Index

Ability versus marketability,
competitive advantages and, 89

Accomplishments:

action verbs for, 65, 176-182
approaches to, three, 60-63, 193
brand and, 86, 94
building a case with, 59
common mistakes, 193, 194
competitive advantages and, 95
defining, 60, 61-63
expertise-based, 63
greatest, 61-62
job descriptions versus, 58-58, 194
“less is more,” 64
maximizing impact of, 64-66
polishing, 8031
portfolio of] 46-48
quantifying, 60, 65-66
refining, 60, 64-65, 82
resume format based on, 68-71
sample, 183-190
attorneys, 187-188
biotech executives, 184
business development executives,
185
chief financial officers, 186
corporate communications and
public relations executives,

190

financial executives, 184
general counsels, 185-186
health care ¢recutives, 188
human reéscurce executives, 189
inforration technology
ececutives, 186-187
122y and professional service
firm executives, 185
nonprofit executives, 190
operations executives, 183—-184
retail executives, 189
sales, marketing, and account
executives, 183
skill-based, 62
story of Katherine illustrating
importance of, 58
Action verbs, 176-182
Ad(s), using in job search, 150-151,
162,229
Addresses, street/e-mail, finding,
204-205
Alltheweb.com, 200, 201
Altavista.com, 200
Alumni directories, 154
Ask.com, 152, 200
Association of Corporate Counsel
(acca.com), 153, 207
Associations Yellow Book, 153
Attorneyjobs.com, 207

231



232 INDEX
Attorneys. See Lawyers/attorneys
Awards, and competitive advantages,

96

Biotech executives, sample
accomplishments for, 184
Bizjournals.com, 100, 202
Book of Lists, 152, 202
Brand, 86, 94-95
Business and company information:
background information on
companies and executives,
202-204
company web sites, 154
corporate filings and other
financial information, 204
finding street and e-mail addresses
and phone numbers,
204-205
insider information, 205
Business & Company Resources
Center, 203
Business development executives,
sample accomplishments for, 185
Business Index ASAP database, 100,
115, 142, 152, 154,205

Business Journal, 152

Career:
goals, 32, 169-170, 218
imagining possibilities for, 3—13
breaking free of the past (Todd),
9-10
collective explanations, 3—4
Cost/Benefit Analysis
Worksheet, 9, 209
developing your list of stories,
7-8
envisioning your possibilities,

10-11

identifying your stories, 6—7
individual success/failure stories
(empowering/
disempowering stories), 4—5
letting go of your stories, 8-9
List of Stories Worksheet, 7, 8,

208

Possibilities Worksheet, 11-13,
210

pre-CEQ story (George), 5-6,
10

reimagining a career story
(Mary), 12-13
stories as obstacles, 3

portfolio, 46—48

satisfaction, importance of, 18-19

tools for (ze¢ Competitive

advonuages; Interview(s);
Resumes)

wehosites, 206-207
compensation information, 206
employment opportunities,

206-207
general, 206
Career move, making right:

Stage 1, defining right job, 3—48
career satisfaction, 18-19
executive obstacles to job

search, 14-17
imagining career possibilities,
3-13
portfolio of career skills and
accomplishments, 46—48
targeting career possibilities,
20—-45 (see also Ideal job)
Stage 2, preparing tools to find
right job, 49-134
competitive advantages, 86—110
interviews, 111-134
resumes, 51-85



Stage 3, finding right job, 137-165
game plan, 161-163, 229
Internet use, 159-160
job search strategies, 137-158
tracking progress, 164—165

Career summary, 83-85, 194
Careers.wsj.com, 206
CEOExpress.com, 201
Chief financial officers, sample
accomplishments for, 186
Company information. See Business
and company information
Competitive advantages, 86—110
as answer to “why hire you?”
question, 86

brand and, 86, 94-95

cover letters, 87, 100-101

customizing by diagnosing

company needs, 100-101

defined/overview, 86—88

developing master list, 94-96
accomplishments in resume, 5
awards, 96
degrees, 96
memberships, 96
performance reviews, 95
personal attriautes, 96
skills, 9¢
talents, 96
themes of success, 95
training, 96

examples, excerpts from letters,

105-107
Fortune 500 transportation
executive looking for CEO
position with another
Fortune 500 company in
another industry, 106
hospital executive seeking job at
corporate headquarters of
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major health care system,
105
lawyer/MBA seeking job based
in Russia handling business
transactions with the West,
105
lawyer with experience in major
law firms in New York and
San Francisco, seeking
general counsel position
with a high-end fashion
retailer, 107
interviews and, 87
marketability versus ability, 89
resumes and; 87-88
as secret-weapon, 94
sources 2ind examples of
competitive advantages,
90-91
specificity/objectivity of, 87
stories:
Bill (why they work), 91-93
Diane (how they work),
89-90
Kay (how to select and revise),
102-104
Sarah (power of story form),
109-110
in story form, 108-110
writing statements of, 96—-100
Competitive Advantage Worksheet,
96, 97-98, 226-221
Consulting and independent
contractor opportunities, 207
Contacts (Job Search Game Plan
Worksheet), 162, 229
Contingency versus retained search,
144, 146, 148, 150
Contractor opportunities,

207



234 INDEX
Corporate communications and
public relations executives,
sample accomplishments for, 190
Corporate Yellow Book, 153
Corp Tech Directory of Technology
Companies, 153
Cost/Benefit Analysis Worksheet, 9,
209
Cover letters:
customizing competitive
advantages for, 87, 100-101
excerpts, 105-107
Fortune 500 transportation
executive looking for CEO
position with another
Fortune 500 company in
another industry, 106
hospital executive seeking job at
corporate headquarters of
major health care system,
105
lawyer/MBA seeking job based
in Russia handling business
transactions with the Viest,
105
lawyer with experience in major
law firms ir 11ew York and
San Frantisco, seeking
general counsel position
with a small, high-end
fashion retailer, 107
Craigslist.org, 206-207

D&B:

Hoovers, 151, 152, 202
Reference Book of Corporate
Management, 153

web site (dnb.com), 204
Declaring versus demonstrating

value, 127, 192, 194

Defining right job (Stage 1), 3-48.
See also Finding right job
(Stage 3)

career satisfaction, 18—19

executive obstacles to job search,
14-17

imagining career possibilities,
3-13

portfolio of career skills and
accomplishments, 4648

targeting career possibilities,
20—45 (see also Ideal job)

Degrees, and competitive advantages,
6

Directors and Execi:tives volume of
Standard & Pour’s Register of
Corporaticrs, 153

Direct targeting of companies,
152-155, 162, 229

Deg;iile.com, 200, 206

Ecademy.com, 155, 203
E-mail addresses:
finding street and e-mail
addresses and phone
numbers, 204-205
trying variations on an executive’s
name, 154
Employment agencies/search firms,
144-150, 162, 229
Europages.com, 205
Exclusive organizations, and
competitive advantages, 96
ExecuNet, 207
Executives:
examples, excerpts from letters,
105-107
Fortune 500 transportation
executive looking for CEO
position with another



Fortune 500 company in
another industry, 106
hospital executive seeking job at
corporate headquarters of
major health care system,
105
job descriptions versus
accomplishments, example, 57
researching/reaching, 152-155
resume mistakes, top ten, 193-195
sample accomplishments for,
183-190

Financial executives, sample
accomplishments for, 184
Finding right job (Stage 3),
137-165. See also Defining right
job (Stage 1)
game plan, 161-163, 229
Internet use, 159-160
Job Search Game Plan Worksheet,
162,229
job search strategies, 137-158
tracking progress, 164—165
FindLaw Career Center, 2C5
Forbes, 152, 154, 202
Forbes.com, 202
Fortune, 152,124, 202
Fortune.com, 202
411.com, 154, 204
Friendster, 155
Futurestep.com, 207

