it.
Don't use dull, lifeless statenents. |Instead use action words.
Here are some typical action words:

Accel erat ed, achi eved, advi sed, approved, assisted, built,

cal cul at ed, conpleted, conceived, controlled, coordinated,
created, decreased, defined, designed, devel oped, directed,
earned, edited, engineered, evaluated, found, generated,

i npl enent ed, inproved, invented, nmanaged, operated, organized,
pl anned, proved, revised, schedul ed, tested, trained, verified,
wr ot e.

These words give the correct inpression that you have been
responsi ble for do different kinds of jobs tasks. In other words,
you weren't just a follower. O course, you should al ways be
truthful. Don't try to oversell yourself by claimng you did
things that you didn't do.

As you can see, a resunme is really a very sinple docunent.

It is not that difficult to produce a good resune, if you foll ow
the sinple steps outlined in this report. By dividing it into
sections it becones a nuch easier job. These different sections
al so help you to stay organi zed. If you have worked on a speci al
project or had a lofty responsibility on a previous job, you may
want to include that in a section all by itself. Exanple: "I
organi zed a training departnent for AMCO Scientific and was
responsi bl e for overseeing the production of training | essons.”

Anot her good way to get famliar with proper resunme witing
techniques is to review a good resune. There's an exanpl e
included in this report. You can use it as a nodel. Then produce
several different resunes for yourself until you find the best
possi bl e combi nations for your specific skills. You may al so want
to have a friend to read your resunme and point out any problens.

UNCOVERI NG JOBS

Many people do not have good job hunting skills. They are
not experts at |ocating job openings for which they may be
qualified. Here are sone ideas to help you uncover those jobs.

NEWSPAPER ADS -- usually draw the greatest nunber of
applicants, so you'll end up with a lot of conpetition. If you
have no geographic restrictions, you may want to check out of
state newspapers.

Find a way to nmake your resune stand out so that it isn't
| ost anong the nmany applicants. Here are a couple of ideas:

(1) Send a custom zed cover letter with your resune.



(2) Call before you send the resunme in. If possible, talk to
the person who will be doing the interview or who you'll be
working for. If this isn't possible, talk to the personne
director about the job and |l et them know that your resune is
comng. This will help themto renenber your nane and may help
you get through the resune screeni ng process.

PRI VATE EMPLOYMENT AGENCI ES -- these are agencies that try

to match enpl oyees and enpl oyers. These agencies vary in the way
they work. Some can be very hel pful. Qhers are sonewhat

unscr upul ous.

Your best chance is to go with an agency that specializes in
your field. Beware of agencies that continually run the sane ad
because, often, they are just trying to build a list of

candi dates. | recommend that you only use agencies that don't
require you to pay a fee.

TRADE JOURNALS AND PERI ODI CALS -- Are often the best places

to look. This is one of the primary nmeans of job adverti senent
for sone types of professions. Exanple: The magazi ne

Envi ronnental Science continually carries ads for environnenta
pr of essi onal s.

O her good places to | ook include: trade shows and
pr of essi onal conventions, personnel offices, college placenent
of fices, friends you have who are in the sane profession as you.

Anot her nethod is to sinply go through the yell ow pages and

| ook for compani es which may need a person with your skills. Then
contact these conpani es by phone and follow up by sending in your
resurme.

Job seeking is a skill that requires persistence. You mnust
not become di scouraged. Keep maki ng plenty of contacts. Sooner or
later, you'll find the job that's right for you.

THE JOB | NTERVI EW

Most peopl e are nervous when they go to a job interview

However, by preparing beforehand you won't have anything to worry
about. Believe it or not, occasionally the person conducting the
interviewis nervous, too!

Most interviewers will nake a decision within the first 5 to

10 minutes of the interview There are a nunber of steps that you
can take that will greatly inprove your chances of getting the

j ob.

The first (and perhaps the nost obvious) thing to consider

i s your appearance. No matter what type of job you apply for, you
shoul d dress appropriately. A nice suit is your best bet. Dark
blue or a gray pinstripe are the best colors. Don't wear a |oud
tie. Make sure all of your clothes are winkle free and that your
shoes are polished.



VWnen should wear a conservative suit dress. Avoid excessive
jewel ry, make-up, perfune and bright nail polish.

Interview do's and don'ts:

(1) Arrive early. If you arrive late, you'll be rushed and
the interviewer may consider you unreliable.

(2) walk briskly, with purpose, and stand up straight.

(3) Don't snoke, chew gum slouch, read a novel, or other
simlar activities while you are waiting in the |obby. If sonme of
the conpany's literature is available, read that instead.

(4) Gve the interviewer a firm handshake, and don't be
afraid to I ook himor her in the eye.

(5) Be prepared. Carry an extra copy of your resune and
academ c record

(6) Don't talk too much ... or too little.
(7) Above all, try to be natural and rel axed. Be yourself.

Questions that the interviewer may ask you include: what

are your career goal s? How many sick days have you taken in the
past two years? What are your strong points? Do you have any
hobbi es? Why do you want this job? Tell me about yourself. What
did you like nost or like |east about your |ast job? Do you have
any questions? She or he may al so ask you some specific
guestions that relate to equi pnent or procedures you'll need to
use on the job. This is a way of determ ning your overal

know edge and skills.

