Index

Acquaintances, renewing, 140-144

Adult education departments, 72

Advancing adverbs, 129-130

Advertorials, 82

Age, lowering appearance, 205-209

Airport shuttle services, 108

Airports and airplanes, 106107, 108,
110-114

Alternative jobs, 286

AM Chicago, 287-288

Americans with Disabilities Act, 229

Appearance, 205-207

Application forms, 10

Application Tracking Systems
(ATSs), 35

Applications for emplovmsi.t,
247-255

Appreciation, 12-13, 187

ASCII format, 28-36

Asking questions, 285, 286

Associated Press style, 151

Attire, 3, 205-200, 281

Auctioning yourself, 202-205

Automatic goal-setting, 164

Automobile leasors, 246

Awareness, 123-124

Bad habits, 115

Basic personality structure (BPS), 115
Biographies, 151

Booking flights, 111-112

Bosses, past and present, 126-130, 141

Breakfast, 22-26

Broadcast letters, 42—45

Building inspection departments,
218-219

Bus depots, 107

Bus terminals, 108

Business carzds, 2

Busiriess iicense departments, 218

Busiiiess periodicals, 70-71

Buzzwords and buzzphrases, 49

Callback cards, 54-56
Career centers, 83—84
Catering, 245
Celebrities, 154-156
Cell phones, 281-282
Chain of command, 87-91
Chambers of commerce, 157-159
City halls, 217-221
City managers, 219
Classified ads
responding to, 67-68
situation wanted, 277-279
types of, 65-66
Clothing, 205-206
Coffee shops, 213-215
Cold markets, fear and, 1
Community newspapers, 193-195
Compensation surveys, 283-284
Competitors, 223-225
Confrontation, 284
Consent to contact employer, 255

295
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Consulting, 274-279

Contact management, 19

Contractions, 47

Convention commandments, 150

Conversation, 195-197, 258-260,
284-286

County fairs, 236

Cover letters, 39—41

Creating, 164-165

Curriculum vitae (CV), 31

Deadlines, imposing, 282
Demonstrations

for demostration companies,

200-201

in-house, 200
Direct mail campaigns, 260
Disabilities, 228-232
Dollar bills, sending to offeror, 47
Dressing up, 281

Elevators, 54-56, 173-174

E-mail response to online job
postings, 61

Employee payback agreements, 170

Employer database services, 59-:G.

Employers, past and present,*126-130

Employment ads, xvii

Employment applications, 247-255

Enthusiasm, 169

Envelopes, 46

Equipment leasors, 246

Excuses, xvii

Executive recruiting, 78-81

Expectations, 282

Experience, 8-9, 9

Fairness ultimatums, 282-283
Fax cover sheet, 46

Fax numbers, asking for, 52-53
Fear of cold markets, 1
Feel-felt-found statements, 286
Flea markets, 236

Flyers, 201
Flying classes, 111
FOCUS principle, 163-165
Follow up
for broadcast letters, 44—45, 46
for gogetem kit, 239
for introduction letters, 263
by mentors, 270
for raise interviews, 243
Follow-up methods, 12-13
Follow-up telephone calls, 13-19
Food, 22-28
Former co-workers, referrals
from, 141
Former teachers, referrdis 1zom, 141
Framing, 164
Freelance writing, 145
Friends, referrais t:om, 140-141
Furnitureleasers, 245-246

Gatekecvers, 4
Ge thering information, 6-11
Geaie technique, 1-21
benefits of, 1
example, 20-22
gathering information (Step 3),
6-11
identifying yourself (Step 1), 3—4
introducing yourself (Step 2), 4-6
list of steps, 2
motivating yourself (Step 5),
13-19
repeating the process (Step 6),
19-20
showing appreciation (Step 4),
12-13
tools, 2
Gyms, 135-140

Hair, 206

Hands, 206

Hard sell, 169
Headhunters, 78-81



Hill, Napoleon, Think and Grow
Rich, 163

Hotels, parties at, 153-154

Humor, 116-117

Icon introduction letters, 260-263
Indemnification, 130-135
Inertia, causes of, xvii
Information gathering, 6-11, 49
Informational interviews, 271-274
Instant Availability Announcements,
50-54
as classified ads, 51
e-mailing, 53
faxing, 52-53
placement of, 52, 53
writing tips, 51-52
Instant gratification statements, 285
Instincts, 122-126
Integrity, 129-130
Intent, 125
Internal interviewing, 87-91
Internet
distribution of Instant Availability
Announcements, 53
employer database services, £9-61
networking sites, 53+-54
as personal job search engine,
56-59
resume datahase services, 58-59
Internship, 215-217
Interruptions, 283
Interview words, 15-19
Interviewing uniform, 3
Introductions, 4—6

Job clubs, 94-97

Job expansion, 28-31

Job fairs, 147-150

Job incompatibility, 47

Job intelligence network, 236-237
Jobgyms, 135-140

Journals, 70-71

INpDEX 297

Keywords
for Internet job searches, 57-58
for interviews, 15-19
for retail interviews and
applications, 189

Language to avoid, 207

Lead cards, 256-257

Letters
with gimmick enclosures, 48
resume cover letters, 39—41
for “to-die-for interviews,” 48

Letters to the editor, 144—145

Limousine services, 108

Listening, 285

Local job offerais, finding online,

56-57
Lunch, 27
Luncii cecunters, 173

Megazines, 70-71, 243-244
Magic Four Goodbye, 10-11
Magic Four Hello, 5-6
Mailphone campaigns, 260
Meditation, 124

