
• Symbols and
Numerics •

& (ampersands) in CVs, 237
* (asterisks) in CVs, 236
– (dashes) in CVs, 236
2:1 rule for interviews, 

329, 338

• A •
absenteeism/sickness,

interview questions
about, 300

academic curriculum vitae
(ACV) format

described, 128, 147
executive summary page

for, 147
instructions for creating,

151
international curriculum

vitae format versus,
151

length of, 147
situations not suitable for,

151
situations suitable for,

128, 151
strengths and

weaknesses, 147
template, 149–150

ACAS (Advisory, Concilia-
tion and Arbitration
Service) site, 92, 209

accomplishment CV format
assistant retail manager

example, 238–239
described, 127, 136
for executive recruiters,

138
instructions for creating,

139
situations not suitable for,

138
situations suitable for,

128, 138
strengths and

weaknesses, 138
template, 137

achievements. See also
keywords; StandOut
words

achievement statements,
232

in asset statement, 232
importance for work

satisfaction, 36
interview questions

about, 296–297,
357–358

of most interest to
employers, 173

as motivator in Herzberg’s
theory, 32

smiling when speaking of,
270

Actions in CAR acronym,
292

active listening in
interviews, 268

activities
on CVs, 177
Hobbies/Activities-to-

Skills Worksheet, 225
interview questions

about, 309–310
passion role of work, 

10, 11–12
ACV format. See academic

curriculum vitae format
adaptability. See flexibility
administrative jobs. See

managerial jobs
administrator. See boss
Adobe Acrobat PDF format

for e-CVs, 157
advancement or promotion

evaluating before
accepting, 36–37

interview questions
about, 349, 353

learning from rejection, 58
mentioning as motivation

in interviews, 295
as motivation for job

change, 327
as motivator in Herzberg’s

theory, 32
questions to ask at

interviews, 285
advertisements

collecting for your dream
job, 20

identifying competency-
based questions from,
397–398

keywords from, 195
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advertisements (continued)
linking to your skills in

interviews, 262–264,
293, 299, 323

position analysis using,
166

Advisory, Conciliation and
Arbitration Service
(ACAS) site, 92, 209

affirmations about
presentations, 478

ageism. See also
discrimination

contract work for
countering, 203

CV examples handling,
200, 251–252

interview questions about
diversity, 347

spin control for, 198–199
agency recruiters. See

external recruiters
agents, personal job,

124–125
aggressive interviews. See

pressure interviews
alcohol for nervousness,

avoiding, 477
All the Tests site, 65
alliteration (rhetorical

device), 454
allusion (rhetorical device),

454
ampersands (&) in CVs, 237
AMS (applicant manage-

ment systems), 84
analogies

presentation pattern, 424
for relating abstract

statistics, 447
supporting presentation

points, 448–449

analysis. See also
hypothetical and
analytical interview
questions

demonstrating in
interviews, 257

position, creating, 165–166
StandOut words for, 189
SWOT, for future work, 25

anecdotes. See stories or
anecdotes

anger
customer service skills,

318–319
interview questions

about, 306
animal, interview question

about, 375
annual reports, keywords

from, 196
Answering Tough Interview

Questions For Dummies
(Yeung), 1

anxiety and resistance. See
also nervousness,
handling

in change curve, 57, 58
interview questions

about, 378
apathy, avoiding at work, 19
Apex Trust site, 212
apologising in

presentations,
avoiding, 437, 482

applicant management
systems (AMS), 84

applicant tracking systems
(ATS), 84

application forms. See job
applications

appraisals and reviews
getting more out of, 22–23
interview questions

about, 311–312, 320,
324–325, 409

aptitude tests, 413
arrogance, avoiding in

interviews, 294
ASCII plain text CVs. See

also e-CVs
as backup, 103
disadvantages of, 84
saving CVs and cover

letters in, 103
as second technological

wave, 81
situations suitable for,

155–156
assertiveness

as acquired skill, 46
defined, 46
fundamentals of, 46–47
getting the boss to keep

promises, 53–55
practising at work, 18
rejecting bullying, 49–50
when the boss is 

wrong, 55
assessment centres

group exercises at,
415–416

in-tray tests at, 414–415
overview, 414
role play simulations at,

416–417
asset statement (skills

summary)
achievement statements

using, 232
achievement statements

versus, 232
advantages and

disadvantages, 170–171
benefits of, 232
bulleted quick-hits for, 170
defined, 215, 230
drafting, 230–233
examples, 168, 231
fill-in forms for, 232–233
focus needed for, 169
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job objectives linked to,
168

job objectives versus, 169
other terms for, 230
past achievements

revived by, 232
powerful but true

statements for, 233
summary page using, 232
when to use, 170

assistant retail manager CV
example, 238–239

asterisks (*) in CVs, 236
ATS (applicant tracking

systems), 84
attachments to e-mail,

etiquette for, 113
attitudes to work

as learnable and
changeable, 72

motivators and dissatis-
fiers affecting, 31–32

questions revealing, 11–12
as your responsibility, 

18, 42
audience of presentations.

See also nervousness,
handling

allowing time to digest
numerical data, 446

answering questions at
the start, 433–434

cueing about the
conclusion, 456

developing bond with, 441
highlighting the benefits

of the presentation, 432
imagining naked, 477
large crowds, coping with,

481–482
provoking at the start, 440
putting yourself in their

shoes, 430–432

realising how they feel,
476

relating numerical data to,
447

selecting material for, 422
showing knowledge of,

441
subgroups, 432
telling what to do in

conclusion, 460
authority, interview

questions about
response to, 307

awards and honours on
CVs, 178

• B •
background checks, 90–92
banking, keywords for, 193
‘Before I begin. . .’, avoiding

saying, 436
behaviour. See also

competencies
defined, 70
identity versus, 75
maximising effective,

71–72
modifying unwanted, 72
online screening

assessment of, 89
questions to ask about, 71

behavioural competencies,
175

being in the moment, 18, 48
Belbin, Meredith (team

type originator), 316
beliefs. See also values

defined, 73
for future work, 26
impact on life, 73–74
limiting, questions for

challenging, 68–69

questions to ask about,
74–75

about work, adjusting, 
15, 16

big picture in interviews,
259–260, 285, 303

bizarre interview questions
not sounding rehearsed

for, 373
on people you admire,

376–377
on the animal you would

be, 375
on the cartoon character

you would be, 375–376
on who you’d want to

meet, 377
on your favourite teacher,

374–375
on your greatest fear, 378
requests to sell something,

374
requests to tell a story,

376
blame, avoiding in

interviews, 298
blasting your CV, avoiding,

112–113
body language. See also

body language in
presentations; 
eye contact

in group exercises, 416
in interviews, 267,

268–269, 299
body language in presen-

tations
appearing calm, 480
cultural differences,

465–466
entering the stage,

468–469
exiting the stage, 469–470
eye contact, 466–468
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body language in presen-
tations (continued)

facial expressions, 462
gestures, 463–465
mistakes to avoid, 

463, 465
moving around, 470–471
podium use, 471–472
posture, 462–463
power position, 471

bold text in this book,
explained, 2

Bolitho, William
(journalist), 216

Bolles, Richard Nelson
(What Colour is Your
Parachute?), 20

boredom, avoiding at 
work, 19

boss. See also managerial
jobs

dream work, 19–20
feedback from, 22–23, 53
interview questions

about, 307, 311,
330–331, 382–383

shielding your job search
from, 114–115, 116

telling when wrong, 55
unfulfilled promises from,

53–55
branches, visiting before

interviews, 261, 336
breathing techniques,

272–273, 479
Bright Future section in CVs,

202
British History Online site,

440
broadcast direct letters,

119, 159
Building Self-Confidence For

Dummies (Burton and
Platts), 1

bullets in CVs, 236
bullying, 48–50
Burton, Kate

Building Self-Confidence
For Dummies, 1

Neuro-Linguistic Program-
ming For Dummies, 
1, 295

business directories, job
leads from, 100

• C •
candidate specification,

position analysis using,
165–166

capabilities. See also skills;
StandOut words

defined, 72
interview questions about

yours, 364
as learnable, 72–73
online screening

assessment of, 88
questions to ask about, 73

CAR (Challenges, Actions,
and Result), 292, 302

career. See also work
career changer CV

example, 250
deciding on, Web sites for

help with, 65
defined, 9
interview questions about

changing, 366–373
interview questions about

yours, 321–328
work versus, 9
worksheets for rethinking

direction of, 220
Career Key site, 65
career portals, 94, 107–110,

115, 196

caring professions, Stand-
Out words for, 189–190

CAROL site, 164
Cartesian logic, 67
cartoon character,

interview question
about, 375–376

Cartwright, Alastair (recruit-
ment consultancy
director), 86–87

cause/effect presentation
pattern, 424

CEO Express site, 164
certifications, 119, 171,

178–179
challenges

breaking into smaller
chunks, 39–40

CAR acronym for
examples, 292

interview questions about
changing current job,
342

interview questions about
handling conflict, 
319, 403–404

mentioning as motivation
in interviews, 295

as motivation for job
change, 327

Challenges, Actions, and
Result (CAR), 292, 302

change
in behaviours, 70–72
career, getting experience

for, 368
career, getting insight for,

372
career, interview

questions about,
366–373

corporate, dealing with,
57–59
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interview questions about
response to, 303–304