Before and during the interview ...

(1) Be positive and enthusi astic.

(2) Try to focus upon your acconplishments and achi evenents
i n past jobs.

(3) Find out as much as possible about the job duties and
requi renents of the position you are applying for. This will help
you to be able to ask further questions.

(4) Find out as much as possi bl e about the company.

(5) If you are really interested in the job, let the
i nterviewer know about it.

(6) Questions you need to ask include: when will the job
start? To whomdo | report? Wiat would a typical day be |ike?

(7) Don't be too concerned about salary and benefits at
first. If you are selected, they will make you a salary offer
Toward the end of the interview you can ask about benefits.



AFTER THE | NTERVI EW

There are a nunber of things that you can do after the
interviewthat will nmake you an even nore attractive job
candi date. Here are a few tips:

(1) Wite a thank you letter. If you really want the job,
say so in the letter.

(2) If you have not heard anything within 8 to 10 days, you
may want to call. Assure themthat you are not trying to be
pushy, but that you are just interested.

If you aren't hired, you can still send a thank you letter

to the conpany and ask themto keep you in nmnd for any other
simlar job openings. Also, you may want to ask the interviewer
for a specific reason as to why you weren't hired. This
information will help you as you search for other jobs.

CONCLUSI ON

CGetting a good job that you want is not always easy. There

are many qualified people after every top paying position that is
avail able. But if you use the strategies described in this
report, you'll stand a nuch better chance of success. Be
persistent and don't sell yourself short. You could end up with a
much better job in a very short period of tine.

SAMPLE RESUME

Jerry Jobseeker

12345 Main St.

Anytown, U. S A
555- 5555

SKI LLS

Prof essional Skills: Experienced in operating a wide variety of
anal ytical instrunents including, Flanme and
Furnace AA, M crowave di gestion, Laser
flourineter, and nore.

Fam liar with the full range of EPA and CLIP
nmet hods and protocols for inorganic analysis

Expert with I BM PC conmputers and have over
ten years of conputer experience.

BUSI NESS
EXPERI ENCE

1971 to 1977 Austin Powder Conpany, MAuthur, Chio
Chemi stry
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Get An Extra Hour Qut OF Every Day

How can you get an extra hour fromeach day? This is a basic
chal l enge for all of us. I've discussed this challenge with
action and results-oriented people I know Together, we've cone
up with many practical ways to secure one nore precious hour
fromeach day. (Renenber that each of these tips is probably
adaptable to your particular situation.) Here they are. | hope
you'll find them hel pful an useful to you..

- Make up and follow a detailed, daily schedul e.

- Get up earlier.

- Do | ess passive reading, TV watching and the |ike.

- Avoid allowing others to waste your tine.

- If you commute to work, use the time to study or plan

- Organi ze your work; do it systematically.

- Make creative use of lunchtine.

- Del egate authority if possible.

- Spend less tine on uninportant phone calls.

- Think first; then do the job.

- Do instead of dream

- Work hardest when you're nentally nost alert.

- Elimnate activities which make little contribution to the
best results for your life.

- Always do the toughest jobs first.
- Before each major act, ask: Is this REALLY necessary?

- Choose interesting and constructive literature for
spar e- nonent readi ng.

- Learn how to sleep. Sleep soundly, then work refreshed.
- Skip desserts.
- Stop snoking.

- Wite notes or letters while waiting for others.
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- Always carry an envelope with paper in it, stanps and a few
post car ds.

- Conbi ne tasks which are done in the sane area.

- Be pronmpt for all appointnents.

- Lay out your clothes the night before.

- Rel ax. Ready yourself for the inportant jobs in life.

- Concentrate on the specific task you're doing.

- Make constructive use of those five- or ten-mnute waiting
periods. Carry with you magazine article clippings on hel pfu

subj ect s.

- Always carry a pencil and paper to capture inportant-to-you
i deas.

- Learn to do other "unnecessary things" while watching TV or
l[istening to the radio.

- Call on specialists to acconplish work you cannot do
efficiently.

- Learn to read nore rapidly.

- Nap an hour after dinner. Then take a shower. Begin the
eveni ng hours rel axed and refreshed.

- Avoid making a "production"” out of small tasks.
- Avoid interruptions.

- Tackle only one job at a tinmne.

- Search out job short-cuts.

- Know your limtations.

- Work to your top capacity.

MAKE YCOUR DAYS HAPPI ER

Here are some tested ways to make your days fuller and happier
- Mend a quarrel
- Search out a forgotten friend

- Dism ss suspicion



- Wite an overdue letter

- Share sone treasure

- Gve a soft answer

- Encourage youth

- Keep a pronise

- Find the tine

- Forego a grudge

- Forgive an eneny

- L-1-ST-E-N

- Apol ogize if wong

- Think first of soneone el se
- Appreciate

- Be kind

- Be gentle

- Laugh a little nore

- Express your thanks

- Worship your God

- G adden a child' s heart

- Enjoy earth's beauty

- Speak your |ove for nankind
And here's another tip for peace-of-mind living - Tonorrow, say
this short prayer as you start your day: "Lord, please help ne

to remenber that nothing is going to happen to nme today that you
and | together cannot handle."