Game Plan, 161-163, 229
Job Search Game Plan Worksheet,
162,229
General counsels, sample
accomplishments for, 185-186
Goal planning, 21, 22, 32-34, 39,
169-170
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Goal Planning Worksheet, 32-34,
169-170, 218-220
career goals, 31, 32, 35, 169-170,
218
goal conflicts, 31, 34, 169-170,
220
goal dependencies, 31, 34, 170,
220
goal priorities, 31, 33, 169-170,
219
implications for action, 31, 34,
169-170, 220
personal relationship goals, 31,
32, 1694170, 218
personal development and
leerning goals, 31, 33,
159-170, 219
puotential goal conflicts and
dependencies, 31, 33,
169-170, 219
Google, 152, 199-200, 201
Greedyassociates.com, 205
Guidestar.org, 154
Guide to Effective Searching of the
Internet, 198

Health care executives, sample
accomplishments for, 188

Hoovers (hoovers.com), 151, 152,
202

Human resource executives, sample
accomplishments for, 189

Ideal job, 20—45, 167-175
assessing goals, 21, 22, 31-35, 39,
169-170, 218-220
assessing satisfiers/dissatisfiers, 21,
22,35-39, 170-171
assessing skills, 21, 22, 23-31,
167-169, 211-217
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Ideal job (Continued)
defined, 22-23
Goal Planning Worksheet, 3234,
169-170, 218-220
Ideal Job Diagram, 23
Ideal Job Factors Worksheet, 21,
40, 41, 171, 222
portfolio career and, 21, 46—48,
171-172
Ranked Ideal Job Factors
Worksheet, 21, 41, 42, 43,
172,223
recording/narrowing/ranking
factors, 21, 39-43, 172-173,
222
Satisfiers and Dissatisfiers
Worksheet, 37, 221
Skills Inventory Worksheet,
24-30, 167-169, 211-217
step-by-step guide to defining, 21,
167-175
straw men, 21, 41-45, 173-175,
224-225
Straw Men Worksheet, 21, 44--45,
173-175, 224-225
Ideal Job Worksheet, 21,40,41, 171,
222
Imagining careernissibilities,
3-13
Job Search Game Plan Worksheet,
162,229
Infirmation.com, 151, 205
Information/research. See Research
and direct approach to
prospective employers
Information technology executives,
sample accomplishments for,
186-187
InfoTrac, 203

Instant answers, obstacle of, 15-16

Internet, 159-160, 197-207

business and company
information, 202-205
background information, 202-204
company web sites, 154
corporate filings and other
financial information, 204
finding street and e-mail
addresses and phone
numbers, 204-205
insider information, 205
Business Index ASAP, 100, 115,
142, 152, 154, 203
career and job web <ives, 206-207
consulting and independent
contractar opportunities, 207
databases, 154
executives, researching/reaching,
52155
ceneral tips, 197
i1oovers, 151, 152, 202
job web sites, 206-207
online networking, 138, 155-158,
162,229
people finder sites, 154
portals, 201-202
proper use of, 159-160
Reference United States, 114, 152,
203-204
search engines, 152-153, 199-200
subject directories, 199
virtual libraries, 200-201
web tutorials, 198

Interview(s), 111-134

asking bold questions, 123

asking oblique questions, 123-125
asking smart questions, 121-122
asking strategic questions, 123
competitive advantages and, 87, 119
demonstrating qualities, 128



demonstrating three elements of
fit, 111-113
chemistry/compatibility, 112-113
motivation, 112, 113
skills, 112-113
demonstrating value/quantifying
impact, 127
focus on filling business versus
personal need, 126
honesty versus naivete, 128-130
listening during, 127-128
purpose of, 126
questions, importance of, 121-125
things to do after, 133-134
recording problem questions and
answers, 133
sending thank you notes, 133-134
things to do before, 114-120
defining competitive
advantages, 119
defining marketing messages,
115-116
identifying relevant anecdoies
and examples, 116:-117
practice, 119-120C
preparing answers to common
questicny, 117-118
researchitiyg target, 114
things to do during, 126132
demonstrate qualities, 128—129
demonstrate value, 127
don’t confuse honesty and
naivete, 129-130
listen carefully, 127-128
volunteer information, 128—-129
three elements of fit, 111-113
top requirement in, 131-132
volunteering information, 128-129
Why Hire You Worksheet, 131,
132,228

INDEX 237
Interview questions to prepare
answers for:
what is your greatest failure?,
118-119
what is your greatest strength?, 117
what is your greatest success or
achievement?, 118
what is your greatest weakness?,
117-118
why are you leaving?, 117
why hire you?, 86
Invulnerability, obstacle of, 16
Internet Public Library (Ipl.org), 201

Jobcentral.com, 206
Job descriptions versus
accoHn plishments, 56-58, 194
Job saiistiers/dissatisfiers. See
Satisfiers and dissatisfiers
1ok search. See also Career move,
making right:
executive obstacles to, 14-17
instant answers, 15-16
invulnerability, 16
knowing it all, 15
game plan, 161-163, 229
strategies, 137-158
ads, 138, 150-151, 162, 229
networking, 138-144
online networking, 138,
155-158, 162, 229
research and direct approach to
prospective employers, 138,
152-155
search firms, 138, 144—150
traditional, 138
track progress, 164—165
Job Search Game Plan Worksheet,
162, 229
Job web sites, 206-207
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Knowing-it-all, obstacle of, 15

Law and professional service firm
executives, sample
accomplishments for, 185

Lawcrossings.com, 207

Law Firms Yellow Book, 153

Lawyers/attorneys:

directories of law firms and, 153

job descriptions versus
accomplishments, example, 57

job web sites, 207

legal employers, 148

sample accomplishments for,
187-188

Leadership Directories, Inc., 153, 203

Legal search firms, 146, 148

Librarians’ Internet Index (lii.org), 201

LinkedIn.com, 155, 203

List of Stories Worksheet, 7, 8, 208

Lists of companies, published, 152

Martindale-Hubbell
(martindale.com), 153

Memberships, and competitiva
advantages, 96

M-Squared (msquared.com), 207

Netshare.com, 207
Networking, 138-144
approaching, 140
categorizing contacts, 140
generating master list of contacts,
139
initial contact, 142—-144
letter:
following up, 143
sample, 145-146
when to start with, 143
list of contacts, 139

online, 138, 155-158, 162, 229
order of approach, 140
reciprocating, 142
research first before contacting, 142
specific requests, 140-141
steps (four) in working network,
139-140
telephone call:
following up, 144
sample script, 147-148
when to start with, 143
tips, 140-142, 144
Nonprofit executives, sample
accomplishments for, 190

Obstacles to job-search, 14-17

Occupationprc, com, 207

Online nciworking, 138, 155-158,
162,229

Opeiations executives, sample
accomplishments for, 183—-184

Performance reviews, and
competitive advantages, 95
Personal attributes, and competitive
advantages, 96
Phone numbers, finding, 204-205
Planning job search, 161-163, 229
Portals, 201-202
Portfolio of career skills and
accomplishments, 46—48,
171-172
Possibilities Worksheet, 11-13, 210
Preparing tools to find right job
(Stage 2), 49-134. See also
Competitive advantages;
Interview(s); Resumes
competitive advantages, 86—110
interview(s), 111-134
resumes, 51-85



Priorities:
consequences of not defining
(story of Tim’s Dad), 20-22
Progress tracking, 164-165

