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Marissa E. Marsala’s 50 JOB TIPS TO HELP YOU LAND YOUR NEXT JOB MORE QUICKLY

LINKEDIN TIPS:
a. Join up to 50 groups PLUS relevant subgroups (subgroups do NOT count against your total.  I belong to 58 groups). Per a recent (late 2012) Jobvite study, 92% of employers/recruiters are on LinkedIn, and 89% have found qualified candidates using it.  Therefore, if you are not using LinkedIn at all or optimizing your visibility, you are missing a HUGE opportunity.  You must optimize your presence to get noticed and know how to maximize its functionality – particularly with strategically-placed keywords.  Go to the “Help” feature on LinkedIn or view some of the many very brief videos they have recorded.   Also go to YouTube.com and type in "LinkedIn Profile." For 3-6-minute videos on how to improve your profile, the number of those clicking on your profile and the number of times you emerge in someone's search results.  Remember to place keywords in the "hot spots" which include your headline, current title (even if you are a consultant), past title and skills/specialties.  Some also believe that the “Summary” area which allows you to tell your story has recently been identified as a hot spot.  The key on LinkedIn is keyword DENSITY, as those who display keywords in more than one hotspot will emerge higher in the rankings than those who only mention the keyword once.  Many experts suggest displaying your most critical keywords at least four times.  "Pepper" the title you seek wherever you reasonably can without misrepresenting the facts so that you come up higher in the search results (pages 1-4).  You can also add the title you seek to "Interests" section to come up higher in the rankings.  Do NOT misrepresent any past titles as this will catch up to you. Instead, you can list the title you ideally seek as the title to which you reported, if this title happens to correspond to the person to whom you reported (and indicate in text that you reported to XYZ title).  That will at least boost your result ranking and may get a recruiter to click on your profile.

b. Always offer to pay-it-forward when sending messages or invitations to those in groups.  For those squeamish about getting dinged by "I don't know this person" responses, getting dinged DOES NOT apply to routine messages.  Therefore, rather than send an invitation, just send a message.

c. Join my LinkedIn Group: Employer & Candidate Connection and other recruiter groups.  There is one with a black rectangular logo (“Recruiters”) that recruiters are on quite a bit posting jobs.  Read the summary description before you join (and be sure to adjust your settings ASAP for EVERY group you join when the green bar emerges across the top of the page.  (You can always adjust your settings later, but you will have far fewer emails and group showing up on your LinkedIn Home Page if you change your settings at the onset).  This Recruiters group and others are really for job seekers, not recruiters.  MANY hidden jobs are on this group -- so many jobs in fact, that this group cannot display them for the full 14 day-limit that most jobs are allowed to remain posted.  Instead, due to the sheer volume of ads, the jobs on this group and other high-traffic job ad groups expire in just a few days.

d. Reach out to recruiters on groups and introduce yourself.  Did you know you can "Reply privately" and let a recruiter/employer know that you are seeking work?  Be sure to list some bullets or part of your 30-second pitch to entice them to ask for your resume.  Or state that you would be happy to direct your resume to them.  Sometimes, the direct approach is best.