Get FREE astrological alerts & FREE 6mb email for life!

send a blank email to astroupdate@getresponse.com
Source : free reports from solongboss.com
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HOW TO PREPARE FOR JOB HUNTI NG

Know What You Want

You shoul d be perfectly clear of what you want. Don't give
yoursel f vague objectives such as "any job that pays." Mke your
obj ectives and goals very definite and specific. Your first step
to getting a successful job is knowi ng precisely what you want.
Ask yourself this question and wite down the answer on a sheet
of paper.

Expect The Best But Prepare For Adversity

Al ways expect success, but prepare for the bad things in life.
Adversity happens to the best of us. Qur challenge is to conquer
adversity. Adversity is a great teacher; learn its |l essons well.
Renenber, if you haven't been through bad tines, you are far from
success.

Be Positive

VWhen you create a "win,win, win" attitude, you will start to w n.
VWhen you start to think positively, everything around you will be
positive. \Whatever you expect to take place will take place. If
you want things to be good, they will be good. You are the master
of your destiny. Destiny DOES NOT rul e you.

Be Confi dent

You must have confidence in yourself. If you are not confident in
yoursel f, people will not be confident in you. People admre and
respect confident people. You will even admire and respect
yourself nmore. If you have doubts about yourself, other people
wi | | have doubts about you, also.

Action |Is The Key

Do what ever you have to do to get where you want to. Commit
yourself to action. Don't put off your plans, start today. The
only way you will achieve success is if you act now. You mnmust act
now with full force if you want to achi eve your dreans. Plan to
act out your ideas today.

Vi sual i ze Your New Job
Look ahead and visualize the job you want. Tell yourself how much

you want the job and what you are willing to do for it. Your
dreans will becone your reality if you let them Know what your



dreans are. Visualize success in your mind so well that it is
al nost real

Be Per si st ent

Be persistent to do better. Anything worth doing is worth doing
again and again and again. Don't let rejection stop you from
reachi ng your goals. Keep trying and you will succeed. Nobody
makes it the first time. Try over and over again and don't stop
until you get what you want. There is no goi ng back

It's Going To Cost You

Nobody gets a free ride. If you want sonething, you nust pay for
it. It is going to be hard to get what you want, but it will be
well worth it when you are successful. The best things in life
are the hard things.

O her People Can hel p You

People will help you to get where you want to go. You will never
make it al one easily. People can teach you and hel p you becone a
better person. Listen to other people--you will learn fromthem
I f soneone hel ps you, don't forget to reward him

Denand A Lot

VWhen you demand a lot, you get a lot. Your expectations of others
and yourself will becone a reality if you expect themto be real
VWhat you expect to happen, will happen. If you push yourself

hard, you will start to see results. demand and you will receive

WHERE TO LOOK FOR A JOB

Look through the help and want ads of newspapers and prof essiona
and trade journals. Find out where governnent jobs are |listed and
then try out for a state, local or federal job. Check with your
state enploynment center--it may be able to get you a | ead. Most
school s have job placenent centers, check with them The
secretaries of civic organizations and the Chanber of Conmerce
may have some | eads for you You may be able to get a job by going
to ajob fair. If you are a minority or need special assistance,
you rmay be able to get help finding a job from special interest
groups. Check at your public library for further information

VWhere You Can get Job Leads

Trade conventions and organi zations that relate to your field may
be able to get you job leads. Ask relatives and friends if they
can furnish you with any leads in your field. Place a job ad in
newspapers or professional journals.

YOUR RESUME

A resunme is hel pful for any type of professional job you are
trying out for. A good and effective resume will |ead you to
personal interviews.



Preparing Your Resune

You nust wite down a collection of all the information about
yourself on a sheet of paper. After all of this information is
organi zed, transfer it to a resune. Only use the training and
experience that are relevant to the job which you are applying.
Wite down all the information that relates to your goal on your
data sheet. Wen you are nentioning jobs that are unrelated to
the job you are applying for, be brief. Tell your prospective
enpl oyer anything and everything that's in your favor and will
interest him Arrange the information so it catches your
prospective enployer's attention.

To determ ne what you should put in the beginning of your resune,
t hi nk of what your potential enployer will feel is inmportant. You
can organi ze your experience by job or by function. Your resune
shoul d be detail ed enough to give an enployer all the inportant
facts on you, but it should not be too long or an enpl oyer may
not read it. Enployers are busy people and they want the facts in
a few words as possible. When witing out your resune, don't
mention anythi ng negative about yourself. If you have never had
any work experience and the job calls for work experience, shoul d
you put "none" in that section of your resume? No. |If you have
never had nay previous work experience, don't even include work
experi ence.

Make Your Resume | npressive

Your resune must be typed on a good typewiter. Renenber, when a
prospective enpl oyer | ooks at a resune he subconsciously rel ates
the quality of your resune with the quality of your work. It is
the only thing he sees of you. The nobst inpressive resunes are
not five-color jobs on 20-cent paper. If your resunme is too
flashy, your prospective enployer may not be too inpressed. Don't
pass out carbon copies of your resume because they | ook cheap and
they tell an enployer that you gave the original to someone el se.
Research has shown that resunes printed on yell ow paper with
brown ink are the nost effective. If you don't want to print your
resumes, just photocopy themon fancy yell ow paper to give them
that quality touch

THE | NTERVI EW
VWhat You Should Bring To The Job I nterview

Organi ze and prepare all the papers you will need with you at
your job interview. Your main docunent is your resume. If you
don't have a resune, take instead your school records, Social
Security card, work records, licenses, mlitary records, dates of
enpl oyment and nanes of your enployers.