Ranked Ideal Job Factors Worksheet,
21,42,43,172,223
RefDesk, 142, 198, 200, 201
Reference United States, 114, 152,
203-204
Research and direct approach to
prospective employers, 152—155,
197-207
business and company
information, 202-205
background information,
202-204
corporate filings and other
financial information,
204
finding street and e-mail
addresses and phone
numbers, 204—-205
insider information, 205
Business Index ASAP. 00, 115,
142, 152, 154,203
consulting and incependent
contractar-opportunities, 207
direct approach to prospective
employers, 152-155
executives, researching/reaching,
152155
general tips, 197
getting started, 197-202
Hoovers, 151, 152, 202
portals, 201-202
Reference United States, 114, 152,
203-204
search engines, 152-153, 199-200
subject directories, 199
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useful career and job web sites,
206-207
virtual libraries, 200-201
web tutorials, 198
Researching Companies Online, 198
Resumes, 51-85, 191-196
competitive advantages and,
87-88
as confidence booster, 51-55
contents:
accomplishments (see
Accomplishments)
career summary, 83—85, 194
education, 7%
identifyirg irformation, 77
professional and community
attiliations, 78-90
piofessional experience and
work history, 77-78, 79
<redentials versus results, 193
customizing to job or employer, 74
definition of, 56
dos and don’ts, 191-192
drafting/polishing, 7682
format alternatives:
chronological, 54-55, 67, 196
functional, 67, 194-195
representative accomplishments,
68-71, 196
good versus great, 195
guide to a winning, 196
job descriptions versus
accomplishments, 5658,
194
example for executives, 57
example for lawyers, 57
job objectives, 74
length, 72-73, 193-194
multiple, myth of, 7475, 195
need for, 51-53, 193
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Resumes (Continued)
overview, 195-196
purpose of, 56
quantification in, 194
redefining, 56-59
samples, 54-55, 69-70, 79

story of Larry, importance of being

prepared, 53-55
structure, optimizing, 76—82
top 10 executive resume mistakes,

193-195
value, declaring versus

demonstrating, 127, 192,

194

Retail executives, sample
accomplishments for, 189

Rileyguide.com, 206

Ritesite.com, 207

Ryze.com, 155, 203

Salary.com, 206
SalaryExpert.com, 206
Sales, marketing, and account
executives, sample
accomplishments for, 185
Satisfiers and dissatisfiers:
assessing, 21, 22, 25-.39,
170-171
definition/overview, 35-39
ideal job and, 21, 22, 171
story of Bill (key to fit), 35
Satisfiers and Dissatisfiers
Worksheet, 37, 221
Script, telephone, 147-148
Search engines, 152-153, 199-200
Search firms/employment agencies,
144-150, 162, 229
contingency versus retained, 144,
146, 148
SearchSystems.net, 202

SEC filings (sec.gov), 204
Self-introduction, 162, 229
Six degrees of separation principle,
155, 204
Skills:
assessment, 21, 22, 23-31,
167-169
competitive advantages and, 96
ideal job and, 20
Skills Inventory Worksheet, 24-30,
167-169, 211-217
communication, 25, 212
customer relations, 25, 212
data processing/systeins, 27, 214
financial/mathemat.cal, 26, 213
knowledge, 28 50, 215, 217
personal computers, 27, 214
personai strengths, 29, 30, 216,
217
research/analytical, 26, 213
vales/marketing, 26, 213
skills, 217
summary, 30, 39, 168, 217
supervision/management, 2425,
211-212
Standard & Poor’s Register of
Corporations, Directors and
Executives volume, 153
Stories as examples:
Bill (satisfiers/dissatisfiers; key to
fit), 35
Bill (why competitive advantages
work), 91-93
Craig (superstar CEO; executive
obstacles), 14-17
Diane (how competitive
advantages work), 89-90
George (pre-CEO story), 5-6, 10
Katherine (importance of
accomplishments), 58



Kay (selecting/revising
competitive advantages),
102-104

Larry (importance of being
prepared), 53-55

Mary (reimagining a career),
12-13

Sarah (power of story form
competitive advantages),
109-110

Susan (importance of portfolio
careers), 47—48

Tim’s Dad (consequences of not
defining priorities), 20-22

Todd (breaking free of the past),
9-10

Stories we tell:
collective explanations, 3—4
Cost/Benefit Analysis Worksheet,

9,209
developing your list of stories,
7-8
envisioning your possibilities, 1C-11
examples:
breaking free of the past (Todd),
9-10
pre-CEO stery (George), 5-6,
10
reimagining a career (Mary),
12-13

identifying your stories, 6—7

individual success/failure stories
(empowering/disempowering
stories), 4—5

letting go of your stories, 8-9

List of Stories Worksheet, 7, 8,
208

as obstacles, 3

Possibilities Worksheet, 11-13,
210

INDEX 241

Story form, power of competitive
advantages in, 108-110

Strategies. See Job search, strategies

Strauss’s Handbook of Business
Information, 204

Straw Men, 21, 41-45, 173-175,
224-225

Straw Men Worksheet, 21, 41-45,
173-175, 224-225

Subject directories, 199

Switchboard.com, 154, 204

Talents, and competitive advantages,
96

Telephone script. i147-148

10kwizard.com;, 204

Thank you wotes, sending, 133-134

Themcs of success, identifying, 95

Theyrule.net, 203

Tools for finding right job (Stage 2),
49-134. See also Competitive
advantages; Interview(s);
Resumes

Tracking progress, 164-165

Training, and competitive
advantages, 96

Tutorials, web, 198

UC Berkeley Library, online tutorial,
198, 200
Understanding, action verbs for,

176

Vault.com, 100, 151, 205
Virtual libraries, 200-201
Vivisimo.com, 200

Web tutorials, 198
Weiss, Alan, 52
Wetfeet.com, 151, 205
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Whowhere.com, 154
“Why hire you?” question:
competitive advantages and, 86
Why Hire You Worksheet, 131, 132,
228
Worksheets, 208—229
Competitive Advantages, 96,
97-98, 226-227
Cost/Benefit Analysis, 9, 209
Goal Planning, 32-34, 169-170,
218-220
Ideal Job Factors, 21, 40, 41, 171,
222
Job Search Game Plan, 162, 229
List of Stories, 7, 8, 208

Possibilities, 11-13, 210

Ranked Ideal Job Factors, 21, 42,
43,172,223

Satisfiers and Dissatisfiers, 37, 221

Skills Inventory, 24-30, 167-169,
211-217

Straw Men, 21, 41-45, 173-175,
224-225

Why Hire You, 131, 132, 228

Yahoo.com, 199
Yell.com, 205
Yellow Books series, 153, 203

ZeroDegrees.com, 155



Index

Ability versus marketability,
competitive advantages and, 89

Accomplishments:

action verbs for, 65, 176-182
approaches to, three, 60-63, 193
brand and, 86, 94
building a case with, 59
common mistakes, 193, 194
competitive advantages and, 95
defining, 60, 61-63
expertise-based, 63
greatest, 61-62
job descriptions versus, 5858, 194
“less is more,” 64
maximizing impact of, 64—66
polishing, 8031
portfolio of] 46-48
quantifying, 60, 65-66
refining, 60, 64-65, 82
resume format based on, 68-71
sample, 183-190
attorneys, 187-188
biotech executives, 184
business development executives,
185
chief financial officers, 186
corporate communications and
public relations executives,

190

financial executives, 184
general counsels, 185-186
health care ¢-ecutives, 188
human réscurce executives, 189
information technology
ececutives, 186-187
127 and professional service
firm executives, 185
nonprofit executives, 190
operations executives, 183—-184
retail executives, 189
sales, marketing, and account
executives, 183
skill-based, 62
story of Katherine illustrating
importance of, 58
Action verbs, 176-182
Ad(s), using in job search, 150-151,
162,229
Addresses, street/e-mail, finding,
204-205
Alltheweb.com, 200, 201
Altavista.com, 200
Alumni directories, 154
Ask.com, 152, 200
Association of Corporate Counsel
(acca.com), 153, 207
Associations Yellow Book, 153
Attorneyjobs.com, 207

231



232 INDEX
Attorneys. See Lawyers/attorneys
Awards, and competitive advantages,

96

Biotech executives, sample
accomplishments for, 184
Bizjournals.com, 100, 202
Book of Lists, 152, 202
Brand, 86, 94-95
Business and company information:
background information on
companies and executives,
202-204
company web sites, 154
corporate filings and other
financial information, 204
finding street and e-mail addresses
and phone numbers,
204-205
insider information, 205
Business & Company Resources
Center, 203
Business development executives,
sample accomplishments for, 185
Business Index ASAP database, 100,
115, 142, 152, 154,205

Business Journal, 152

Career:
goals, 32, 169-170, 218
imagining possibilities for, 3—13
breaking free of the past (Todd),
9-10
collective explanations, 3—4
Cost/Benefit Analysis
Worksheet, 9, 209
developing your list of stories,
7-8
envisioning your possibilities,

10-11

identifying your stories, 6—7
individual success/failure stories
(empowering/
disempowering stories), 4—5
letting go of your stories, 8-9
List of Stories Worksheet, 7, 8,

