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The Bridge is Behind You!

“The question for each man to settle is not what he would do if he had the means, time, influence and
educational advantages, but what he will do with the things he has.”
- Hamilton Wright Mabee

Congratulations on reaching your educational goals.
Taking the first steps toward achieving your career goals can be a most challenging endeavor. It can also be intimidating– technological
advancement and economic forces such as globalization are constantly changing the nature, range, and scope of career opportunities,
and even the status of the workplace itself. Your Personal Career Marketing Guide is tailored to help you address and resolve the many
issues facing graduates, entry-level candidates, and even seasoned professionals.
This may be the most rewarding time of your life! However, navigating today’s career market and sorting out YOUR opportunities can
be difficult if you are not prepared. By using the strategies within these pages, you learn to anticipate and understand contingencies
that may arise in your quest and by acquiring tools to deal proactively with those challenges – one of the keys to igniting and retaining
success throughout your career.
The information in this guide make up a comprehensive career development program based on the latest technologies, business
strategies, and professional expectations of an ever-changing marketplace. By using the techniques and approaches explained, you
gain a distinct advantage over hundreds of candidates seeking the same career path.
So, before reading one more word, ask yourself: Are you committed? If the answer is no, do not waste your time. I politely suggest that
you go back to waiting for your telephone to ring. If the answer is yes, continue and prepare for one of the most rewarding journeys
of your life!
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Action is the key to changing your life.

Your Career Plan is a Business Plan
Introduction by Danny Huffman, MA, CEIP, CPRW, CPCC
As a college instructor, program chair, associate dean, certified writer, certified career coach, certified employment interview professional, and
business owner of an international career management firm, I understand the challenges and the difficulties students encounter.
Securing your dream career is not a task to be taken lightly or without guidance. You must begin by understanding one basic fact: Your career plan is
a business plan. Think about it: If you were starting a business, you would gather the best resources available; research your product or service, your
market, your competition, and your customers. You would evaluate and build the foundation needed to launch, sustain, and grow that business as
well as monitor your progress, growth, and status in the marketplace on a daily basis.
Much the same way, your career is a business venture. In order to be competitive, you must tend to your career just as meticulously. That means
knowing the answers to the following:
Vision Quest: Where are you going and where do you see yourself in the years to come? What are the personal missions underlying your career plan?
Itemized Offerings: What are you selling to a company at this second? What abilities and aptitudes do you offer? What knowledge, skills, and
experience do you possess that will truly benefit that company? Do you offer anything unique (everyone does—some just need a gentle reminder)?
What currently qualifies you to succeed?
Atmospheric Condition: What is going on with the employment scene and how does it affect you? Are there barriers to entry and how can you turn
these barriers into opportunities for yourself?
Client Consciousness: What are the needs of the customer? Who needs you and how are their needs currently being filled without you (Perhaps they
are not being filled adequately without you!)?
Comparative Advantage: Who are your competitors and what can you learn from them? What strategies are they using and how can you do a better
job? Do you represent a better “business model”? Can you package yourself in a more compelling or appealing way?
Money Matters: How are you going to finance your plan? What are the income projections and operating costs? What is the minimum amount
required for you conduct a full-time career search?
Promotional Plan: Have you outlined a strategy to break into the market, region, or company that you desire? How will you introduce yourself to the
market? How will you package yourself?
Product Analysis: What tools do you need to progress from concept to reality? What is the current status of the product (the positive contributions
that you can make)? Whose assistance do you need? How will you get it?
Process Packaging: What undone items must be completed? What resources do you need to accomplish tasks? Can you get them? What are the
estimated time lines?
Market Penetration: Are you prepared to hit the pavement, advertise, persevere, and never let obstacles block success?
Career Center: What are your long-term goals and how will you get there? Where do you want to be in one year? Three years? Five years? What
professional development activities, now and in the future will you need to complete to ensure success?
Your career plan is a business plan. Effort, sacrifice, planning, diligence, and commitment are the common themes defining leaders in all industries.
Today, receive the necessary tools to conceive, develop, and execute a personalized and effective career plan for YOUR success. Refer to the material
presented in this guide throughout the growth of your career life cycle. Never put it down. Never stop progressing!

“You are the embodiment of the information you choose to accept and act upon. To
change your circumstances you need to change your thinking and subsequent action.”
- Adlin Sinclair
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1
Job Hunting Defined

Section Objectives
1.
2.
3.
4.
5.