e. Be accessible on LinkedIn.  There is nothing more frustrating to a recruiter than finding you and not being able to reach you.  Consider displaying a few of the groups you are in right on your LinkedIn Homepage so that a recruiter can join one to reach you.  Or, list your Twitter account so that recruiters can send you a message that they wish to speak to you.  For those brave enough to do so, list your phone number or email or attach a document that has your contact information on it that the recruiter can use to connect with you once they open that document.  If you have a website or blog, feature that link so that a recruiter can contact you through it.  These are just SOME of the ways you can help improve your odds of being contacted.  If you join my group or read my blog, you can see the other 8-10 ways to get the phone to ring.  (See my links page on my website:  www.TheECC.com for links to my blogs, or the link to the radio show I just was interviewed on in late Dec. 2012 for additional career advice [speaking events page]).  My two blog links also appear elsewhere in this document.
f. Want others to take notice of you? Be sure to have a photo and respond to discussions, being careful to check your response for accuracy and those dreaded typos that we all make.  You will be more memorable with a photos and it will serve as your brand each time you comment on a topic.  Others may be so impressed, that they may click on your name to “Follow” you.
g. Link in with me and research companies to see if I know anyone you need to know (Six Degrees of Separation)!!!  Also, remember that Facebook re-validated Six Degrees of Separation within the last 12 months and determined that domestically, you are now only 4.34 people away from the person you need to meet (to get a job you are targeting).  So your odds are improving!!!   There are many combinations that can lead to the right person, so keep networking!!!  Remain vigilant.
h. Please optimize your profiles by referring to my format.  It works!  I got two unsolicited calls within 18 hours by optimizing my profile PLUS, by linking to a bunch of L.I.O.Ns (LinkedIn Open Networkers).  Many open networkers are recruiters!
i. There is a new “Updates” feature on LinkedIn that allows you to search for jobs that have been posted by those in your network that you may have missed and which do NOT appear on any job board on LinkedIn, as they are a part of a member’s personal update bubble, and therefore, are part of their activity.  It can be found in a variety of ways, but the way I look for it is up in the upper right-hand search bar.  Rather than doing a “People” or “Company” search, for example, click on “Updates.”  From there, you need to type:  “Hiring:” and then in quotations, enter the job type you are seeking such as “VP Marketing.”  This will produce a list that begins with “Hiring: VP Marketing” and if you have a large network, you will see many postings.  (If not, get busy building your network, and set a goal such as adding 25 new contacts a week.)  This function is a bit tricky, but you can click the “Help” button under the “More” tab across the top for additional guidance.  This is a great way to uncover hidden jobs and gain a competitive edge.  There is a similar feature under the “News” tab if you click on “Signal.”  Check these out.
j. LinkedIn requires a photo and at least three recommendations to be considered 100% complete.  The spokesperson for them has recently stated that the photo was enlarged to encourage those on LinkedIn to take a professional photo, as LinkedIn is trying to keep a professional image (and is discouraging more casual photos).  Consider asking a photographer (perhaps one in transition) to set up shop at a location where many can get their photo taken at a discounted rate.  This creates a win/win.

k. Be sure to “Follow” companies you are interested in working at.  When you apply for a job under the MAIN “Jobs” tab on LinkedIn, you can also go to that company’s LinkedIn page and see who posted the job and who else you may be connected to who can help you connect on a deeper level.  Per number “5.” below, you may want to FIRST reach out to those you may know at that company(BEFORE applying) to see if those people are comfortable referring you, and this MAY result in a win/win if the company pays a referral fee if you are successfully hired.  There is nothing better than a reputable internal champion.
OTHER TIPS:

1. See if the library has the “Recruiters Redbook” for a list of search firms that service your industry and area of the country.  Reach out by email and send them your resume.  The timing could be perfect!  Also, Retained search firms may have jobs that are not widely posted; another source for hidden jobs.

2. Consider getting dressed in business attire one day a week after researching companies that still have lobby hours to drop off resumes.  This will put some structure in your day and you may luck out and be able to speak briefly with someone.  Bank branches, hospitals and some universities (for example), may offer lobby hours where "walk ins" can drop off their resumes.

3. As a reminder, mail a hard copy of your resume as few do and you will stand out.  Be sure to include a well-crafted cover letter (see my samples in the NhN document library/repository).

4. Send a thank you within 24 hours.  A card will have more shelf life than an email and will keep you "top of mind."  If you do not get the job you applied to, then your card keeps you on the recipient’s  radar for another job not too far down the road.  Be sure to include why you are well suited to the job and company and thank the interviewer, complimenting them on something that you genuinely appreciated about them. Most will hang on to the note.