208

Possibilities Worksheet, 11-13,
210

pre-CEQ story (George), 5-6,
10

reimagining a career story
(Mary), 12-13
stories as obstacles, 3

portfolio, 46—48

satisfaction, importance of, 18-19

tools for (ze¢ Competitive

advonuages; Interview(s);
Resumes)

wehosites, 206-207
compensation information, 206
employment opportunities,

206-207
general, 206
Career move, making right:

Stage 1, defining right job, 3—48
career satisfaction, 18-19
executive obstacles to job

search, 14-17
imagining career possibilities,
3-13
portfolio of career skills and
accomplishments, 46—48
targeting career possibilities,
20—-45 (see also Ideal job)
Stage 2, preparing tools to find
right job, 49-134
competitive advantages, 86—110
interviews, 111-134
resumes, 51-85



Stage 3, finding right job, 137-165
game plan, 161-163, 229
Internet use, 159-160
job search strategies, 137-158
tracking progress, 164—165

Career summary, 83-85, 194
Careers.wsj.com, 206
CEOExpress.com, 201
Chief financial officers, sample
accomplishments for, 186
Company information. See Business
and company information
Competitive advantages, 86—110
as answer to “why hire you?”
question, 86

brand and, 86, 94-95

cover letters, 87, 100-101

customizing by diagnosing

company needs, 100-101

defined/overview, 86—88

developing master list, 94-96
accomplishments in resume, 5
awards, 96
degrees, 96
memberships, 96
performance reviews, 95
personal attriautes, 96
skills, 9¢
talents, 96
themes of success, 95
training, 96

examples, excerpts from letters,

105-107
Fortune 500 transportation
executive looking for CEO
position with another
Fortune 500 company in
another industry, 106
hospital executive seeking job at
corporate headquarters of

INDEX 233

major health care system,
105
lawyer/MBA seeking job based
in Russia handling business
transactions with the West,
105
lawyer with experience in major
law firms in New York and
San Francisco, seeking
general counsel position
with a high-end fashion
retailer, 107
interviews and, 87
marketability versus ability, 89
resumes and; 87-88
as secret-weapon, 94
sources 2ind examples of
competitive advantages,
90-91
specificity/objectivity of, 87
stories:
Bill (why they work), 91-93
Diane (how they work),
89-90
Kay (how to select and revise),
102-104
Sarah (power of story form),
109-110
in story form, 108-110
writing statements of, 96—-100
Competitive Advantage Worksheet,
96, 97-98, 226-221
Consulting and independent
contractor opportunities, 207
Contacts (Job Search Game Plan
Worksheet), 162, 229
Contingency versus retained search,
144, 146, 148, 150
Contractor opportunities,

207
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Corporate communications and
public relations executives,
sample accomplishments for, 190
Corporate Yellow Book, 153
Corp Tech Directory of Technology
Companies, 153
Cost/Benefit Analysis Worksheet, 9,
209
Cover letters:
customizing competitive
advantages for, 87, 100-101
excerpts, 105-107
Fortune 500 transportation
executive looking for CEO
position with another
Fortune 500 company in
another industry, 106
hospital executive seeking job at
corporate headquarters of
major health care system,
105
lawyer/MBA seeking job based
in Russia handling business
transactions with the Viest,
105
lawyer with experience in major
law firms ir 11ew York and
San Frantisco, seeking
general counsel position
with a small, high-end
fashion retailer, 107
Craigslist.org, 206-207

D&B:

Hoovers, 151, 152, 202
Reference Book of Corporate
Management, 153

web site (dnb.com), 204
Declaring versus demonstrating

value, 127, 192, 194

Defining right job (Stage 1), 3-48.
See also Finding right job
(Stage 3)

career satisfaction, 18—19

executive obstacles to job search,
14-17

imagining career possibilities,
3-13

portfolio of career skills and
accomplishments, 4648

targeting career possibilities,
20—45 (see also Ideal job)

Degrees, and competitive advantages,
6

Directors and Execi:tives volume of
Standard & Pour’s Register of
Corporaticrs, 153

Direct targeting of companies,
152-155, 162, 229

Deg;iile.com, 200, 206

Ecademy.com, 155, 203
E-mail addresses:
finding street and e-mail
addresses and phone
numbers, 204-205
trying variations on an executive’s
name, 154
Employment agencies/search firms,
144-150, 162, 229
Europages.com, 205
Exclusive organizations, and
competitive advantages, 96
ExecuNet, 207
Executives:
examples, excerpts from letters,
105-107
Fortune 500 transportation
executive looking for CEO
position with another



Fortune 500 company in
another industry, 106
hospital executive seeking job at
corporate headquarters of
major health care system,
105
job descriptions versus
accomplishments, example, 57
researching/reaching, 152-155
resume mistakes, top ten, 193-195
sample accomplishments for,
183-190

Financial executives, sample
accomplishments for, 184
Finding right job (Stage 3),
137-165. See also Defining right
job (Stage 1)
game plan, 161-163, 229
Internet use, 159-160
Job Search Game Plan Worksheet,
162,229
job search strategies, 137-158
tracking progress, 164—165
FindLaw Career Center, 2C5
Forbes, 152, 154, 202
Forbes.com, 202
Fortune, 152,124, 202
Fortune.com, 202
411.com, 154, 204
Friendster, 155
Futurestep.com, 207

Game Plan, 161-163, 229
Job Search Game Plan Worksheet,
162,229
General counsels, sample
accomplishments for, 185-186
Goal planning, 21, 22, 32-34, 39,
169-170
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Goal Planning Worksheet, 32-34,
169-170, 218-220
career goals, 31, 32, 35, 169-170,
218
goal conflicts, 31, 34, 169-170,
220
goal dependencies, 31, 34, 170,
220
goal priorities, 31, 33, 169-170,
219
implications for action, 31, 34,
169-170, 220
personal relationship goals, 31,
32, 1694170, 218
personal development and
leerning goals, 31, 33,
159-170, 219
puotential goal conflicts and
dependencies, 31, 33,
169-170, 219
Google, 152, 199-200, 201
Greedyassociates.com, 205
Guidestar.org, 154
Guide to Effective Searching of the
Internet, 198

Health care executives, sample
accomplishments for, 188

Hoovers (hoovers.com), 151, 152,
202

Human resource executives, sample
accomplishments for, 189

Ideal job, 20—45, 167-175
assessing goals, 21, 22, 31-35, 39,
169-170, 218-220
assessing satisfiers/dissatisfiers, 21,
22,35-39, 170-171
assessing skills, 21, 22, 23-31,
167-169, 211-217
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Ideal job (Continued)
defined, 22-23
Goal Planning Worksheet, 3234,
169-170, 218-220
Ideal Job Diagram, 23
Ideal Job Factors Worksheet, 21,
40, 41, 171, 222
portfolio career and, 21, 46—48,
171-172
Ranked Ideal Job Factors
Worksheet, 21, 41, 42, 43,
172,223
recording/narrowing/ranking
factors, 21, 39-43, 172-173,
222
Satisfiers and Dissatisfiers
Worksheet, 37, 221
Skills Inventory Worksheet,
24-30, 167-169, 211-217
step-by-step guide to defining, 21,
167-175
straw men, 21, 41-45, 173-175,
224-225
Straw Men Worksheet, 21, 44--45,
173-175, 224-225
Ideal Job Worksheet, 21,40,41, 171,
222
Imagining careernissibilities,
3-13
Job Search Game Plan Worksheet,
162,229
Infirmation.com, 151, 205
Information/research. See Research
and direct approach to
prospective employers
Information technology executives,
sample accomplishments for,
186-187
InfoTrac, 203

Instant answers, obstacle of, 15-16

Internet, 159-160, 197-207

business and company
information, 202-205
background information, 202-204
company web sites, 154
corporate filings and other
financial information, 204
finding street and e-mail
addresses and phone
numbers, 204-205
insider information, 205
Business Index ASAP, 100, 115,
142, 152, 154, 203
career and job web <ives, 206-207
consulting and independent
contractar opportunities, 207
databases, 154
executives, researching/reaching,
52155
ceneral tips, 197
i1oovers, 151, 152, 202
job web sites, 206-207
online networking, 138, 155-158,
162,229
people finder sites, 154
portals, 201-202
proper use of, 159-160
Reference United States, 114, 152,
203-204
search engines, 152-153, 199-200
subject directories, 199
virtual libraries, 200-201
web tutorials, 198

