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     Dedicated to all the hard working men and women who

                                labor day to day making life better for all of us and themselves.

                                They are all unsung heroes, who deserve better and merit 

                                recognition as well as security for themselves and their families. 

                                 It is my hope that this Guide will help them attain their goals 

                                 and enable them to secure a position that will bring them




      happiness, enjoyment and justified rewards for their efforts.

· Roger J. Mealey, Jr.
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Introduction
    This is perhaps an unusual book in that a great deal of its content can be gleamed from life experience and trial and error by most of us who have sought employment over the years.

     We live in a society that is very fast-paced and moving very quickly. Many of us simply do not have the time to seek out or research information that can be of immediate help to us. We live in an information age and we have come to rely on having information masticated and regurgitated back to us in the form of pabulum so we can easily absorb it quickly.

     In this day and age, much has happened. Our economy is steadily eroding and many of the individuals we looked up to have proven their penchant for the bottom line. Their insatiable greed has thrown ethics out the window. As a result, many firms have failed, our economy has been hurt, and numerous employees have lost their jobs. They’ve lost their retirement savings and are trying to regain their equilibrium on this bouncing ball we live in.

     For all the technology we have and all the efficiency it has brought, the fact remains that you and I must work to bring home the bacon, so we can pay for all our needs beyond the basics - including the Cable TV, DSL, and the rest. Although  many of us have not had to look for work in a long time,  many of us have found ourselves in a completely different job market than we faced many years ago. Even  recent college graduates are finding that it is not so easy to get work, even with that MBA under their belts.

     The intent of this book is to give you a leg up, bring you up to speed and guide you to the realities of getting and finding work in this job market. There are basics many of us ignore, after all, we have worked before. We know what the employer wants. That may be true, but this is a whole new ball game. There is great competition and new technology provides the ability to present an employer with over 1,000 resumes in one day for a simple job opening. 

     Read this book and use its insight to help you get that job sooner. 

There maybe a lot of people looking, but you can make yourself stand 

above the rest. And, if you just got laid off, had to retire-early, or were

 downsized, do not despair.   You are most likely going to be better off 

in a job you really like and enjoy. After all you are a winner and winners 

seldom stay down for long. So be of good cheer and enjoy this book. I 

hope it helps you in your quest

 CHAPTER 1

How Do You Feel?

      You have just been handed a pink slip, or you arrived at work to find your computer locked unable to access it.  You hear over the loud speaker that everyone should remain at their work stations until called upon. You know that something is going on and that you may be losing your livelihood. You sit there in a cold sweat worrying. Am I going to get axed? Did I do something wrong? Was I inefficient? Was my work not good enough?

       Many people have had this happen. They have been called from their work station or office into a conference room where they are asked for their keys, pass card, company ID and presented with termination papers. NO! You did nothing wrong! The company either mismanaged itself, is in a bad financial position or in the case of ENRON or WorldCom the unethical practices of a few have brought down the company. Whatever the case, you find yourself being escorted by a guard out of the building with your personal possessions and deprived of the camaraderie and friendship of your peers that you came to regard as family.

       It is a time of great confusion, agitation, anger and self recrimination. But wait a minute! This is not your doing! You did not fail! The company did and while you feel very badly, hopeless, angry and afraid, know this. You are not alone and you are still a valuable individual with knowledge, experience, expertise and many capabilities. Take a couple of days to collect yourself. Sure, mourn the loss of your job and friends but DO NOT isolate yourself; you are not a leper nor are you a bad person because you have lost your job. This is life and it really is what you make of it. So take a few days to yourself, go take a walk on the beach, listen to the soothing crashing waves. Or sit in that recliner, put on some soothing music and just relax. You need a couple of days to settle your nerves and get over the feeling of hopelessness you are feeling.

       The feeling of loss, hopelessness, and unworthiness is absolutely normal. But its not so! You are still the same person.  You just don’t work at the same place any more. Sure you feel great loss and it is understandable. You must grieve. But then you have to look at this from another perspective. This may well be the best thing that ever happened to you, new doors will open, new opportunities are there for you to explore and now you can look for that dream job you so deserve. Don’t look at the negative, look at the positive. That company you worked for allowed you to gain a lot of new experience in your field which is now an added asset.  You are now more knowledgeable and confident about what you know how to do. So now put it to good use and get moving. There is a new opportunity out there for you and after you have had some time to think , you will realize that is a fact. You have just been handed a unique opportunity to better yourself. So after you’re through grieving and feeling sorry for yourself. Pick yourself up, look forward and move on to your new career and relish it. They lost a wonderful employee and now you’re going to find that job that fits you like a glove. So let’s get going, put some spring in your step, a smile on your face and face your destiny.

     You have been laid off, downsized, riffed or forced into early retirement? It was either expected or came as an absolute surprise. Many concerns come into your mind. What do I do now? How will I pay my bills? What do I do with my 401K? How about my medical and dental plans? What am I going to do? What happens to my stock options?

      Don’t despair. Look at this as a unique opportunity to better yourself and take things one at a time. Granted you are at the moment a bit rattled and are mourning the loss of your job but there are things that must be done for your immediate survival.

      Did your firm give you a severance package? If so you will still have some income for your immediate needs and probably a clear explanation of what the firm is offering for your insurance needs – (COBRA etc.).  Normally you have 30 days to find a new insurance plan for medical and dental, or continue the one you have at higher rates. In any event, you have some decisions to make which will affect your pocket book.  Your 401K plan is the first, because if you do not roll over your vested funds within 60 days you can end up with a tax bill for the funds. If you have less than $5,000 you must roll it over.  If you have more than $5,000 it’s likely you can retain the plan without rolling it by contacting the firm holding your firms 401K plan. It is important you check out exactly what your position is, because if you do not roll it over if you should, you can end up with an immediate tax liability you do not need at this moment.

      If you had stock options, check and see when your vesting option will end from the date of your termination. Your firm should provide this information to you at the time of termination. Normally you have 90 days from date of termination to exercise your vested options, this is assuming you want to invest back into the firm that just terminated you.

      If you’re fortunate enough to receive a severance package, take note of the scheduled pay dates or if its given in a lump sum. Deposit it into your bank immediately. Remember these are funds you have to live on for the moment. The next step you should do immediately is file for unemployment, whether you are getting a severance package or not. File for unemployment; this will assure you of an income while you’re looking for work. You will be more at ease knowing your immediate cash needs are taken care of. So file right away and then buckle down to finding that new job. Many states have online systems to file for unemployment, so take advantage of it rather than waste time at the local office waiting, interviewing to file. In Florida the online unemployment filing is located at: http://www2.myflorida.com/awi/unemployment/empuc.htm
      State employment offices usually have a business center assumedly for professionals. Here you can use computers, internet, copiers and printers for Free. These centers in spite of their ballyhoo, in truth cannot help true professionals get work. They have equipment for you to use and they have a database of jobs for you to look at. But what is lacking is true liaison between key community employers and the organizations staff that can truly offer the qualified professional entrée to employment. If you rely on them solely you will be very disappointed and quickly become depressed. They definitely cannot help the older professional because they have done nothing to counter the age discrimination issues. Additionally the staff in these facilities look upon people as numbers not individuals.  To them getting you employment doing menial jobs is looked upon as a success. And if you attend their Trade Employment Fairs, you will quickly realize that most jobs offered there are service industry or entertainment related. There may be some credit firms, telemarketers and nursing positions, but do not expect to find high paying executive, administrative or managerial employment there. If you’re looking for a low level income position while you continue your search, then check it out.

      One of the things that is helpful when seeking new employment is to have a letter of recommendation. If possible have the firm issue you one for your records. If you were laid off in good standing, this should not be a problem. It is possible if this is a massive layoff, that your immediate superiors also were let go. So if there is time and still ongoing contact, by all means get that recommendation letter. You will know there is time to do this when you see chief executives of the company selling their company shares to pay off debts, and the stock price of the firm keeps dropping. There is little new work or sales over the last few months. All these signs should alert you to the potential of employee reduction. If you had close ties with fellow workers, be sure to network with them. These days networking is key to getting a new job. We will address this later on but in an age where there is an information glut, getting your resume seen by an employer and gaining entree for a simple interview is not as easy as it once was. So networking is very important. Doors to new opportunities can open faster than sending resumes and posting them in the many job search engines.

      Once you have settled down have filed for your unemployment, banked your severance funds, taken care of your 401K, and resolved your medical needs, you must get down to the business of getting new employment. Right away your initial checking will reveal that the job market is pretty tight and not as simple as it once was. There is very high unemployment, the economy is slow and competition is fierce. So how are you going to go about this? Consider that if you are over 40, there is a bias against you right away. Yes, unfortunately age discrimination is alive and well in the USA.  OK, OK, laws state that it is illegal but it’s done just the same. A clue would be in the way ads for positions are written: “recent college graduates”, “build your career and learn with us”. Many ads unwittingly state they are looking for younger employees up front; that, by the way, is also a discriminatory practice and illegal but seldom enforced.

      Money is a topic you must consider early on after being laid off. You have no idea how long it will take you to get that new job, so you must learn to be frugal. Cut back on expenses such as dining out with friends. Instead invite friends over for a home cooked meal. Or, instead of paying for the family to go to the movies, rent a movie.  Spend your money wisely and make it stretch. A great deal depends on your reserves, severance and unemployment benefits, but TEMPUS FUGIT, time flies and before you know it months have passed or a year. And all the money is going out and none is coming in. So cut back, wash and wax the car yourself or have the kids do it, say goodbye to the gardener if you have one and have the kids or yourself cut the lawn and hedges. 

      About the pool and Jacuzzi - get rid of the service and do the maintenance yourself.  Check your phone plans to see if you can save money there. The important thing is to look ahead and save money where possible because you may need it down the road if that job does not materialize right away. Do not go overboard. Treat yourself every once in a while to an outing, it will be a good morale booster. And consider doing something on your own that might bring in some income while you look. Possibly you can do some freelance work.

      Credit Cards - some individuals are one paycheck away from financial disaster. Use your credit cards wisely, in fact use them only in cases of emergency during this time. If your financial situation is such that you feel you cannot cope with the required obligations. Seek out a Credit Counseling Service in your area, they are usually free organizations and run by the United Way or Volunteer organizations. They can establish a budget and in many cases decrease your obligation by 38 to 40%. So if you’re experiencing such problems do not ignore it. Tackle it head on, you never know when you will need those cards to finance a trip, expenses or new clothing for an out of state interview. It is important because now employers even ask to see your consumer credit reports in background checks. Yes, that is a bit intrusive but it is being done by some employers. So, you need to have a handle on your credit obligations.

 You are now ready to start:

      First you must assess your capabilities, expertise and what you have to offer. This means you must revise your resume. Resume presentations have changed over time, so there is no doubt you will have to revise and update your resume to meet current standards. For this we recommend you contact firms specializing in this to maximize your resume’s potential.  Look, when you get sick, you go to a doctor -  if it’s your heart, to a heart specialist. So when you need to have your resume redone and re-evaluated go to a specialist that does this as their life’s work.

      Keep in mind that employers are looking to know a few key things: What accomplishments you’ve had, what knowledge you bring to them and how will you help them in their efforts. It is important that your resume make this clear to the prospective employer. Below we have listed several such firms. We are not recommending them because we have a vested interest in them, we do not.  We simply list them to save you some time of looking for them. These are among the most well know and immediately accessible.

                             http://www.candidatesuite.com/CNresumeRW.asp                

                            CandidatesSuite.com

                             http://www.careerbuilder.com/JobSeeker/CRC/ResumeServices.htm
            Résumé Services

                             http://www.resume.com/critique/freecritique.html                        

                             Resume.com

                             http://resume.monster.com/writingservices/index.asp?msource=0007-M  

                             Monster.com Resume

                             http://www.career-resumes.com/?6Figurejobs            6Figure Jobs Resumes

                             http://www.bestresponseresumes.com                              Best Response resumes
                             http://www.wsacorp.com/critique.asp                                       WSAcorp 
      Once you have your resume down to the point you are well satisfied with it and ready to use, you have to start getting it out there. The first thing to try is posting your resume in online job search engines. This will normally have no cost and you may be fortunate enough to be called upon from such postings. The following are the most well known and we suggest you avail yourself of the search “agents”. These will search through the database and email you the offerings for which you are qualified. It will expedite your daily job searches and narrow it down to the areas of your particular interest.

     These postings can be a bit time consuming and tedious but its well worth it. In some cases you can cut and paste your existing resume into the database. Ok ready? Here are the key online job search engines:
 http://www.monster.com                                              Monster.com
http://www.qksrv.net/click-231946-1611051                    Hot Jobs
http://www.hirediversity.com                                   Hire Diversity
http://www.bestjobsusa.com/index-jsk-ns.asp          Best Jobs
http://www.sologig.com/default.asp?siteid=HHNT  Sologig.com
http://careers.towers.com                                           Careers.towers.com

http://www.sern.net/joblinks.htm                               Sern.Net
http://telecomcareers.net                                            Telecomcareers.net
CHAPTER 2

Taking stock of yourself     

      One of the things you should consider before anything else is to do an evaluation of your strengths and weaknesses. You should sit down and seriously give some thought as to what you have to offer prospective employers. Take some time to sit quietly without interruption and list all your assets: knowledge of computer use, computer programs you’re good at:  Excel, Word, Graphics, Frame maker, et al. If you’re a programmer, list all the languages you’re good at: Basic, C+, Html, etc.,  and any certifications you may have. The same applies to any area of specialization you may have as an  RN,  Director, Executive, Loan Officer or whatever field you may be.

    It is very important that you take stock of yourself and clearly define your marketable skills.  You may discover that you may have many that are applicable to other areas in which you may have been interested, but never pursued.  In doing such an assessment, you may find that you really weren’t happy with that last job you had, after all.  Possibly, you would have preferred doing something else that you were better suited for and which afforded you more enjoyment  and satisfaction. 

For years I was in the telecommunications field, primarily in the International arena.  Nowadays, it is truly a bad field in which to be. Over 456,000 unemployed telecom workers exist in the USA.  Another 17,000 will be let go by WorldCom on August of 2002. If things were to improve in this sector many telecoms would be hiring.  However, they are not doing so as yet because they do not see an improvement in sight. 

      My strengths revolved around language abilities and the knowledge of doing business abroad under corporate auspices. I incorporated my strengths into another field and ended up working as an in-house translator for a high tech firm, translating their technical manuals, software, screens and online help. I was also sought out by major corporations to conduct intra cultural training for new, foreign employees, brought to work within US corporate environments. Due to my hands-on knowledge and language skills, I was sought out to teach these individuals in their languages, about US corporate life and how to deal with Latin American markets and their idiosyncrasies.

      So, as you can see, sometimes you have certain knowledge, skills and abilities that can lead to better things you had not even thought of.  So take a few minutes to sit down and make a detailed list of all your strengths.  Include your problem-solving abilities, your ability to take  leadership roles,  your creative strengths, and all the abilities that have proven you to be an asset wherever you have worked. This should bring you to the realization that you are a very valuable commodity!   You would have no reason to question your ability to excel in whatever arena you seek to engage

   You also need to do some soul searching to determine where your weaknesses are.  Be brutally honest in your assessment.  Do you need more training in certain areas? Then sign up for a course and get the training. Do you need to improve your personal appearance, physically and fashion-wise? If you need to lose some weight, then put yourself on a diet plan and exercise more. Remember, you’re doing this for YOU.  No one is going to do things for you. You must accept the challenge and do what you know you must do. If your fashion sense needs to improve, then check and see what fashionable successful individuals are wearing and try to emulate them. A quick perusal of business publications or fashion magazines will give you and idea of what is appropriate.