for its own sake, 20–21
making it easy, 69–77
requirements for, 69

change curve, 57–58
Changing Careers For

Dummies (McClelland),
216

Chartered Management
Institute site, 108

chemist CV example,
240–241

chemistry, creating in
interviews, 256

children, interview
questions about,
383–384

chronological presentation
pattern, 423

Churchill, Winston
(statesman), 183

clean language for
questions, 62–63

closed interview questions
on breaking rules to get a

job done, 363
defined, 361
on doubts about your

abilities, 364
on overqualification, 365
on paperwork, 362–363
on regular hours and

routine working
patterns, 361–362

on relocation, 365–366
on taking work home at

weekends, 364
on travelling, 366

clothing. See dressing
coaching questions. See

question-asking
strategies

Coleridge, Samuel Taylor
(poet), 183

colleagues. See team or
colleagues, interview
questions about;
teamworking

college, job leads from, 101
commitment

in change curve, 57, 58
demonstrating in

interviews, 256
interview questions

about, 370–371, 373
in three C’s of interviews,

255–256
communication. See also

interviews;
presentations

appraisals and reviews,
22–23

assertive, 18, 46–47
about bullying, 49–50
clean language for

questions, 62–63
demonstrating in

interviews, 256–257
feedback, 22–24, 51–53,

405–406
getting the boss to keep

promises, 53–55
interview questions about

people skills, 315–320,
404–407

making positive
statements, 64

in meetings, 47–48
pausing to think before

speaking, 63
preparing questions for

interviews, 281–287
saying when the boss is

wrong, 55
StandOut words for, 185

companies. See also
organisational culture

e-mail monitoring by, 116
employee message boards

at, 165
interview questions about

the employer, 335–341,
384–385

interview questions about
your current company,
328–333

keywords from annual
reports, 196

research needed for,
163–164

researching before
interviews, 260–261,
335–337

resources for researching,
164–165

tailoring interview
questions to, 283, 284

tailoring your CV to,
163–165

visiting premises before
interviews, 261, 336

company policies
dealing with corporate

change, 57–59
interview questions about

response to change,
303–304

company talent pool
programmes, 123

company Web career
portals, 94, 107–110,
115, 196

competencies. See also
competency-based
interviewing; skills;
StandOut words

accomplishments of most
interest to employers,
173
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competencies (continued)
behavioural, 175
competency-based CVs,

175–177
competency-based

recruiting model,
174–177

core, 174, 177
defined, 393
demonstrating in

interviews, 256
functional listings versus,

177
interview questions about

yours, 364
keyword profiles versus,

177
skills versus, 174
technical, 175
in three C’s of interviews,

255–256
varying definitions of, 174

competency-based
interviewing

at assessment centres,
414–417

basic advice for, 393–394
defined, 393
identifying competency-

based questions, 394
on leading and managing,

402–404
likely questions, 397–398
on people and customer

skills, 404–407
on personal effectiveness,

408–410
skilled, handling, 394–396
on thinking and planning

skills, 399–402
unskilled, handling,

396–397
using adverts to prepare

for, 397–398

competitors, interview
questions about, 339

Completer Finisher team
type, 316

conclusion of presentations
announcing availability

for questions, 457
asking a question, 459
asking for help, 460
cueing the audience, 456
length of, 457
making obvious, 456
making strong, 458–460
memorable last words,

457
mistakes to avoid, 458
poem for, 460
quotations for, 459
referring to the opening,

459
telling a story, 459
telling the audience what

to do, 460
writing out, 457, 480–481

conferences, keywords
from programs, 196

confidence
becoming assertive, 46–47
with boss, 50–55
breaking tasks into

smaller chunks for,
39–40

during corporate change,
57–59

dreams as key to, 46
finding value in your

work, 45–46
getting recognition, 56–57
getting the boss to keep

promises, 53–55
in interviews, 276–277,

294, 299
in meetings, 47–48

in presentations, 482
in professional life,

developing, 42–46
rejecting manipulation

and bullying, 48–50
saying when the boss is

wrong, 55
signs in the workplace, 41
trust as key to, 55
turning negative feedback

around, 53
as your responsibility, 42

conflict, interview
questions about
handling, 319, 403–406

contact information
in CV header or footer,

avoiding, 113
figuring out e-mail

addresses for contacts,
105

privacy protection, 118
recommendations for CVs,

167–168
contents of CVs. See CV

contents
contingency recruiters, 83
contract work, 203
Co-ordinator team type, 

316
corporate career portals,

94, 107–110, 115, 196
Corporate Information site,

164
corporate recruiters, 83
cover letters

asset statements for, 215
company letterhead for,

168
explaining gaps in your

record, 210
further information, 103
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for international
curriculum vitae, 154

saving in useful formats,
103

Cover Letters For Dummies
(Wiley), 103

creativity, StandOut words
for, 185

credit history, 91, 92
criminal record, 91, 181, 212
Criminal Record Bureau

(CRB) Disclosure
service, 91, 181

cultural differences in body
language, 465–466

culture, organisational
culture-relevant

behavioural
competencies, 175

interview questions
about, 309

questions to ask at
interviews, 286

current job
assessing attitudes, 10–12
conscious choice

regarding, 13
dealing with negative

situations, 19
evaluating, 13–15
improving, 16–19
interview questions

about, 322–325, 342
making adjustments,

15–16
making the best of, 17–18
New Job Worksheet,

217–219
promoting yourself at, 24

customer service
interview questions about

skills, 318–319, 406–407
keywords for, 194

CV contents
activities, 177
asset statement (skills

summary), 168–171,
230–233

basic purpose of CV,
161–162

competencies statements,
174–177

contact information,
167–168

education and training,
171–172

essential parts, 166–167
experience, 172
focus needed for, 169
honours and awards, 178
job objectives statement,

168–170
licenses, 178–179
organisations, 178
references, 180–182
salary history and

requirements, 179
samples of your work,

178–179
skills, 172–174
tailoring to company and

position, 162–166
top accomplishments of

interest to employers,
173

CV examples. See also
templates

assistant retail manager,
238–239

career changer, 250
chemist, 240–241
financial executive, 246
gap in history, 249
health club manager,

242–243
non-profit manager, 244

nuclear engineer, 247–248
re-entering the workplace,

205
seasoned ace, 251–252
speech-language

pathologist, 245
CV formats. See also

templates; specific
formats

academic curriculum
vitae, 128, 147–151

accomplishment, 127,
136–139

ASCII plain text, 81, 84,
103, 155–156

choosing, 159
competency-based,

175–177
defined, 127
e-CV, 154–157
for executive recruiters,

138
functional, 127, 132–134
hybrid, 127, 134–136
international curriculum

vitae, 128, 151–154
keyword, 128, 145–147
lazy approach, avoiding,

141
linear, 127, 141–143
portfolios, 158–159
professional, 128, 143–145
reverse chronological,

127, 129–132
situations suitable for, 128
targeted, 127, 139–141

CVs. See also marketing
your CV; online
screening

activities on, 177
ASCII plain text, 81, 84,

103, 155–156
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CVs (continued)
asking if received,

avoiding, 120
asset statement (skills

summary) on, 168–171,
230–233

avoiding ageism, 198–199,
200, 203

back-up self-marketing
content for, 103

Bright Future section in,
202

checking before sending,
102

company e-mail address
or letterhead for, 168

competencies statements
on, 174–177

contact information, 
113, 167–168

with degree lacking, CV
letters versus, 120

direct letters as
alternative to, 159

for disabled workers,
208–209

drafting several versions,
102

e-CVs, 154–157
education and training on,

171–172
e-mail attachment

etiquette, 113
e-mail networking

newsletters
supplementing, 159

e-mail versus post,
120–121

essential parts, 166–167
experience issues,

197–203
experience on, 172
focus needed for, 169
following-up, 120, 125–126

formatted e-CVs, emer-
gence of, 81, 85–86

gaps in your record,
210–212, 249

glut online overloading
recruiters, 82–84

honours and awards on,
178

identity theft issues, 91,
116–119

inaccuracies and
falsehoods in, 211

for interviews, 265
job objectives statement

on, 168–170
job title never changed,

dealing with, 201
keywords from, 196
lazy approach, avoiding,

141, 233–234
legal issues for, 102
licenses on, 178–179
marketing, 99–105
need for, 97
omitting inappropriate