Interview(s), 111-134

asking bold questions, 123

asking oblique questions, 123-125
asking smart questions, 121-122
asking strategic questions, 123
competitive advantages and, 87, 119
demonstrating qualities, 128



demonstrating three elements of
fit, 111-113
chemistry/compatibility, 112-113
motivation, 112, 113
skills, 112-113
demonstrating value/quantifying
impact, 127
focus on filling business versus
personal need, 126
honesty versus naivete, 128-130
listening during, 127-128
purpose of, 126
questions, importance of, 121-125
things to do after, 133-134
recording problem questions and
answers, 133
sending thank you notes, 133-134
things to do before, 114-120
defining competitive
advantages, 119
defining marketing messages,
115-116
identifying relevant anecdoies
and examples, 116:-117
practice, 119-120C
preparing answers to common
questicny, 117-118
researchitiyg target, 114
things to do during, 126132
demonstrate qualities, 128—129
demonstrate value, 127
don’t confuse honesty and
naivete, 129-130
listen carefully, 127-128
volunteer information, 128—-129
three elements of fit, 111-113
top requirement in, 131-132
volunteering information, 128-129
Why Hire You Worksheet, 131,
132,228

INDEX 237
Interview questions to prepare
answers for:
what is your greatest failure?,
118-119
what is your greatest strength?, 117
what is your greatest success or
achievement?, 118
what is your greatest weakness?,
117-118
why are you leaving?, 117
why hire you?, 86
Invulnerability, obstacle of, 16
Internet Public Library (Ipl.org), 201

Jobcentral.com, 206
Job descriptions versus
accoHn plishments, 56-58, 194
Job saiistiers/dissatisfiers. See
Satisfiers and dissatisfiers
1ok search. See also Career move,
making right:
executive obstacles to, 14-17
instant answers, 15-16
invulnerability, 16
knowing it all, 15
game plan, 161-163, 229
strategies, 137-158
ads, 138, 150-151, 162, 229
networking, 138-144
online networking, 138,
155-158, 162, 229
research and direct approach to
prospective employers, 138,
152-155
search firms, 138, 144—150
traditional, 138
track progress, 164—165
Job Search Game Plan Worksheet,
162, 229
Job web sites, 206-207
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Knowing-it-all, obstacle of, 15

Law and professional service firm
executives, sample
accomplishments for, 185

Lawcrossings.com, 207

Law Firms Yellow Book, 153

Lawyers/attorneys:

directories of law firms and, 153

job descriptions versus
accomplishments, example, 57

job web sites, 207

legal employers, 148

sample accomplishments for,
187-188

Leadership Directories, Inc., 153, 203

Legal search firms, 146, 148

Librarians’ Internet Index (lii.org), 201

LinkedIn.com, 155, 203

List of Stories Worksheet, 7, 8, 208

Lists of companies, published, 152

Martindale-Hubbell
(martindale.com), 153

Memberships, and competitiva
advantages, 96

M-Squared (msquared.com), 207

Netshare.com, 207
Networking, 138-144
approaching, 140
categorizing contacts, 140
generating master list of contacts,
139
initial contact, 142—-144
letter:
following up, 143
sample, 145-146
when to start with, 143
list of contacts, 139

online, 138, 155-158, 162, 229
order of approach, 140
reciprocating, 142
research first before contacting, 142
specific requests, 140-141
steps (four) in working network,
139-140
telephone call:
following up, 144
sample script, 147-148
when to start with, 143
tips, 140-142, 144
Nonprofit executives, sample
accomplishments for, 190

Obstacles to job-search, 14-17

Occupationprc, com, 207

Online nciworking, 138, 155-158,
162,229

Opeiations executives, sample
accomplishments for, 183—-184

Performance reviews, and
competitive advantages, 95
Personal attributes, and competitive
advantages, 96
Phone numbers, finding, 204-205
Planning job search, 161-163, 229
Portals, 201-202
Portfolio of career skills and
accomplishments, 46—48,
171-172
Possibilities Worksheet, 11-13, 210
Preparing tools to find right job
(Stage 2), 49-134. See also
Competitive advantages;
Interview(s); Resumes
competitive advantages, 86—110
interview(s), 111-134
resumes, 51-85



Priorities:
consequences of not defining
(story of Tim’s Dad), 20-22
Progress tracking, 164-165

Ranked Ideal Job Factors Worksheet,
21,42,43,172,223
RefDesk, 142, 198, 200, 201
Reference United States, 114, 152,
203-204
Research and direct approach to
prospective employers, 152—155,
197-207
business and company
information, 202-205
background information,
202-204
corporate filings and other
financial information,
204
finding street and e-mail
addresses and phone
numbers, 204—-205
insider information, 205
Business Index ASAP. 00, 115,
142, 152, 154,203
consulting and incependent
contractar-opportunities, 207
direct approach to prospective
employers, 152-155
executives, researching/reaching,
152155
general tips, 197
getting started, 197-202
Hoovers, 151, 152, 202
portals, 201-202
Reference United States, 114, 152,
203-204
search engines, 152-153, 199-200
subject directories, 199
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useful career and job web sites,
206-207
virtual libraries, 200-201
web tutorials, 198
Researching Companies Online, 198
Resumes, 51-85, 191-196
competitive advantages and,
87-88
as confidence booster, 51-55
contents:
accomplishments (see
Accomplishments)
career summary, 83—85, 194
education, 7%
identifyirg irformation, 77
professional and community
attiliations, 78-90
piofessional experience and
work history, 77-78, 79
<redentials versus results, 193
customizing to job or employer, 74
definition of, 56
dos and don’ts, 191-192
drafting/polishing, 7682
format alternatives:
chronological, 54-55, 67, 196
functional, 67, 194-195
representative accomplishments,
68-71, 196
good versus great, 195
guide to a winning, 196
job descriptions versus
accomplishments, 5658,
194
example for executives, 57
example for lawyers, 57
job objectives, 74
length, 72-73, 193-194
multiple, myth of, 7475, 195
need for, 51-53, 193
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Resumes (Continued)
overview, 195-196
purpose of, 56
quantification in, 194
redefining, 56-59
samples, 54-55, 69-70, 79

story of Larry, importance of being

prepared, 53-55
structure, optimizing, 76—82
top 10 executive resume mistakes,

193-195
value, declaring versus

demonstrating, 127, 192,

194

Retail executives, sample
accomplishments for, 189

Rileyguide.com, 206

Ritesite.com, 207

Ryze.com, 155, 203

Salary.com, 206
SalaryExpert.com, 206
Sales, marketing, and account
executives, sample
accomplishments for, 185
Satisfiers and dissatisfiers:
assessing, 21, 22, 25-.39,
170-171
definition/overview, 35-39
ideal job and, 21, 22, 171
story of Bill (key to fit), 35
Satisfiers and Dissatisfiers
Worksheet, 37, 221
Script, telephone, 147-148
Search engines, 152-153, 199-200
Search firms/employment agencies,
144-150, 162, 229
contingency versus retained, 144,
146, 148
SearchSystems.net, 202

SEC filings (sec.gov), 204
Self-introduction, 162, 229
Six degrees of separation principle,
155, 204
Skills:
assessment, 21, 22, 23-31,
167-169
competitive advantages and, 96
ideal job and, 20
Skills Inventory Worksheet, 24-30,
167-169, 211-217
communication, 25, 212
customer relations, 25, 212
data processing/systeins, 27, 214
financial/mathemat.cal, 26, 213
knowledge, 28 50, 215, 217
personal computers, 27, 214
personai strengths, 29, 30, 216,
217
research/analytical, 26, 213
vales/marketing, 26, 213
skills, 217
summary, 30, 39, 168, 217
supervision/management, 2425,
211-212
Standard & Poor’s Register of
Corporations, Directors and
Executives volume, 153
Stories as examples:
Bill (satisfiers/dissatisfiers; key to
fit), 35
Bill (why competitive advantages
work), 91-93
Craig (superstar CEO; executive
obstacles), 14-17
Diane (how competitive
advantages work), 89-90
George (pre-CEO story), 5-6, 10
Katherine (importance of
accomplishments), 58