    Maybe you need a makeover.  Take the time to do it. It will be a new you!  What we are saying is this:  If you know there are some shortcomings which are potentially holding you back from securing employment in a very tight job market, you owe it to yourself to improve not only yourself but your chances of standing out and getting that job.  If it’ as simple as updating your wardrobe or a makeover, great. If it’s something more demanding such as losing weight, start right away.  Time that has passed can never be recouped.  If it’s a matter of attaining more knowledge in a particular subject matter, program, or skill, find how you can attain it and achieve it.  Do it if it’s what you want and need in order to achieve your goal. Joining a Toastmasters International Chapter will help you improve your public speaking skills in a non judgmental setting. Remember, the only thing that stands between you and that dream job of yours is YOU.  If you set your mind to it, you can and will achieve your goal.

You must have a sense of urgency in overcoming your weaknesses so that they will not hinder you in your quest.  Don’t put off until tomorrow what you can do today, because if that is your mindset, tomorrow will never come. You have to work for what you want, if you really want it. 

      Engage the aid of one or two close friends and ask them to be candid with you.  Ask them to tell you of any traits you have that they find annoying. They may flinch at your asking this of them but explain that you’re trying to improve yourself and you need an unbiased opinion. You will find that they will be more than willing to help, but don’t take their comments personally.  It’s constructive criticism.  They are speaking a truth that you may never have realized existed.

     If you lack self-confidence, read motivational books such as The Power of Positive Thinking by Norman Vincent Peale. There are many excellent motivational books to inspire you and put you on the track to success. And, all of them can be found at your local library. It won’t cost you a cent to check them out and read. For information on other motivational books visit this site: http://wetrack.it/winneraffiliate/af.cgi?25   You will find many such books and programs listed there. Just take note of them and either purchase it directly from them, or go to your local library. But you should definitely take advantage of what these experts have to say. 

      Positive affirmations are another way to develop self confidence. Try them before you retire at night and first thing when you wake in the morning. Positive affirmations simply restate your conviction of a positive change. Some examples are:  “I will be a better listener.”  “ I will improve my posture.” “ I will succeed.” “ I will get that job.” In time, these proven affirmations affect your subconscious to the point that it makes you work towards the path of achieving its goals. These affirmations can be either a simple statement or a visual representation which reminds you of a specific, desired, outcome.

    Keep in mind that we all have created patterns of habit for ourselves. Some of us may not like to eat fish because when we were small we just hated it. But we know that eating fish is good for you.  Aside from being low in fat, etc., it’s even touted as good brain food.  So here is something you know is good for you, but you refuse to eat it.  Make an affirmation stating you like fish, that it’s good for you and that it will improve your health. Tell yourself that frequently enough and Voila! you will find yourself eating fish and loving it.

       The power of positive thinking is absolutely awesome and it can help you achieve your goals in many ways you never thought possible. Some firms even offer tapes with the affirmations imbedded in the music, so that they are absorbed into your subconscious. Such tapes can be found at: Mind Communications Inc. 2620 Remico S.W. Wyoming, MI 49509.  

     Years ago, a test was conducted in theaters using subliminal imaging. Images of popcorn and sodas were inserted in the movie presentation.  The images passed very quickly and were almost invisible to the naked eye.   Before the movie was through, the sales of popcorn and sodas increased tenfold from sales during previous performances. This type of advertising was outlawed but it proved the power of subliminal suggestion. Positive affirmations function in  much the same way. They rewrite in our brain, a fault or a trait we must follow in order to succeed. It becomes fact and we act accordingly.

      We cannot stress enough the importance of doing a self examination as it relates to your marketability. There isn’t a single person on this God’s good earth that cannot benefit from improving himself in one area or another. For you, it’s even more important because you want to be the best that you can be when you are being interviewed. Your attitude must be that of a winner. 

You must exude confidence. You must be confident that you’re prepared to dazzle them with your intellect, knowledge and capabilities.  You must know what your salient points are and exploit them.  And you must be ready to conquer those weaknesses that held you back in the past.

      Once you have completed the evaluation, made the necessary corrections and improved yourself in the areas you felt lacking, you’ll  be ready to start submitting your revised and updated resume to prospective employers. You now have ascertained what you are good at and you’ve got a handle on those weaknesses that were holding you back in the past. You’re almost ready to start doing your job searches. Yet, there’s one more thing…

      You’ve finished this book and you’re feeling like you have ample knowledge of the things you need to know about pursuing your dream job.  There’s  one more thing that you need to do.  Most people don’t do it because they feel silly or embarrassed.  If you’re a confident person this will not affect you in the least. If you lack confidence it will help boost you confidence level. 

     I am going to ask that you take the time to role play with either a family member or a close friend. Do a mock interview.  It is important, after reading this book, that you role play with someone. The main purpose of this exercise is to get down pat, what you intend to say to your interviewer and how you will say it.  It will also test the tonality of your voice, which is important in expressing confidence and conviction.

Rehearsing what you will say in reply to your interviewer’s questions is as important as the manner in which you are dressed. Believe me, during the interview is not the right time to discover that you should have responded in a different way. Take the time up-front to prepare responses to possible questions and rehearse your delivery.  Practice in front of a mirror. You will be amazed what a little practice and role playing can achieve.  You will exude confidence and you will stand out as a ”quality” candidate.

   CHAPTER 3

General Job Search

· 4 Work - search engine for Jobs. 

· Academic Employment Network

 HYPERLINK "http://clover.slavic.pitt.edu/%7Eaatseel/jobs/job-index.html"  - from Kindergarten on up. 

· America's Job Bank -  Job Seeker Services - rather cumbersome and a bit limited but has many jobs listed 

· Arthur Andersen Career Opportunities 

· Best Bets for Student Work Exchange 

· Career Paradise - colossal list of Career Links  . 

· Career Services International Job Search Links 

· Career Solution  - helps international students in the U.S. to find jobs 

· Carnegie Endowment Employment Opportunities 

· Chronicle of Higher Education list of job openings,  - both faculty and professional positions 

· Current Openings with Council on International Educational Exchange 

· Employment Opportunities at the World Bank Group 

· Employment Opportunities with the UN general information 

· Employment Opportunities with the UN current listing 

· European Business Resources 

· Federal Job Source 

· FedWorld - Federal Job Announcement Search 

· Finding Work: Advice and Resources : by Council of International Education Exchange 

· H-Net, Humanities on Line, Job Guide - H-Net covers positions in History and other fields in the Humanities and Social Sciences. This site posts positions in academia almost exclusively. 

· HEADHUNTER.NET 

· Idealists  The Contact Center Network has published a directory of contacts with  non-governmental and non-profit organizations. The directory is arranged geographically and topically. 

· InterAction - A consortium of over 150 international NGOs working in different areas of humanitarian aid. Besides being a good site of project information and links, InterAction also has a Job Opportunities Page (English) 

· International Employment 

· International Job Listings

 HYPERLINK "http://www.brandeis.edu/hiatt/web_data/international.html"  (Purdue University) 

· Job Finders Online 

· Job Index  - posted by Middlebury College Department of Russian & East European Studies 

·  Job Resources by US Region 

· Jobs where foreign languages are needed  (English) 

· Linguistic Enterprises 

· Links to Nifty Places on the Web- - lots of resources for all sorts of job searching 

· MacArthur Foundation Position Announcements 

· MLA Job Information List 

· Online Career Center  - searchable database. You can also post your resume here. 

· Overseas Jobs Express 

· Overseas Placement Service for Educators   (U. of Northern Iowa) 

· Resume Port 

· Reuben A. Larson and Associates - dedicated to finding Bilingual International Consultants and providing Specialized Recruiting Services.  (Chinese / English / Russian) 

· The Riley Guide - has many tips and links for job searching. 

· World Learning - Employment Opportunity 

Jobs in Central/Eastern Europe

· AATSEEL Job Index 

· ACTR/ACCELS Employment Opportunities - includes current job postings in Washington, D.C., and NIS (English).

· Bob Birkenes' Job Resources for Russia/Eastern Europe/Central Asia - lots of good links here.
· CCSI (Center for Civil Society International) Job Search Resources - hands down, one of the best information sources on the web for the NIS. 

· Center for REE and Eurasian Studies Employment Page - at The University of Texas.

· Central Europe Online Daily News 

· Doug and Colleen Hartman's European Links Galore! - Jobs - features more than 1,500 selected links for job opportunties in Russian, CIS, NIS. (English / Russian) 

· Eastern and Central European Job Bank - (English). 

· Civic Action in Eurasia

 HYPERLINK "http://www.ecejobbank.com/"   - posts job-openings in Central/Eastern Europe and NIS.

· Job Opportunities with the Eurasia Foundation 

· NGOs (Non-Governmental Organizations) in Central and Eastern Europe  - a comprehensive resource for the third sector in the region, boasting information  about funding opportunities, training programs, and new project activities. 

· Slavic Business and Professional Network - SBPN was designed by the Department of Slavic Languages and Literatures at The Ohio State University to foster communication between members of the business, academic and professional communities in Ohio. (English). 

· Useful Web Addresses for Job-Searching in Slavic and East European  Studies  (UNC) 

Multicultural Professional and Corporate Links – Here are Endless Opportunities for Your Future

African-American Diversity Organizations 

Asian-American Diversity Organizations 

National Hispanic Professional Associations 

Native-American Diversity Organizations 

Other Diversity Organizations 



African-American Diversity Organizations

Ebony West
http://ebonywest.com/jobweb.htm
National Society of Black MBAs
http://www.nbmbaa.org
National Association for the Advancement of Colored People
http://www.naacp.org
National Association of Black Journalists
http://www.nabj.org
National Association of Black Accountants
http://www.nabainc.org
National Society of Black Engineers
http://www.nsbe.org
Black Data Processing Associates
http://www.bdpa.org
Black Broadcaster’s Alliance
http://www.thebba.org
National Association of Black Telecommunication Professionals
http://www.nabtp.org
National Association of Black Procurement Professionals
http://www.nabpp.org
National Organization for the Professional Advancement of Black Chemists & Chemical Engineers
http://www.nobcche.org
Asian-American Diversity Organizations

US Pan Asian American Chamber of Commerce
http://www.uspaacc.org
Asian American Journalist Association
http://www.aaja.org
National Asian Pacific American Bar Association
http://www.napaba.org
Japanese American Citizens League
http://www.jacl.org
Korean-American Scientists & Engineers
http://www.ksea.org
National Association of Asian Professionals
http://www.naaap.org
National Hispanic Professional Associations

The National Society for Hispanic Professionals
http://www.nshp.org 

National Society of the Hispanic MBAs
http://www.nshmba.org 

ASPIRA Association
http://www.aspira.org
American Association of Hispanic CPAs
http://www.aahcpa.org
Association of Hispanic Advertising Agencies
http://www.ahaa.org
Careers for Latinos
http://www.careersforlatinos.com
Consortium to Identify & Promote Hispanic Professionals
520-886-3244

Hispanic Organization of Professionals & Executives
202-234-2351

Hispanic Public Relations Association
213-239-6555

Latin American Management Association
http://www.lama-usa.com
Latin Business Association
http://www.lbausa.com
League of United Latin American Citizens
http://www.lulac.org
Mexican American Unity Council
210-978-0500

National Association of Hispanic Federal Executives
http://www.nahfe.org
National Association of Hispanic Investors & Advisors
504-482-4116

National Association of Hispanic Journalists
http://www.nahj.org
National Association of Hispanic Public Administrators
http://www.nahpa.org
National Association of Latin Elected & Appointed Officials
http://www.naleo.org
National Association of Puerto Rican/Hispanic Social Workers Inc.
http://members.aol.com/naprhsw/index.html
National Coalition of Hispanic Health and Human Services Organization
202-797-4321

National Council La Raza
http://www.nclr.org
National Hispanic Academy of Media, Arts & Sciences
Nhamas@hotmail.com
National Hispanic Corporate Council
http://www.nhcc-hq.org
National Hispanic Media Coalition
323-722-4191

National Hispanic Medical Association
http://home.earthlink.net/~nhma/
National Hispanic Medical Organization
202-265-4297

Professional Hispanics in Energy
714-777-7729

Society of Hispanic Professional Engineers
http://www.shpe.org
Society for Advancement of Chicanos & Native Americans in Science
http://www.sacnas.org
Native-American Diversity Organizations
American Indian Science & Engineering Society
http://www.aises.org
Native American Public Telecommunications
http://www.nativetelecom.org
Other Diversity Organizations 

National MultiCultural Institute
http://www.nmci.org
College & University Personnel Association
www.cupa.org
American Society for Women Accountants
http://www.aswa.org
Association for Women in Science
http://www.awis.org
National Action Council for Minorities in Engineering
http://www.nacme.org
Northwestern University Medill School of Journalism
http://www.medill.nwu.edu 

CHAPTER 4

NETWORKING

      The importance of networking in securing employment cannot be stressed enough. Let’s face it.  The Silicon Valley high-paying jobs in the six figures are now hard to come by. The Indians and foreign employees have returned to their lands. The dot coms have cut back tremendously and all the IT experts are having a hard time securing new jobs.

      The likelihood of these firms being viable again in the immediate future is low, likely 12 months to a year maybe if all goes well. The Telecoms have been hard hit also, not only because of mismanagement but a glut of cellular services and firms trying to cash in on that market. In the meantime, paging services are becoming passé as cellular phones incorporate such services. Motorola has closed many of its paging plants, laying off large numbers of valuable employees. The Telecom firms have also laid off many employees causing a ripple effect across the nation. So where are you going to get that next job? Will you have to switch careers? Are you too old? 

         Well by networking with your peers you can learn of new opportunities and even enter into jobs that are new to you but you can prosper in. Contact your peers that were laid off and network with them, see if you can get 3 industry related contacts from each when you speak with them. If they were not to well known to you, ask them about a particular firm and if they have any contacts there. Try to get as many contacts as possible. By the following week you should have a dozen or so contacts. Sit down and call the parties. Ask them for a few minutes of their time, after explaining where you got their name, possibly a meeting for coffee near their office. Most likely they will ask you over to their office.

      Do not ask for a job outright, keep it lighearted. Explain you are looking for a place in the industry but meanwhile you’re trying to get a feel for what is happening. In the conversation find out what their interests are because you will be contacting them again in a gentler fashion. And remember, get three contacts everytime you speak with someone. Over time some of the contacts may overlap, but continue your daily task of getting three contacts.

       The result is you will keep your name out there and you will be remembered. Contract jobs will come your way, which in many cases pay better than regular full time jobs. Be sure when you do meet with someone you leave your card, on the back put your areas of expertise. You will be surprised how well this works.

      Start creating your own personal network, keeping in touch regularly with your peers. You can start a personal group at http://www.yahoogroups.com or chat visually with other net workers at http://www.adusa.com/OPN.htm. OPN stands for Overqualified Professionals Network, it is a site for primarily professionals over 40 to network amongst their peers, but in truth all are welcome to share their experiences, suggestions and support. Overqualified is the word used most frequently to refer to an individual as being too old for the job. By keeping in touch with these associates on a daily basis you increase your chances to get new employment.