data, 198, 208–211, 213
organisations on, 178
overqualification issues,

198–201, 203
paper, 96, 110, 111, 

168, 234–236
posting versus blasting,

112–114
privacy protection

techniques, 117–119
purpose of, 161–162
recruitment trends

affecting, 93–96
for re-entering the

workplace, 203–208
references on, 180–182
research needed for, 

141, 163–164

rewriting, 233–234
salary history and

requirements on, 179
as sales tool, 162
samples of your work

with, 178–179
saving in useful formats,

103
scannable, 81, 84–85
scraping, 115–116
sending to the right

places, 105–111
skills on, 172–174
software packages list on,

305
StandOut words for,

183–196
tailoring to company and

position, 162–166
targeted e-mail

campaigns, 119–122
targeting your job market,

100
technological waves for, 81
for too much experience

in one job, 199, 201–203
for two occupations in

same database, 101
Web portals for

submission, 84–85
worksheets for, detailed,

216–226
worksheets for, summary,

227–229
CVs For Dummies (Shipside

and Kennedy), 1

• D •
daily checkpoint 

questions, 77
dashes (–) in CVs, 236
Data Protection and employ-

ment legislation, 92
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day-to-day nature of work
questions for

interviewers, 283
questions from

interviewers, 322
decisions

career, Web sites for help
with, 65

ecology check for, 67
interview questions about

decision-making skills,
399–402

questions for help making,
66–67

definitions in presentations,
448

denial or shock in change
curve, 57, 58

Department of Trade and
Industry site, 92

design structure of paper
CVs, 236

detail, interview questions
about capabilities for,
303

detailed worksheets. See
worksheets for CVs,
detailed

determination,
demonstrating in
interviews, 258

development. See also
advancement or
promotion; education
and training

as motivation for job
change, 327

interview questions
about, 409–410

of team member,
interview question
about, 403

quick, demonstrating in
interviews, 259

diaphragm, breathing
through, 272–273

dilemmas
ageism, 198–200, 203
disabled workers, 208–209
gaps in your record,

210–212, 249
job title never changed,

201
omitting inappropriate

data, 198, 208–211, 
213

overqualification, 
198–201, 203

re-entering the workplace,
203–208

resources for solving,
211–212

too much experience in
one job, 199, 201–203

diplomacy, interview
questions about, 319

direct letters, 119, 159
Disability Discrimination

Act, 209
Disability Rights

Commission (DRC), 209
disabled workers, 208–209
disappointment, interview

questions about
handling, 307–308

discovery documents for
CVs. See also specific
kinds

asset statements, 230–233
detailed worksheets,

216–226
summary worksheets,

227–229
discrimination

ageism, 198–200, 203
disabled workers, 208–209

gender bias, 203–204, 208
interview questions about

diversity, 347
discussion groups online,

198–199
dislikes at job, interview

questions about, 324
dissatisfiers, Herzberg’s

theory of, 31–32
diversity. See

discrimination
divide a quote presentation

pattern, 424
divide a word presentation

pattern, 424
doubts, interview questions

about yours, 364
DRC (Disability Rights

Commission), 209
dream job folder, 20
dressing

for interviews, 274–275,
278–279

scouting the situation, 274
for video conferencing

interviews, 413
drive. See motivation
drugs for nervousness,

avoiding, 477

• E •
earnings. See salary
ecology check for

decisions, 67
e-CVs. See also ASCII plain

text CVs; CVs
emergence of, 81, 85–86,

155
instructions for creating,

157
knowing when ASCII

format is needed,
155–156
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e-CVs (continued)
questions to ask before

submitting, 155
as third wave of

technology, 81
education and training. See

also development;
keywords; StandOut
words

CV letters without a
degree, 120

experience versus, 172
interview questions

about, 325–326
listing on CVs, 171
as motivation for job

change, 327
privacy protection issues,

117–118
questions for interviews

on possibilities for, 285
training information

online, 21
worksheet for, 221

egotism, avoiding in
interviews, 294

Ekman, Paul (researcher),
265

The Elephant and the Flea
(Handy), 77

e-mail
alias for true name, 117
attachment etiquette, 113
company address on CVs,

168
company monitoring of,

116
figuring out addresses for

contacts, 105
for follow-up, telephone

versus, 125–126
free accounts, 101, 118
for interview follow-up

letters, 287

networking newsletters
supplementing CVs,
159

preferred delivery mode
for CVs, 111

privacy protection,
117–118

targeted CV campaigns,
119–122

Employability Skills
Worksheet, 226

employee message boards,
165

employee referral
programmes (ERPs),
94, 96, 122–123

employer. See boss
employment history. See

also experience;
keywords

in academic curriculum
vitae format, 151

avoiding ageism, 198–200,
203

dividing a job into
modules, 199

explaining why you left
your jobs, 213, 217

in functional CV format,
132

gaps in your record,
210–212, 249

in hybrid CV format, 
134, 136

inaccuracies and
falsehoods in, 211

interview questions
about, 367–368

job title never changed,
dealing with, 201

in keyword CV format, 146
in linear CV format, 143

memorising before
interviews, 321

omitting inappropriate
data, 198, 210, 211, 213

Paid Work Worksheet,
222–223

privacy protection issues,
118

in professional CV format,
145

re-entering the workplace,
203–208

references from
employers, 90–91,
180–182, 288–289,
332–333

in reverse chronological
CV format, 127, 129, 131

too long in one job, 199,
201–203

Unpaid Work Worksheet,
224

employment sites. See job
sites

environment of work
adjusting, 15, 16
defined, 70
good, interview request to

define, 387–388
questions to ask about, 70

Equifax credit bureau, 
91, 92

ERPs (employee referral
programmes), 94, 96,
122–123

esteem, in Maslow’s
hierarchy of needs, 
29, 30

ethics, interview questions
about, 382, 385

Europages site, 165
EXE files, avoiding as e-mail

attachments, 113
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executive search
consultants. See
external recruiters

Executives Direct talent
pool, 123

Experian credit bureau, 
91, 92

experience. See also
employment history;
keywords; StandOut
words

avoiding ageism, 
198–200, 203

contract work for
countering too much,
203

describing on CVs, 172
education versus, 172
getting when changing

careers, 368
interview questions

about, 292–293
pejorative status of, 197
as predictor of job

success, 393
seasoned ace CV

examples, 251–252
too much in one job, 

199, 201–203
experimenting in change

curve, 57, 58
extended metaphor or

analogy presentation
pattern, 424

eXtensible Markup
Language (XML), 95

external recruiters
defined, 83
executive, CV formats for,

138
job leads from, 100
other terms for, 83

protecting your identity
for, 104, 116

retained versus
contingency, 83

eye contact
in one-on-one interviews,

268
in panel interviews, 411
in presentations, 466–468
during question and

answer sessions, 491

• F •
Facebook site, 100
facial expressions. See body

language; body lan-
guage in presentations

failures and faults
interview questions about

mistakes, 401–402
interview questions about

projects, 400
interview questions about

your boss’s, 330–331
interview questions about

yours, 297–298, 
312, 314, 408

faxing CVs, as last resort,
111

feedback
examples, ineffective and

effective, 51–52
getting more out of, 22–23
giving effective, 52–53
negative, interview

questions about giving,
405–406

negative, turning 
around, 53

for self-employed people,
23–24

financial management
CV example, 246
StandOut words for,

190–191
Financial Times (FT), 100,

165, 335, 446
first impression in

interviews, 
275–279

flexibility
demonstrating in inter-

views, 259, 263, 319
interview questions about,

303–304, 361–364, 
386, 397

following-up
asking if CV was received,

avoiding, 125
e-mail versus telephone

for, 125–126
frequency for calls, 126
interviews with letters,

287–288
interviews with positive

references, 288–289
on targeted e-mail

campaigns, 120
voicemail for, 126

fonts for paper CVs,
235–236

formatted e-CVs. See e-CVs
forums online, 198–199
Frankl, Viktor (Man’s Search

for Meaning), 76
free e-mail accounts, 101,

118
freedom in work, adjusting,

15, 16
friends, interview questions

about how yours see
you, 313–314

Friends Reunited, 100
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FT (Financial Times), 
100, 165, 335, 446

functional CV format
competency-based CV

format versus, 177
described, 127, 132
hybrid format similar to,

136
instructions for creating,

134
situations not suitable for,

134
situations suitable for,

128, 134
strengths and

weaknesses, 132, 134
template, 133

• G •
gaps in your record,

210–211, 212, 249
gardening leave, 332
gender bias. See also

discrimination
interview questions about

diversity, 347
women re-entering the

workplace, 203–204,
208

gestures in presentations,
463–465

ghostwriter, keeping
invisible, 437

goals
asking what they will do

for you, 66
challenging limiting

beliefs, 68–69
change for its own sake,

20–21
expanding horizons, 21

figuring out what you
really want, 64–66

increasing challenge, 21
interview questions about

failing to achieve, 408
job objectives, creating,

56–57
for job search, 20–21
organisation’s, mentioning

as motivation in
interviews, 295

setting for your current
job, 17

Google Groups, 199
gossip, negative energy 

of, 19
Grant, James P. (UNICEF

Executive Director),
440

greeting interviewers, 
269, 279

grooming. See dressing
Grossman, Loyd

(presenter), 328–329
group exercises at

assessment centres,
415–416

• H •
haircut for interviews, 276
Handy, Charles

The Elephant and the Flea,
77

The New Alchemists, 77
Handy, Elizabeth (The New

Alchemists), 77
head-hunters. See external

recruiters
health club manager CV

example, 242–243

help, asking for when
concluding
presentation, 460

helping professions,
StandOut words for,
189–190

Helvetica typeface, 235, 236
Heriot-Watt University

Careers Service site,
164

Herzberg, Frederick
(psychologist), 31–32

hierarchy of needs model
(Maslow), 28–30

highlights statement. See
asset statement (skills
summary)