Your References



It is also inportant to create a list of references. Be prepared
to give an enployer the nanmes and addresses of three people who
are famliar with you and/or your work. You should ask your
references for the use of their names in advance. If you think it
appropriate, ask a professional friend or former enployer to
wite you a letter of reference, and include it with your resune.
If your work is the type of work you can show, take sanpl es of
what you have done in the past.

Know The Conpany And The Enpl oyer

Learn all you can about the conpany that is interview ng you. Go
to the library or your Chanber of Commerce to find out all you
can about it. Try to find out exactly what they do and what they
have in store for you as far as jobs are concerned. Find out who
you will be working for. The person you will be working for will
be very influential in your life. Make sure you really want to
work for this person. If your future boss doesn't tell you about
hinmself at the interview, don't ask.

Know How Much You Shoul d Earn

Know how rmuch you should earn with your talents and skills. Mke
your estimate a little higher so the conpany benefits when they
bid you down. Don't go too high or you won't get the job. Know
approxi mately what the salary scale is for the job and be ready
to negotiate the sal ary.

Know Your sel f

It is inmportant that you know yoursel f. Eval uate what you can

of fer this conmpany, whether it is education, training or special
skills. Always tell them what you can do, not what you can't do.
Know exactly what type of job you are applying for and what type
of job you want.

Know Your | nterviewer

Prepare yourself for the questions for the questions the
interviewer is going to ask you. You should rehearse answers to
the nost commonly asked questions. Have sonme one ask you these
guestions to practice your answers:

Wiy do you want to work here?

how | ong do you want to stay with this conpany?

Wy did you | eave your |ast job?

Tell me about yourself.

VWhy aren't you wor ki ng now?

How | ong do you think you would stay in this present job w thout
a pronotion?

Wy should we hire you?

VWhat is your greatest strength/weakness?

VWhat did you l|ike/dislike about your |ast job?

How much did you earn?

How much do you want to earn?

Wiy do you think you can do this job w thout experience?



Your Time

Make sure you are at least 10 minutes early for the schedul ed
appoi ntnment. Don't cone too early or too late. G ve yourself
enough tine to spend with the interviewer--don't arrange another
appoi ntment 15 minutes after the first appointnent. Your tine
with the interviewer should be uninterrupted.

Your Appearance And Dress

Don't wear too casual or too formal clothing to the interview
Dress conservatively without flashy colors. Be well groonmed and
shave for your interview Wrnen should make sure thy | ook very
neat. Hair should not be in the face, it should be up or tied
back. Makeup should be subtle. The way you look is very inportant
to your interviewer. If your appearance is bad for the interview,
that is the inpression an enployer will have of your job
performance. Neat appearance is always a nust.

VWhat To Do At The | nterview

VWhen you shake an enpl oyer's hand, shake it firm solid grip.
Don't shake his hand passively. Be businesslike but pleasant and
friendly. Smle throughout the whole interview Mke sure your
sm | e does not | ook fake. Good eye contact is very inportant. I|f
you can't look into his eyes, |ook at the bridge of his nose.
This will seemas if you are looking into his eyes. Sit straight
up but toward the interviewer. This will make it seemas if you
are very interested in what the interviewer has to say. Don't
snoke or have poor posture during the interview. |If you are under
stress, try to act calm

VWhat To Say At The Interview

Let the enpl oyer take charge of the interview Answer his
qguestions briefly but conpletely. Don't ranble on about

uni mportant things and waste his tinme. Dogmatic statements shoul d
be avoided. Tell the enployer exactly what you expect from your
job and fromhim Also tell himexactly what he can expect from
you. Stress your qualifications in a positive, affirmative tone.
VWen the enployer tells you what type of person is wanted, use
this information when telling the enpl oyer about your
qualifications. It is very inportant to tell himwhat he wants to
hear. Wen you tell people what they want to hear, they start to
agree with you. Don't over do it and exaggerate with lies. Use
your resume or records to support any claimyou nmake about
yourself. If you don't understand a question the interviewer asks
you, repeat it back to himto see if you understand it. Try to
see what the interviewer wants to find out about you. If you know
what he wants to find out, make you answers fit his needs.

VWhat Not To Say And Do At The Interview
Tal k about previous jobs if they are in your favor. Don't say

anything bad or criticize previous enployers or fell ow workers.
If you say anything bad about anyone, your future enployer can



expect trouble fromyou. Don't say anything negative about
yourself. Try not to di scuss anything personal, financial or
domestic unless you are specifically asked. If the interviewer
guestions you at a quick pace with confusing questions,he is
doing this to put you under stress. Stay in control and answer
calmy. Don't be overly inpatient when an enpl oyer asks you a
question. Wait for himto finish the question and then answer it
conpletely and in a rel axed manner. You don't want an enpl oyer to
think you are desperate for the job. Don't take anyone with you
to the interview-this makes you seem i nsecure.