5. Rejection is a natural part of the job selection process.  Embrace it and realize that for each 25-30 resumes you send, you likely will only get 1-2 expressions of interest (phone call or face-to-face interview).  This is normal.  You can improve your chances with a top-loaded resume plus a solid cover letter that matches the skills and experience that the employer is seeking.  The more keywords that match the posting, the higher your chances are of getting a call for an interview.  You can also improve your chances by FIRST researching who you may be connected to inside that company and reaching out to that person to see if they are comfortable passing your resume along.  As mentioned previously, those who work for companies that pay a referral fee may be even more inclined as this creates a win/win. Also, your chances of getting a response will be higher if you send a warm letter (to a targeted recipient by name) and even that much more, of you mention in the first sentence that someone affiliated with the company (who is well regarded) suggested that you write/inquire. Remember to keep your attitude in check.  When you get a "rejection,” try to regard it as one step closer to the contact you will get by sending 25-30 resumes out.  Also, keep the door WIDE open by sending another “Thank You” card reiterating how much you enjoyed meeting the team, the selection process, and/or how excited you are about joining the company, and acknowledge that although you were not ultimately selected for that position, you remain very interested or excited about the prospect of joining their team.  Invite the recipient to contact you if their needs change or if another suitable position emerges.  (These days, people are accepting positions, and then taking “better” jobs even before their scheduled start dates.  You never know, so it pays to keep the door open.)
6. Consider starting a blog, especially if you are a writer or if any job you are pursuing has a writing component.  You can use this as an online portfolio and send the link to it to prospective employers when they ask for work samples.   You can blog as infrequently as once per week.  (My blogs need maintenance given how many things are on my plate.  I am considering hiring a virtual assistant from www.fiverr.com and paying $5 to keep it up once a week.  I started my two blogs many years ago before those who follow me joined LinkedIn, so now it is more of a non-issue as my advice in on LinkedIn.  However, my Wordpress blog actually drives my Google rankings on my public website, so there really is a reason to keep it active.  There are also many helpful articles on my blogs (especially Blogger/Blogspot which dates back to November of 2009.  Check it out below!).

My Blogs:
career advice: getting/keeping a job
http://employerandcandidateconnection.blogspot.com

GettingandKeepingaJobBlog
http://marissamarsala.wordpress.com

7. The library also has the Standard & Poor's Registry of Corporations & Executives.  This is a 2-volume set that lists all of the same info as ReferenceUSA, but you can manipulate the data in Reference USA, so many prefer it.  Many cities also publish a tabloid-sized “Book of Lists” which features the top companies by size (revenues, sales, number of employees). This publication is a great way to develop a target list of companies and typically features top CPA firms, law firms, biotech, minority-owned, women-owned, etc.
8.  Remember to download my Elevator Pitch builder to build a succinct pitch with a hook/"wow statement" and when in networking meetings, remember to BE SPECIFIC about the companies, industries, titles and geographies (or virtual jobs) you seek.  The more specific you are, the more "triggers" you create in the minds of those listening, which cause people to recall the names of people who may be able to help you.

9.  Networking is key.  Go to as many meetings (even the same meetings weeks after week) for consistency/structure/accountability and to reap the benefits of "cross-pollination."  You do not know where your fellow job seekers have been in the recent past (in a GOOD way!!!) so continue to attend these meetings.