Gain insight into the importance of creating a career management plan
Examine your career and company interests and your personal definition of success
Understand the commitment, preparation, and research needed for a successful job search
Review the cost of unemployment and the elements of the Pyramid of Success
Learn what value you will pull away from this guide

Research shows that students benefit from an awareness of the processes and strategies involved in
writing, solving a problem, researching a topic, analyzing information, or describing their own observations.
Without instruction focused on the processes and strategies that underlie the effective performance of these
types of work, most students will not learn them or will learn them only minimally. Without curriculumspecific experience in using these processes and strategies, even fewer students will carry them forward
into new and appropriate contexts. Portfolios can serve as a vehicle for enhancing student awareness
of these strategies, for thinking about and producing work—both inside and beyond the classroom.

- www.ed.gov/pubs/OR/ConsumerGuides/classuse.html

Personal Career Marketing Guide
Mission Statement
This guide is dedicated to graduates and soon-to-be graduates and is a proven career guide with specific, achievable objectives.
By carefully adhering to the principles presented in this guide and by meticulously following the steps provided, you will develop
skills and proficiency in the following areas:
•

Salary negotiations

•

Analyzing career objectives

•

Financial/needs analysis

•

Company/industry/job research methodologies

•

Pre-Interview research and interview techniques

•

Expanding and maintaining professional networks

•

Organizational marketing/management and follow-up

•

Communicating value to potential employers and job fair protocol

•

Document creation, including résumé, cover letter, networking letter, and other job search correspondence

Today is the day to begin building the specific, personalized career marketing techniques that generate contacts, networking
opportunities, interviews, and job offers for you.
Today is dedicated
to one purpose,
success.

Three Laws Defining Success
We’ve haggled around the concept of success without defining the term. No doubt each of us defines success differently,
depending upon a multitude of elements. For example, success in a military setting may be quite different than for a mother or
father living on a farm in Montana.
According to the Merriam-Webster dictionary, success is defined as a “favorable or desired outcome; also: the attainment of
wealth, favor, or eminence. On a side note, the known use of the term occurred in 1537... wonder under what context?
Within career management and for our purposes, we will construct our own definition:
1.

Be who you were born to be

2.

Do what you were born to do

3.

Live the life you were meant to live

Do these seem like lofty aspirations? In fact your greatest chance for success lies in doing things you are most passionate about.
In today’s diverse, global, technologically advanced marketplace, there is every opportunity to achieve just that.
What are your thoughts? How closely does our definition hit home? For a few minutes, think about the concept of success and
use the area below to define the term.
Success is
1.

2.

3.
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The following page details the pyramid of success and offers multiple
interpretations. Reflect on the stages represented as you work your way
from the foundation to the tip. Would you not include several of the blocks
forming the pyramid on the following page? If you were to build your own
pyramid of success, how would you shift the building blocks? As you mentally
construct, remember all blocks are dependent upon each other and that
without one securely in place, the structure would crumble.
This guide is not just about career management, in case you have not
connected those dots yet. This guide is about you, your world, your vision,
and your goals. It is about reflection (how you look and define yourself)
and refraction (how an employer may look and define you). It is about
development, growth, and ultimate success, no matter how it is defined.
For those just along for the ride and not dedicated to pushing your career, you will be pleasantly surprised at the value you are
about to receive.
For those committed to career success, you will not be disappointed.
For either side of the fence you may be sitting, one thing is for certain: active participation is not only an operational key, it is a
requirement. So there are no misunderstandings, expectations are clearly stated.

Guide Overview
This guide was developed by a dedicated team of certified experts with more than 50 years of career marketing, coaching, and
advertising experience. Our team includes active career directors and supporting staff who work with students and instructors on
a daily basis. This unique combination of professionals with hands-on knowledge in diverse industries offers a proven approach
to secure your success.
In today’s lean business environment with a relentless focus on the bottom-line, successful students and graduates recognize the
direct and indirect reasons companies seek qualified individuals. Failure to understand the hiring manager’s objectives and what
he or she is looking for often results in a disappointing career search.
How does a recent graduate secure career success amid difficult times and limited experience? The pages throughout detail a
collaborative best practice collection of great benefit to all. By following the tools within this guide, YOUR plan to secure success
is well on its way.