At The End OF The Interview

If the enpl oyer does not offer you the job at the end of the
interview, ask himwhen you will hear from himor when you can
call to find out his decision. If you are asked to conme back
wite down the time and place you are to attend. After the

i nterview thank the enployer for spending his time with you. Ask
himif he knows of any other conpany that may need a person with
your qualifications. A good practice is to also thank the

enpl oyer by mail with a "thank you" letter. Many applicants don't
do this, so this nmay give you an edge on the job.

If You Are Hred At The Intervi ew

Make sure that you understand what your duties will be. A good
under st andi ng of what your enployer expects fromyou and what you
expect fromyour job will prevent conflicts in the future. Mke
sure that you are very clear on both of them You should al so
find out what advancenent opportunities are open for you. Tel

t he enpl oyer what salary you want, but only bring up noney when

t he enpl oyer brings up your salary.

If, at the end of the interview, you are not offered the job,

tell the interviewer that you really want the job. Follow up with
a thank you letter to the interviewer. Tell the interviewer again
in the note that you really want the job. |If you forgot to
mention sonething in the interview that you thought was

i nportant, don't hesitate to mention it in the letter. If the
conpany hasn't contacted you in a week or two,call. If sonmebody
else is hired for the job ask the interviewer if he has any ot her
openings in his conmpany or if he can give you any | eads.

WHAT YOU NEED TO GET THAT RAI SE
Make The First Mve

Don't wait for someone else to tell you what to do. Upper
managenent adnires an individual who takes initiative. Devel op
your individual talents. Educate yourself with new skills and
know edge. Show themthat you are a real "go getter."

Make Qui ck Deci sions
Teach yourself to make quick, intelligent decisions. Being

i ndecisive will hurt you. Anyone can make good, quick
decisions--it is just a matter of training yourself. Intuitive



i nstincts nust be devel oped.
Seek More Responsibility

Take on the tougher assignments. Actively seek nore difficult
work with added responsibility. Take on all the responsibility
you can handle. Try to take the added responsibilities in
addition to your assigned work, The greater your
responsibilities, the nore you are an asset to nanagemnent.

I ncrease Your Interests

The nore you know, the nore val uable you are to the conpany you
work for. Go to night classes or just read books that will give
you that added education. Increase your interest in things that
wi Il help your conpany. Specializing in as many things as you can
will help you nove up in a conpany.

Take The R sk

Not hi ng cones easily. Moving up in a conpany is going to be hard
but rewarding. If you expect to nove up, you mnust take chances.
It isthe little risks inlife that give us the nost advancenent.
If you don't stick your neck out, your chances of noving up are
slim

Know Your Conpany
Find out everything you can about the conmpany you work for
Under st and and know your conpany. Study and | earn the jobs of

your fellow workers. Understand what they do and why they do it.
Always try to increase your know edge.

Know Your Boss

Find out what type of qualities your boss and upper nanagenent
are looking for in enployees. Try to develop those qualities.

Be Good At Your Job

Managenent al ways admi res people who are efficient at their jobs.
Keep t he highest possible [evel of production and quality every
day. Be so good at your job that you can do it wthout close
supervision. Don't fool around on the job, regardl ess of what

ot her enpl oyees do.

Know Your Coal

You Shoul d know exactly what position you want. Be the person
they want if you want that position. Make sure you can do al
that is required.

Devote Yourself To Your Conpany

You shoul d have a strong sense of loyalty and devotion toward



your conpany. Show t he conpany that you care about its well

being. Don't disagree with conmpany policies. Even if you disagree
with them obey them The best that you can do is to agree with
the policies and tell managenment diplomatically how you fee

about them

Be Reli abl e

Being reliable is very inmportant. A conpany wants to fell secure
wi th your contribution to the conpany. Don't be |ate or absent
fromwork wthout a very good reason

Make Sure Your Acconplishnents Are Seen

There is nothing wong with letting others know what you have
acconpl i shed, as long as long as you don't brag. If the
opportunity arises for recognition, take it. Make sure others
know what you have done. A good suggestion is to jot down your
acconplishments in a dairy. Wien you asks for raise, refer to
your dairy. Keep all your recommendations and awards in a file.

Be A Probl em Sol ver

Look for problens in your conpany. Devise practical and
intelligent solutions to these problens. Bring the problemto the
attention of your boss only after you have solved it and have al
the details of the solution

After-Work Activities

If overtime work is needed, don't ever decline or avoid it.
Vol unteer for conmttees, and then work hard for them so they
nmeet their objectives.

Voi ce Your QOpinion

VWhen you speak up, make sure that your opinion is well thought
out. Don't whine to your boss. Talk things out with him Tell him
what you have to say and then listen to him Speak to your boss
loudly, clearly and specifically. Don't voice a vague
opinion--tell himin specific terns exactly what is bothering
you.

Ask For A Raise

VWhen you feel you are ready for a raise and you have fulfilled
all the requirenents | have pointed out, ask for one.