10.  To bring in some money in the short term, consider signing up for site that features freelance or contract jobs. For graphic designers, do a Google search for “logo tournaments” or “logo contents” such as www.logotournament.com.  For virtual assistant jobs, go to www.odesk.com, www.easyvirtualassistant.com, www.Elance.com, www.teamdoubleclick com.  For IT folks and project managers, consider www.vworker.com.  For other job types, do a Google search; you may be surprised at what you find when you put your mind to it.
11.  Remember that to best determine if your resume matches the job posting, consider copying and pasting your resume into a cloud-based word analyzer (e.g., www.tocloud.com and www.tagcrowd.com) and then copy and paste the job postings into a different/new window for comparison.  If the same words on the posting are contained on your resume, then there should be a match in terms of the words that are enlarged.  The words that appear the most frequently in each document will appear largest and then get smaller as they appear less frequently.  This is a quality control check to improve your chances of getting the phone to ring!
12. Are your leads drying up?  See my blog that describes step-by-step how to create a lead list and systematically launch an awareness campaign.  Most people know 250 people.  (According to a survey of funeral directors, 250 people on average show up at funerals, so this is where this number comes from.)  Your network is likely larger than you think!
13. Be sure to download my one-page Marketing Networking tool (Target List & Profile) and make this your own!!! Email it once a month to family, friends, former co-workers, professional organizations of which you are a member, etc.  NEVER ASK FOR A JOB; instead, simply let people know (or remind them) that you are in the midst of a job search for your next great professional role, and ask them if they would review your brief, one-page target list that captures where you are focusing, to see if they have any CONTACTS (past or present) who might speak with you for 5-10 minutes to provide you with INSIGHT into the company's culture, products, what it's like to work there, etc. or ask for their OPINION, RECOMMENDATIONS, INFORMATION, SUGGESTIONS.  This takes the pressure off others to help you directly with a job, but opens the door for the exchange of ideas.  If you do a good job making an impression, most people will feel comfortable passing your resume to others, and/or may  serve as your champion by personally introducing you to others (warm lead) or providing you with the names of others they would suggest that you speak with (cold lead).  
14. Always remember to thank each person for the new contacts they provide and KEEP THEM IN THE LOOP ABOUT YOUR PROGRESS.  I used to keep a spreadsheet of who referred me to whom, and then noted if I thanked each person and if their lead led to a job or other great contact, I was sure to let them know!!!  Keep your referrals invested in your success and ALWAYS, ALWAYS keep building your network and stay connected (reach out every quarter --- even if it is a touching base email that contains a link to an article you think they'd appreciate.  AND REMEMBER TO OFFER TO HELP THEM or THOSE THEY KNOW.  In other words, pay-it-forward!  
15. Do NOT wait until you need something to build your network.  Also, when you pay-it-forward, that energy is NEVER wasted and it will come back MANY fold – often from people and places you never imagined.  Also, as you all know, being a good neighbor is what we all should be doing anyway!  ALSO, this is YOUR job search; it is up to YOU to follow up with connections once you are introduced.  Remember to shift that burden from those referring you or those you are being introduced to.  Remember that you are the one the favor is being extended to and people are busy.  Show your gratitude and remember that you have the most to gain by the introduction, at least in the SHORT term.  You never know how YOU may be able to add value down the road to a person who extended you a favor/opened a door.
16.  If you are considering a start-up, be sure to Google “Angel Investing” website or ones that capture where private equity (PE) money is coming from and going/being invested.  If you are considering starting your OWN company, many cities offer “Score” – a group of retired executives who will review your business plan for soundness, and “kick the tires” to help you improve your chances of being successful and/or getting funded.  Other cities offer other volunteer groups often associated with universities.  You can research these online or start asking others in your networking circles. 
17. To remain current about industry trends and get leads on jobs, subscribe to industry eNewsletters.  Also carefully take note of people who are on the move (retired, promoted, etc.), as this often creates opportunities.
18. For those who alluded to ageism (which unfortunately remains a reality in some companies), you may want to consult AARP for their list of mature worker-friendly companies.  Yes ... there are actually companies that value those over age 50 and today, some are defining "mature" as over 40!   There is also www.internsover40.com.  I have not checked this site for a while.   Ask.com (jobs section) also has an amazing array of helpful tools, tips, sample letters, resumes, etc.

19.  Remember to write an exploratory letter to the companies on your target list.  Be sure to let those companies know that you picked them out of many (they are an employer of choice  that emerged from your research and you wish to pursue them (if you genuinely are targeting them, it's an "ego massage" that you can use to your advantage.  Read my blog about "A networking strategy that really works" and you will learn first-hand how I landed at NBC in NY and remained for 6+ years.  Was it luck, timing, strategy, talent, the right connections?  Yes to all of these!!!  Leave no stone unturned.  When someone gives you a lead, pursue it with vigor.  Enjoy the journey and process as you discover where it may lead.).  Everyone knows someone.  Do not filter ANYONE out -- even the next door neighbor or their children as presumably, AT LEAST ONE of their parents is working, and may have some of the connections you need.