Complete Commitment: A Proven Process
Employers search for focused individuals who demonstrate team value, a willingness to grow, and a can-do attitude. They want
graduates who will contribute immediately to their bottom-line without disrupting the working atmosphere. Ideally, they want
positive individuals who will “fit in” and flourish within their corporate culture in order to promote that culture. Students entering
the workforce for the first time, as well as those with extensive experience, must examine and understand the issues defining
those companies and roles that are of interest. Such topics include
• What type of company am I considering
• Am I prepared for the expected roles
• What required deliverable do I possess
• What is the competitive landscape
Each of us has our own personal experience and definition of commitment. What exactly does commitment mean to you? Are
you willing to push beyond the linear definition and expand your personal and professional horizons in new ways? Being prepared
and knowledgeable of company expectations pays off in the short- and in the long-term. Taking advantage of the moment by
becoming aware and practiced at what employers want will place you above the crowd.
The time to act is now. Embrace the challenge, learn the techniques, and commit to diligently follow the instructions and
processes presented in this guide with eagerness and determination. By doing so, you WILL succeed in achieving your career
goals.
“Ability is of little account without opportunity.”
- Napoleon
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Process Overview

Today,
NOT Tomorrow

Career/Education
Evaluation

Integrate Your Personal
Career Marketing Guide

Personality and
Skills Evaluation

Career
Expectation

Prepare, Practice,
Prevail
Successful Interview
and Job Offer

Today, NOT Tomorrow
Your campaign begins by making a commitment NOW. Searching for your career is a job in and of itself and requires up to eight
hours of daily dedication to research, prepare, call, mail, e-mail, follow-up, and prepare again. By making a commitment, you
focus energy on objectively understanding the market and on defining your skills, experience, and expectations without allowing
obstacles to become excuses for defeat.

Personality and Skills Evaluation
One of the keys to success is self discovery. Being self-assured—and comfortable—with your background, skills, knowledge, and
personality translates into self confidence and leads to positive outcomes. By tracking your self-discovery—rather than allowing
important realizations to escape in fleeting thought—you provide a benchmark against which to measure the development of
a career decision. Utilize these pages to reveal patterns in what interests you, what comes easily, and what you enjoy—as well
as what challenges you, where you struggle, and what you avoid. Noticing these patterns is the first step in identifying the right
career options.

Career/Education Evaluation
Analyze the relationship between your professional and personal goals. How does your academic coursework square with your
career aspirations and goals?

Career Expectation
Know the required steps to succeed in your chosen profession. Research, examine, and understand what you must do to reach
every level within that profession. Are there holes in your experience and skill set that you need to fill?

Integrate Your Personal Career Marketing Guide
Following the accepted principles detailed in this reading enhances the probability of achieving your career objectives.

Prepare, Practice, Prevail
Athletes, musicians, and top executives continually review, practice, and hone their respective skill sets to achieve and maintain
superior performance. You too must prepare and practice the tools, techniques, and recommendations in this guide.

Successful Interview and Job Offer
According to the National Résumé Writers Association and Career Management Alliance, approximately 75% of all employed
individuals are unhappy with their current position and long to be working somewhere else. By researching, analyzing, and
forming a deliberate and educated decision, you can be part of the fortunate 25% of individuals who are content and prospering
within their careers.
Congratulations
on your
educational
achievements!

The Cost of Being Unemployed or Underemployed
Current or Desired Base Salary

Monthly Loss When Unemployed

Annual Loss if Underemployed**

$30,000

$2,500

$4,500

$40,000

$3,333

$6,000

$50,000

$4,167

$7,500

**Indicates a salary increase of 15% for a new position
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Time to get this party started
Entry-level through experienced graduates who incorporate this in-depth guide, from beginning to end, accelerate their success
(measured by job offers and acceptance) by an average of six to nine months. In other words, the choice is YOURS. Through upfront effort, the power to control what tomorrow has in store is yours.
Warning: Passive approach toward your career extends unemployment an average of six to nine months.
The cost of unemployment in today’s marketplace is staggering on many levels, most obviously in opportunities and potential
income lost. But it also reaches into the area of psychological and emotional distress. The “cost of being unemployed or
underemployed” chart on the previous page highlights a few of the costs of an ineffective and lengthy job search.

Success IS Attainable
How can the dedication to success that this book embodies be a powerful force guiding and securing objectives?
Success is an
art, with its own
precautions,
purposes,
standards,
principles, rules,
and strategies. It
is a well-defined
art, for every
important thing
we do is affected
by our habits and
thought patterns.