HOW TO GET A RAI SE

Know Conpany Pol i ci es

Under st and your conpany's policy on salaries and raises. You may
have to be with the conpany a specified length of tinme to get a

rai se. Find out how long and act at the right time. If you are
getting the maxi num sal ary for your position, you may ask for a



pronmotion or a re-classification. Do everything you can after
studyi ng the conpany policy book.

Know The Deci si on- Maker

You have to convince the person who has the authority to give
rai ses that you deserve one. If that person is above your boss,
prepare to convince your boss and his superiors that you deserve
a raise.

Do You Deserve A Rai se?

You must find out if you deserve a raise. Only after you are sure
you deserve one will others be sure you do. Rate yourself. Try to
| ook at yourself through your boss's and your fell ow workers'
eyes. Do they think you deserve a raise?

How To Justify A Raise

Tell them about your acconplishnments that hel ped the conpany.
Show t hem how nuch you saved the conpany through your actions.

Get to know what your skills are worth for another conpany in the
same area. Present your conpany with that information. Present it
to themin a very non-agressive nmanner. tell the conpany what you
will be able to do for themin the future. Tell them how you w ||
benefit the conpany with your new raise. tell them how your val ue
has i ncreased since you have been with the conmpany. Don't nention
anyt hi ng about your personal needs for the noney.

Be Able To Handl e Rejection

If you are rejected for a raise, be able to cope with it. Deal
with the rejection before you ask your boss for a raise so you
wi Il know how to handl e the situation. Renmenber, expect the best
prepare for the worst.

Know What You Want

Bef ore you speak to your boss know exactly how nmuch nore noney
you expect, both in terms of dollars and percentage. If you know
your boss will negotiate with you, ask for nore than you actually
want. In this way you will get what you want or nore.

When Shoul d You Ask For A Raise?

Make an appoi ntnent with your boss. Don't ask himfor a raise as
he is passing in the hallway. Don't ask to see your boss on busy
Mondays or Fri days.

Be Prepared For Criticism

You may be criticized for not performng "up to par" now. Don't
let this criticismupset you, let it help you. You can learn from
this criticismby asking for nore feedback from your boss. Ask
your boss how you can inprove yourself. Ask himfor suggestions.
Always be willing to negotiate with your boss. He may only give
you a bonus instead of a raise. Take it and ask for a raise



| ater.
Handl i ng Your Boss's feedback

Get an i medi ate answer fromyour boss if he has the power to
give you the raise. If he can't give the answer to you now, ask
hi m when he can. If he tells you he can't give you a raise ask
hi m why. Ask hi mwhat he would require fromyou before you got a
rai se, his suggestions, what needs inprovenment, etc. Do what he
tells you to do for a raise and, when you have satisfied his
needs, ask himagain. If you plan to quit if you don't get a

rai se, don't threaten your boss. You want your boss's good
reference later if and when you do quit.

HOW TO MASTER THE ART OF COVPROM SE

In many cases all you will be able to get by being persistent is
a conprom se. Conproni ses are good. They get you one step]
further that you were in the first place. If for sone reason
such as self-respect, you can't accept a conprom se, then don't.
G ve whatever you can offer. If you do this you may not get any
type of settlenent in your favor. Here are steps that will show
you how to conprom se so that you get the best of the bargain:

Tell The Person Exactly What You Want

Tell the person exactly what you want in ternms he wll
understand: "I want nore..."

Per si st

You must get past the other's person's excuses and alibis. You
must be persistent until you fell you have hit the other person's
bottomline. You may find that the other person is trying to
mani pul ate you. Be persistent until that person has stopped al
hi s mani pul ati on.

If You Are Unsure

If you don't know what they want, then don't make a decision. You
must think the situation over before you nake a conprom se. If
you need nore tine, tell the other person that you need nore
time. Make sure that you can live with the conprom se you have
made before you make it

HOW TO DEAL W TH USELESS CRI Tl Cl SM

Some criticismyou get is in poor taste. W nmust know how to dea
with criticismsuch as: "You look terrible today" or, "You |left
this in nmy way, you idiot." Make sure this kind of criticism
usel ess, follow these steps.

Agree Wth The Facts

Agree with the facts the other person presents. For exanple, in



response to "You look terrible today," say, "I haven't been
feeling too well lately"; in response to "You left this in nmy way
you idiot," say, "Yes, | did leave it in your way." Answer only
what was actually said, not what was inplied.

How To Answer

Stay cal mand col |l ected during the whole conservation. Don't |ose
your tenper. The only way a person will make you feel degraded is
if you degrade yourself. You don't want to waste your tinme which

this type of person, so don't defend yourself or attack him

If You Made A M st ake

If you made a m stake, accept that fact. Don't accept the quilt
for the mstake. If you were in error, then apologize. If you
apol ogi ze, don't nake a big thing out of it. Don't tell them how
dreadfully sorry you are, etc. Just give thema plain "I'm
sorry."

HOW TO DEAL W TH | MPORTANT CRI TI CI SM

VWhen you get inportant criticism you want to know how to get the
best out of it. Useful criticismis one of the best ways to nake
yourself into a better person. Follow these steps to get the nost
out of useful criticism

Ask For Feedback

Find out exactly what others object to about you. If soneone
tells you "You are bad," that's not good enough. Find out exactly
why that person thinks that way. Be very persisent--find out why
the other person feels the way he does. Vague criticismis
wort hl ess to you.