Kay (selecting/revising
competitive advantages),
102-104

Larry (importance of being
prepared), 53-55

Mary (reimagining a career),
12-13

Sarah (power of story form
competitive advantages),
109-110

Susan (importance of portfolio
careers), 47—48

Tim’s Dad (consequences of not
defining priorities), 20-22

Todd (breaking free of the past),
9-10

Stories we tell:
collective explanations, 3—4
Cost/Benefit Analysis Worksheet,

9,209
developing your list of stories,
7-8
envisioning your possibilities, 1C-11
examples:
breaking free of the past (Todd),
9-10
pre-CEO stery (George), 5-6,
10
reimagining a career (Mary),
12-13

identifying your stories, 6—7

individual success/failure stories
(empowering/disempowering
stories), 4—5

letting go of your stories, 8-9

List of Stories Worksheet, 7, 8,
208

as obstacles, 3

Possibilities Worksheet, 11-13,
210
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Story form, power of competitive
advantages in, 108-110

Strategies. See Job search, strategies

Strauss’s Handbook of Business
Information, 204

Straw Men, 21, 41-45, 173-175,
224-225

Straw Men Worksheet, 21, 41-45,
173-175, 224-225

Subject directories, 199

Switchboard.com, 154, 204

Talents, and competitive advantages,
96

Telephone script. i147-148

10kwizard.com;, 204

Thank you wotes, sending, 133-134

Themcs of success, identifying, 95

Theyrule.net, 203

Tools for finding right job (Stage 2),
49-134. See also Competitive
advantages; Interview(s);
Resumes

Tracking progress, 164-165

Training, and competitive
advantages, 96

Tutorials, web, 198

UC Berkeley Library, online tutorial,
198, 200
Understanding, action verbs for,

176

Vault.com, 100, 151, 205
Virtual libraries, 200-201
Vivisimo.com, 200

Web tutorials, 198
Weiss, Alan, 52
Wetfeet.com, 151, 205
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Whowhere.com, 154
“Why hire you?” question:
competitive advantages and, 86
Why Hire You Worksheet, 131, 132,
228
Worksheets, 208—229
Competitive Advantages, 96,
97-98, 226-227
Cost/Benefit Analysis, 9, 209
Goal Planning, 32-34, 169-170,
218-220
Ideal Job Factors, 21, 40, 41, 171,
222
Job Search Game Plan, 162, 229
List of Stories, 7, 8, 208

Possibilities, 11-13, 210

Ranked Ideal Job Factors, 21, 42,
43,172,223

Satisfiers and Dissatisfiers, 37, 221

Skills Inventory, 24-30, 167-169,
211-217

Straw Men, 21, 41-45, 173-175,
224-225

Why Hire You, 131, 132, 228

Yahoo.com, 199
Yell.com, 205
Yellow Books series, 153, 203

ZeroDegrees.com, 155



Index

Ability versus marketability,
competitive advantages and, 89

Accomplishments:

action verbs for, 65, 176-182
approaches to, three, 60-63, 193
brand and, 86, 94
building a case with, 59
common mistakes, 193, 194
competitive advantages and, 95
defining, 60, 61-63
expertise-based, 63
greatest, 61-62
job descriptions versus, 5858, 194
“less is more,” 64
maximizing impact of, 64—66
polishing, 8031
portfolio of] 46-48
quantifying, 60, 65-66
refining, 60, 64-65, 82
resume format based on, 68-71
sample, 183-190
attorneys, 187-188
biotech executives, 184
business development executives,
185
chief financial officers, 186
corporate communications and
public relations executives,

190

financial executives, 184
general counsels, 185-186
health care ¢-ecutives, 188
human réscurce executives, 189
information technology
ececutives, 186-187
127 and professional service
firm executives, 185
nonprofit executives, 190
operations executives, 183—-184
retail executives, 189
sales, marketing, and account
executives, 183
skill-based, 62
story of Katherine illustrating
importance of, 58
Action verbs, 176-182
Ad(s), using in job search, 150-151,
162,229
Addresses, street/e-mail, finding,
204-205
Alltheweb.com, 200, 201
Altavista.com, 200
Alumni directories, 154
Ask.com, 152, 200
Association of Corporate Counsel
(acca.com), 153, 207
Associations Yellow Book, 153
Attorneyjobs.com, 207

231
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Attorneys. See Lawyers/attorneys
Awards, and competitive advantages,

96

Biotech executives, sample
accomplishments for, 184
Bizjournals.com, 100, 202
Book of Lists, 152, 202
Brand, 86, 94-95
Business and company information:
background information on
companies and executives,
202-204
company web sites, 154
corporate filings and other
financial information, 204
finding street and e-mail addresses
and phone numbers,
204-205
insider information, 205
Business & Company Resources
Center, 203
Business development executives,
sample accomplishments for, 185
Business Index ASAP database, 100,
115, 142, 152, 154,205

Business Journal, 152

Career:
goals, 32, 169-170, 218
imagining possibilities for, 3—13
breaking free of the past (Todd),
9-10
collective explanations, 3—4
Cost/Benefit Analysis
Worksheet, 9, 209
developing your list of stories,
7-8
envisioning your possibilities,

10-11

identifying your stories, 6—7
individual success/failure stories
(empowering/
disempowering stories), 4—5
letting go of your stories, 8-9
List of Stories Worksheet, 7, 8,

208

Possibilities Worksheet, 11-13,
210

pre-CEQ story (George), 5-6,
10

reimagining a career story
(Mary), 12-13
stories as obstacles, 3

portfolio, 46—48

satisfaction, importance of, 18-19

tools for (ze¢ Competitive

advonuages; Interview(s);
Resumes)

wehosites, 206-207
compensation information, 206
employment opportunities,

206-207
general, 206
Career move, making right:

Stage 1, defining right job, 3—48
career satisfaction, 18-19
executive obstacles to job

search, 14-17
imagining career possibilities,
3-13
portfolio of career skills and
accomplishments, 46—48
targeting career possibilities,
20—-45 (see also Ideal job)
Stage 2, preparing tools to find
right job, 49-134
competitive advantages, 86—110
interviews, 111-134
resumes, 51-85



Stage 3, finding right job, 137-165
game plan, 161-163, 229
Internet use, 159-160
job search strategies, 137-158
tracking progress, 164—165

Career summary, 83-85, 194
Careers.wsj.com, 206
CEOExpress.com, 201
Chief financial officers, sample
accomplishments for, 186
Company information. See Business
and company information
Competitive advantages, 86—110
as answer to “why hire you?”
question, 86

brand and, 86, 94-95

cover letters, 87, 100-101

customizing by diagnosing

company needs, 100-101

defined/overview, 86—88

developing master list, 94-96
accomplishments in resume, 5
awards, 96
degrees, 96
memberships, 96
performance reviews, 95
personal attriautes, 96
skills, 9¢
talents, 96
themes of success, 95
training, 96

examples, excerpts from letters,

105-107
Fortune 500 transportation
executive looking for CEO
position with another
Fortune 500 company in
another industry, 106
hospital executive seeking job at
corporate headquarters of
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major health care system,
105
lawyer/MBA seeking job based
in Russia handling business
transactions with the West,
105
lawyer with experience in major
law firms in New York and
San Francisco, seeking
general counsel position
with a high-end fashion
retailer, 107
interviews and, 87
marketability versus ability, 89
resumes and; 87-88
as secret-weapon, 94
sources 2ind examples of
competitive advantages,
90-91
specificity/objectivity of, 87
stories:
Bill (why they work), 91-93
Diane (how they work),
89-90
Kay (how to select and revise),
102-104
Sarah (power of story form),
109-110
in story form, 108-110
writing statements of, 96—-100
Competitive Advantage Worksheet,
96, 97-98, 226-221
Consulting and independent
contractor opportunities, 207
Contacts (Job Search Game Plan
Worksheet), 162, 229
Contingency versus retained search,
144, 146, 148, 150
Contractor opportunities,