20.  Many of you know about the Meyers-Briggs personality assessment.  Look up "DISC" (a bit simpler) and get clear about the 4 personality types so that you will recognize each while interviewing (and adjust your answers accordingly when interviewing).  Remember the "reverse funnel" and be sure to get to the point quickly and succinctly when speaking with the "D" (Drivers). Be sure to KNOW YOUR AUDIENCE and adjust your style accordingly during the interview to give yourself the best chance of building rapport.  Also keep your answers to 45 seconds with a Driver.  (Keep in mind that when you are communicating, it is for one of two reasons:  What do you want the other person to DO or to KNOW?)

21.  Bring a Brag Book or other portfolio to an interview with work that showcases the breadth of your accomplishments, reference letters, writing samples, sample reports, a page of recommendations you selected from your LinkedIn profile, etc.  Be certain to “black out” any proprietary information on such documents so that those you are sharing the information with can see that you value another company’s confidentiality and have sound judgment (and this will give them a comfort level that you will value their confidential data, as well).  Having a Brag Book or portfolio will help you to come across as professional, and more memorable. Why?  Because most people process information through visual input, and you are reinforcing points through auditory and visual channels.  That makes the person you are with more likely to remember you.  To further improve your chances, bring a multi-page document or something you are very proud of and take it out of the plastic sleeve, and offer it to them.  This results in an additional channel in which to cognitively process and learn about you (tactile learning).  The bottom line is that if you were ever a Boy Scout or Girl Scout, BEING PREPARED can bode very well for you and often can set you FAR apart from others during the interview.  Be sure to practice showing your work samples OUT LOUD by yourself, and then with someone you trust well before an interview.  Practice makes perfect (or at least, will make your answers more crisp) and will minimize your nervousness. 
22.  Remember to make your resume front loaded and use one of the five sample formats shown on the Top-Third of Resume tool (posted on my coaching page of NhN).  Depending upon which study you consult, you have between 5-30 seconds to make an impression, so use the top "real estate" of your resume wisely.  It's all about location, and if your top third does not engage the reader, they will likely not read further.

23. Set up a job agent on www.socialoomph.com (previously known as "Tweet My Jobs").  It will reveal jobs ONLY on Twitter or first posted there, which could help you stand out from the crowd and demonstrate that you stay ahead of the curve by leveraging social media technology.  Also, some employers ONLY post jobs on Twitter for this reason; they want cutting edge, technology-minded employees/workers.
24.  Keywords:  Some postings actually list them FOR YOU!!!  Look for these as positioning yourself will be THAT much easier in such instances.  Such recruiters are giving you the answers to the test, so consider this a gift!!!!  If you legitimately have these keywords in your skill set, be sure to weave them into your resume.  On cover letters, I've seen some applicants list "Your Requirements" and "My Qualifications" to clearly demonstrate (point-by-point) that they possess every skill the employer/recruiter is seeking.  This establishes a clear match in the recruiter's mind.  It also minimizes the chances that an employer will overlook you or keep looking for that elusive "purple squirrel."

25.  For multi-page resumes, your name and AT LEAST one form of contact (email, cell phone) should be on EVERY subsequent page in case your pages get separated.

26.  Most recruiters prefer Word documents (many do NOT have the newest version of Windows, so you may be well advised to "save as" the previous version of Word (93-97) versus a PDF).  In this way, your submission can be opened by ALL.
27. When possible, include your cover letter first  in THE SAME document as your resume. This is because if there are fewer documents to open, it makes it easier on the recruiter.  ALSO, ALL words get scanned and this will improve your score if the company uses a resume scanning/scoring software (as many Fortune 50 and 100 companies do).