      Let me give you an example of how networking works. I was contacted by a friend,  who told me a friend of his was up for promotion but could not be promoted until there was someone to fill his position. The position paid around 50K a year less than I was used to but the fact was I had been looking for work for months and nothing was in the horizon and because of my age. I was being turned down right and left. I called the individual and spoke with him. He was an in-house translator for a high tech firm and wanted to move up in the corporation.  He could not do so because there was no one to take his place. 

      I had the knowledge to do this job but it was not my primary area of expertise.  We spoke further and I applied for the position,  which I was promptly granted. Frankly, it was a very good position, my own offices, my own hours, lots of perks, bonuses, stock options, great people to work with and it was close to my home. Networking brought me a job I would never have found if I had not had friends keeping in mind I was looking for work and bringing it to my attention. Unfortunately a year later the firm laid off 43% of its work force due to lack of sales and over expansion. A case of bad management - too much money going out none coming in.

      If you belong to a trade association or have membership in clubs or organizations, be sure to keep them current and participate. Attend meetings and let everyone know that you’re in between successes. This networking can yield leads to opportunities. You may initially feel hesitant but you will be pleasantly surprised at the support you will receive. Remember, many of the members have had an experience similar to yours.

      Some newspapers like The Los Angeles Times and The Miami Herald have employment opportunities listed with agent searches which will deliver job offers to your home computer. Your state agencies also have their own employment listing. In Florida, for example, The Florida Agency for Workforce Innovation   http://www.floridajobs.org  will give you access to jobs in the State. It’s likely your State has a similar system.

      It is important to realize that the national employment figures are far from accurate. Why? It is quite simple. Persons that have fallen off the rolls because their unemployment benefits have run out are not kept in the databases as being unemployed. So there are millions of individuals that no longer appear on the rolls, have opted to live off their savings, cut down on their lifestyle or settled for a menial job just to put food on the table. Another point to keep in mind is that this now is an employers’ market and as such they can get highly qualified personnel with expertise for much less money than a year or two years ago. This, simply because there just are not enough jobs to go around and the proof is in the fact that a simple blind ad in a newspaper can elicit over 500 resumes of extremely qualified people for the same position. This really hurts everyone because wages are lowered based on supply and demand by the employers.

      A few months back in a Wall Street Journal column, a writer commented on how a former older executive was living in a boat in a harbor near San Francisco and working as a cook. This was to be commended. Of course no mention was made of the fact he lost his home, lifestyle and family because he could not obtain work in his original field. 

      In one of our local papers there was high praise for a former NASA older executive who now managed a Burger King and they stated how he had surpassed his trail by fire. Really. Are they serious?  The WSJ writer even suggested that older individuals seeking work go back to school and get other degrees to better their employment opportunities. One has to wonder if these individuals live in the real world. That older individual even with a PhD. will likely be turned down because of his age. And yet these writers paint a rosy picture when employment in this economy is simply not that easily obtained. A young person going back to school may have merit but it would not help an older individual by much.

      It is much like suggesting a person become a REALTOR, Insurance Underwriter or Financial Broker. The truth is all of these require additional expenditures. It’s great if the hiring firm reimburses you but you will go sometime in some instances without an income. As a REALTOR you must take a real estate course to pass your state exam.  That can easily run $300 to $600, once you pass the exam you must work under a broker’s sponsorship, and you’re not on salary - this is totally a commission job! Additionally, you have membership fees, insurance fees, long hours and must create your own client base to be successful. 

     The same applies to insurance sales and when it comes to a financial advisor, or broker. You have to be sponsored to take a Series 6, Series 66 and Insurance course and pass the SEC tests. You then have almost two years of training with a base pay, depending on the organization, after which you are on your own, depending on commission sales and your own client base. If you are just unemployed, short on funds having someone suggest you follow one of these paths is a major obstacle due to costs and the time before you’re really making some decent money.

      One of the best paying jobs in the state and likely nationwide is for pharmacists, they will start you out at $85,000 plus a sign-on bonus. The truth is that there is a shortage of pharmacists nationwide due to the aging population and its increased demand for prescription drugs.  All those baby boomers are now over 50!

      Of course more education is an asset which can always improve your standing but with the competition being so fierce one must be sure that what one does study will bear fruit. For example, taking an IT course at the moment in spite of the TV advertisements proclaiming high salaries once the course is completed is not quite the case. There are few such jobs and there are many overqualified IT experts out of work. Look for something that will pay you well and you know there is or will be a need for. It doesn’t take a genius to conclude that with an aging population there will be more need for health care personnel, medical staff, nurses, therapists, and home care providers. There will be opportunities in medical and surgical sales, specialty foods for the aged, meals on wheels services, medical transportation, rentals of wheel chairs, oxygen tanks, hospital beds and the like. That is simple fact based on numbers. 

Baby Boomers

      By 2010, more than 39 million Americans will be senior citizens. That number jumps to 69 million people by 2030, and by 2050 the elderly population will count more than 80 million Americans over the age of 65. 

     " As a society, we are in denial that our health care system is really a geriatric health system," says Daniel Perry, executive director of Alliance for Aging Research. 

      Already, senior citizens make up half of all patients. But, ironically, there's a glut of medical professionals specializing in infant care — often a more prestigious and much more lucrative practice than geriatrics. 

      "There's no incentive," says Dr. Bernard Roos, of the University of Miami Medical School, "Everybody wants to be a gastroenterologist, or a cardiologist or a neurosurgeon." 

      In ten years Roos has trained only 50 geriatricians. Primarily, he blames budget cuts to Medicare, the government health insurance program for seniors.  "The reimbursement for those patients is so low, you will actually lose money," says Roos. 

      And, that is costing the rest of America money. Experts say better geriatric treatment could save more than $50 billion in one year alone, but that still has not been enough incentive for change. 
      "We've got less than ten years to get it right before it starts directly affecting the baby boomer generation," says Perry. 
It's already a crisis for today's seniors. (CBS/AP News 07/10/02)

On the Social Security Front, There is This:

      Despite assurances from both political parties that the Social Security program is safe, its substantial surplus is a coffer the U.S. government plans on tapping to help pay for other debts, leaving Social Security not so secure. 

      The biggest drain on Social Security is the country’s changing demographics. The U.S. retirement population is outgrowing the working population with people living longer and healthier lives. Economists and government officials alike predict that within a few years after the first baby boomers retire in 2008 the program’s surplus will begin to be drained in order to pay the swelling number of beneficiaries. Current projections indicate that the agency will be insolvent by 2038 and the Medicare hospital trust fund could be exhausted by 2029. 
Sources: Social Security Administration; Congressional Budget Office; Commission to Strengthen Social Security; AP
      So, If you are a professional continue improving yourself with Nightingale-Conant offerings or other experts’ programs. You will find a vast array of such at The Self Improvement Store http://wetrack.it/winneraffiliate/af.cgi?25   Many professionals have created wonderful self improvement programs sharing their expertise, secrets and suggestions on how to improve business, opportunities and increase their chances of bettering their own circumstances. In my business career I availed myself of such programs from Dale Carnegie, Zig Ziglar, Napoleon Hill, Bryan Tracy, Denis Waitley and many other successful businessmen. I applied their principles and was quite successful in my work.

   CHAPTER 5

AGE DISCRIMINATION

      On the matter of age discrimination there is this from a friend who wishes to remain anonymous. The incidents are numerous but this example should give you a clear picture of what is taking place.

      In Silicon Valley, there are precious few jobs available for high-tech workers right now. In the past two years, hundreds of companies have folded and many thousands of workers have been laid off. Many who came here in the late 90s for the dot-com rush are gone. Some have gone back to Iowa. Many more have gone back to India. And, then there are those of us who don't have another place to go.

      Earlier this year, I was laid off for the second time in two years. As soon as I was laid off, I began reviewing job openings in my field. I'm a technical writer, and I have more than 20 years of experience.

      First, I looked at companies I knew. I found that a particular company - one I had long been interested in - was looking for a technical writer. This was a 12-year-old firm, and I remember its start. The man who started this company ad been very successful with another company in the same market, and there were great expectations for this new company. I had some experience with this company. On occasion - at industry events and such - I spoke with the man who started it. I got to know some of the people who worked there. When the company was a few years old, I was asked to develop software for its products, which I did. I also wrote trade journal articles about those products, and I spoke at industry events about them. But that was ten years ago, and I no longer knew anyone at the company.

      I looked at the job postings on the company's Web site, and there was a posting for a senior technical writer. I reviewed the job description, and it closely matched my skills and experience. I clearly met the requirements listed for the job. And I was interested in working for this company. Two years ago - when I was first laid off this company was looking for a technical writer, and I sent them my résumé. But they didn't respond. I sent a cover letter and a copy of my résumé. I sent them both by e-mail and then by U.S. mail. My cover letter indicated that I was quite familiar with the company and its products, and that I had lots of experience with its market. My résumé testified to it all. And I sent along a link to my Web site, which contains information about me and samples of my work.

      However, the company didn't bother to respond. And why not? It seems to me that anyone could review the job description, compare it to my résumé, and see a very good match. So what was the problem?

      Based on my job-hunting experience these past two years, I hypothesized that the problem might be this simple: I had too much experience; in other words, I was too old. That, I imagined, might be why they didn't respond when I submitted my résumé two years ago. To test my hypothesis, I created a make-believe person: someone with half my experience; someone 15 years younger than me; someone from Asia. I sent this person's cover letter and résumé by e-mail. And guess what? The company responded to my make-believe person, indicating an interest and asking for additional information. 

      I responded on behalf of my make-believe person. I advised the recruiter that I simply created this person to test my hypothesis. The recruiter responded with an invitation for an interview; he wanted to find some good reason why I was not a good candidate. I accepted; I wanted to hear his reason for responding to my make-believe person, but not me.

      At the end of the interview, he told me the reason was this: I had had too many jobs. In fact, I had five jobs in the past 20 years; my make-believe person had three jobs in 10 years. My hypothesis was holding up. This was interesting. When I looked at the company's Web site for job postings, I noticed that it - like many other high-tech firms here in the valley - was actively recruiting college students: people with no work history. It seemed I had too much history.

      Why would a company prefer to hire a person with no experience? Why prefer recent college graduates to people with 20 years of experience? And if experience comes with age - and there's no denying that it does - then isn't this preference effective age bias? Is there anything wrong with this bias? Sure. It's like refusing to hire someone just because he or she is Black, or Jewish, or Chinese. It's like refusing to hire a woman to do a man's job.  It's illegal. 

      There are three federal laws that prohibit various types of arbitrary discrimination in employment. There's the Equal Opportunity Employment Act, which prohibits discrimination based on race, color, religion, sex, or national origin. There's the Americans with Disabilities Act, which prohibits discrimination based on disability. And there's the Age Discrimination in Employment Act, which prohibits discrimination against workers over 40. Despite the law, age discrimination is thriving in Silicon Valley. To catch a glimpse of it, review the employment sections of the Web sites of high-tech companies in Silicon Valley. Most often, they describe a fun workplace. 


      This is clearly an appeal to younger workers, as older workers tend to be more interested in a well-run company than in one that emphasizes fun. Consider these quotes from the employment section of one high-tech company:  Our objective is not merely to hire the best talent like you, but help you evolve into a world-class professional. We provide a nurturing workplace where each team member's ideas are highly valued. We have numerous learning programs to help in your professional growth.


      This company is looking for younger, less experienced workers. It's not appealing to mature, seasoned workers. It's not looking for those who have established themselves as world-class professionals. It's looking for those who need nurturing and help with their professional growth. It is not looking for the best talent available.

      Look at the employment section of a high-tech company's Web site, and you'll likely find a description of a corporate culture, one that "promotes dignity and respect for each individual." In the corporate culture section, you'll also find an emphasis on diversity. High-tech, Silicon Valley companies offer workers not only fun places to work, but diversity as well: the opportunity to work with people from far-away lands. The Web site for one well-known firm offers this apt description of diversity:

     Walk into the cafeteria on any given day, and you will hear conversations in English, French, German, Russian, Vietnamese, Cantonese, just to name a few.

      Here's how Carly Fiorina, CEO of Hewlett-Packard, emphasizes diversity: “The value proposition for diversity is very clear: Diversity drives creativity.  Creativity drives invention.  Invention drives profitability and business success.”

      These companies advertise their commitment to diversity and to equal opportunity. They say they have a diverse work force and their goal is to make it more so. But, commitment to diversity veils a preference for young foreign workers. It's a way of making age discrimination sound like a noble cause.


      Visit the campus of some high-tech, Silicon Valley company on a work-day morning. Watch the employees on their way in. What you're likely to notice is that the vast majority of the workers are young: in their 20s and 30s. You'll also notice that very many of the workers are Asian. Visit the engineering department, and you'll find that most of the workers are Asian. You'll find that few, if any workers,  - Asian or otherwise - are over 40. And why is that?

      Why would a company prefer younger workers to older workers? Why would it prefer workers with less experience over those with more? I've heard all sorts of reasons: Older workers demand higher salaries.  Older workers lack energy and enthusiasm.  Older workers are too set in their ways.

      These sound like the myths that used to keep women from doing men's jobs, or blacks from supervising whites. These myths are alive in Silicon Valley.  Here's the truth of it. The tendency to discount older workers is because it goes against what we are used to. We start out with our parents. They're in complete control. As we grow up, we become more and more independent, but the people above us - first our schoolteachers, then our college professors, and then our bosses - are all older than we. We're used to older people being in charge. It seems natural.


      That's how it is until we hit our 30s. Then, some of us become managers. By the time we hit 40, what we were used to - that the older person is always in charge - has changed. The strict correlation between age and authority is gone. Now, a 35-year-old manager may be confronted with the prospect of hiring a 50-year-old worker: someone with more experience. Of course, a smart manager is going to hire the best worker, regardless of age, or sex, or ethnicity. A smart manager is going to be happy to hire a skilled and experienced worker. But many mid-level managers are like most people: more influenced by emotion than by reason. They are uncomfortable with an inverted age- authority correlation.  Therefore they look for workers who are younger than them, and less experienced. This is comforting, as it leaves in place the familiar notion of who is in charge: the older person.

      One way they do this is by restricting the amount of experience they will tolerate in those who work under them. Consider the job posting that lists this typical requirement: 2 to 3 years of relevant experience. Someone with no experience, or only a year's worth, lacks an essential qualification. But what about the person who has seven years of relevant experience, or 17 years of it? Is a person with more than the required experience not qualified? Is  over qualified not qualified? In Silicon Valley, the answer is often  “Yes”, and  job descriptions that limit experience are the norm.

      The Age Discrimination in Employment Act prohibits the posting of job descriptions that discriminate against older workers. A job posting that limits experience, and requires that workers not have too much of it, discriminates against older workers. If experience comes with age, then a limit on experience is an effective limit on age.
     You'd think that upper management, not wanting to deprive itself of skilled and experienced workers, and ever more cautious about work-related lawsuits, would eliminate these restrictions. But they don't, and that's because they want a young workforce.


     Why? Because they have a corporate culture to maintain.


CHAPTER 6

HEADHUNTERS & AGENCIES

      We caution you to seriously check out such firms and entities BEFORE you sign up with them. Due diligence is very important here because some of these firms are not what they seem. Many are primarily firms that will test your qualifications, charge you for taking tests, interview role playing and many other services for which they charge substantial fees yet do not produce employment. Granted there are some firms that truly are there for you to get work and will help you hone your skills, but too many are taking advantage of those in need promising the sky and charging astronomical fees without delivering. It’s a fast weight-loss program for your wallet.