207
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Corporate communications and
public relations executives,
sample accomplishments for, 190
Corporate Yellow Book, 153
Corp Tech Directory of Technology
Companies, 153
Cost/Benefit Analysis Worksheet, 9,
209
Cover letters:
customizing competitive
advantages for, 87, 100-101
excerpts, 105-107
Fortune 500 transportation
executive looking for CEO
position with another
Fortune 500 company in
another industry, 106
hospital executive seeking job at
corporate headquarters of
major health care system,
105
lawyer/MBA seeking job based
in Russia handling business
transactions with the Viest,
105
lawyer with experience in major
law firms ir 11ew York and
San Frantisco, seeking
general counsel position
with a small, high-end
fashion retailer, 107
Craigslist.org, 206-207

D&B:

Hoovers, 151, 152, 202
Reference Book of Corporate
Management, 153

web site (dnb.com), 204
Declaring versus demonstrating

value, 127, 192, 194

Defining right job (Stage 1), 3-48.
See also Finding right job
(Stage 3)

career satisfaction, 18—19

executive obstacles to job search,
14-17

imagining career possibilities,
3-13

portfolio of career skills and
accomplishments, 4648

targeting career possibilities,
20—45 (see also Ideal job)

Degrees, and competitive advantages,
6

Directors and Execi:tives volume of
Standard & Pour’s Register of
Corporaticrs, 153

Direct targeting of companies,
152-155, 162, 229

Deg;iile.com, 200, 206

Ecademy.com, 155, 203
E-mail addresses:
finding street and e-mail
addresses and phone
numbers, 204-205
trying variations on an executive’s
name, 154
Employment agencies/search firms,
144-150, 162, 229
Europages.com, 205
Exclusive organizations, and
competitive advantages, 96
ExecuNet, 207
Executives:
examples, excerpts from letters,
105-107
Fortune 500 transportation
executive looking for CEO
position with another



Fortune 500 company in
another industry, 106
hospital executive seeking job at
corporate headquarters of
major health care system,
105
job descriptions versus
accomplishments, example, 57
researching/reaching, 152-155
resume mistakes, top ten, 193-195
sample accomplishments for,
183-190

Financial executives, sample
accomplishments for, 184
Finding right job (Stage 3),
137-165. See also Defining right
job (Stage 1)
game plan, 161-163, 229
Internet use, 159-160
Job Search Game Plan Worksheet,
162,229
job search strategies, 137-158
tracking progress, 164—165
FindLaw Career Center, 2C5
Forbes, 152, 154, 202
Forbes.com, 202
Fortune, 152,124, 202
Fortune.com, 202
411.com, 154, 204
Friendster, 155
Futurestep.com, 207

Game Plan, 161-163, 229
Job Search Game Plan Worksheet,
162,229
General counsels, sample
accomplishments for, 185-186
Goal planning, 21, 22, 32-34, 39,
169-170
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Goal Planning Worksheet, 32-34,
169-170, 218-220
career goals, 31, 32, 35, 169-170,
218
goal conflicts, 31, 34, 169-170,
220
goal dependencies, 31, 34, 170,
220
goal priorities, 31, 33, 169-170,
219
implications for action, 31, 34,
169-170, 220
personal relationship goals, 31,
32, 1694170, 218
personal development and
leerning goals, 31, 33,
159-170, 219
puotential goal conflicts and
dependencies, 31, 33,
169-170, 219
Google, 152, 199-200, 201
Greedyassociates.com, 205
Guidestar.org, 154
Guide to Effective Searching of the
Internet, 198

Health care executives, sample
accomplishments for, 188

Hoovers (hoovers.com), 151, 152,
202

Human resource executives, sample
accomplishments for, 189

Ideal job, 20—45, 167-175
assessing goals, 21, 22, 31-35, 39,
169-170, 218-220
assessing satisfiers/dissatisfiers, 21,
22,35-39, 170-171
assessing skills, 21, 22, 23-31,
167-169, 211-217
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Ideal job (Continued)
defined, 22-23
Goal Planning Worksheet, 3234,
169-170, 218-220
Ideal Job Diagram, 23
Ideal Job Factors Worksheet, 21,
40, 41, 171, 222
portfolio career and, 21, 46—48,
171-172
Ranked Ideal Job Factors
Worksheet, 21, 41, 42, 43,
172,223
recording/narrowing/ranking
factors, 21, 39-43, 172-173,
222
Satisfiers and Dissatisfiers
Worksheet, 37, 221
Skills Inventory Worksheet,
24-30, 167-169, 211-217
step-by-step guide to defining, 21,
167-175
straw men, 21, 41-45, 173-175,
224-225
Straw Men Worksheet, 21, 44--45,
173-175, 224-225
Ideal Job Worksheet, 21,40,41, 171,
222
Imagining careernissibilities,
3-13
Job Search Game Plan Worksheet,
162,229
Infirmation.com, 151, 205
Information/research. See Research
and direct approach to
prospective employers
Information technology executives,
sample accomplishments for,
186-187
InfoTrac, 203

Instant answers, obstacle of, 15-16

Internet, 159-160, 197-207

business and company
information, 202-205
background information, 202-204
company web sites, 154
corporate filings and other
financial information, 204
finding street and e-mail
addresses and phone
numbers, 204-205
insider information, 205
Business Index ASAP, 100, 115,
142, 152, 154, 203
career and job web <ives, 206-207
consulting and independent
contractar opportunities, 207
databases, 154
executives, researching/reaching,
52155
ceneral tips, 197
i1oovers, 151, 152, 202
job web sites, 206-207
online networking, 138, 155-158,
162,229
people finder sites, 154
portals, 201-202
proper use of, 159-160
Reference United States, 114, 152,
203-204
search engines, 152-153, 199-200
subject directories, 199
virtual libraries, 200-201
web tutorials, 198

Interview(s), 111-134

asking bold questions, 123

asking oblique questions, 123-125
asking smart questions, 121-122
asking strategic questions, 123
competitive advantages and, 87, 119
demonstrating qualities, 128



demonstrating three elements of
fit, 111-113
chemistry/compatibility, 112-113
motivation, 112, 113
skills, 112-113
demonstrating value/quantifying
impact, 127
focus on filling business versus
personal need, 126
honesty versus naivete, 128-130
listening during, 127-128
purpose of, 126
questions, importance of, 121-125
things to do after, 133-134
recording problem questions and
answers, 133
sending thank you notes, 133-134
things to do before, 114-120
defining competitive
advantages, 119
defining marketing messages,
115-116
identifying relevant anecdoies
and examples, 116:-117
practice, 119-120C
preparing answers to common
questicny, 117-118
researchitiyg target, 114
things to do during, 126132
demonstrate qualities, 128—129
demonstrate value, 127
don’t confuse honesty and
naivete, 129-130
listen carefully, 127-128
volunteer information, 128—-129
three elements of fit, 111-113
top requirement in, 131-132
volunteering information, 128-129
Why Hire You Worksheet, 131,
132,228

INDEX 237
Interview questions to prepare
answers for:
what is your greatest failure?,
118-119
what is your greatest strength?, 117
what is your greatest success or
achievement?, 118
what is your greatest weakness?,
117-118
why are you leaving?, 117
why hire you?, 86
Invulnerability, obstacle of, 16
Internet Public Library (Ipl.org), 201

Jobcentral.com, 206
Job descriptions versus
accoHn plishments, 56-58, 194
Job saiistiers/dissatisfiers. See
Satisfiers and dissatisfiers
1ok search. See also Career move,
making right:
executive obstacles to, 14-17
instant answers, 15-16
invulnerability, 16
knowing it all, 15
game plan, 161-163, 229
strategies, 137-158
ads, 138, 150-151, 162, 229
networking, 138-144
online networking, 138,
155-158, 162, 229
research and direct approach to
prospective employers, 138,
152-155
search firms, 138, 144—150
traditional, 138
track progress, 164—165
Job Search Game Plan Worksheet,
162, 229
Job web sites, 206-207