historical events, as
presentation opening,
439–440

History Channel Web site,
440

history, job. See
employment history

hi-tech interviews, 412–413
hobbies. See activities
Hobbies/Activities-to-Skills

Worksheet, 225
homemaker skills, 204,

206–207
honours and awards on

CVs, 178
Hoover’s Online, 100, 165
Hotmail free e-mail

accounts, 101, 118
HTML (HyperText Markup

Language), 95
human capital marketplace,

95. See also job market
human networking. See

networking
human resources,

keywords for, 195
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humour
breaking the ice, 437
caution for using in

interviews, 310
odd, cautions for, 437
offensive, avoiding, 436
one-liners on

presentations, 429
in presentations, adjusting

timing for, 428
in pressure interviews,

avoiding, 356
hybrid CV format

described, 127, 134
functional format similar

to, 136
instructions for creating,

136
situations not suitable for,

136
situations suitable for,

128, 136
strengths and

weaknesses, 136
template, 135

hyperbole (rhetorical
device), 453

HyperText Markup
Language (HTML), 95

hypothetical and analytical
interview questions

on being a big fish in a
small pond or vice
versa, 384–385

on being asked to go
against your principles,
382

on colleague coming to
you in tears, 385–386

on defining key concepts,
387–388

on disagreement with
managerial decisions,
383

on immediate job offer,
386–387

numerical challenges,
388–392

reason for, 381
on sudden illness in your

child, 383–384
telling interviewers what

they want to hear, 382
on unethical actions by a

colleague, 385
on working weekends, 386
‘would’ in, 382

• I •
identity

attached to work, 10, 42,
43

behaviour versus, 75
defined, 75
diagramming your job in

broad context, 42–43
professional, defining for

yourself, 42–43
protecting for external

recruiters, 104, 116
questions to ask about, 76
theft of, 91, 116–119

Implementer team type, 316
inaccuracies in CVs, 211
independent recruiters. See

external recruiters
industry

finding keywords for, 196
interview questions about

desire to work in,
342–343

inflection in interviews,
270–271

information technology,
keywords for, 194

in-house recruiters, 83

innovation, interview
questions about,
302–303

interests. See activities
internal dialogue about

presentations, 477–478
internal recruiters, 83
internal summaries in

presentations, 450,
451–452

international curriculum
vitae format

ACV format versus, 151
cover letter for, 154
described, 128, 151
instructions for creating,

154
length of, 151
privacy issues, 151, 154
situations not suitable for,

154
situations suitable for,

128, 154
strengths and

weaknesses, 151
template, 152–153

international differences in
body language, 465–466

Internet resources. See
online resources

interviewers’ questions.
See also interviews;
specific kinds of
questions

on absentee/sickness, 300
on achievements,

296–297, 357–358
on approaching referees,

332–333
on attraction to the

company, 338–339,
384–385

on basic job skills,
299–306
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interviewers’ questions
(continued)

on being a big fish in a
small pond or vice
versa, 384–385

on being asked to go
against your principles,
382

bizarre or strange,
373–378, 380

on breaking rules to get a
job done, 363

on career changes,
366–373

closed, 361–366
on colleague coming to

you in tears, 385–386
on colleagues’ views of

you, 312–313
on commitment, 370–371,

373
common, preparing

answers to, 261–264
on common worries of

employers, 306–310
on company competitors,

339
on the company you are

interviewing for,
335–341

on the company’s Unique
Selling Point, 340

on comparing this job
with others, 344

on comparing yourself to
other candidates,
358–361

competency-based,
393–410

on concerns about the
company, 340–341

on creativity or
innovation, 302–303

on current and previous
work, 321–331, 367–368,
369

on customer service
skills, 318–319, 406–407

on day-to-day nature of
current job, 322

on dealing with
disappointment,
307–308

on decision-making skills,
399–402

on defining key concepts,
387–388

on desire to work in the
industry, 342–343

on detail-oriented work,
303

on disagreement with
managerial decisions,
383

on dislikes at current job,
324

on diversity, 347
on doubts about your

abilities, 364
on dream job, 345
on duration of

employment sought,
348

on employment history,
367–368

on failure and mistakes,
297–298, 400–402, 
408

on faults of yours, as seen
by others, 314

on friends’ views of you,
313–314

on future expectations,
349, 353

on getting your last job,
322–323

on handling conflict, 319

handling questions you
don’t have an answer
for, 378–379

hypothetical and
analytical, 381–392

on ideal employer, 346
on immediate job offer,

386–387
on kind of manager you’d

prefer, 348
on knowledge of the

company, 
336–339

on knowledge of the
position, 337

leading, 356–361
on leaving previous

employers, 326–327
on leaving your current

company, 331, 341–342
on lessons learned at

previous jobs, 325–326
on likes at current job, 323
on losing your temper, 306
on making your current

job more challenging,
342

on managerial skills,
327–328, 402–404

on managing the company
differently, 341

on money’s importance to
you, 351

on motivation, 295–296
on not being the best

candidate, 358–359
on notice period for your

job, 331–332, 349
numerical challenges,

388–392
on organisational culture,

309, 348
on organisational skills,

301, 399–402
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on other job applications,
343–344

on other job offers,
344–345

on others’ views of you,
311–314

on overqualification, 365
on paperwork, 362–363
on passion, 296
on people skills, 315–320,

404–407
on performance, 311–312
on performance measures

at current job, 324–325
on personal effectiveness,

408–410
on personality defects,

357
on planning skills, 399–402
pop psychology

questions, 373–378
on presentation skills,

317–318
on products/services/

company Web site, 338
on rating the interviewer,

359–360
on rating yourself,

305–306
on reasons to hire you,

299, 349
on regrets, 298
on regular hours and

routine working
patterns, 361–362

on reliablility, 299–300
on relocation, 365–366
on responding to change,

303–304
on response to authority,

307
on risk-taking, 308–309
on salary, 350–353,

372–373

on self-development,
409–410

on skills learned at
previous jobs, 325–326

on software packages
you’re familiar with,
305

on starting at the bottom,
371–372, 384–385

on strengths of yours,
293–294

on stress and pressure at
work, 302, 308

on sudden illness in your
child, 383–384

on tact and diplomacy,
319

on taking personal
criticism, 320, 409

on team member’s views
of you, 313

on teamworking, 312–313,
315–317, 346–347,
402–404

on technological abilities,
304

ten most popular, 291–299
on time management

skills, 300–301
on travelling, 366
two-to-one rule for

answers, 329, 338
on unethical actions by a

colleague, 385
on weaknesses of yours,

294–295
on what keeps you up at

night, 360
on what you’re looking

for, 341–346
on why you’re better than

other candidates,
360–361

on working weekends,
364, 386

on your boss’s view of
you, 311

on your current boss,
330–331

on your current company,
328–333

on your current earnings,
350–351

on your fit with the
organisation, 346–349

on your Unique Selling
Point, 310

on yourself in general,
291–299, 309–310

interviews. See also
interviewers’
questions; pressure
interviews

active listening in, 268
appearance important for,

275–279
aptitude tests, 413
arrogance in, avoiding,

294
at assessment centres,

414–417
being oneself versus

acting in, 268
body language in,

267–269, 299
building rapport in, 

271, 272
competency-based,

393–410
confident appearance in,

276–277
CVs for, 265
dressing for, 274–275,

278–279
eye contact in, 268
first impressions, 

275–279
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interviews (continued)
follow-up letters, 287–288
greeting the interviewers,

269, 279
grooming for, 277–278
haircut for, 276
hi-tech, 412–413
humour in, cautions for,

310, 356
intonation and inflection

in, 270–271
keeping answers relevant

to work, 292, 296, 297
key skills and qualities

looked for, 256–260
linking your skills to

adverts, 262–264, 293,
299, 323

lying, avoiding, 311, 342,
345, 346

lying, signs of, 265
panel, 411–412
personality question-

naires, 413, 414
points to explain in

examples, 292
for position turning

around the business,
229

positive references as
follow-up, 288–289

practising for, 271
preparation during days

before, 264–265
preparing questions for,

281–287
providing examples to

justify claims, 291–292
psychometric tests,

413–414
research companies

before, 260–261
shopping for clothing for,

278–279

smiling in, 269–270
speaking with confidence

in, 271–273, 294, 299
tape recording yourself as

practise, 271, 272
telephone, 412
three C’s of, 255–256
three P’s of, 271
two-to-one rule for

answers, 329, 338
video conferencing,

412–413
vocal mistakes to avoid,

270
intonation in interviews,

270–271
in-tray tests, 414–415
introduction to

presentations
answering audience

questions, 433–434
breaking the ice, 437
developing bond with the

audience, 441
editing, 435
emphasising the subject’s

importance, 441
event on the same date in,

440
greetings and acknow-

ledgements, 434, 436
historical event in,

439–440
including necessary

background, 434
length of, 434
making strong, 435
mistakes to avoid,

435–437
presentation title in, 440
provoking the audience,

440
quotations for, 438

referring to the occasion,
442

relating your presentation
to previous ones, 442

rhetorical questions for,
438

show biz formula for, 435
showing knowledge of

audience, 441
starting remarks, 437–442
startling facts in, 439
statistics in, 438–439
stories or anecdotes in,