      If you want to test your skills, check with your local unemployment office. They can either test you for nothing or refer you to some entity they work with that can help you. Some Online job sites incorporate skill tests which cost you nothing. But there is no need to pay astronomical fees to “Job Agencies” for such services. They after all get their money when they fill a job for the employer if they are actually searching for you. Avoid signing up with a firm that wants to charge you for employment searches etc. And avoid like the plague anyone that wants to pigeon hole you into a classification or particular job designation. You have a multitude of skills!

      You will find if you are a professional, executive or administrator many employment agencies will discourage you or simply tell you they do not handle such positions. Most employment firms cater to lower wage positions such as retail sales, telemarketing and other service related positions. Possibly they avoid professional position placement because it usually has to do with more qualified individuals that normally are older and they know it is hard to place them. So before dealing with them, ask what their main forte is, you don’t want to waste your time or theirs if they are not going to be out there batting for you.

      Another service which is now sold by many agencies and services is the dissemination of your resume in bulk to “Employment Heads”. Let’s face it. If everyone is mass mailing resumes to company HRS departments, such individuals will be overwhelmed by the number of resumes received and its likely they will not be well received.  So, does it merit “spamming” your resume or sending it out selectively to entities that request it?  If it is of interest to you to do so, here are firms that will do this for you:

http://www.careerbuilder.com/JobSeeker/Resumes/ZapStart.asp  Career Builder Resume Dist

http://www.blastmyresume.com                                                      BlastResume.com
http://www.resumebuzz.com/?src=resumedistribution                    ResumeBuzz.com

http://www.resumeworkz.com                                                          Resumeworkz.com

http://www.resumezapper.com                                                          ResumeZapper.com

http://www.h1career.com h1career.com
http://www.resumeagent.com                                                            Resumeagent.com 

The Importance of Professional Image for  Job Seekers


      When interviewing for positions, it’s not just what you know, but how well you present yourself that matters to hiring managers. In a recent survey, 40 per cent of Corporate CEOs polled said that professional appearance is “very important” when evaluating job candidates. 

CEOs were asked, “How important is a professional image, when interviewing candidates for positions within your department?” Their responses:

Very important 40%

Somewhat important 48%

Not at all important 10%

Don't know/no answer 2%

Total 100%
      "In a competitive market, presenting a professional image is more critical than ever,” said Katherine Spencer Lee, executive director of RHI Consulting. She added, “Job seekers get one chance to make a positive first impression on prospective employers.” 

      For men, it may seem like a small item, but polish those shoes when going to an interview. On occasion a highly shined pair of shoes has made a difference in an interview. Remember it’s that first impression, forget the loud ties and colored shirts with white collars. Try dressing in a conservative manner. Don’t know what that is? Check how corporate executives dress in Fortune Magazine, Barron’s etc. You can’t go wrong imitating success. For the Ladies, the same applies.  Check corresponding women execs in such publications and emulate them.

      Mary Lou Andre of MSN / Monster.com, sums it up:  “The American workplace is much different than it was five years ago: Everything from corporate structure and hiring practices to work schedules and compensation has been affected. But these important areas are not the only marked differences in today’s changing workplace. 

      The appearance of the American worker has changed as well. Not long ago, everyone from the most seasoned professionals to entry-level employees had a common understanding of appropriate business attire. Thanks to the creation of the "khaki culture" and increasing popularity of business casual dress, it’s no longer that simple.”

      Andre adds the following recommendations:  So how do you dress down for work without looking like you’re headed to the beach?   Here are a few easy rules to live -- and dress -- by:

1. Consider Your Work Environment 
If you’re meeting with clients or having business lunches, err on the conservative side. It’s a sign of professional respect, and you can save the khakis for a time when you’ll be in the office all day. 

2. Strive for Consistency
If you wear tailored and conservative outfits Monday through Thursday, Friday isn’t the day to show up like you just rolled out of bed. No matter what industry you’re in, consistency goes a long way in establishing trust and credibility with all your internal and external contacts.

3. Ask First, Dress Later
Show respect for both yourself and management by avoiding things like jeans, sneakers, hats and T-shirts. Some companies do take a more lenient approach to casual dressing, so be sure to check with your HR department or manager before showing up dressed for a barbecue.

4. Look Inside Your Closet
Finally, you shouldn't have to run out and buy an entire new wardrobe just for business casual days. Chances are you already own many of the items you need. 

So now that you’ve figured out the rules and banished your suits to the back of the closet, here are a few ideas to bring you into the New Economy corporate culture.

For Women:

· If your company's idea of casual isn't quite jeans and sweaters, pantsuits are the answer. Not only are they trendy, but they can be dressed up or down. Choose a dark neutral shade like black, navy, brown or gray and opt for pants with a bootleg cut. Pair them with a light sweater, and you'll be ready to go from your desk to a client meeting without a second thought. 

· The most current dress style to own for work is a classic sheath, which is fitted to flatter the body's natural curves without being too tight or revealing. Pair it up with a cardigan or a blazer in the same fabric and color. 

· Stock up on different tops to give your wardrobe a bit of versatility. Crisp, cotton shirts in white and hues like chambray and chartreuse instantly add a casual element to your dress pants or khakis. Cardigan twin sets are also an easy way to present a softer look while still looking professional. 

· Jewelry, scarves and other accessories will add a polished touch to any outfit. Remember: Less is more. 

For Men:

· A sport coat instantly creates a pulled together look, especially in a business casual environment. It's also an ideal choice for client meetings or presentations. Pair up a black, navy blue or dark gray blazer with khakis or dark wool pants. 

· In addition to traditional dress slacks, khakis, Dockers, corduroys, wool flannel and linen slacks are also appropriate for the office, either with or without a blazer. Just because it's casual day, it doesn't mean you can turn up in wrinkled pants. Be sure to iron them beforehand. 

· Casual button-down oxford shirts are a great alternative to dress shirts, with or without a tie. Skip the loud prints like plaid, and opt for basic white, chambray or pinstripe. 

· Shoes are an afterthought for many men, but unkempt footwear can ruin an otherwise polished look. Oxfords and loafers in brown or black are a good match for khakis or corduroys, but save the sneakers and hiking boots for the weekend. 

Source:  Mary Lou Andre, MSN /Monster.com    Work-Life Balance 7/11/02

      The thing to remember is that you have an opportunity to better yourself, take your time and go for that job of your dreams. But there is a lot of down time and lots of rejection during the search. Don’t be lulled into watching TV endlessly and wasting your days away. Remember that you get back what you put forth, so if you really put a lot of effort into your job search it will pay off for you. 

      Take your time put your best foot forward and smile. Think positive, know that you are good at what you do and that you deserve the job of your dreams. Do your homework before going to that interview, check the company out, learn about them so when you speak with them you can speak eloquently about the company and its goals etc. Usually you can get information on the company off their web site, if not check stock market reports on the company. Being prepared and showing you have some knowledge of the company and its operations will help in your interview.

      The truth is, many executives that have to interview you for a job after passing the initial employment department requirements have no interviewing skills. Most do not like to interview and have no clue. They are going by your personality and how you present yourself. So be cordial, be precise and ask intelligent questions. Your abilities and knowledge will come through and most likely get you that job.

      So do not despair, that layoff can be the best thing that has happened to you. You now know more and how to protect yourself. This time do it right and make sure you pick the company you want to work for.  You are a valuable commodity and don’t ever forget it!

 CHAPTER 7

The Call

    You have anxiously been awaiting that call from your prospective employer and they have finally called back. They have expressed interest and would like to set a time to do a preliminary phone interview. You set a date and time for the phone interview. This has become a standard practice these days; it is a means for the firm to prescreen a prospective employee that they might be considering.

      In a way it’s a blessing in disguise. Be prepared. Keep some note cards listing your strengths so that you can interject them during the interview. Your objective of the phone interview is to secure a face-to-face, personal interview with the hiring authority. It is not likely you will be hired on the basis of a phone  interview. If the call comes as a total surprise and you are requested for an immediate phone interview, try to reschedule it by stating you have a conflict and suggest a more appropriate time. Prepare for that call and have the following items handy: the job ad, your scheduling calendar, pen, paper and a calculator. Have a couple of examples ready of your achievements/exploits. Also, have several questions ready to ask the interviewer. There is one question you need an answer for - the inevitable, “Is there anything else you would like to know? Give a response along these lines: “In as much as you’re going to be making a preliminary decision about this job without actually meeting me, I’m curious about any hesitation you might have about me. I am confident I can do a good job for you, and I would like the opportunity to address any concerns you might have.”  This will allow you to correct any false impressions or clarify any assumptions the interviewer may have. 

      During the phone interview smile! It comes through. Speak directly into the phone, turn off radio and TV. Stand and move about while on the phone - your voice will be more forceful. Refrain from smoking, chewing gum, eating or drinking anything. Your listener will pick up on it and it’s rude. Avoid making sounds like” ah, er, hum”. We get into the habit of using them, however, in phone conversations they become very pronounced and make you appear uncertain..

        When you receive your call and are fully prepared for it. Verify the caller by name and company. Get their phone number. Take notes! They can’t see you. Repeat or rephrase the question. Not only does it give you time to think but shows the interviewer you’re listening attentively. Where possible sell yourself every chance you get. Refrain from answering simply “Yes” or “No”. If you must think about something say so. Don’t leave the interviewer hanging on his phone. It’s not wise tp discuss salary on the phone, since you don’t know enough about the company or the specifics of the job offered. For that you will need an personal interview with the firm. Reiterate you’re interested, explain your qualifications for the job and are looking forward to meeting him/her and sharing further information in person.

      It has also become the practice, though a discourteous one, to not even acknowledge or reply to resume submissions. In some cases, a firm may make an initial call expressing interest and then never call back or return your follow up calls. One has to wonder: If they treat potential employees like that how does the firm treat its clients?  A little courtesy and respect goes a long way. It also says a lot about the firm and its employees.

      So, you finally get the call and the interested party is on the phone, trying to determine if you’re the right person for the job. He or she asks you about your experience, goals, expertise and aspirations. They define what your job will be and what is expected of you. Let’s suppose they decide to interview you further and that this is a  corporate situation.  

      Group Interview

      For starters, this usually entails having approximately five individuals in the firm interview you. The basic process is to see how well accepted you will be into their corporate main stream (culture).  Although the individuals interviewing you, in truth, know little about the interviewing process, they are required to speak with and assess new candidates. They will later meet as a group, compare notes and data, and determine your fate. They will have a copy of your resume before them and will most likely gear the conversation to their  particular area of expertise. 

      The group may be composed of the Sales or Marketing Director, and various high-level individuals from Production, Distribution, Engineering, Administration, etc.  It’s likely their questions will fall within areas of their expertise to see how you fare with them. This process can take one or two days at the headquarter offices. You must be at the top of your game for this grueling and somewhat unsettling process, so polish up on the basics before the interview. Believe me you must have your act together in order to stand out in this job market.

      Be sharp in appearance; dress for confidence in accordance to the accepted standard for the business and position. Be timely.  You never want to be late for an interview.  Try to be there 10 to 15 minutes ahead of time. Remember the Boy Scout motto,  “Be prepared.”   Do your due diligence on the company: learn about them, their products and culture BEFORE you interview. Have some questions ready to ask when you finish the interview. Be enthusiastic, give a firm handshake and make direct eye contact. Speak confidently. Listen attentively, many times there are very important messages between the lines.  Remember that what is not  said can be just as important as what is said. Pay attention to the question you are asked.  Be sure you are answering what is asked  and ask for clarification if uncertain. Be sure to denote your successes and unique abilities.  Prepare some specific examples to interject during the interview. Above all ask questions.  It shows that you’re interested in the job and the firm.

       Travel & Expenses

       Here is the important part. If you are asked to travel to their main offices, determine up front who is responsible for the travel arrangements, expenses, hotel stay and meals. If possible, get it in writing BEFORE you go. Most likely they will ask you to put all expenses on your credit card.  If so, don’t despair.  You may get some great benefits out of all this.   Make sure you get the air miles, car rental and hotel credit perks in your name. On the other hand, they may mail you a plane ticket and make all your arrangements for you. It is very important that all is clear up front. There have been situations where prospective candidates have flown to distant locations to be interviewed and not been hired, only to be stiffed on reimbursements because there was nothing in writing.  It is a very shoddy practice but it does happen.

      In some instances, firms will ask you to take a battery of tests. These are general population qualifying tests that assumedly test your capabilities to work alone, as a team, sales abilities and other areas. Frankly, I personally find such tests demeaning. If you have been in sales for years, have a proven track record and established a success pattern, the request to take such a test is a slap in the face. I happen to know that in many instances top sales people have failed such tests because they are too individualistic and independent to fit into such molds. What is more disappointing is that a firm has been sold this bill of goods as the ultimate means of qualifying a prospective employee when, in fact, that is the function of the HR dept of the firm.  Assumedly they have the expertise and training to make such evaluations without the use of such tests. Since they are apparently not qualified to make such decisions they buy into the testing psyche programs. Unfortunately, that too, has become the norm.  You will have to deal with it and hope to fall within the realm of the norm. 

     Gone are the days when you would introduce yourself to the owner of the firm and get hired on a handshake. Needless to say, it is important to present yourself in the best light possible. Dress properly and act in a professional manner. Give precise and concise answers but remain cordial and friendly. It is highly suggested you do your due diligence concerning the firm before you are interviewed. This will give you an insight as to what the firm’s mission is, their goals and future growth expectations. It will allow you to speak intelligently in the context of the firm’s operations. The source for the information would come from their web site, corporate press releases, stock market research and web searches.

      During interviews you should never chew gum, smoke or drink any product. Do not order a drink, especially at a lunch or dinner interview, let them order if they wish, but you abstain. Be sure you state how you fit in the job description being offered. Avoid, though as tempting it may be, to bad mouth your prior employers. It will give the impression you are a complainer and assures them that you will badmouth them as well when you leave their employ.

     Be prepared, enthusiastic. Talk and ask relevant questions.  Show interest but do not talk incessantly or manipulate the conversation. And, above all, once the interviewer indicates the interview is over, always ask for the job by expressing interest in it and what the next step in the process will be.

      Do not forget to be polite, courteous and friendly towards the secretary or receptionist. In many cases their input is also evaluated. Be social and approachable. No matter the type of business, it is always a people business. You must be able to socialize and adjust to situations.

      There are many sources that can help you prepare for interviewing successfully. Monster.com has a virtual Interview site that walks you through simulated interviews.  Its suggested articles can help you immensely when it comes to honing those interviewing skills. Check http://interview.monster.com/
      Video Conferencing Interview

       Technology has advanced considerably leading some firms to conduct interviews via video conferencing. They may ship a unit to you and have their technical personnel assist you in setting it up. This is effective and efficient in that they can conduct a face to face interview while eliminating other inherent expenses such as travel, lodging, car rental and meals. If they opt for this type of interview, be sure to “dress for success” and conduct yourself accordingly. In another variation of the video conferencing interview, a prospective employer may ask you to go to a facility where the equipment is already set up. You will find this to be more prevalent in major cities like Los Angeles, New York, Miami, Houston, etc. If the interview is successful, they will still likely ask you to visit the home office for a more personal interview.