28.  Tie as many of your answers back to the job or employer you are interviewing for.  This will make your suitability more apparent and your background more relevant.  Moreover, you will make more connections.  Not everyone connects the dots, so it is up to you to do so.
29.  If you have an uncomfortable answer, position it as a "sandwich" with the awkward part in the middle (and state that part briskly -- like ripping a band aid off!).  For example, let's say you were laid off from your last job and you were the only one affected.  Start and finish your answer with something positive.  For example, “I was so fortunate to have been given that opportunity at XYZ company.  I grew professionally and met some incredible people.  Unfortunately, after a year, it became apparent that the job was no longer a fit (or new management took over, or fill in the blank to state whatever the reason was) and ultimately, I was laid off, but the experience was invaluable and I am looking forward to leveraging it and building upon what I learned in my next job, which is why I was so excited to learn that you were seeking these skills."

30. Register for www.meetup.com to see what career transition, industry, Chamber of Commerce, Rotary or other events are going on and join those groups.  Also check the "Calendar of Events" section at many newspapers and news stations.

31.  Want to know what employers may find out about you?  Go to www.pipl.com and enter your name with and without your middle initial/name.  You may be shocked.  Knowledge is power if you at least know what's out there, but you MAY be able to expunge some of it by writing to the source.
32. Has your LinkedIn Account been restricted due to too many rejected invitations which have resulted in “I do not know this person” responses?    The way you can tell is that each time you send an invitation, you will be required to enter an actual email vs. clicking one of the “radio button” choices.  If so, you may be able to have this restriction lifted ONCE:  http://help.linkedin.com/app/answers/detail/a_id/1386.

33.  What do YOU think your strongest attributes are (results-driven, high-energy, “can-do” attitude, methodical, detail-oriented, collaborative, etc.)?  What will OTHERS say if they are asked to provide a reference?  If you are not sure, send a few emails out to former colleagues, supervisors, etc., and ask them to describe you in three words.  If you wish, attach my “Attributes” tool posted on NhN under the “Coaches” tab, and offer it as a suggestion if those you email cannot readily come up with three adjectives.  The responses that come back may surprise you and may even give you a much-needed “shot in the arm.”  Also, in addition to helping you know how your references will characterize you, it also gives you words to confidently describe yourself in your resume, cover letter, during interviews, and in “Thank You” notes.
34. To improve your chances of your cover letter and resume being read, research the hiring manager, head of the department and/or HR Director at companies you plan to send your resume to.  This is easier said than done, as today, many companies have “gatekeepers” who are not permitted to provide employee names or contact information.  To circumvent this, call a company after hours after their receptionist has left for the day.  Most companies convert to an “after hours” menu-driven automated response system.  In many cases, if you listen carefully, you can contact GENERAL departments such as Marketing, Sales, Customer Service, Accounting, etc.  In most cases, once you are transferred, you will get an outgoing message from a person who states their name.  This will be your starting point.  You can leave a message for that person on-the-spot with your CRISP 30-second elevator pitch explaining why you are calling and ask for their help in directing you to the right person if they are not the appropriate contact.  Or, the next day, you can call that person directly or through the receptionist and provide your 30-second pitch “LIVE” when you reach them, and influence them to help route you to the right person if they are not the appropriate contact (or route your resume for you!).  You can ask them “what they would suggest,” as most people respond well to phrasing the question in this way.  To improve your chances, call between 7:45 am and 8:15 am which statistically is a good time to call.  You can FIRST dial “*67” to block your number, so that the person you are calling does not know who is calling (and therefore, they are more likely to answer the call).
For those of you who may be interested in some specific ideas that struck me as we went around the room, please write me through my LinkedIn groups so that I can offer you free advice in a generalized way ... thereby also helping others.

I sure hope that the session and these notes help to catapult your job search forward.  All the best ... and I hope you all FIND AND LIVE YOUR DREAM IN 2013!

Marissa