435, 438
writing last, 435
writing out, 435, 480–481

italics in this book,
explained, 2

• J •
job. See career; work
job agents, personal,

124–125
job applications. See also

online screening
guidelines for filling out,

181
interview questions

about, 343–344
requests during online

screening, 93
job boards. See job sites
Job Choices magazine, 169
job descriptions. See also

job objectives
identifying competency-

based questions from,
397–398

keywords from, 195
linking to your skills in

interviews, 262–264,
293, 299, 323
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memorising before
interviews, 337

position analysis using,
166

vague, glut of responses
to, 82–83

job history. See
employment history

job market
changed by knowledge

revolution, 161
targeting, 100
volatility of, 95–96

job objectives. See also job
descriptions

advantages and
disadvantages, 169–170

focus needed for, 169
interview questions

about, 324–325
setting for yourself, 56–57
skills summary versus,

169
statement on CVs,

168–170
when to use, 169

job offers
during interview, 386–387
interview questions about

others, 344–345
job share positions,

questions to ask 
about, 282

job sites
advantages of, 106
big general sites, 

94, 105–106
bookmarking, 102
CV life cycle on, 115
CV scraping on, 115–116
disadvantages of, 105–106,

114–116

getting a name before
sending your CV, 105

job leads from, 100
shielding your job search

from your employer,
114–115, 116

specialist sites, 106–107
job targets. See job

objectives
job title

never changed, dealing
with, 201

privacy protection issues,
118

job-relevant behavioural
competencies, 175

Joyce, Susan (Job-Hunt.org
CEO), 116

• K •
Keirsey Character/

Temperament 
Sorter tests 
online, 65

Kellysearch site, 165
Kennedy, John F.

(president), 183
Kennedy, Joyce Lain (CVs

For Dummies), 1
keyword CV format. See

also keywords
career changer example,

250
competency-based CV

format versus, 177
described, 128, 145–146
instructions for creating,

146–147
number of keywords to

use, 147

seasoned ace example,
252

situations not suitable for,
146

situations suitable for,
128, 146

strengths and
weaknesses, 146

template, 148
keyword summary. See

asset statement (skills
summary)

keywords. See also
StandOut words

action verbs for, 192
for administration and

management, 193
for banking, 193
for customer service, 194
CV format, 128, 145–147
to demonstrate essential

skills, 183
for human resources, 195
for information

technology, 194
job computer preferences,

192
for manufacturing,

194–195
number per CV, 147
resources for finding,

195–196
for soft skills versus hard

skills, 192
tips for using, 184
varieties of, 192

Kimeldorf, Martin
(educator), 159

King, Martin Luther (civil
rights activist), 183

Kline, Nancy (Time to
Think), 63
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knowledge, online screening
assessment of, 88

knowledge revolution, 161
Kushner, Malcolm (Public

Speaking and Presenta-
tions For Dummies), 1

• L •
language. See StandOut

words
language for questions,

cleaning up, 62–63
leadership, interview

request to define, 388
leading interview questions

on not being the best
candidate, 358–359

on personality defects,
357

on poor achievement,
357–358

on rating the interviewer,
359–360

staying likeable and
human, 357

on what keeps you up at
night, 360

on why you’re better than
other candidates,
360–361

leaving your job
gardening leave, 332
interview questions

about, 326–327,
331–332, 341–342

notice period for, 
331–332, 349

legal issues. See also
discrimination

for background checks, 92
for CVs, 102

for disabled workers,
208–209

for job applications, 181
for references from

employers, 90–91, 
180, 182

Lennon, John (songwriter),
183

letters as interview follow-
up, 287–288

letters, cover. See cover
letters

licenses
on CVs, 178–179
privacy protection issues,

119
Life Coaching For Dummies

(Mumford), 1
likes at job, interview

questions about, 323
limiting beliefs, challenging,

68–69
linear CV format

described, 127, 141
financial executive

example, 246
instructions for creating,

143
seasoned ace examples,

251–252
situations not suitable for,

143
situations suitable for,

128, 143
strengths and

weaknesses, 143
template, 142

location
of interview, knowing, 264
interview questions about

relocating, 365–366
online screening for relo-

cation willingness, 87

love
in Maslow’s hierarchy of

needs, 29, 30
about working, discov-

ering, 44
lying

avoiding in interviews,
311, 342, 345, 346

falsehoods in CVs, 211
interview questions

about, 319
signs of, 265

• M •
management style, 32–33
manager. See boss
managerial jobs

assistant retail manager
CV example, 238–239

financial, 190–191, 246
health club manager CV

example, 242–243
interview questions about

skills, 327–328, 402–404
interview request to

define leadership, 388
keywords for, 193
linking your skills to

adverts for, 262
non-profit manager CV

example, 244
online screening

assessment of
capabilities, 88–89

questions to ask at
interviews, 282

re-entering the workplace,
204, 206

StandOut words for,
184–185, 190–191

manipulation or bullying,
48–50
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Man’s Search for Meaning
(Frankl), 76

manufacturing, keywords
for, 194–195

marketing executive,
linking your skills to
adverts for, 263–264

marketing summary. See
asset statement (skills
summary)

marketing your CV
corporate sites for,

107–109
delivery mode choices,

111
determining your online

CV strategy, 104
drafting back-up self-

marketing CV content,
103

drafting cover letters and
cover notes, 103

drafting your CV(s), 102
evaluating online job

search troubles,
110–111

getting a name and e-mail
address, 105

job site pros and cons for,
105–106

making master list of job
leads, 100–101

paper CVs for, 111
posting versus blasting,

112–114
reviewing submission

technology, 103
saving your CVs and

cover letters in useful
formats, 103

sending to the right
places, 105–111

specialist sites for,
106–107

steps for, 99–100
taking care of house-

keeping chores, 101–102
targeted e-mail

campaigns, 119–122
targeting your job market,

100
time to try again, 115
tips for choosing sites,

112
tracking your progress,

104–105
Maslow, Abraham

(psychologist), 28–30
McClelland, Carol L.

(Changing Careers For
Dummies), 216

McGregor, Douglas (manage-
ment theorist), 32–33

medical records, online
screening for, 91

meetings, power and
presence in, 47–48

Mehler, Mark
(CareerXroads
consultant), 116

memberships, privacy
protection issues, 119

metaphor
presentation pattern, 424
rhetorical device, 454

mistakes at work. See
failures and faults

mistakes to avoid
in presentation body

language, 463, 465
in presentation

conclusion, 458
in presentation

introduction, 435–437
in presentation

transitions, 452–453
vocal, during interviews,

270

money. See salary
Monitor Evaluator team

type, 316
monofont type in this book,

explained, 2
monotonous voice,

avoiding in interviews,
270

motivation
achievement important

to, 36
demonstrating in

interviews, 258
focusing on, 18
for future work, 26
Herzberg’s motivators and

dissatisfiers theory,
31–32

inspiring a team,
interview question
about, 402

interview questions about
yours, 295–296,
408–410

Maslow’s hierarchy of
needs model, 28–30

McGregor’s Theory X and
Theory Y, 32–33

overcoming
procrastination, 37–40

for promotion, examining,
36–37

self-test, 33–36
for work, adjusting, 15, 16

motivators, Herzberg’s
theory of, 31–32

moving around during
presentations, 470–471

mumbling, avoiding in
interviews, 270

Mumford, Jeni (Life
Coaching For
Dummies), 1

MySpace site, 100
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• N •
name on CVs, 167, 236
National Insurance (NI)

number, 90, 91, 117
National Statistics Web site,

439
needs

Maslow’s hierarchy of,
28–30

in work, determining, 44
negative situations at work

bullying, 48–50
corporate change, 57–59
dealing with, 19
feedback, giving, 52–53
feedback, responding 