       Thank you Notes

      No matter the circumstances. It is always a good idea to send a thank you note for the interview and opportunity. You never know if an opportunity will arise and you will be courted again. There is a great deal of power in that thank you note. Few people send thank-you notes which makes you stand out. And although it may sound strange, that sign of courtesy and respect can land you the job. That note also allows you to restate your qualities or clarify points that were not covered in the interview. It also gives the an insight as to your written skills in dealing with a client. So be sure to send that Thank you note!

       How do you send it? Consider how you were contacted: was it via e-mail? If the firm is formal, send an e-mail but follow it up with a typed professional note essentially thanking them for the opportunity to interview, clarify any points the interviewer had. Take the opportunity to promote your skills and let them know why you’re a good fit for the company. The only time you would send a hand written thank you note is if you’re thanking a receptionist, secretary or employee that took you about the company or was helpful. In these instances an informal hand written note would be acceptable.

      Body Language Pitfalls

     Before you even make your first comments or statements to your interviewer be aware your already being judged as you approach him or her. An opinion is being formulated about you on your posture, smile, appearance or nervousness. It is important that your message convey conviction. If you’re stating that you’re looking forward to working for the firm and are excited at the prospect, but your demeanor lacks enthusiasm and conviction, your message will fall on deaf ears. Be sure to smile, be energetic, and make some gesturing moves. In brief, make the exercise pleasant for both of you.

      There are some killers to a successful interview that have nothing to do with what you vociferate. Your handshake needs to be firm, dry and warm. If your handshake is limp and clammy, or cold the immediate reaction will be negative. So, insure your hand is dry and find a way to insure its warm and dry. Your posture should reflect that of an energetic individual, so sit and stand erect. Sitting slouched or with shoulders drooped will give the impression of being tired, bored or uninterested.  

      Always try to maintain direct eye contact with your interviewer. Not in an aggressive manner, but rather showing interest and genuine desire to learn more.  From time to time, move your eyes to his or her hands as they speak. What you do not wish to do is roam the room with your eyes giving the impression of lack of interest, lack of confidence or discomfort of the ongoing discussion. Don’t fidget in your seat while you’re interviewing. There is no worse impression that a person clicking their pen, drumming their fingers, tapping their feet, touching parts of their body or playing with their hair. 

    These unspoken actions will give the interviewer a completely negative persona of you. Some individuals gesture excessively with their hands when they speak. This is very distracting but natural for certain ethnic backgrounds- Italians, Latinos, etc. It is important that you be aware of this and that you modify your behavior accordingly lest it cost you the opportunity. Remember to always be prepared with what you are going to say.  Rehearse.  What you say and how you say it is very important.  That, as well as your unspoken actions can scuttle you without you even being aware of it.

    Salary Negotiation

     Much has been said about asking about your salary during the interview. Most firms will discuss benefits, perks, stock options, medical, life, bonuses, car, commissions, company credit card, etc. during your final interview when they are ready to make a proposal to you. They will have during the course of your interview asked in a direct or indirect way what your salary requirements are or have been in the past. From this and your expertise they will extrapolate what they feel is an adequate salary for you. They will then either mail or fax a formal job offer and salary for you to accept. Hopefully it will be exactly what you want or close to it. 

     Since you’ve been out of work for a while, one of your primary concerns is the salary that you will be offered.  NEVER, EVER, EVER, ask about salary or vacation time during your interview.  The key in salary negotiations is to let the interviewer lead.  It’s kind of a dance and you have to stay in step. Make sure that you know what the norm or range for your position is. When you receive the offer, if it’s not in the range, go back and state your experience, degreed education etc., and ask if there is any flexibility. Another method is to indicate that, based on your research, a person with your background and experience should be in a position that is at a higher level than the title being offered. The important thing is to maintain your balance. By being prepared and researched ahead of time, you will be more empowered to negotiate salary, perks etc. The employer will understand you that have done your homework.

      The company may want to issue you a credit card.   Beware.  One point to consider when your new employer says they will get a company credit card for you, is that in many cases, if you already have an American Express, Diner’s Card or other major card, they will simply use YOUR CREDIT. They will have a new card embossed with their company name on it.  This is of no major benefit to you! They are receiving all your perks while using your credit! And, remember this - you are solely liable for all expenses incurred in the name of the company under your own credit. If  you‘re not reimbursed, it is your liability. Determine what type of “company credit card” they are speaking of. If it’s totally based on their credit, fine.   However, if its based on your credit, it would be best if you simply charged the expenses on your personal card and submitted an expense report for reimbursement. 

      I speak from personal experience on this point. A firm I contracted with in Irvine, California wanted to issue me a company credit card but it was based solely on my credit as I described above. I declined and used my own card for all expenses and was reimbursed accordingly.

     On that point, you also need to clarify how long they will take to reimburse you on submitted expense reports - preferably within two weeks or 4 weeks, but no longer. If they state, that using the credit card (your credit) with their name on it will get you discounts and preferential treatment in certain circumstances, simply tell them,     “OK, you book the reservation (car, flight, hotel) under the company name for the discounts etc. I’ll pay with my personal credit card.”  You will then have the perks from whatever program you’re in, considering it’s paid by your personal account and membership.  Having their name on a credit card that’s in your credit only benefits their presence, not your pocket. If they have discount and credit arrangements with organizations, your company business card should suffice.

      In my years of international travel, the issue of expense reports became very important. My work required that I be out of the country 3 months at a time. This meant that a great deal of expenses were to be charged to my personal credit cards. Hotels use a common practice of blocking a set amount against your credit card to cover your stay.  This amount exceeds the actual cost of the hotel charges until you settle on departure.  If one is traveling for a length of time, the use of several credit cards becomes very important. Amex and Diner’s Club, were used and accepted readily abroad. MasterCard and Visa usually had limits which once you stayed at a number of hotels could cause embarrassing situations.  

      The firm I worked for was a major multi-national firm and they reimbursed expense reports within 30 days. But when I was out of the country, getting the expense reports back to them became quite a logistical problem. In many cases, the solution was to hand it to a business associate who was traveling back to the USA in order to insure the expense report was turned in. A number of arrangements had to be made in advance. All my utilities and services had to be paid monthly.  I made arrangements with my secretary by leaving checks for mailing monthly on such services. Arrangements were made with my employer so my paycheck and my expense reimbursements were direct deposited to my bank account. This allowed me to go about my work without concerns. Nightly, before retiring, I would update my expense reports and hand them off to my business associates depending on the country I was in. This method worked very well for me for over 14 years. With computer and internet access technology of today, it would have been much easier. One could do one’s expense reports online direct to the company and pay bills direct online. Such marvels! Still the reimbursement of expense reports must be very clear from the outset, so one can make the proper arrangements to make allowing one to do one’s work without the added concern of financial pressures.

     About Working Abroad

      When applying to a firm where you might be involved in dealing with international clientele, be it in the US or abroad, it is important to learn as much as one can about that country’s customs and idiosyncrasies. The knowledge that one brings to the table, be it education, language ability, product knowledge and socialization, all come into play. 

      If you’re going to work for an international division of an organization and have never been exposed to the modalities required, acquaint yourself with someone in the organization who has traveled extensively doing your type of work, and use them as your mentor. Learn from them, have lunch. Invite them to join you when you’re entertaining a visiting client. This person’s experiences and knowledge will be extremely helpful to you and will save you a great deal of time and effort once you’re in country. This person can share unique first hand information vital to your success. There are certain quirks that if not known in advance, can make one’s first visits rather unpleasant.  But, armed with knowledge and factual information, one has the confidence to go about one’s business and be recognized as a person that is secure in their actions. 

     If you assert yourself as being confident and driven and you are perceived as being knowledgeable, you will be viewed by others as such. Most likely, you will not be questioned, no matter your actions. When we say there are things that make people act a certain way, it is helpful to know. Much like the fact that if a man wears a black overcoat versus a tan overcoat. The individual with the tan overcoat will be better received and treated than the individual wearing the black overcoat. In some countries, the distinction denotes a class between an educated and person of means and one of lesser class and education. You would know better than to pack a black overcoat if traveling to certain countries.

      Your mentor will become invaluable when you first enter the firm. He will save you from situations like being invited to lunch for a local delicacy, only to discover that when the meal is served, you’ve been presented with a piping hot bowl of what looks like small worms with eyes. There you sit, literally squirming in your seat, while your hosts smile proudly because they are treating you to a unique delicacy!  You cannot offend them. You must partake. You discover that these are baby eels, available only at certain times of the year. In this instance, you must eat them and approve of their choice. Wash it down with lots of their local drinks.  Nevertheless, although you find eating this to be repulsive and your insides are doing back flips, in the end, you must tell them how pleased you are at the honor that was bestowed. To do otherwise would be insulting. To avoid situations like this it’s important that you be prepared and that you know as much as you can about everything you are about to encounter.

     There have been new laws passed governing entertainment expenses for companies. Your employer should be able to define those guidelines, but simple logic should dictate. If you are entertaining a major client and invite them to lunch or dinner, as a business expense, where you discuss business, it’s not a major problem as long as it’s within reasonable parameters. If abroad, it should fall within cultural accepted norms. What one cannot do, is to compensate someone for a business contract, deal or sale. That is strictly illegal! Nor can one accept gifts or gratuities for doing one’s job. There are some countries, where in effect, the cost of doing business implies gifting or some perk to the client for his patronage. Again that is strictly illegal for any American businessperson, but, and here is the but, if a national of the country engages in such practices on his own without compromising the American businessman, it is considered acceptable within that country. It is for this reason many US firms have distributorships abroad, which are owned and operated by local nationals. 

      There are times when, in order to succeed in business, one must conform to local traditions though they may be contrary to our own ethical and legal guidelines. One must be aware, but not participate directly in, such enterprises. Inevitably, one will be approached by a businessman desiring some type of personal arrangement. It is very important to skirt the issue and pass it on to one’s local representative.

    These requests go from the ridiculous to the unbelievable. On two occasions I had clients in social situations stand in front of me, in the company of others, and stare directly at my pocket, admiring my company’s logo pens. They did not come out and directly ask me for them, but they made it quite obvious that they wanted the pens. I made arrangements for my local representative to gift them each a set. On another occasion, I was told by a client that our competitors had offered him a new Mercedes-Benz if he signed the contract with them. He did not come out and ask me for such an item, but he definitely suggested it. My response at the time was something along the lines of, “When you have a quality product you don’t need to bribe your clients to buy from you.”  The gentleman was the chief of security of this particular nation and I did convince him to buy from me. In fact, I sold him additional equipment for a building that had yet to be built. This was all done on the trust that was built between us over time and the fact that I never failed to be honest and direct with him. The other firm’s product was inferior and they hoped to land the contract by offering a substantial gift.

      In many instances dealing with clients on foreign soil is more a matter of being a good listener than anything else. Aside from all the polite talk, socializing and bridge-building, one has the advantage. The majority of the foreign firm’s entities want to speak directly with the US company’s representative, even if the company has a distributorship or offices in the country. The company’s US representative is coveted by key executives and they will want to speak with you. Their perception is that somehow you will do good by them versus the local office. Diplomacy and tact are required, as one must be very careful about anything one might say in conversation, be it in a social or business setting.

       Above all, allow your client to do most of the talking, they will spell out eventually what they seek. Unlike us here, they are seldom very direct and to the point. They like to socialize and get to know whom they do business with, before they settle down to conduct business. We, as Americans, are used to making a presentation, asking for the order, and once the contract is signed, asking for a service contract as well. Foreign buyers usually are in no rush and take their time. Major contracts at times could take months or even a year.

       So, if that job you’re going for is international and you’re qualified, be sure you become knowledgeable about the culture and customs of the country in which you will be working. 

        References 

        Last but not least in your job hunt are your references. A good 
reference will touch on your professional and personal character. It will indicate them as demonstrated in your past jobs environments, efforts and in the contributions you have made. It should encourage your prospective employer to consider hiring you. 
        Writing on your resume, "References Available" is admirable, but you don't want to find yourself scrambling at the last minute, trying to get references for your employer to contact. Frankly, you should be gathering your references through your entire career - from contacts you keep, from graduation to the last employer. Get those professors to write you a letter of recommendation.  You never know when there will be a perfect fit. And, when you write that letter of resignation, be sure you do not burn any bridges behind you, as you may need a solid reference in the future from them too. 

    Getting your references as soon as possible when you leave school or an employer is important because all your  talents, achievements and accomplishments are fresh in the mind of the writer. As time passes, memories fade and they might not remember you as well as they do at the moment. If possible, get the reference on company letterhead. That, too, is important.  If the writer is not one for writing such documents do not be afraid to write one on your own and present it to them for their signature. 

      It is important that you contact the references you have given for direct contact to ask for permission to use their names and to 
bring them up to speed on what you have been doing. You don't want your prospective employer calling and catching them completely off guard. You will be providing your prospective employer with pertinent data of the contact: name , address, phone, title, e-mail, and job relationship. Keep in mind that your future employer is most interested in the most recent references that can attest to the work you have done and the skills you may have. Therefore, you should include references that are most 
familiar with your recent work.  If you have relevant references which date back 10 years or so, and they are exceptional, by all means include them, but keep these to a minimum. 
 

 Cover Letter

    You have gone through a great deal of time and effort to create the perfect Resume, so why do you need a cover letter? They have a job to offer, I have a resume that gives them all the information required. You need to look upon your cover letter as more than just a means to dress up that resume. The cover letter provides you with an added  opportunity to display your specific skills and talents as they relate to this specific firm. In your letter, your personality, achievements and experience have an opportunity to shine and pull the reader’s interest to your Resume. This letter not only serves as a means of introduction but allows you to give a history of your past achievements that relate directly to the firm’s mission statement, goals, needs and concerns. In effect, if you did your due diligence and researched the company as to its products, services, clientele etc., you can make your cover letter a perfect targeted sales pitch that will make your candidacy stand out above the rest. It will scream, “This is the one!”.  The fact you have something of value for this firm and are the perfect solution for their need will have them reaching for the phone to call you in for an interview.

     You must state in your cover letter exactly how you can make a difference. State your past accomplishment and how your knowledge, skills and abilities enabled you to achieve those accomplishments. Note how those will enable you to assist them in fulfilling their needs/goals. 

It would be advisable to stay away from any mention of how they can fill your needs or what you hope to gain. This can come at a later time when they have expressed serious interest in you.

    Cover letter can be of a standard nature such as responding to an ad, networking situation or direct referral. They are pretty easy to generate. 

     Another type of cover letter is broadcast to many firms in hopes that there may be an opening due to a resignation or new assignment. This applies when the firm has not even started looking for a candidate but has an in house need which has not been publicized. The advantage here is you will be ahead of the hundreds of resumes they’ll receive once they place an ad for the position. 

    If you’re answering an ad in which they indicate they request that you provide a salary history or requirement, you can either give a range or you can state that the salary is negotiable. Remember, that until you interview, you really don’t know what the job fully entails and what the applicable salary range is in the marketplace. If you give a firm range or amount, you may lose out on an opportunity to negotiate a salary if the job is actually suitable. You may even respond with, “A salary that is commensurate with the knowledge, skills and abilities required for the position”.