238 INDEX

Knowing-it-all, obstacle of, 15

Law and professional service firm
executives, sample
accomplishments for, 185

Lawcrossings.com, 207

Law Firms Yellow Book, 153

Lawyers/attorneys:

directories of law firms and, 153

job descriptions versus
accomplishments, example, 57

job web sites, 207

legal employers, 148

sample accomplishments for,
187-188

Leadership Directories, Inc., 153, 203

Legal search firms, 146, 148

Librarians’ Internet Index (lii.org), 201

LinkedIn.com, 155, 203

List of Stories Worksheet, 7, 8, 208

Lists of companies, published, 152

Martindale-Hubbell
(martindale.com), 153

Memberships, and competitiva
advantages, 96

M-Squared (msquared.com), 207

Netshare.com, 207
Networking, 138-144
approaching, 140
categorizing contacts, 140
generating master list of contacts,
139
initial contact, 142—-144
letter:
following up, 143
sample, 145-146
when to start with, 143
list of contacts, 139

online, 138, 155-158, 162, 229
order of approach, 140
reciprocating, 142
research first before contacting, 142
specific requests, 140-141
steps (four) in working network,
139-140
telephone call:
following up, 144
sample script, 147-148
when to start with, 143
tips, 140-142, 144
Nonprofit executives, sample
accomplishments for, 190

Obstacles to job-search, 14-17

Occupationprc, com, 207

Online nciworking, 138, 155-158,
162,229

Opeiations executives, sample
accomplishments for, 183—-184

Performance reviews, and
competitive advantages, 95
Personal attributes, and competitive
advantages, 96
Phone numbers, finding, 204-205
Planning job search, 161-163, 229
Portals, 201-202
Portfolio of career skills and
accomplishments, 46—48,
171-172
Possibilities Worksheet, 11-13, 210
Preparing tools to find right job
(Stage 2), 49-134. See also
Competitive advantages;
Interview(s); Resumes
competitive advantages, 86—110
interview(s), 111-134
resumes, 51-85



Priorities:
consequences of not defining
(story of Tim’s Dad), 20-22
Progress tracking, 164-165

Ranked Ideal Job Factors Worksheet,
21,42,43,172,223
RefDesk, 142, 198, 200, 201
Reference United States, 114, 152,
203-204
Research and direct approach to
prospective employers, 152—155,
197-207
business and company
information, 202-205
background information,
202-204
corporate filings and other
financial information,
204
finding street and e-mail
addresses and phone
numbers, 204—-205
insider information, 205
Business Index ASAP. 00, 115,
142, 152, 154,203
consulting and incependent
contractar-opportunities, 207
direct approach to prospective
employers, 152-155
executives, researching/reaching,
152155
general tips, 197
getting started, 197-202
Hoovers, 151, 152, 202
portals, 201-202
Reference United States, 114, 152,
203-204
search engines, 152-153, 199-200
subject directories, 199
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useful career and job web sites,
206-207
virtual libraries, 200-201
web tutorials, 198
Researching Companies Online, 198
Resumes, 51-85, 191-196
competitive advantages and,
87-88
as confidence booster, 51-55
contents:
accomplishments (see
Accomplishments)
career summary, 83—85, 194
education, 7%
identifyirg irformation, 77
professional and community
attiliations, 78-90
piofessional experience and
work history, 77-78, 79
<redentials versus results, 193
customizing to job or employer, 74
definition of, 56
dos and don’ts, 191-192
drafting/polishing, 7682
format alternatives:
chronological, 54-55, 67, 196
functional, 67, 194-195
representative accomplishments,
68-71, 196
good versus great, 195
guide to a winning, 196
job descriptions versus
accomplishments, 5658,
194
example for executives, 57
example for lawyers, 57
job objectives, 74
length, 72-73, 193-194
multiple, myth of, 7475, 195
need for, 51-53, 193
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Resumes (Continued)
overview, 195-196
purpose of, 56
quantification in, 194
redefining, 56-59
samples, 54-55, 69-70, 79

story of Larry, importance of being

prepared, 53-55
structure, optimizing, 76—82
top 10 executive resume mistakes,

193-195
value, declaring versus

demonstrating, 127, 192,

194

Retail executives, sample
accomplishments for, 189

Rileyguide.com, 206

Ritesite.com, 207

Ryze.com, 155, 203

Salary.com, 206
SalaryExpert.com, 206
Sales, marketing, and account
executives, sample
accomplishments for, 185
Satisfiers and dissatisfiers:
assessing, 21, 22, 25-.39,
170-171
definition/overview, 35-39
ideal job and, 21, 22, 171
story of Bill (key to fit), 35
Satisfiers and Dissatisfiers
Worksheet, 37, 221
Script, telephone, 147-148
Search engines, 152-153, 199-200
Search firms/employment agencies,
144-150, 162, 229
contingency versus retained, 144,
146, 148
SearchSystems.net, 202

SEC filings (sec.gov), 204
Self-introduction, 162, 229
Six degrees of separation principle,
155, 204
Skills:
assessment, 21, 22, 23-31,
167-169
competitive advantages and, 96
ideal job and, 20
Skills Inventory Worksheet, 24-30,
167-169, 211-217
communication, 25, 212
customer relations, 25, 212
data processing/systeins, 27, 214
financial/mathemat.cal, 26, 213
knowledge, 28 50, 215, 217
personal computers, 27, 214
personai strengths, 29, 30, 216,
217
research/analytical, 26, 213
vales/marketing, 26, 213
skills, 217
summary, 30, 39, 168, 217
supervision/management, 2425,
211-212
Standard & Poor’s Register of
Corporations, Directors and
Executives volume, 153
Stories as examples:
Bill (satisfiers/dissatisfiers; key to
fit), 35
Bill (why competitive advantages
work), 91-93
Craig (superstar CEO; executive
obstacles), 14-17
Diane (how competitive
advantages work), 89-90
George (pre-CEO story), 5-6, 10
Katherine (importance of
accomplishments), 58



Kay (selecting/revising
competitive advantages),
102-104

Larry (importance of being
prepared), 53-55

Mary (reimagining a career),
12-13

Sarah (power of story form
competitive advantages),
109-110

Susan (importance of portfolio
careers), 47—48

Tim’s Dad (consequences of not
defining priorities), 20-22

Todd (breaking free of the past),
9-10

Stories we tell:
collective explanations, 3—4
Cost/Benefit Analysis Worksheet,

9,209
developing your list of stories,
7-8
envisioning your possibilities, 1C-11
examples:
breaking free of the past (Todd),
9-10
pre-CEO stery (George), 5-6,
10
reimagining a career (Mary),
12-13

identifying your stories, 6—7

individual success/failure stories
(empowering/disempowering
stories), 4—5

letting go of your stories, 8-9

List of Stories Worksheet, 7, 8,
208

as obstacles, 3

Possibilities Worksheet, 11-13,
210

INDEX 241

Story form, power of competitive
advantages in, 108-110

Strategies. See Job search, strategies

Strauss’s Handbook of Business
Information, 204

Straw Men, 21, 41-45, 173-175,
224-225

Straw Men Worksheet, 21, 41-45,
173-175, 224-225

Subject directories, 199

Switchboard.com, 154, 204

Talents, and competitive advantages,
96

Telephone script. i147-148

10kwizard.com;, 204

Thank you wotes, sending, 133-134

Themcs of success, identifying, 95

Theyrule.net, 203

Tools for finding right job (Stage 2),
49-134. See also Competitive
advantages; Interview(s);
Resumes

Tracking progress, 164-165

Training, and competitive
advantages, 96

Tutorials, web, 198

UC Berkeley Library, online tutorial,
198, 200
Understanding, action verbs for,

176

Vault.com, 100, 151, 205
Virtual libraries, 200-201
Vivisimo.com, 200

Web tutorials, 198
Weiss, Alan, 52
Wetfeet.com, 151, 205
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Whowhere.com, 154
“Why hire you?” question:
competitive advantages and, 86
Why Hire You Worksheet, 131, 132,
228
Worksheets, 208—229
Competitive Advantages, 96,
97-98, 226-227
Cost/Benefit Analysis, 9, 209
Goal Planning, 32-34, 169-170,
218-220
Ideal Job Factors, 21, 40, 41, 171,
222
Job Search Game Plan, 162, 229
List of Stories, 7, 8, 208

Possibilities, 11-13, 210

Ranked Ideal Job Factors, 21, 42,
43,172,223

Satisfiers and Dissatisfiers, 37, 221

Skills Inventory, 24-30, 167-169,
211-217

Straw Men, 21, 41-45, 173-175,
224-225

Why Hire You, 131, 132, 228

Yahoo.com, 199
Yell.com, 205
Yellow Books series, 153, 203

ZeroDegrees.com, 155