@Quess At Reason

If a person refuses to give you reasons for criticizing you, keep
guessing at your faults until you get the right one. This may be
the only way to find out what displeases the other person

Don't Be Defensive

If you act defensively, you may not be able to benefit from
useful criticism Don't be sarcastic or intinmdate the other
person. You want to |learn how to become a better person fromthe
criticism

Ask the person how you can change your objectionabl e behavior; be
open to reasonabl e suggesti ons.

HOW TO GET YOUR CO-WORKERS AND YOUR SUPERI ORS TO LI KE YQU

Good relations with your co-workers and your superiors will not



only help you but will make work nore enjoyable. Every enpl oyee
wants to be liked by other enployees. If you treat people the way
they want to be treated, they will Iike you. Sone of us don't
know i f what we do is objectionable to others. | amgoing to give
you a list of things that attract other people to you and things
they find objectionable. Wien you nove up in the conpany, you
will need all the support you can get.

Prai se Peopl e

Everybody enjoys being praised. People | ook for approval of

t hensel ves in others. But you should praise people only when they
deserve it. If you praise people when they don't deserve it, or
if you praise too nuch, you |l ose your credibility. Don't
exaggerate your praise. Make the praise as warm and sincere as
you can

Don't Put Peopl e Down

Putting down a person can be very danmaging to you and the ot her
person's relationship wit you. People don't want to feel degraded
by being called stupid, crazy, weird, etc. Don't put down anyone
even if they are not present. If you do, the word will get back
to themand you will |ook bad. Al ways talk positively about
people. Even if you don't like them still speak highly of
them-you will be anazed at what this does. If you nust say

somet hing bad, don't say anything at all.

Don't Be Concerned Wth Your Interests ONy

There is nothing wong with caring and | ooking out for yourself.
Just don't nake it noticeable to other people. You will be
resented by other people if you seem selfish. Make sure others
know you | ook out for themas well yourself.

Share The Credit

VWhen ot hers have hel ped you acconplish sonething, share the
credit with them Even if their contribution was not as great as
yours, still share the credit with them You will be surprised

Don't Ask G hers To Do For You What You Won't Do For Them

If you are unwilling to go out of your way for people, don't
expect themto go out of their way for you. Set the first
exanple--if you help them they will help you.

Al ways Show Appreci ation

Everyone wants approval and recognition for what they have done.

I f soneone hel ps you in any way, tell himhow much you appreciate
his actions. If you don't, he may not help you again. This is
what you should tell people when you show your appreciation: "l

really appreciate the way you..."; "Thank you very much for...";



"You are very good at...": "l really want to tell you how ruch I
appreciated...”; "You were very nice to..." Don't show too nuch

approval and recognition or it will lose its credibility.

Don't "Show Up" Ot hers

VWhen you "show up"” others you do it at their expense. "Show ng
up" people in front of others takes away their self-respect. If
you are better than others, they will know it--you don't have to
degrade them

Treat Small Things Wth I nportance

Sonme things that seemsmall to you nean a great deal to others.
Don't ignore small problens; help people solve them Treating
smal | problenms with inportance shows ot her people you care.

Care About People

Everybody is concerned about thenselves and it is inportant for

themto have sonmeone to care for them They are touched when you
care about them Hel ping people cope with |life nmakes people fee

that you care about them

Don't Criticize A Person In Front O Ohers

If you criticise soneone in front of others, he will always
resent you. It is one of the nost degrading things you can do. If
you criticize soneone, criticize himconstructively and
privately.

G ve Peopl e Your Undivided Attention

Al people want to fell inportant. To nmake a person fee
i mportant you rnust give himyour undivided attenti on when
conmmuni cating with him Get rid of all interruptions. Make sure

you have good eye contact and that you are not playing with
obj ect s.

Be Courteous, Tactful, Polite and D pl omatic

Everyone appreci ates people who are courteous,tactful, polite and
di plomatic. The best way to learn these qualities is fromothers.
Study soneone you would like to be |like and | earn how he conducts
hi nsel f.

Be Confi dent

If you don't have confidence in yourself, others will not have
confidence in you, either. People adnmre and respect confident
people. If you show others doubt, they will treat you with doubt.
Be sure of yourself and play down your insecurities.

Concl usi on

Cetting a job can be very easy if you look for it the right way.
Knowi ng exactly what you want and then going after it will always



get you what you want. Be positive, determ ned and persistent so
that you will benefit, be rewarded and prosper.

Get FREE astrological alerts & FREE 6mb email for life!

send a blank email to astroupdate@getresponse.com
Source : free reports from solongboss.com



Interesting Links: Career and Employment

These websites are good sources of information or contacts for your career. Please visit
them . In addition, if you want a personalized reading of your career horoscope, please
click here.

Career Links

CareerAssist.com. <http://hop.clickbank.net/?garyt/maljeff>
We offer affordable, easy-to-use cover letter and resume builder software and resume and cover letter
critique services.

A Creative Thinker's Resource Center. <http://hop.clickbank.net/?garyt/powerside>
A site developed by creative minds for Personal and Business successes through creative solutions to daily
challenges!