    If you state an amount, your resume may be discarded simply on the basis of the amount you stated, or worse yet, if you threatened to call if you didn’t hear back from them by a certain deadline. Two weeks is the norm to wait for a call back. Have patience

     Once you’ve sent your Resume. If you do not hear back within 2 weeks, follow up with a call. It’s unfortunate, but these days you must sometimes take the bull by the horns in order to make things happen.

CHAPTER 8

Freelancing

      Your search for work may take some time. Its been noted that a high paying job and some specialty jobs can take from 3 to 6 months. Its not rare now a days to see even a years time before suitable employment is found. Statistics show that a minimum of $15.00 per hour is required in order to maintain a two bedroom apartment, with costs being what they are these days its not surprising that households require two wage earners to maintain a home and a decent life style.

      So, faced with the possibility that you may well be out of work for a year or less, you must insure that you have some income, especially if you did not get a severance package or for some reason you’re not eligible for unemployment compensation. Think of what abilities you have and put them to use during this period. Look into freelance work for yourself. Maybe you can be paid to show others what you know, maybe you can write short stories and sell them to publications. You can do some direct marketing for local small firms, they provide the material and database, you do the mailing, addressing etc. Direct mail simply, fulfill and mail the marketing items billing the company for their services. It can be done part time. There are many ways you can freelance and supplement your income. 

      The key is not to lose sight of your ultimate goal, do not become sedentary or a TV couch potato. Keep yourself active, sometimes volunteering for charity work can lead to an actual job by networking with the people your involved with. Many times a hobby can turn into a very lucrative income. Photographers can do very well in many instances, you never know how many people will marvel at your knowledge and pay for you to share that knowledge or expertise. So give yourself credit and think of ways you can do some freelance work, it may turn into a lifetime job for you.

      Some individuals have offered to do personal shopping, house sitting, dog walking, delivery of key documents, courier, translating, proof reading. If you think about it there are many things one could do part time to supplement some income.  Here are a couple of links that can help you with Freelance work:

http://www.careerbuilder.com/JobSeeker/CRC/WorkFromHome.htm Work From Home

http://www.thecentralmall.com/index.html                                           Freelance Jobs
http://www.freelance-work-exchange.com                                            Freelance Work Exchange

http://www.sologig.com/?source=overture                                       Sologig.com
http://www.freelancehelp.com                                                                Freelance Help

http://www.contractedwork.com                                                             Contract Work

      The above locations will help you with your Freelance exposure and even give you some ideas of what to delve in. The key is you must remember, you are unique, special and you deserve to work and make a living. You are qualified, have ability, knowledge and a proven record. Just be confident and I assure you, you will succeed.

CHAPTER 9

You are over 55 and want/need to

Work.

        There was a time when retiring early was a given due to the strength and profits gained in the stock market. 401k’s were diversified and bonuses and option stocks given to employees with gusto. However, in the present much has happened with major firms involved in major scandals, filing bankruptcy, resulting in their stocks becoming worthless. Over 1.5 million Americans over the age of 55 have had to re strategize their retirement plans and seek work in an already difficult market place. Ever since the demise of the dot.coms extraordinary profitability runs, our economy has faltered and in many instances individuals that were counting on their investments for retirement to carry them through in their golden years have found a stark reality they thought they would never face. In some instances their investments have lost more than half their value, in other instances they have lost everything. It is incredible, considering the perks that were given to some of the officers of these corporations.

Here are a few of the outlandish perks that stand out: 

The ex- CEO of Tyco, Dennis Kozlowski, was given an $18 million dollar crash pad in New York.  

GE has maintained four apartments for its executives in New York- one valued at 11.3 million, for its CEO, Jeff Immelt, who resides in Connecticut. He now has decided he doesn’t need it. GE will sell it,

However, it plans on keeping the other three. 

The former Global Crossing CEO, Robert Annunziata, got a Mercedes Benz SL-500, a corporate jet for commuting until he moved to the corporate headquarters. He also was given first class airfare for himself, his family and his mother, so they could visit every week. 

Toyota maintains a $6.8 million Park Ave for the North American unit CEO, Toshiaki Taguchi. It includes 4 bedrooms, 4 baths and a wine cellar.

 E-Trade’s Christos Cotsakos had the company pay his tuition and flights to London. He also got a security system for his home.

Jerry Gramaglia had a trash compactor, garage door opener and refrigerator written into his contract.

Then there is the ex-Vivendi CEO, Jean-Marie Messier, with a $17.5 million 515 Park Avenue apartment with maid’s quarters, concierge service and a wine cellar?.

 Did they go to excess?? Yes? And now, we’re all are paying for it.!

       To be over 55 and find yourself in this situation in this economy is daunting to say the least. Some individuals had their own successful businesses and have had to start again, reclaiming their former clients and canvassing for new ones. Be it an advertising firm, flower shop, catering service, or contractor, you now have a number of individuals that must work in order to survive. Let’s face it. The job market is very competitive and we are a nation that values youth above all else. Things may change in the near future but at present the status quo remains. If you’re over 40 you are still considered too old for the job no matter how qualified. One has to wonder what will happen with all the baby boomers that have lost everything and will also be in the market for jobs. There have been many instances where due to the number of people looking for work employers have taken advantage of very qualified individuals and offered them much less in salaries than would have been paid 2 years ago. But realistically speaking it’s an employers market, as there are millions looking for work nationwide. Incredibly, some firms will get from 500 to 1,000 resumes for one opening. The lucky few picked for an interview have to be sharp, enthusiastic and driven. It is not a time to haggle, one is thankful just to be even considered.

     Imagine now if you’re over 55 or even 60 and find yourself in this situation. You already have a cultural mind set against you and a bias by many employers when it comes to your age. But like it or not you must keep trying until you are able to find some source of legitimate income which might be commensurate with your background. Indeed it is difficult and yet globally there are millions of individuals desirous of immigrating to our country in hopes of living the American dream. That dream given our longetivity and productivity capabilities of today presents a dilemma, we never encountered before.

    Slowly but surely things are changing, some publications and products are using larger print to accommodate the needs of elder citizens, some road signs also have been made larger, some restaurants menus now have larger print and slowly but surely changes are taking place to accommodate the clout older citizens are beginning to have due to their ever increasing numbers.

  The Internet

    The Internet, once a home for academic exchange, is becoming one of the world's largest job boards, with more people surfing the Web for jobs than ever, a new study shows. On an average day, 4 million people check the Internet for job information, the Pew Internet & American Life Project reported 7/2002. So far, 52 million people have turned to the World Wide Web for employment help, a 60 percent jump from two years ago, according to the Pew data.

     But what about work! That seems elusive, especially anything that pays a substantial income. There are now some sites that cater to the older individuals where they address all their issues and even post jobs and resumes on their behalf.  One of the leading proponents of the elderly of course is AARP. And they have a vast number of services available for anyone over 50! But for work, check their site at:

http://www.aarp.org/working_options/home.html         AARP

      There is also another organization in Canada called CARP which caters to 50plus and has a web site of interest and including job listings as well. As time goes on we are most certainly likely to see more and more employment and websites catering to the needs of the over 50.

http://www.50plus.com                                                   CARP

The following sites all relate to older citizens and options, possibilities and areas of use for their needs

.Senior Employment Program: Training & Job Referrals For Older ... 

 Senior Community Service Employment Program (SCSEP) 
 http://wdsc.doleta.gov/seniors/ 


 Links: Disability Employment Sites 
http://www.dol.gov/_sec/programs/ptfead/joblinks.htm 


 The Senior Job Bank, Job Links for Senior Citizens 
http://www.seniorjobbank.org/links/ 


 Job and Career Resources for Mature and Older Job-Seekers 
http://www.quintcareers.com/mature_jobseekers.html 


 Federal Agency Web Sites for Consumer Information and Benefit ... 
http://www.aoa.gov/agingsites/US-consumer.html 


 Canada WorkinfoNET (CanWIN), your source of career, education, ... 
http://www.workinfonet.ca/
 Senior Sites - Medical Association of Billers 
http://www.physicianswebsites.com/senior-sites.htm 

Internet Resources-Links to Related Sites 
http://ccsj.org/main/resources.htm 


 NCOA MaturityWorks -- Links 
http://www.maturityworks.org/links/ 


 Older Workers Employment Opportunities 
http://www.go60.com/older-workers.html 


 Aginghelp.com Sharing 
http://www.aginghelp.com/services.html 


 Other Web Sites for Job Seekers 
... www.aarp.org 

9NEWS.com 
http://www.9news.com/seniors/volunteer.asp 

 Employment & Job Training 
 http://www.egyptianaaa.org/Employment.htm 

 MNWorkForceCenter.org Site Map 
 http://www.mnwfc.org/general/sitemap.html 


 Bureau of Elder and Adult Services Aging Related Web Sites 
http://www.state.me.us/dhs/beas/agesites.htm 


 Office for Older Australians - Other useful sites 
 http://www.health.gov.au/acc/ofoa/admin/useful_sites.htm 


 Links to Web Sites 
http://www.oesc.state.ok.us/websites.htm 

   CHAPTER 10

Stress, The awesome effects of being Unemployed

     There are, without a doubt, a number of effects to our senses and our nervous system that come with being unemployed. Everything takes on a sense of urgency. Getting work is paramount so that one can meet one’s obligations. There is the constant concern as to whether you will have the finances to pay your utilities, the mortgage or rent, your car payments, the kids’ school tuition, and baby sitter. Everywhere you look there are either dollar signs or someone with his hand out.

     You start to look at your bills a little more closely. When your gas, electric or water bills go up a few dollars, you immediately question it. In effect you’re getting bogged down with trivialities because your mind is racing, wondering where the money is going to come from if the unemployment runs out before you get that job, or if you just don’t have the savings to help you through.

    The feeling of panic is there looming in the background, constantly reminding you that you must take care of these things. A flat tire or car repair at this time, you may consider a major disaster because you have to expend funds you feel you desperately need for other more basic needs. You spend more and more time searching for work in the paper, on the web, through friends and search engines. You are becoming obsessed. Your wife or husband now complains that you’re spending way too much time on the computer, when in essence, you are looking for work. Doesn’t she or he understand that? The constant rejections or non-replies of weeks, months and years start to really build up on your way of thinking. You become curt, tense, socialize less, and ultimately become a cave dweller, refusing to go anywhere least it cost you money or, heaven forbid, you should have some unexpected repair on the car. You start to see and think of negative scenarios and all looks dark ahead.

    True, you do have reason to worry, but worrying will not resolve your problems. And, the more worried and paranoid you become, the worse things seem to appear.  You need to find time for yourself and get a grip on your situation. Take time to yourself so you can clear your head and think things through. That gym membership you’ve paid for, go use it.  Work out.  Get your body in shape and at the same time get to feeling better about yourself. All this negative thinking and energy truly has a negative effect on your ability to achieve and get ahead. Take a day off, go to the beach. Take the beach chair, walkman and a cooler with cold beverages. Relax, watch the people and seagulls. Or, go to a different community and walk your dog, look at and see new things. Do anything, but get your mind off that all-absorbing job search. You will see things in a different light and in a more positive frame of mind if you take a little time to yourself and enjoy some simple pleasures along the way.

    Find time to spend with your children. Let yourself go, take them to the park, maybe splurge on a family movie with them. Above all, enjoy them - in time they too will be gone and grown. So take this time you did not expect to have and enjoy them. It will help you take your mind off the immediate situation. 

      Many motivational speakers state that in order to be a success in any endeavor you must think positively. Imagine yourself being a success. See yourself as a success and eventually your own subconscious will kick in and help you achieve it by doing deeds you knew needed to be done. But first, you must believe in yourself and in your ability to succeed.  There is not a single reason to doubt that you can succeed.

     We see people every day with the trappings of success - the tailored clothes, luxurious cars, other amenities. But these people have worked hard to achieve their goals while many others are, in effect, all show and only one paycheck from having that leased luxury car repossessed, their home foreclosed on or being thrown in jail. Not all that we see is fact; sometimes the packaging is all there is and there is no more. You know that anything worthwhile takes effort, diligence and hard work. Wealth, success and position come from hard work, knowledge, application and a great deal of effort. These things are not handed to one. One either creates it or works based on a strategy to achieve a certain goal. So do not doubt that if you are a hard working individual and you plan to get yourself a good job or position, your efforts will pay off. You must believe in yourself, your abilities, your confidence and strengths and you will achieve.

     You cannot do these things if you’re so obsessed with the task that you bury yourself in self-doubt and recrimination and lose your conviction.   You must, above all, believe in yourself. Ignore all those who say you can’t do something, because every human being is capable of extraordinary achievements if and when they set their minds to it. You’re job search must be done with the knowledge you know you will succeed in spite of the rejections, unreturned calls and negative comments you may get. Develop a plan to do your research.  Learn as much as you can about interviewing, putting your best foot forward and applying any information that will give you that competitive edge over others. So, definitely do your searches but educate yourself as well as to what works and what doesn’t work. Just because you sent a resume or answered an ad does not mean you have the job. It is no guarantee that you’ll even be granted an interview.  You have to sell yourself and in order to do that you must be confident in yourself first.

    So again,, don’t allow yourself to be stressed by becoming obsessed with your job search.   You may not realize it because of your obscured viewpoint, but you’re impacting all the members of your family - spouse, children, relatives and friends who care and  worry about you.  They find themselves shut out or snapped at because you are in one of those moods that are becoming more and more frequent. You must get a grip on yourself and learn to relax.   Clear your head so that you can deal with this effectively.  Remember, you’re a role model for your children, and what they see is what they absorb as a way of life. You do not want to impart a bad image to your children, or worse, to a prospective employer. Take 5 and relax, you’ll do better with a clear head.
It is really, really bad, what do I do?

    Finances are gone! Creditors are banging on my doors, collectors are sending me letters and calling me at all hours. It is bad enough I am out of work but I do not have the finances to pay my creditors. What can I do to get them off my back? 

     We know you did not plan to default on your obligations; there are many individuals in dire financial straights at this time. The economy is such that without work people cannot pay their bills. While you have every intent of meeting your obligations, you just simply do not have the finances to pay. You priority is food, housing and utilities for you and your family. The other debt: credit cards, memberships and Department store accounts all have lower priority. Yet, it’s hard to ignore the letters of demand, the implications of being reported to the credit bureaus, threats of legal action or the incessant calls from collection agencies.

      One can only imagine the stress and concern generated by all this when compounded by the fact one must find decent employment in order to meet one’s obligations. There are some steps you can take to ease your situation, depending on the degree of  debt and your resources:

        If you still have some income coming in that can cover most of your bills on a regular basis, but have fallen behind on some of your credit cards, try writing the company. Explain that you are unemployed and circumstances are such that you can not meet the minimum monthly payment. You are going to ask them to freeze your account, hold additional late fees and interest and accept half the monthly payment until such time your working and can renew regular payments. Some firms, based on the current economy, will accept those terms. After all, you’re not using the card (its frozen) and they are receiving half payments from you on the account versus nothing. Maybe this firm says, “absolutely not”, and instead, sends you a demand payment in full for the amount due. They intend to charge off the account and refer it to a third party collection agency. Not much you can do at this point if the funds aren’t there for you to work with. It is worth a try, as some firms will work with you. Others are just working on a numbers game, will say, “no”, and turn it over to a collection agency for pennies on the dollar. Keep that in mind.

       Ok, let’s say you have no money to pay your bill in any manner, shape or form. In effect, you’ve been unemployed longer than expected, resources are gone and you’re blasted with calls and letters demanding payment or payment in full. If the situation is really drastic, those TV commercials on debt consolidation will not help you because they are all based on the premise you have some income. 