to, 53
redundancy, 59
rejection, learning 

from, 58
unfulfilled promises from

boss, 53–55
nervousness, handling

anticipating problems, 481
appearing calm, 480
arriving early, 481
changing your

perceptions, 475–478
internal dialogue for,

477–478
large crowds, 481–482
not apologising, 482
popular cures that don’t

work, 477
practising, 482
prevalence of nerves, 475
realising how your

audience feels, 476
stress-busting exercises,

479
transforming terror,

478–480

visualising success,
476–477

writing out your intro and
conclusion, 480–481

networking
defined, 122
demonstrating in

interviews, 323
e-mail newsletters

supplementing 
CVs, 159

for employee referral
programmes, 122–123

interview questions about
using in business, 406

for job leads, 101
for talent pool

programmes, 123
as top job-finding

technique, 122
usefulness in job search,

22, 96
Neuro-linguistic

Programming For
Dummies (Ready and
Burton), 1, 295

The New Alchemists
(Handy), 77

New Job Worksheet,
217–219

newsgroups online, 198–199
newsletters, e-mail, supple-

menting CVs, 159
newspapers

bringing to interview, 265
job leads from, 100
paper CVs as marketing

tools, 111
NI (National Insurance)

number, 90, 91, 117
non-profit manager CV

example, 244

notice period, interview
questions about,
331–332, 349

nouns. See keywords;
StandOut words

nuclear engineer CV
example, 247–248

numerical challenges in
interviews, 388–392

numerical data in
presentations, 438–439,
446–447

numerical lists for
presentation
organisation, 425, 451

Nurrenbrock, Mary
(recruiter), 105

• O •
objective summary. See

asset statement (skills
summary)

objectives. See job
objectives

occupational career guides,
position analysis using,
166

Occupational Outlook
Handbook (US
Department of Labor),
166

office support, StandOut
words for, 187–188

online resources. See also
job sites

Advisory, Conciliation and
Arbitration Service site,
92, 209

for age discrimination
issues, 203

Apex Trust, 212
bookmarking, 102
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career decision help, 65
companion site for this

book, 20
for company research,

164–165, 260, 261, 335
credit bureau sites, 91, 92
Criminal Record Bureau

disclosure site, 91, 181
Department of Trade and

Industry site, 92
Disability Rights

Commission, 209
discussion groups, 198–199
employee message

boards, 165
Executives Direct talent

pool, 123
Financial Times site, 100,

165, 335
free e-mail addresses, 101
guide to, 108
historical information for

presentations, 440
job leads, 100–101
keywords, 196
for ‘overqualified’

rejection issues, 203
portfolio examples, 159
for position research, 166
quotations, 438
Reed Internet recruiter,

120
rights for online

screening, 92
salary information, 90
for solving dilemmas,

211–212
statistics, 439
training information, 21
WorkingMums site, 207

online screening
advantages and

disadvantages, 89
background checks, 90–92

common filtering
techniques, 88–89

defined, 88
Internet searches used 

for, 87
job application requests,

93
National Insurance

number request during,
90, 91

overview, 86–88
practising for, 102
questions encountered 

in, 87
rejection, avoiding, 92
rejection, CVs retained

after, 93
rights in background

checks, 92
for salary requirements,

87, 90
as third wave of

technology, 81
organisational culture

culture-relevant
behavioural
competencies, 175

interview questions
about, 309

questions to ask at
interviews, 286

organisational skills
demonstrating in

interviews, 259
interview questions

about, 301, 399–402
organisations, professional

on CVs, 178
job leads from, 101

outline for presentation,
425–426

overqualification
contract work for

countering, 203
CV examples handling,

200, 251–252

interview questions
about, 365

spin control for, 198–199,
201

• P •
Paid Work Worksheet,

222–223
panel interviews, 411–412
paper CVs

company letterhead for,
168

design structure of, 236
as marketing tools, 111
as online submission

backups, avoiding, 110
overview, 234–236
paper stock for, 235
printing, 234
stapling, avoiding, 236
typefaces and fonts for,

235–236
typos and spelling errors,

avoiding, 236
usefulness of, 96
white space in, 235
word-processing software

for, 234
paperwork, interview

questions about,
362–363

paralanguage in
presentations, 473–474

part-time positions, ques-
tions to ask about, 282

passion role of work. See
also motivation; work

balance with other 
roles, 11

defined, 10
interview questions

about, 296
questions to reveal

attitudes, 11–12
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passive job seekers, 124
password-protected

documents, 113
patterns for presentation

organisation
choosing appropriately,

423
commonly used, 423–424
key rules for, 422–423
making obvious, 423
numerical lists, 425, 451

pauses during
presentations, 474

pausing to think before
speaking, 63

pay role of work, 10, 11–12.
See also salary; work

PDF format for e-CVs, 157
people

admired, interview
questions about,
374–377, 380

role of work, 10, 11–12
skills, interview questions

about, 315–320,
404–407

performance
appraisals, getting more

out of, 22–23
interview questions

about, 311–312,
324–325, 408–410

personal criticism,
interview questions
about handling, 320,
409

personal growth
Maslow’s hierarchy of

needs model, 28–30
as motivator in Herzberg’s

theory, 32

self-development as moti-
vation in interviews,
295

personal information,
sharing too much, 292

personal job agents,
124–125

personality
defects, interview

questions about, 357
online screening

assessment of, 88
questionnaires, 413, 414

Personality Tests site, 65
persuasion. See also sales

demonstrating in inter-
views, 257

interview questions
about, 404–405

StandOut words for, 186
physical location presen-

tation pattern, 424
physiological needs in

Maslow’s hierarchy, 
28, 30

Pitt, William, 276
plain text CVs. See ASCII

plain text CVs
planning abilities

demonstrating in
interviews, 259

interview questions
about, 399–402

Plant team type, 316
Platts, Brinley (Building

Self-Confidence For
Dummies), 1

podium use for
presentations, 471–472

poem concluding
presentations, 460

pop psychology. See
bizarre interview
questions

portfolios, 158–159
positions

creating a position
analysis, 165–166

researching before
interviews, 337

resources for researching,
166

revamp or turning around
the business, 229

tailoring interview
questions to, 282

tailoring your CV to,
165–166

positive statements, making
the norm, 64

postal address on CVs, 167
posting versus blasting

CVs, 112–114
posture in presentations,

462–463
power position for

presentations, 471
power summary. See asset

statement (skills
summary)

PR Newswire, 100
practising

assertiveness at work, 18
for interviews, 271, 272
for online screening, 102
presentations, 482

pre-employment screening.
See online screening

pre-screening. See online
screening
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presentations. See also
audience of presen-
tations; body language
in presentations

breaking the ice, 437
cards for organising,

428–429
commonly used patterns,

423–424
conclusion, 456–460
cutting at the last minute,

preparing for, 428
entering the stage,

468–469
exiting the stage, 469–470
eye contact in, 466–468
ghostwriter for, keeping

invisible, 437
highlighting the benefits

of, 432
hot topics, 431
interview questions about

skills, 317–318
introduction, 433–442
key rules for organising,

422–423
length of, 427, 458, 482
making personal

experiences universal,
430–431

mistakes to avoid,
435–437, 452–453, 458

moving around during,
470–471

names in, getting right,
436

nervousness, handling,
475–482

one-liners on, 429
organising effectively,

428–429
outline creation for,

425–426
paralanguage (voice

concerns), 473–474

patterns of organisation
for, 422–425

pauses during, 474
podium use for, 471–472
power position for, 471
practising, 482
questions and answers,

457, 482, 483–495
quotations in, 424, 438,

444–445
relating to your audience,

430–432
reserve material for, 422
rhetorical devices,

453–456
selecting material for,

421–422
stage fright, 475–482
starting remarks, 437–442
stories or anecdotes in,

435, 438, 443–444, 459
supporting points in,

442–449
tell-tell-tell formula for,

421
timing, 426–428
transitions, 449–453
volume as tool for, 474
writing out your intro and

conclusion, 435, 457,
480–481

press releases
figuring out e-mail

addresses for contacts
using, 105

keywords from, 196
pressure at work. See stress

and pressure at work
pressure interviews. See

also specific kinds of
questions

bizarre or strange ques-
tions in, 373–378, 380

closed questions in,
361–366

flippant responses,
avoiding, 356

handling questions you
don’t have an answer
for, 378–379

leading questions in,
356–361

maintaining composure
in, 356, 373

playing for time, 379
pop psychology questions

in, 373–378
preparation needed for,

355
talking about career

changes in, 366–373
principles. See beliefs;

values
printing paper CVs, 234
privacy protection

for e-mail, 117–118
e-mail monitoring by

companies, 116
identity theft issues, 

91, 116–119
international curriculum

vitae format issues,
151, 154

for National Insurance
number, 91, 117

shielding your job search
from your employer,
114–116

techniques for, 117–119
UK and European

legislation, 116
problem solving,

demonstrating in
interviews, 258

problem/solution presen-
tation pattern, 423

procrastination
breaking tasks into

smaller chunks, 39–40
negative effects of, 37–38
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procrastination (continues)
quick secret to ending, 38
X then Y gridlock,

breaking, 38–39
products, interview

questions about, 338
professional CV format

career changer example,
250

chemist example, 240–241
described, 128, 143
instructions for creating,

145
samples of your work

with, 178–179
situations not suitable for,

145
situations suitable for,

128, 145
speech-language

pathologist example,
245

strengths and
weaknesses, 145

template, 144
professional history

capsule. See asset
statement (skills
summary)

professional organisations
on CVs, 178
job leads from, 101

professionalism, pride in,
45–46

profile. See asset statement
(skills summary)

profile-based recruiting
systems, 94–95

progress in work life,
measuring, 25

projects
breaking into smaller

chunks, 39–40
interview questions about

managing, 399

promises, getting the boss
to keep, 53–55

promoting yourself
in answer to interview

questions, 291–292,
298, 299

CV as sales tool, 162
providing examples to

justify claims, 291–292
at your current job, 24

promotion. See
advancement or
promotion

Prospects site, 164
protecting privacy. See

privacy protection
psychometric tests,

413–414
Public Speaking &

Presentations For
Dummies (Kushner 
and Yeung), 1

purpose
of CVs, 161–162
impact on life, 76
questions to ask about,

76–77

• Q •
qualifications summary. See

asset statement (skills
summary)