Meeting planners, 91
Mental limitations, 228-232
Mentors, 146-147, 267-271
Mirror letters, 68

Music, 169

Names, recalling, 232-234
Networking
chamber of commerce mixers,
157-159
internet networking sites, 53—-54

Newsdirectory.com, 70-71
Newspapers, 70-71, 82, 193-195

Objectifying, 164

Objections, questioning, 286
Off-campus interviews, 283
Offer Comparison Checklist, 292
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Offer letters, 291
Offeror switching techniques,
197-199
Offeror types, 119-122
analytical, 121-122
reserved, 121
socializers, 120-121
Offerors
finding, 3
immigrants as, 225-228
needs of, 283
targeting, 3
Offers, evaluating, 289-292
Office area measuring, 210-213
Office lunch counters, 173
Online application forms, 10
Online flight booking, 111-112
Online teaching, 72-73
Online Yellow Pages, 70
Outerviewing, 166-171
Out-of-town jobs
expenses paid interviews, 166-171
relocating for, 57

Pacing, 5-6
Parking attendants, 171, 172-175
Parks and recreation departmetits, 219
Party rentals, 244-245
Passion, pursuing, 287258
Payback agreements. 170
Pen as magic wand, 233
Perfume and cologne, 206
Periodicals, 70-71
Persona, developing, 114-117
Personal references
assisting, 179-180
characteristics necessary, 175-176
debriefing, 180
job leads from, 180-181
preparing, 177-178
probable questions, 178-179
reassuring, 176-177
selecting, 175-176

Personal referrals, 61-63, 180-181

Phone voice, 117-119

Physical limitations, 228-232

Pockets, 3

Police departments, 219-220

Positive language, 84-86

Postal centers, 160-163

Press releases, 152—-153

Privacy, 283

Professional reference letters,

187-188

Professional references
debriefing, 185-186
job leads from, 186-187
overcoming objectiois, 185
preparing, 182-183
probable questicns, 184
selecting, 181182
sensitive ateas, 185

Promoticzi, 28-31, 87-91

Pronurciation, 119

Propuosal writing, 97-101

Rublic speaking, 7377

Public utilities department, 219

Publicity, 143-144

Questions
during initial greeting, 5-6
during interviews, 285, 286
of personal references, 178-179
of professional references, 184

Raises, interviewing for, 240-243
Reasonable accommodation for
disabilities, 229-231
Recordings, 77-78
Recruiters, 78-81
Recruiting networks, 81
Reference summary
personal, 177-178
professional, 183-184
References
mentioning in interview, 284



personal, 175-181

professional, 181-188
Referrals, 236-240, 257

personal, 61-63, 140-141
Relaxation, 123-125
Relaxation recordings, 125
Research, 49, 59-61, 192
Resistance from family and friends,

101-106

Resort areas, 91
Resume database services, 58-59
Resumes, 31-39

“faxmailing,” 4546

formatting, 35-38

keyword indexing of, 35

mailing, 33

online, 58-59

paper, 36

scanning, 35-36

writing tips, 33-34
Retail

employment applications, 190-191

keywords for interviews and

applications, 189

online research, 192

store managers, 190, 191
Road shows, 236
Roundup articles, 243-.244
Rush hours

at airports, 110

at coffee shops, 214

at jobgym, 137

Saturday interviewing, 263-267
Seating
on airplanes, 111, 113-114
at chamber of commerce mixers, 158
on commuter trains, 109
for raise interviews, 242
Secretaries, 279-281
Security guards, 153, 171
Security offices, 171-172
Self-syndication, 78
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Self-hypnosis, 124-126

Sense of humor, 116-117

Snacks, 27, 112

Speakers, working for, 93-94
Special publications, writing for, 82
Speech, 207

Surveys, 283-284

Swap meets, 234-236

Take away close, 284
Talking points, 166-169
Taxi offices, 108
Teaching jobs, 71-73
Telephone calls

follow-up, 13-19

for “to-die-for ir.terviews,” 49
Telephone surveys, 63—65
Telephone veice, 117-119
Temporevy assignments, 220-221
Tempo ary services, 221-223
Thenk-you and appreciation notes,

187, 281

Thank-you note, 12-13
Think and Grow Rich (Hill), 163
Timing, 2, 3
Tour bus depots, 107
Trade associations, 91-92, 170
Trains and trainstations, 107, 108-110
Travel agents, 110-111

Underemployment, 28
Uniform rental companies, 246
University extension departments, 71

Unleashing, 165

Vacationing free, 91-94
Voice improvement, 117-119
Voicemail message, 2

Warehouse stores, 209-210

Web sites, for company information
gathering, 49

Winfrey, Oprah, 287-288
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Weriting articles or columns, 145, “job-to-die-for” letter, 46
243-244 mirror letters, 68
Writing for newspaper special proposals, 100
sections, 82 raise interview script, 242
Writing letters to the editor, 144-145 response to online job
Writing tips, 152-153 postings, 61
biography, 151 resumes, 33-38
broadcast letters, 43 talking points, 166169
callback cards, 55 thank-you and appreciation
cover letters, 39—41 notes, 12
fax cover sheet, 46
Instant Availability Yellow Pages, 68-70

Announcements, 51-52