      Bankruptcy

       We are speaking here of hitting rock bottom, no money coming in that can take care of these now, low priority debts. You want to pay to save your credit but that is no longer possible because your accounts have been charged off or sent to a collection agency. You can file bankruptcy by declaring all your debts and filing bankruptcy papers at the local courthouse. Unfortunately, you don’t have the money to pay an attorney! You can file it yourself. Go to the courthouse and ask to see recent bankruptcy filings; they are a matter of public record. You copy the text of the document exactly on a form of your own creation and place your outstanding debts into the place where they list theirs. Now file it with the courthouse and it’s done.

       What alternative is there if do not want to file for bankruptcy but still do not have the money to pay? Your credit report is now bad and all the accounts are in collections and charged off. What do you do? Well you can’t pay, so no matter the amount of calls and threats, you can’t get blood out of a turnip. So you must now turn to the Fair Debt Collection Practices Act for some protection. This Act was enacted to protect debtors from unfair practices and abuse by collection agencies and by law they must abide by its codes.

      It is understood you would like nothing better than to pay and clear your credit but the fact is you do not have work or finances to pay. Your creditors have turned your accounts to third party collection agencies and reported to the credit bureaus that the account was charged off. So, the damage is done. However, now some third party collection agency that bought “your paper” for cents on the dollar is going to try to collect the full amount of the debt. You do not wish to deal with them and don’t want them bothering you or your family. What to do?

      Simple, you’re not going to pay it. You can’t, so it’s futile even discussing the matter further with this entity. They will send you a letter requesting contact within 30 days or a call to confirm it’s a just debt. But the key is for you to acknowledge them. Remember even if you paid them off and in spite of promises to the contrary, the only party that can remove a posting to the credit bureau is the ORIGINAL creditor, not the collection agency. The collection agency will even settle the debt for half the amount owed because that is what they paid for the account basically. The collection agency does not post the debt on the credit bureau; they are not the originators. In some cases they will imply they will and on occasion they have but their post can be removed when proven the debt is not theirs.

      FDCPA 

      Now to get some respite, here is what you need to do: Write a Cease Communication Letter to the collection agency and send it Certified mail so you have proof for your records. This is what SEC 805 of the FDCPA states: “If a debtor notifies the collector or collection agency in writing that he refuses to pay or wishes the collection agency to cease communication. There will be no more communication with that debtor except:

· To tell that he is terminating further efforts.

· To notify the debtor that he (or the creditor) may invoke remedies that are ordinarily involved by the collector or creditor

· To notify the debtor that he (or the creditor) intends to invoke a specified remedy. This is a final communication that may be made orally or in writing, but in no case shall a demand for payment be made, according to the Federal Trade Commission”.

     In your letter you should state that you do not deal with third parties, only with the original creditor and that in accordance to the FDCPA SEC 805, you are asking they cease and desist all further communication. Understand that collection agencies work on a numbers basis, they buy volumes of charged off accounts, put the data in their computer banks and then pay individuals to sit there 8 hours a day to call and try and effect collections. If they get a payment they hold the account, if they can’t get money they take the account out of the calling que. Legal action is always possible but collection agencies work on low margins and minimum expenditure. It is highly improbable they will spend money to have a process server serve you with a subpoena and then a court trial over an amount under $10,000.00. Chances are they will return the account to the original creditor who will again pass it on to yet another collection agency. And, you repeat the process. In your letter, if you had an abusive call or were threatened, you should also make reference to SEC 806 of the FDCPA.

     Now if you get a collector that is calling at all hours, harassing and making threats including Violence. Here is what SEC 806 of the Harassment and Abuse states:

“A collector may not engage in any conduct which tends to harass, oppress or abuse any person in connection with the collection of a debt. While not limited to these violations, the law prohibits:

· The use of threat of violence or other criminal means to harm as person physicality, or to harm his property.

· The use of obscene or profane language which will abuse the hearer or reader.

· The publication of a list of debtors who refuse to pay except when sent to a credit reporting agency.

· Advertising for sale any debt to coerce payment of the debt.

· Causing a telephone to ring or engaging in any person in telephone conversation repeatedly or continuously with intent to annoy, abuse or harass at the called number.

· Except when skip tracing, to place telephone calls without meaningful disclosure or caller’s identity. In accordance with state laws, collectors may use an alias or desk name if it is used consistently.

The above two SEC 805 and 806 are the most important to you but to learn more about the Fair Debt Collection Practices Act go here:

http://www.ftc.gov/os/statutes/fdcpa/fdcpact.htm
      Be aware that many employers these days when they do their background check are actually pulling up your Credit Report, so it is likely this will come up in your interview. In effect, face it head on. Be frank. Let’s face it, you are not the only one with serious financial problems these days and employers know it. The fact you are there applying for work implies you are attempting to resolve your financial woes.

      I have given you two options regarding debts you cannot pay creditors. They are not the best solutions but they will give you some breathing room. With the cease and desist communications, nothing says that once you get on your feet you can’t go back to the original debtor and offer them to pay half your debt in full if they will remove the account from the credit bureau and mark it paid in full. Most companies will willingly accept this after all they charged the account off and expected maybe to have the collection agency give them a % of collected funds if they were successful. So getting half the debt upfront from a charged off account is most welcome.

       Here’s another small item of interest. Credit Bureaus by law are to purge from their files any postings over 7 years old. That means if your accounts were reported charged of today and reported to the Credit Bureaus, you can contact them 7 years from now and ask those postings be removed from the Bureaus files based on the 7 year rule. You would need to contact all major Credit Bureaus in writing (certified mail for proof) and request they purge all postings over 7 years old from your Bureau file.

        Keep in mind that every State has their own laws governing collection agency practices and, in some instances, they are even stricter  than the Federal Law.  In Florida, a person’s homestead is protected by law, so no creditor, with the exception of the mortgage institution financing the home, can place a lien or take it as an asset. This is one reason so many huge mansions owned by former Corporate executives exist in Florida, executives which are now in the news. Whether it’s a $5 million mansion or $250,000 home, in Florida creditors can’t touch it.

        We are not inferring you ignore your obligations but life happens and we do have our ups and downs. There maybe a time, it might be now, when you are your financial wit’s end. You have just enough money to pay the house, utilities, food, car, medical but that is it. Without a job or additional income there is no way to pay the debts which were not a problem when you were bringing home that fat paycheck. You even have to worry about paying the monthly $5.50 charge on your checking account because since you don’t direct deposit your pay anymore, its not a free account. It’s the little things that add up and you need to know that no matter what, there is a way to gain a little time and live a life devoid of intrusions you do not need. Again we do not advocate not taking care of your obligations, but give you some new knowledge to help you cope with an annoying situation resultant of being unemployed.

         If you’re worrying that a process server is going to walk up to you to collect on one of these credit card debts, which is highly improbable, consider that they can only serve the document once they ascertain you are the correct party. If there is a stranger at your door and there is no reason for the person to be there, don’t open the door. If the person is dressed in civilian clothes with a police badge hanging down his neck. Its an off-duty officer making a little extra money by serving papers. But again, you do not have to open that door. And even if you do, you do not have to prove or acknowledge who you are. This individual is trespassing on your property and has no permission to be on your grounds. In any event, the probability of a credit card or department store creditor going through the trouble and expense of going to court is highly unlikely, especially with the backlog of court cases and added costs and delays it would entail. And, in this economy, they would have to have a battery of lawyers just to handle the volume. They will not go through that expense nor will a collection agency when the result is an uncollectable judgement.

       IRS

      One last point on debt and creditors - The IRS has taken a policy of being gentler and kinder. If you opted not to have taxes due taken out of your unemployment checks and find now you owe it but still are unemployed. Tell the IRS; call them. It is most likely they will list it under uncollectable until such time you are again employed or can pay. Of course, they will add interest on the amount but they will remove you from their immediate collection files and not trouble you. The awareness you’re not working and that you have actually filed and advised them will insure you remain in good standing with them. Unfortunately, the liability and added interest will stand. So don’t give up. You’ve lost a battle but not the war. Things happen and no one is immune. The knowledge imparted here may ease your mind a little, knowing there is something you can do even if it’s not the best option. But what you need is time, free of intrusions and limitation of your on going efforts. Later, if all goes well you can correct the situation but for now. Full speed ahead….

Scams, Work at Home Schemes and MLM’s

We know that with desperation comes the acceptance of anything that might bring you an income. Daily on TV you see infomercials touting home businesses from buying property with no money down, the sale of travel packages, making money on e-commerce and in your e-mails a constant flurry of multi level marketing programs that will bring you great wealth by building an endless down line. 

Let’s dispel some of these so called money makers. The ones usually making the money are the ones starting or selling the programs. In many cases they will take one infomercial topic and ask you to attend a free seminar. They may entice you with making money using the internet, or buying and selling property with no money down, or taking on foreclosures. There are many different pitches, just sit and watch the infomercials.

You decide that nothing ventured, nothing gained. I’ll go to the seminar and see what I can do to make some extra income. The first thing you notice when you get to the seminar is that the person that pitched the opportunity on TV is not the one doing the presentation. It’s an individual with the gift of gab and more of a 21st century snake oil salesman. They do a quick run at making a pitch for what the infomercial was about but then they get down to their real business which is to sell you “other” packaged businesses which they claim you can make a great deal of money at. This is a perfect example of Multi Level Marketing. They give you other palatable programs in case you don’t go for the main one. Here are some examples. They will talk about a vending machine business, they will extol the virtues of running your own gum machines etc, how just servicing these units you will make a great deal of money. In effect it’s a great way to teach your children responsibility by setting their own routes yadah, yadah. They don’t mention the problems of placing the units  which are quite serious, the fact that the machines might lock up and there is constant repair issues, ergo loss of revenue, the cost of the units which you later are stuck with and can’t sell. All this you can have for a measly $295.00 and if you listen to them your going to live quite well from this little business. Does the expression when pigs fly come to mind?

Throughout the seminar there is always a sense of urgency, during the breaks your enticed to go to the back of the room and sign up to this opportunity at a savings but only if you buy now. Then there is the travel package, they suggest you can do great business selling this on the web. They will even set you up with web pages, host them for you in their “mall”, for you guessed it a nice chunk of change. The problem is your in their mall, exposure on the internet of your web pages requires maximum exposure on the net to get traffic to your web page, who is going to buy from you if they reach the “mall” and there are a few hundred people selling the same service. What is more, how are you expected to compete with the major travel online services online sponsored by MSM, AltaVista, Travelocity and many others already established. Believe me you won’t! You will be stuck with 100 worthless membership packages your supposed to sell, costly brochures, holders and more. It only cost you yep, $295.00 for something that sounded good but was not a moneymaker. Then there are the offers of selling odd lots of discontinued merchandise or overstocked merchandise. You can make a million on one transaction if you hit the right combination between buyer and seller. Of course the seller of these items is accessed by your membership to access the supplier as a source of goods for yep your right $295 or $399.00 depending on the pitch. True, some people might make money at this but its not very likely; the merchandise usually is not high quality and while there may be buyers for this you are going to have to really do a lot of serious cold calling to find buyers. Now remember you went to this free seminar to learn about the infomercial on TV which has nothing to do with these offers being presented to you. They will try to sell you voice auto responder systems, and a number of other packaged businesses that when you really evaluate them seriously you will see are a waste of your money. However, they are hard to resist in the carnival pitch atmosphere of the seminar and the ever present urgency given to making your purchase. Next time you see an infomercial and it invites you to one of these free seminars, check it out and you will see what we mean. But go to spend some of your free time, see if you can learn something you can do on your own based on knowledge or a hobby you have but leave your credit cards, check book and cash at home, so you won’t fall prey to their slick presentations. They have been making a living at this for sometime and have it down to a system, they know exactly what buttons to push and peoples vulnerabilities. They just keep repackaging it depending on the trend of the day.

On line you’re enticed regularly by firms offering to sell just about everything under the sun. You just have to sign up, buy some of their product monthly and sign up people under you who in turn must buy and sell product. It’s basically called multi level marketing and while many corporations have embraced this method of selling in most cases these are actually pyramid schemes. There have been many successful such mlm’s from Shaklee’s, Avon, Fuller Brush, Herbalife and many others. If you have time to endlessly be selling to others, setting up presentations, training people to duplicate your efforts endlessly to keep your down line filled and producing income for you. Great, you’ve found your calling but for the most part you will find this not to be very rewarding unless you come in at the top of the process. It doesn’t matter if it’s Blue algae, Nuskin, KM, or whatever the product of the day. In most cases you will come out in the losing end stuck with an inventory of high priced product you just can’t sell. What is really aggravating is they try to pull you in without telling you what the product is initially for fear you will walk away, which wise people will do. They will run you through some slick presentations, throw testimonials at you from some success stories but considering the millions of people they pulled in initially and the ones that were actually successful, well what are the odds?

The variety of products offered in mlm’s and infomercials is amazing, however they always cover themselves by stating that the results obtained by party shown making astronomical incomes are not typical. That is usually in small print. Buyer Beware should be the heading on all these enterprises. And it’s understandable how one desperate for an income and seeking additional funds to exist can fall prey to these slick snake oil salesmen. They make their money by selling you their programs,  in most cases they are not engaged in the business themselves. Be it a scheme to protect your assets on offshore accounts at a cost of $5,000 per new member, yourself included to the ones selling you their pitch for only 4 monthly credit card payments.

Multi Level Marketing has a bad connotation but it was introduced in Harvard Business school as a very good means of marketing products and many major corporations have embraced it using telemarketers, opt-in email marketing and many other variables with great success. But there are many other systems out there from selling telecommunication services, dental insurances, eyecare to an infinite number of products. They just rope people in with the hope they will make money when in effect few ever do, but admittedly amongst the vast number of people that join these program a few will do quite well at the expense of the others.

Is it worth it? If you have the time, the patience, unlimited funds to waste by all means go at it. But remember Buyer Beware and if it’s too good to be true, it most likely is. Get informed, check the business bureaus as to complaints against the company or organization and if you still feel it’s worth spending your hard earned cash and valuable time, then go for it.

Work at home ads like the ones listed below are found in newspapers and unsolicited e-mails daily. Most simply can not deliver  the promised income. They will either try to sell you additional information of a plan to make it work, which seldom does prove out or they will sell you materials. It can be stringing necklaces, where you buy the components and assumedly sell the product in lots to a company. But seldom does it actually work, or other schemes, basically they will sell you a program, envelopes or some other item to assumedly make the work at home program work. The problem is 99.9% of these work at home programs do not work and are simply bad rip-offs.

Before you send any money, sign any agreement with these individuals or companies. Do two things, ask for names of satisfied customers you can call and check out directly and secondly, check with the better business bureau as to the firm’s reliability. An ounce of precaution is merited, you know nothing about them and they are making some rather exorbitant claims.