Graduating students should recognize goal attainment requires an immense amount of self-discipline, work, and perseverance.
Securing your career objective requires an equal amount of effort.
Individuals achieve success by employing innovative and resourceful approaches to their job search campaigns.
No doubt about it: Being the most qualified candidate is no guarantee that you—or any other candidate—will get the job offer.
Those who acknowledge and express their unique value and contributions in a confident and professional manner are the ones
invited back for additional interviews.
Consider this: If you could project the value you bring to a company one year from now, what would that be? How can you
measure your contributions and/or progress?
Ultimately, enhancing the bottom-line of a company is the driving force guiding hiring managers and is what you must highlight.
Not to worry, we will review how to maximize your marketable skills soon enough.
Students, regardless of work experience, must study and utilize the latest marketing and industry specific techniques until these
methods become second-nature. Given current economic conditions, competition for a single position can be fierce. Fear not, as
success is attainable for those individuals lacking first hand experience, if they are willing to do the research, the preparation,
and the due diligence that is suggested in this guide. One more thing, with so many candidates to choose among, hiring
executives seek the “total package” (that includes attitude, personality, and presentation).
Who gets the offer? The individual who shows themselves to be the total package! Your Personal Career Marketing Guide is
designed to prepare you in all of the essential areas of building that package, thereby providing you with the critical tools and
follow-up procedures necessary to make your job search successful.
Structuring one’s philosophy to enhance the probability of success is no easy task. The stark reality is this: graduating students
with limited industry experience are at a disadvantage. As a result, realistic expectations must be part of the model to succeed.
Good news is: you can create an edge to enhance your visibility and your chances.
The first step is to develop a positive attitude and become aware of the limits underlying a stressed worldwide economy as well as
the impact on the job market. This is an extremely competitive time in which hundreds, even thousands, of the unemployed and
underemployed individuals are seeking one or two positions. Conservative estimates claim that, on average, over 500 applicants
respond to a single employment posting. Success, particularly in times like these, is NOT for the passive and is achieved by
transforming negatives into positives and potential into reality.
Speaking of success, how do YOU define success? Check out the pyramid of success on the following page and examine how
the categories fit into your personal and professional agenda. Once you have a chance to examine each block, go to the “what to
expect outline” as our journey begins to take flight!
Before you Start
• Prepare an error free résumé and cover letter; they are essential to the job search process.
• Practice your interviewing skills; be able to answer the “Why should I hire you?” and “Tell me about yourself” questions.
• Know your skills! Know your package!
• Know your limits and preferences: where do you want to work geographically, what size company do you want to work for,
etc.

Section 1: Job Hunting Defined

Page 5

FA
IT

H

CONFIDENCE

Comes from mutual esteem,
respect, and devotion. Like
marriage, it must not be
taken for granted but
requires a joint effort.

To yourself and to all those
depending upon you. Keeping
your self-respect.

ENTHUSIASM
Brushes off upon those with
whom you come in contact.
You must truly enjoy what
you are doing.

COOPERATION
With all levels of your coworkers. Listen if you want
to be heard. Be interested in
finding the best way, not in
having your own way.

Y

There is no substitute for
work. Worthwhile results come
from hard work and careful
planning.

RIT

LOYALTY

INTENTNESS
Setting realistic goals.
Concentrating on its
achievement and being
determined and persistent.

CE

FRIENDSHIP

INITIATIVE
Cultivating the ability to make
decisions and think alone.
Not being afraid of failure,
but learning from it.

SIN

INDUSTRIOUSNESS

Practice self-discipline and
keep emotions under control.
Good judgment and common
sense are essential.

Being observant constantly.
Staying open minded. Being
eager to learn and improve.

ALERTNESS

Mental - Moral - Physical
Rest. Exercise and diet must
be considered. Moderation
must be practiced. Dissipation
must be eliminated.

STY
NE

SELF-CONTROL

TEAM SPIRIT
A genuine consideration
for others. An eagerness to
sacrifice personal interests or
glory for the welfare of all.

SKILL
A knowledge of and the
ability to properly and quickly
execute the fundamentals.
Be prepared and cover every
little detail.

Respect without fear. May
come from being prepared
and keeping all things in
proper perspective.

Y

CONDITION

Just being yourself. Being
at ease in any situation.
Never fighting yourself.

POISE

Being at your best when your
best is needed. Enjoyment
of a difficult challenge.

COMPETITIVE
GREATNESS

HO

ON

There is no
such thing as
the perfect
candidate; know
your strengths to
secure the career
you worked so
hard to attain.
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“Peace of mind is a direct result of self-satisfaction in knowing you
did your best to become the best that you are capable of becoming…”
- John R. Wooden, Head Basketball Coach, Emeritus, UCLA

The Pyramid of Success

Personal Career Marketing Guide

Section 1: Job Hunting Defined

Personal Career Marketing Guide
What to Expect Outline
In the Beginning

Getting a job
is a full-time
job in itself.
Remember the
more time you
put into your
job search, the
more likely your
search will be
successful.