Work at home jab listings & resources. <http://hop.clickbank.net/?garyt/homejobs>
We offer affordable, easy-to-use cover letter and resume builder software and resume and cover letter
critique services.

JobChina.Net. <http://hop.clickbank.net/?garyt/jobchina>
ajob site for bilingual candidates & joint venturesin China.

Freelance Work Exchange. <http://hop.clickbank.net/?garyt/fworkx>
Helps freelance and work-at-home professionals find work and make money online.

Global Contractor Jobs . <http://hop.clickbank.net/?garyt/hourglassd >
Contractor jobs for the communications, power and construction profession .

Resume Distribution By Resume Cyclone. <http://hop.clickbank.net/?garyt/cyclone>
Distribute your resume to up to 3650+ recruiters and employers now!

Gauthier Consells - Resume Distribution. <http://hop.clickbank.net/?garyt/resumain>
Formating resumes for electronic distribution to recruiters and headhunters.

HNB Resources. <http://hop.clickbank.net/?garyt/hnbcol>
L egitimate home employment sources, bad credit financia services, marketing software, online business
tools, etc.

The Internet Site for Serious Job Seeker <http://hop.clickbank.net/?garyt/wfcil>
This site provides essential information for anyone who islooking for ajob. Resumes. Interviews.

Career Site. <http://hop.clickbank.net/?garyt/barry >
Careers and jobs with travel and vacation benefits.

Qilcareer Professional Placement Service . <http://hop.clickbank.net/?garyt/oiljobs >
Helping men and women find oil industry positionsin 30 days or less.

Personalized Horoscopes by Asian Masters
http://www.astrowhiz.com


http://hop.clickbank.net/?garyt/maljeff
http://hop.clickbank.net/?garyt/powerside
http://hop.clickbank.net/?garyt/homejobs
http://hop.clickbank.net/?garyt/jobchina
http://hop.clickbank.net/?garyt/fworkx
http://hop.clickbank.net/?garyt/hourglassd
http://hop.clickbank.net/?garyt/cyclone
http://hop.clickbank.net/?garyt/resumain
http://hop.clickbank.net/?garyt/hnbco1
http://hop.clickbank.net/?garyt/wfci1
http://hop.clickbank.net/?garyt/barry
http://hop.clickbank.net/?garyt/oiljobs
http://www.astrowhiz.com
http://www.astrowhiz.com/order.html

Business ldeas
(Part 2)

|f you are looking for more breakthrough business ideas, then this second
installment of the 5 part ebook is well worth your search .

[ Note : This is a follow up to our earlier release(part 1) which is offered free.
Click here to download it if you have not done so. ]

46 Business Ideas Part 2

Format : PDF

Size : 207 kb

Description : This is a 52 page ebook with 12 articles detailing various ideas
and strategies for starting a profitable business

Topics :

Prologue : The Magic of Belief and the Success of Your Business
Chapter 1 : All Signs Point To A Lucrative Business In Fabrication
Chapter 2 : Making A Killing In The Hauling Business

Chapter 3 : Perpetual Income From Home Inspection

Chapter 4 : Hot Profits From Your Hot Stamping Business

Chapter 5 : Numbering Houses And Making Instant Profits

Chapter 6 : How To Make A Fortune With A Used Bookstore

Chapter 7 : Making Obscene Profits With Self Improvement Seminars
Chapter 8 : Video Can Still Make You A Star

Chapter 9 : Earn A Decent Living Mounting Clocks

Chapter 10 : How To Make Executive-Level Earnings With Giftt Baskets

* BONUS CHAPTER ** : Adapting The Above Ideas To The New Economy

Price of this ebook : US$19.95

Plus :



http://www.astrowhiz.com/46ideas.exe
http://www.astrowhiz.com/paymentbizebook.html

1. You get the next 3 chapters of this ebook for FREE , when they are
ready in a few months' time.

o You will get more great business ideas
o You will more free bonuses

o You actually get the whole ebook consisting of 5 chapters for the
price of US$19.95

2. You get a complimentary copy of the ebook
"Practical Dotcom Business"

o "Take you by the hand" guide to start your own dotcom business
o Priceless ideas on what types of online business to go into
o Killer tactics for marketing and promoting your website

3. You get a complimentary copy of the software
"Business Evaluation System"

o This piece of software can help anyone evaluate how much their
business is worth.

o It also includes several bonuses showing you how to promote
effectively and how to sell your business.

Plus :

A 12 Month Full Money Back Guarantee

e As an added incentive, we are also giving you a 12 month money back
guarantee.

e Yes, you heard right -- if you are not satisfied that you have saved lots of
time and money by purchasing our ebook, then we will be happy to
refund you in full within a 12 month period, no questions asked!

e Note that all refunds will be conducted via Paypal. Just log in to Paypal
and request your refund from webmaster@astrowhiz.com

e But then, of course you will not get the remaining chapters of the
complete ebook.

You get all of the above for a special price of US$19.95
[It pays for itself many times over, really]
*Special Note* :

e If you prefer to lead the same mundane life without any plans to achieve
your dreams, click here.

e However, if you are determined to change course and take charge of
your life then:

Click Here to Order Now!
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