ATTENTION: WORK FROM HOME Our children come to the office everyday. Earn an extra $500-$1,500 month p/t, $2,000-$7000 f/y. Free booklet  (888 853-7260) www.achievethatdream.com  

Earn Income PT/FT!! Around your schedule. Home Based Business. Free Booklet, Full Training,  www.SavvySouls.com    800 337-1705

Earn Income PT/FT around your schedule. Home Based Business. Free Booklet. Full Training. www.race2freedom.com (888-244-3440)

Earn Income PT/FT around your schedule. Home Based Business. Free Booklet. Full Training. www.lifejustforyou.com (888-746-3491)

GROWING BUSINESS NEEDS HELP! Work from Home. Mail-order E-Commerce $522+/week PT. $1000-$4000/week FT. Full Training  Free Booklet. www.RevenueAndReward.com  888-239-8353

GROWING BUSINESS NEEDS HELP! Work from home. Mail-Order/E-Commerce $522+/week PT $1000-$4000/week FT. www.AmazingGoals.com   800-272-5843

CHAPTER 11

Did You Consider an Out of State Job?

      You have done your search, have found what you believe to be the perfect job but it will require you move out of state. That means a number of additional expenses and changes for you and your family. This is great, if your new employer is covering all your relocation expenses but with things being what they are nowadays, it’s more probable they will only cover a few days or weeks of hotel stays initially until you settle in.

      Accepting a new job that requires a move is a gutsy challenge. You have to sell your current home and incur the expense of a new one. And it’s possible your home won’t sell as fast as you would like. The most efficient way of dealing with this is not to sell your home right away. What happens if the job does not turn out to be what you expected, or the firm is downsized, or after 6 or 7 months you find yourself laid off?  You now are in a strange town, no family support, no friends and stuck with a new house. If you rent out your home during the year trial period you give the firm and in the interim something goes amiss, you still have your home and you have not incurred the heavy expense of a new home. You and your family can pick up and move back to your home. 

      Time and time again, I have had friends and associates go through this scenario and incur horrendous expenses once the new job failed them. They have moved back and started all over again. In one instance a friend move to a new area, invested locally into other properties and found himself suddenly without a job. He returned to his home town to start up again but could not find work with pay that would cover his major obligations, the 4 properties and his new home were foreclosed. The renters he had, also laid off had left and he was unable to find new tenants. He still could not find work that would cover his lifestyle and expenses. Eventually he had to file for bankruptcy. Lost everything.

      When you accept a new position that requires a move there is no certainty the job will be there for you for as long as you expect. Even if you do your due diligence, the economy is such that major institutions such as AT&T, Merck, Bristol & Myers and many others to follow will have to let go of employees many with years of seniority. So nothing is certain, you must cover yourself in case of such eventualities. 

      If you have a home, and have taken a job requiring a move, keep your home for as long as you possibly can, rent it or lease it out. You just do not know if you will have to come back to it sooner than you think. We are not trying to be pessimistic here but we have seen over time a great number of families endure these gut-wrenching situations. It’s difficult and embarrassing to have to come back and move in with parents, in laws until you get back on your feet. It’s great to have the support but at the same time one feels like one has failed through no fault of one’s own.  

      So do consider that job requiring a move, see if you can get a complete relocation package, do the best due diligence you can on the firm. Check their history, look into market reports on the firm, its stability and then once you have convinced yourself completely it’s a good situation go for it. But take the simple precaution of not selling that homestead right away. A big salary, title and perks do not always equate to stability.  Oh, that it would!

      Keep in mind that there is a job out there for you with your name on it. A job, position or career that is tailor made for you. The trick is to find it and be happy in it. It may well be working for a major Fortune 500 firm, a small company, or even a venture of your own. Whatever the case it will be your knowledge, ability to succeed and drive that will get you there. And, we all know you have that ability.   After all, you are a winner and a challenge is something to look forward to.  Best of luck and success!!!

 CHAPTER 12
Congratulations! You got the Job 

      Congratulations! The employer has made you an offer and you have accepted. You will start working in a few days and hopefully lead a long productive association with the firm. However, the job market as you experienced is a very competitive and a difficult one. You do not know at this moment if you will be happy working at this firm 6 months from now or if something might happen in the interim. So, as a precautionary measure it would be advisable to keep your interviewing ongoing while employed for at least 6 months.

     The 6-month period will give you a cushion to acclimate yourself and be certain this job is really what you want and expected. As we said previously, heed the Boy Scout motto: “Be Prepared”.  Ok, so you are now ready to start your new job. One of the things you want to do first is get a lay of the land, so to speak. You need to acquaint yourself with an organizational chart so you know who is who. It’s important you establish the reporting order in the department or group you are in.

     Your new boss will explain what is expected of you and the work you are to perform. Your peers will likely assist you initially. They will help you become acquainted with the work they are doing and also use this as a means of getting to know you. Socialization in a company is very important. People like to work with others they feel comfortable with and like. So you should make every effort to get to know everyone even if it’s to say, “Hi.” Always be cheerful, helpful and engaging. No one likes a grouch. Take every opportunity to acknowledge others when engaging them in the hallways or about the firm.

     One thing you should do is try to have a one-on-one lunch with key players so that you can relate to them your interest in helping them achieve their departmental goals or assist in their projects. You need to know exactly what it is they would like from you and how you can help them in your work. This willingness to cooperate, participate and be a team player will be looked upon quite favorably by all.  Your unselfishness and willingness to help others while accomplishing your goals will make you “persona grata” in all quarters. If you have finished your work and can help other associates with their workload, join in and help. There may come a time when you will need help from others and it would be great if they did so willingly and voluntarily because they like working with you.

       Socialization is very important in a company but within limits, it does not imply you be around the water cooler, coffee machine or in the halls constantly chatting with people. It must be done sparingly but effectively, you do not want to monopolize people’s valuable time from their work. In the long run, your superiors and the other employees may become resentful of your taking their valuable time. So your timing is important. Breaks, lunch, after hours are good times to socialize.

        Every firm has a place its employees like to congregate after working hours or once a week.  Join them so they see you’re a team player and a social member of their group. The more you’re noticed amongst your peers, the more readily they will associate you when they need assistance, advice or recommendations on something they may be working on. Do not be afraid to take credit for work you have done well but if it’s a team effort, always acknowledge the participants and their efforts, contributions and work.

        Be a leader, and become known as a caring employee. Start a company heart fund drive, start a blood drive, participate in the company baseball team, bowling league or whatever other events the members are into. The main thing is make yourself noticed as a member of the organization. But when it comes to work do your best and more. A good employee is a productive employee, who is not measuring his work time by the clock. He gives his all and more. The hope is that hard, work and diligence will equate to recognition and promotion. 

      If you’re having a problem with a co-worker, sit down with them and ask them what is bothering them and how you two can resolve it but do not ignore it. Situations like that can escalate and become quite unpleasant. So nip it in the bud and try your best to befriend the person. There is, in every company, a troublemaker or an individual that no matter what you do, will be bitter to all. Just remember to treat everyone as you would like yourself to be treated and no one will have a bad thing to say about you, ever.

        One suggestion, I would recommend is to keep a “Chron File”. You can keep this on a special floppy disk or a binder. In that Chron File keep records of your projects, achievements and participations. Keep in it any other relevant data that relates to your work. Include specific instructions or guidelines given by management or your boss.  This will become especially useful in the event for some reason you must leave the firm and need a record of your achievements and accomplishments. This way they will be right at hand. Do not place it in the company computer, as if you must leave for any reason, it is likely that you will not have access to the computer files.

       One of the essential points in being an employee in any organization is to stand out and be noticed. This you accomplish by doing very good work, being willing to help others achieve their goals without hesitation, socializing with all members so that they feel you’re part of the company team. Be a willing participant to attend company trade show participations and doing your best for the company at all times. 

Always do your best and make certain you consult with your superior to insure the job is done correctly and to their specifications and time frames. There are times you may notice something could be done in a better way or in a more cost effective manner. Bring it up in conversation over lunch or some occasion in a non-confrontational manner. Make the suggestion, however, present it in such a fashion that your  superior can digest it and come back with a viewpoint that will concur with your finding.  This will make him feel that he has made a very astute observation, which will benefit all.

      Some jobs or projects have specific deadlines to them. Initially, you will not be very certain if you can accomplish the task within that time frame. Once you’re into it and realize the deadline is not going to be met, do not hesitate. Go immediately to your boss, explain the situation, and see if you can get additional assistance  to meet the deadline. The worst thing you could possibly do is to wait until the last minute to tell your boss. It is likely that  your boss was given the deadline by a superior and it must be met. If you fail him, he fails and it tarnishes his or her reputation. Therefore, always err on the side of caution to insure there is never a situation that is going to point back to you.

     Let’s face it.  A job worth doing is worth doing well. You want to stand out, certainly you do not wish to stand out for the wrong reasons. If the firm has proprietary software to do tasks you’re assigned, make sure someone instructs you in its use. You are not expected to walk in to a new job knowing methods and software that firm has created and have never seen before. There is always a learning curve to any new job and the sooner you have a solid foundation the sooner you will be successful in your tasks.

      For now, bask in the glow of your new job and being employed. But never forget that you are very fortunate. You must do your utmost to insure that it is what you want, and that it will serve your needs and those of your family.  Good fortune to you!
CHAPTER 13

BUSINESS PROTOCOL

    You now have a job and you want to do the best that you can. There are some definite guidelines that you weren’t taught at your institute of higher learning. Frankly, it seems like common sense but sometimes it needs to be restated. Too many people these days seem to be rude to one another and unwittingly the result is loss of business. You as a member now of an organization must put your best foot forward and take note not to fall into circumstances that can be detrimental to your professional career.

      Professionalism is admired in all professions and it is the result of acting appropriately and maintaining an attitude and demeanor that projects this image. It is the professional that speaks proper English grammar, avoids the use of slang and uses proper pronunciation. It is important to speak without dropping the g’s in going or doing, and avoid terms like: “hey folks”, “gals”,  “y’all”. They have no place in business.

     It is a polite and professional individual that will insure his cell phone is turned off when having lunch with an important client. The client deserves full attention, to accept a call during this time would be inappropriate. To discuss too personal a conversation in business situations is extremely rude. Interrupting, cutting off a conversation or simply dismissing a discussion also falls in this category. Your client may not say anything but it’s likely they will conduct business some place else if this occurs.

    The telephone can cost you clients. Especially if you do not return calls in a timely fashion,  or if you lack proper phone skills. The use of an abrupt tone or rude language can definitely cost you a client. Time is money, be it your time or your prospects time. To disrespect people’s time by being late, keeping them waiting or interrupting them from something important, will eventually cost you a client or have them lose interest in you.

     Always keep in mind that courtesy and professionalism will improve your bottom line. Your speaking skills and preparation will equate to a positive presence. But your understanding of rules, good manners and social behavior will give you that professional polish over your competition. Remember people are watching your behavior at any given luncheon meeting, a networking reception or trade show.  Your communication skills, every behavior, first impressions from telephone conversations to e-mail correspondence can have a direct effect on a business relationship.

        Things do matter! The casual Fridays does not mean necessarily you. Nor do many expense charges on the company credit card for drinks. Or not getting up to shake hands when someone that is approaching you and says “Don’t get up”. Do get up, it’s the proper thing to do, just as coming out from behind your desk to shake hands is. Improper voice mail messages or constant reliance on answering machine will in the long run harm you significantly. Try and return your calls within an hour if possible. But return the calls. And try to smile even on the phone, its conveyed in your speech. 

        Sometimes there are questions one wonders about the appropriateness of. For example, you should never call a business associate by their first name unless they have given you permission to do so. Never bring a guest to a function you have been invited to unless the invitation states “and guest”. Shake hands when introduced, don’t wait just do it. If your with a client and engaged in a sport or event, do not engage in business conversations unless he or she initiates it. Always arrive no less than 10 minutes early to a meeting or engagement; it will allow you that time to be prepared. I return my business calls within an hour if possible, you need to set your own  standard and then stick to it. Do everything in moderation, you need a clear head and your wits about you.

        Your professionalism is important, no matter the occasion always dress up versus down, if there is the possibility of meeting with a client or doing business. Lets face it, its more harmful to dress casual than to appear formal, prepared and holding ones self-respect. Your competition be it in the work place or in the business arena are ever watchful. They are looking for you to make that mistake that they can take advantage of. Its important you don’t give them that opening.  If you conduct yourself in a professional manner, your attitude, purposeful walk, engaging eye contact will set you above the rest. It matters not if you’re entering a business meeting, a board room or just walking down the hall. Your energy, manners and consideration will have other perceive you as a thoughtful person.

       So look for the good in everyone, no matter how difficult the person might be. Stay cool, don’t take offense and show them by your temperament and good manners that you are indeed a professional. To be rude, engage in verbal confrontation never results in a positive outcome. If you do not put yourself on the same level, that person or individual will see you’re the better person and one that merits serious consideration. You may even get his future business.

         The bottom line and one of the keys to being a professional in business is to think before you act. The rest can be credited to common sense, good manners and proper social behavior.

CHAPTER 14

Hidden Gold

    In a time where pension plans, investments, stock markets have taken a hit, one must seriously consider options to insure future  ongoing income. We mentioned that one could generate an income from ones hobbies and interests. In some instances, you may have been fortunate enough to have made an investment in a vacation home, getaway or future home for those retirement years. That property could be earning you some additional welcome income. There are Realtors in resort areas that will list, manage and find qualified renters for your vacation properties. It maybe a Condo, House or even Beach home. These properties could bring in some substantial annual income to you, especially if they are located in areas that have special events.

     For instance, in Daytona Beach, Florida, vacation rental properties are at a premium during Speedweeks, Bike Weeks, Boating and other events. Additionally with 23 miles of beach, boating, fishing, golfing and a 45 minute drive from Orlando, rentals in Daytona Beach proper are at a premium. It is also a great place to retire with fine homes being reasonably priced and a tax base envied by other states in the union. A Realtor such as Claire Hunter Realty, Inc. in Daytona Beach, Florida  whose website is http://www.clairehunterrealty.com could help you get your property rented, find you a home, or help you find a suitable vacation rental. This is a realty with an excellent reputation and track record.  I know, you’re thinking you don’t own property in Daytona Beach! You have a mountain lodge, or a house in another part of the USA. Well, no matter where you are, there are always people looking to visit, rent and vacation. You can make that property produce an income for you. However, you must let people know your property is available. List your home with a listing service for vacation rentals. I created such a service myself when I noted the great possibilities. If this is of interest to you, visit my global vacation rental listing web site at: http://www.adusa.com/GlobalRENTALS.htm. You will find properties there from all over. In many cases, parties contact you to make the arrangements and pay you directly.

      However if you live in a place where you can have the Realtor handle all aspects for you, it’s the best way to go. They will ensure that the property is kept up, the renters are qualified and you are paid timely for your rental. Give it some thought. That second home or vacation property can help you with your finances in this economy, especially if you find yourself unemployed or early retired.

NOTES

TO CORPORATE & HUMAN RESOURCE  DEPARTMENTS:

Our Survival Guide for the Laid Off, Riffed, Early-Retired and Downsized is available to you at volume pricing.

This is an excellent book to help your departing personnel get a quick start at securing new employment.

TO ORDER:

CONTACT:  Roger J. Mealey, Jr.

                        PO Box 3392

                        Palm Beach, Florida 33480

E-MAIL     :  Rmealey@usa.net

PHONE      :  1  561 840 8644       

CELL         :  1  561 951 8244

FAX            :  1  775 640 6558

______________________________________________________

Dateline: If you’ve enjoyed “A Survival Guide for the Laid Off, Riffed, Downsized, Early - Retired”.  Be sure to look up his upcoming novel of intrigue, mystery and fiction “The Andean Affair” at http://www.adusa.com/Andes.htm
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