• Do your research: Begin by brainstorming lists of potential employers/companies in your field of interest.
• Search and explore employer web sites, including their mission statement.
• Companies often have online and paper applications. As a rule, prepare to send both, as companies typically react better
to paper applications. However, be careful. More employers are requiring—and accepting—online applications only. Follow
each company’s application instructions to the letter.
Networking
• Networking is the most successful method of job searching as the vast majority of openings are found through network
contacts. Tell everyone you know that you are looking for a job, including family and friends. I recently heard the tale of an
out of work financial analyst who landed a CFO position with a major corporation after mentioning it to his auto mechanic,
whose brother happened to work for that company. It turns out that anybody can be part of your network.
• Always have copies of your résumé available.
• Get active in associations, go to conventions, and talk to your professors.
Internships/Informational Interviews
• Internships have the potential to lead to full-time positions; It is estimated that 80% of internships lead to full-time positions.
• Informational interviews/externships are a great way to network. To set one up, contact your Career Services Department or
call a company you are interested in and tell them you want to learn more about them.
• This will get you connected with the company. However, do not just leave your résumé after the informational interview.
• Send a thank you letter and include that you would be interested in a position when one opens up.
Cold Contact
• Approach the employer even though they may not have any advertised job openings.
• Ask for the person in charge of hiring, introduce yourself, mention what position you are interested in, briefly describe your
skills, qualifications, and education, and ask for an interview.
• If the employer does not offer an interview, ask them to hold your information for future openings.
Job Banks, Newspaper Listings, Online Searches
• Usually only represent 16%-20% of job openings in the job market.
• Lots of competition, but worth a try. Be specific when searching.
• Online links and suggestions are detailed at the conclusion of this guide.
Interview
• Arrive at the interview ten minutes to fifteen minutes early.
• Be prepared and know as much as you can about the company.
• Dress appropriately (do your research; when it doubt, dress up!).

A Team Philosophy
Your commitment to excellence must continue beyond employment
acceptance.
With every contact, direct and indirect, and with every project, great or
small, you are evaluated. Co-workers and/or supervisors often make mental
decisions for future opportunities based on the work ethic, the cooperation,
and even the poise you display. Their perception of you includes how you
carry out your day-to-day responsibilities and classroom assignments.
FYI: The affect today has on tomorrow is beyond measure.
Success is desirable but as we all know, getting it and keeping it is elusive
and is always changing. Certainly you have heard the expression, “What have you done for me lately?” In our fast paced world,
two days ago seems too long ago. Strange how things have changed so quickly. Your job is to remain “fresh” and to always
progress (never give up). In this light, to remain successful, you must understand the dynamics of an ever-changing, highly
competitive business climate.
True enough, you define and establish what success means for you (referring to the pyramid defining your success). The guidelines
provided in this guide are in place to allow you the opportunity to refine and secure objectives in a timely and focused manner.
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Personal Career Marketing Guide
Maximizing Your Personal Career Marketing Guide
Your guide is a comprehensive tool you will use to develop, prepare for, and transition from your successful, but now
accomplished, college experience into a viable career path maximizing your opportunity for growth. This guide will guide you in
the development of the following essential tools for successfully making that transition:
Success is
achieved by
defining and
taking
action in your
career search.

• A viable financial plan
• A chronology of your work experience
• Your skills assessment
• Options available in pursuing a new career
• Marketing materials targeting skills and qualifications
• Methods for building networks to facilitate your career search process
• Strategies for arranging interviews and delivering effective presentations
NOTES:

Success is NOT a four-letter word.

“While we stop to think, we often miss our opportunity.”
- Publilius Syrus
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Section In Review
Success comes
from within.

Professional development is in itself a full-time job requiring complete commitment, preparation, and research. To be successful,
you must keep three things in mind: be who you were born to be, do what you were born to do, and live the life you were meant
to live. As recent graduates, or soon-to-be-graduates, you are well aware of the immense amount of self-discipline, work, and
perseverance required to attain goals. This guide is designed to help you build personalized career marketing documents as well
as generate contacts, networking opportunities, interviews, and job offers.