Queendom Web site, 65
question-asking strategies

behavioural questions,
70–72

beliefs and values
questions, 73–75

breaking the X then Y
gridlock, 39

capability and skills
questions, 72–73

career decision Web 
sites, 65

Cartesian logic for, 67
challenging limiting

beliefs, 68–69
daily checkpoint, 77
for e-CVs, 155
environmental 

questions, 70
evaluating your current

job, 14–15
figuring out what you

really want, 64–66
general tips, 62–64
getting feedback, 23
identity questions, 75–76
job motivation response

self-test, 33–36
making change easy,

69–77
making decisions, 66–67
making positive

statements, 64
measuring your 

progress, 25
pausing to think before

speaking, 63
for powerful stories, 444
preparing for future 

work, 26
purpose questions, 76–77
revealing attitudes to

work, 11–12
setting job objectives, 56
testing your questions, 64
uncovering your ideal

work, 44–45
usefulness of, 61
using clean language for

questions, 62–63
visualising your dream

work, 19–20
questionnaires, personality,

413, 414
questions concluding

presentations, 459
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questions for interviews
on advancement and

promotion possi-
bilities, 285

avoiding interrogation,
287

on day-to-day nature of
the job, 283

demonstrating the bigger
picture, 285

on future prospects,
284–285

on job share positions,
282

on learning and develop-
ment options, 285

for managerial roles, 282
need for preparation,

281–282
number to ask, 282, 283
on the organisational

culture, 286
on part-time positions,

282
on short-term contracts,

282
showing enthusiasm for

the job, 283–284
tailoring to the company,

283, 284
tailoring to the position,

282
turning into discussions,

286–287
on why the vacancy is

open, 283–284
questions from audience

members
admitting you don’t know,

486
announcing availability

for, 457
anticipating, 484

basic rules for, 484–487
building a bridge, 493
delivering your answer,

490–491
encouraging brief

questions, 485
ending the session

strongly, 486–487
exposing a hidden agenda,

492
guidelines for formulating

answers, 489–490
hostile, handling, 493–495
listening to, 485
not allowing a few people

dominate, 484–485
putting in context,

492–493
redirecting, 491
rehearsing, 482
repeating, 486
rephrasing, 491–492
reversing, 491
taking after the

presentation, 484
techniques for handling,

491–493
treating the questioner

properly, 487–489
questions from

interviewers. See
interviewers’ questions

questions, rhetorical, 
438, 455

quitting your job. See
leaving your job

quotations
online resource for, 438
for presentation

conclusion, 459
as presentation opening,

438
presentation pattern, 424

supporting presentation
points, 444–445

tips for using, 445

• R •
race. See discrimination
rapport, building in

interviews, 271, 272
ratings, interviewers asking

for
the interviewer, 359–360
your boss, 330
yourself, 305–306

RC CV format. See reverse
chronological CV
format

Ready, Romilla (Neuro-
linguistic Programming
For Dummies), 1, 295

recognition
getting for your work,

22–24, 56–57
mentioning as motivation

in interviews, 295
as motivator in Herzberg’s

theory, 32
recruiters. See also external

recruiters
defined, 83
internal, in-house, or

corporate, 83
online CVs overloading,

82–84
recruitment consultancies,

21. See also external
recruiters

redundancy, 59, 161
Reed Internet recruiter,

120–121
re-entering the workplace

example CV, 205
gender bias, 203–204, 208
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re-entering the workplace
(continued)

homemaker skills, 
204, 206–207

StandOut words for, 
204, 206, 207

years-only approach,
207–208

references from employers
bad, damage control for,

182
choosing, 180
coaching referees,

180–181
with CVs, 180–182
drafting your own, 181
interview questions about

checking, 332–333
online screening for, 90–91
positive, ensuring,

288–289
referrals

employee referral pro-
grammes, 94, 96,
122–123

for job leads, 101
regrets, interview questions

about, 298
regular hours, interview

questions about,
361–362, 364

rehearsing. See practising
rejection. See also

dilemmas
learning from, 58
in online screening,

avoiding, 92
in online screening, CVs

retained after, 93
for overqualification,

resources for, 203
reliability, interview

questions about,
299–300

relocation
interview questions

about, 365–366
online screening for

willingness, 87
remuneration. See salary
repetition (rhetorical

device), 456
research

benefits of, 163
about the company,

163–165, 335–337
for interviews, 260–261
need for, 141
about the position,

165–166
about products or

services, 338
StandOut words for, 189

reserve material for
presentations, 422

resistance and anxiety 
in change curve, 
57, 58

Resource Investigator team
type, 316

responsibility in work
adjusting, 15, 16
for attitude, 18, 42
interview questions

about, 364
knowing before

interviews, 337
as motivation for job

change, 327
as motivator in Herzberg’s

theory, 32
Results in CAR acronym,

292
retained recruiters, 83
revamp, being hired for, 229

reverse chronological (RC)
CV format

described, 127, 129
for executive recruiters,

138
health club manager

example, 242–243
instructions for creating,

131–132
for international

curriculum vitae, 151
non-profit manager

example, 244
nuclear engineer example,

247–248
situations not suitable for,

131
situations suitable for,

128, 131, 138
strengths and

weaknesses, 129
template, 130
unrelated jobs with, 

129, 132
reviews and appraisals

getting more out of, 22–23
interview questions

about, 311–312, 320,
324–325, 409

rewriting CVs, 233–234
rhetorical devices, 438,

453–456
risk-taking, interview

questions about,
308–309

role play simulations at
assessment centres,
416–417

roles of work
balance important for, 11
identity attached to, 10
main roles, defined, 10
promotion, evaluating,

36–37
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questions to reveal
attitudes, 11–12

team type descriptors,
316

routine, interview
questions about,
361–362, 364

rule breaking, interview
questions about, 
363, 382

rule of three (rhetorical
device), 455

• S •
safety, in Maslow’s hier-

archy of needs, 
29, 30

salary
history on CVs, 179
information online, 90
interview questions

about, 350–353,
372–373

as motivation for sales
jobs, 296, 351

online screening for
requirements, 87, 90

pay role of work, 10, 11–12
stating expectations for,

179
sales

demands for, during
interviews, 374

interview questions
about, 406–407

linking your skills to
adverts for, 262–263

salary as motivation for
jobs, 296, 351

StandOut words for, 186
scraping of CVs, 115–116

seasoned ace CV examples,
251–252

security, as motivation for
job change, 327

self-actualisation, in
Maslow’s hierarchy of
needs, 29, 30

self-development. See
development

self-employment, feedback
process for, 23

self-esteem. See confidence
self-promotion. See

promoting yourself
self-tests. See also tests

job motivation, 33–36
online resources, 65

selling yourself. See
promoting yourself

sending your CV. See
marketing your CV

services, interview
questions about, 338

sexual orientation. See
discrimination

Shaper team type, 316
Shipside, Steve (CVs For

Dummies), 1
shock or denial in change

curve, 57, 58
shopping for clothing,

278–279
shops, visiting before

interviews, 261, 336
short-term contracts,

questions to ask 
about, 282

showrooms, visiting before
interviews, 261, 336

sickness/absenteeism,
interview questions
about, 300

simile (rhetorical device),
454–455

skills. See also capabilities;
competencies; key-
words; StandOut 
words

accomplishments of most
interest to employers,
173

competencies versus, 174
on CVs, 172–174
defined, 173
Employability Skills

Worksheet, 226
examples, 172–173
Hobbies/Activities-to-

Skills Worksheet, 225
homemaker, 204, 206–207
interview questions

about, 299–306,
325–326

linking job adverts to
yours, 262–264, 293,
299, 323

NLP focus on, 72–73
online screening

assessment of, 88
questions to ask about, 73
soft versus hard,

keywords for, 192
skills summary. See asset

statement (skills
summary)

sleepless nights, interview
questions about, 360

smiling
during in-person

interviews, 269–270
during telephone

interviews, 412
software packages, 305
specialist job sites, 106–107
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Specialist team type, 316
speech-language patholo-

gist CV example, 245
spelling errors in CVs,

avoiding, 236
spin control

for ageism, 198–199, 
200, 203

defined, 197, 212
for disabilities, 208–209
for gaps in your record,

210–212, 249
importance of, 212
for job title never

changed, 201
omitting inappropriate

data, 198, 208–211, 
213

for overqualification,
198–201, 203

for re-entering the
workplace, 203–208

resources, 211–212
for too much experience in

one job, 199, 201–203
stage

entering for presentation,
468–469

exiting after presentation,
469–470

stage fright. See
nervousness, handling

StandOut CVs. See CV
examples

StandOut words. See also
keywords

action verbs to describe
strengths, 183

for administration and
management, 184–185

clean language for
questions, 62–63

for communications and
creativity, 185

for financial management,
190–191

for helping and caring
professions, 189–190

keyword CV format, 128,
145–147

for office support, 187–188
power of, 183
for re-entering the

workplace, 204, 206,
207

for research and analysis,
189

for sales and persuasion,
186

for teaching, 188
for technical ability,

186–187
tips for using, 184
verbs for competencies,

176
stapling paper CVs,

avoiding, 236
starting presentations. See

introduction to
presentations

statistics in presentations,
438–439, 446–447

stories or anecdotes
concluding presentations

with, 459
effective, tips for, 443–444
interview demands for,

376
powerful, questions for

developing, 444
in presentation

introduction, 435, 438
strange questions. See

bizarre interview
questions

strengths
action verbs to describe,

183
interview questions

about, 293–294
stress and pressure at

work. See also pressure
interviews

from accumulated
irritations, 13

adjusting, 15, 16
CAR acronym for

examples, 292, 302
interview questions

about, 302, 308
stretching to alleviate

nervousness, 479
summarising transitions 

in presentations, 
450–452

Summary Worksheet,
228–229

supervisor. See boss
support for work, adjusting,

15, 16
Support4Learning site, 108
supporting presentation

points
analogies for, 448–449
definitions for, 448
examples for, 449
importance of, 442–443
numerical data for,

446–447
quotations for, 444–445
storytelling for, 443–444

SWOT analysis for future
work, 25

synopsis. See asset
statement (skills
summary)
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• T •
tactfulness, interview

questions about, 319
tailoring your CV to

company and position
benefits of research, 163
finding out about the

company, 163–165
finding out about the

position, 165–166
usual approach, 162–163

talent pool programmes,
123

talents. See capabilities
targeted CV format

described, 127, 139
for executive recruiters,

138
gap in history example,

249
instructions for creating,

141
situations not suitable for,

139
situations suitable for,

128, 138, 139
speech-language patholo-

gist example, 245
strengths and

weaknesses, 139
template, 140

targeted e-mail campaigns,
119–122

targeting
company Web career

portals, 108
CV format for, 127,

139–141
e-mail campaigns, 119–122
job market, 100

teacher, interview question
about your favourite,
374–375

teaching, StandOut words
for, 188

team or colleagues,
interview questions
about. See also
teamworking

coaching a team member,
403

colleague in tears,
385–386

conflict with, 403–406
defining team work, 387
diplomacy toward, 319
giving negative feedback

to, 405–406
inspiring a team, 402
skills and experience

brought to team,
346–347

team work versus working
alone, 315

unethical actions by, 385
view of you, 312–313
your team role, 316–317

Team Technology site, 65
Team worker team type,

316
teamworking. See also team

or colleagues,
interview questions
about

defining, 387
demonstrating in

interviews, 258
group exercises, 415–416
team type descriptors,

316
teasers in presentations,

452

technical competencies,
175, 186–187

technology
hi-tech interviews,

412–413
interview questions

about, 304
technological waves for

CVs, 81
telephone

for follow-up, e-mail
versus, 125–126

frequency for follow-up
calls, 126

interviews, 412
listing number on CVs,

167
work number on CVs, 168

temper
customer service skills,

318–319
interview questions about

yours, 306
templates. See also CV

examples
academic curriculum

vitae format, 149–150
accomplishment CV

format, 137
functional CV format, 133
hybrid CV format, 135
international curriculum

vitae format, 152–153
keyword CV format, 148
linear CV format, 142
professional CV format,

144
reverse chronological CV

format, 130
targeted CV format, 140
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tests
aptitude, 413
in-tray, 414–415
job motivation response

self-test, 33–36
online resources for 

self-tests, 65
personality, 413, 414
psychometric, 413–414
role play simulations,

416–417
Theory X and Theory Y

(McGregor), 32–33
theory/practice presenta-

tion pattern, 424
third-party recruiters. See

external recruiters
three C’s of interviews,

255–256
three P’s of interviews, 271
three, rule of (rhetorical

device), 455
time. See also timing

presentations
arriving early for

presentations, 481
being in the moment, 18
for interview, knowing,

264
playing for, in pressure

interviews, 379
proportion spent at 

work, 9
time management,

interview questions
about, 300–301

Time to Think (Kline), 63
Times New Roman

typeface, 236
timing presentations

conclusion, 453
defined, 426–427

polishing, 427–428
questions from audience

members, 484
setting the length, 427
total duration, 427, 458,

482
transitions, 453

title of presentation,
mentioning in
introduction, 440

topic presentation pattern,
424

trade publications
bringing to interview, 265
job leads from, 100
keywords from, 196
paper CVs as marketing

tools, 111
training. See education and

training
transitions in presentations

functions of, 450
importance of, 449–450
as internal summaries,

450–452
leading from one idea to

another, 450–451
length of, 453
mistakes to avoid,

452–453
number of, 452–453
numerical organisation

pattern for, 451
teasers for gaining

attention, 452
variety in, 453

travel, interview questions
about, 366

trends. See workplace
trends

Tutu, Desmond (bishop),
183

two-to-one rule for
interviews, 329, 338

typefaces for paper CVs,
235–236

typos in CVs, avoiding, 236

• U •
UK Recruiter site, 108
Unique Selling Point (USP)

the company’s, 340
yours, 310

university, job leads from,
101

Unpaid Work Worksheet,
224

US Department of Labor’s
Occupational Outlook
Handbook, 166

• V •
Valium for nervousness,

avoiding, 477
value

finding in your work,
45–46

as fundamental to
assertiveness, 46–47

values. See also beliefs
defined, 73, 74
impact on life, 74
interview questions

about, 382, 385
questions to ask about,

74–75
verbs. See StandOut words
video conferencing

interviews, 412–413
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visual aids for numerical
data, 447

visualising
dream work, 19–20
successful presentation,

476–477
voice

mistakes to avoid in
interviews, 270

paralanguage in
presentations, 473–474

volatility of job market,
95–96

volume as tool for
presentations, 474

• W •
weaknesses, interview

questions about,
294–295

Web resources. See online
resources

Web sites
checking yours before

sending out CVs, 102
interview questions

about, 338
Webcams, 412–413
weekend work, interview

questions about, 
364, 386

weird questions. See
bizarre interview
questions

What Colour is Your
Parachute? (Bolles), 20

white lies. See lying
white space in paper CVs,

235
Williams, Wendell (testing

expert), 88, 89

women. See also re-entering
the workplace

dressing for interviews,
275, 278–279

gender bias, 203–204, 208
homemaker skills, 

204, 206–207
shopping for clothing,

278–279
word-processing software,

234
words. See StandOut words
work. See also career

areas for adjustment,
15–16

attitudes to, 10–12
career versus, 9
conscious choice

regarding, 13
dealing with negative

situations, 19
defined, 9
diagramming in broad

context, 42–43
evaluating your job, 13–15
as expression of being, 44
finding value in, 45–46
finding your dream, 19–22
focusing on things you

can control, 18
getting recognition for,

22–24
identity attached to, 

10, 42, 43
improving your current

job, 16–19
interview questions about

yours, 321–328
making the best of your

current job, 17–18
as motivator in Herzberg’s

theory, 32
proportion of time spent

at, 9

roles, 10–12
samples with CVs,

178–179
StandOut jobs, 161
uncovering your ideal,

44–45
work history. See

employment history
work permit, online

screening for, 87, 90
WorkingMums site, 207
workplace trends

company Web career
portals, 94

employee referral
programmes, 94, 96

employment sites, 94
human networking, 96
profile-based recruitment

systems, 94–95
technological waves for

CVs, 81
volatile job market, 95–96
XML technology, 95

worksheets for CVs,
detailed

described, 215
education and training,

221
employability skills, 226
hobbies/activities-to-

skills, 225
items to get in touch with,

216
new job, 217–219
paid work, 222–223
personal inventory,

220–226
questions needing

effective answers, 219
for rethinking your career

direction, 220
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worksheets for CVs
(continued)

unpaid work, 224
usefulness of, 216

worksheets for CVs,
summary

described, 215
Summary Worksheet,

228–229
using, 227

• X •
XML (eXtensible Markup

Language), 95

• Y •
Yahoo! free e-mail accounts,

101, 118
Yeung, Rob

Answering Tough Inter-
view Questions For
Dummies, 1

Public Speaking &
Presentations For
Dummies, 1

• Z •
ZIP files, avoiding as e-mail

attachments, 113
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