Goal Clarity
You must understand what type of company you would be interested in working for, if you are prepared for what may be expected
of you, the skills you have to offer, and what the current competition means for you. The key to an effective job search is taking
action now. Do not put off the effort and always remember that dedication is just as important as all other aspects.
In order to make valuable career decisions, you must go through the path of self discovery, identifying patterns in what interests
you, what comes easily, and what you enjoy along with what challenges you, where you struggle, and what you avoid. Evaluating
the correlation between your academic direction and career goals as well as knowing the required steps to succeed in your
chosen profession will also aid and guide you in reaching desired levels in your field of interest.

Value of this Guide
By adopting the principles detailed in this guide, you will be able to successfully prepare, practice, and prevail. Taking action on
your part to use the tools, techniques, and recommendations will put you in the fortunate 25% of individuals who are content
within their careers vs. the remaining percentage that are unhappy in their current positions. If you apply this in-depth guide and
proactive approach, you will accelerate your success, which is measured by job offers and acceptance, by an average six months
to nine months.
The condition of today’s economy and competitiveness of the job market calls for innovative techniques in job searching such
as expressing unique value and contribution in a confident and professional manner. Keep in mind: it is not guaranteed that
the most qualified candidate will get the job offer. Ultimately, the individual who showcases themselves as the total package,
including skills, attitude, personality, and presentation, is the one who gets the offer (please see The Pyramid of Success). This
guide will help you build that package via critical tools and follow-up procedures. Even students with limited experience can
create an edge to enhance visibility and the chances of landing a realistic, desirable offer.

Beginning with Realism; Retaining Hope
In a market with thousands of unemployed and underemployed individuals seeking positions, you must develop a positive and
realistic attitude and understand the limitations of today’s job market. On average, 500+ applicants respond to a single job
posting. The chance that all of those applicants are reviewed is very slim, meaning that the passive approach of depending on
job boards is no longer effective.
Landing the position does not mean the work stops there. To attain and maintain success, you must continuously progress and
understand the dynamics of an ever-changing business climate. The value you pull away from this guide will not only prepare
you for job searching but will guide you in developing essential tools for the transition into a new environment such as a viable
financial plan, a chronology of work experience, skills assessment, options, targeted marketing materials, network building, and
interview strategies.

Essay Questions
1.

How would you define success on the professional as well as personal level?

2.

How has your concept of success changed over the past ten years? In what ways do you believe your concept of success will
change ten years from now?

3.

Upon graduation, to secure professional objectives
a. The most difficult challenge facing me (or my family) is:
b. I will resolve this challenge by:

Section 1: Job Hunting Defined
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2
Self-Assessment

Section Objectives
1. Understand the importance of a positive attitude, self-confidence, planning, and self-discipline
2. Learn the qualities of a successful candidate
3. Assess your experience to define how you bring value to an organization via Problem, Action, Result
(PAR)
4. Use self-discovery as a tool to set career goals based on professional objectives, job satisfaction
criteria and preferences, internal value drivers, and personal interests as well as SMART Goals
5. Define what accomplishments are and why they are important
6. Create a framework for accomplishment statements and chronology of employment based on
academic, volunteer, and part-time activity as well as skill building exercises
7. Take advantage of power verbs and active language to describe accomplishments
8. Begin the task of sorting and defining preferences, values, and personality styles
9. Examine John Holland’s Career Choice Theory and the Holland Hexagon
10. Detail the Myers-Briggs Type Indicator and YOUR type

“Men can starve from a lack of self-realization
as much as they can from a lack of bread.”

- Richard Wright, 20th Century
American Author

“Self-image sets the boundaries of
individual accomplishment.”

- Maxwell Maltz, 20th Century American
Psychologist and Motivational Writer

Personal Career Marketing Guide
Introduction

All are born
equal, not
identical.

Your path to a new career starts NOW. It is important that you carefully study and complete all of the assessment exercises
presented in this guide. Doing so will give you an opportunity to explore and reflect on who you are, what is truly important
to you, and what you have to offer to the job market. Begin with your most recent position and build a foundation on which to
develop your confidence, attitude, and interview skills.
Throughout your career, you will be asked to provide information about education/training, awards, and any affiliations you
might have. A crucial element guiding your professional growth is simply understanding the importance of your educational
foundation. As a result, coursework relevant to your specific job objective will be included in your portfolio and will be a topic of
discussion during the interview process.
The “employment related values worksheet” (immediately following the “chronology of education, awards, and organizations
template”) gives you an objective look at what is important to you while providing a set of criteria for evaluating job offers. True,
today’s employers are interested in your “chronology of employment,” but they are mostly interested in what you achieved at
each job. Be prepared to explain, in detail, numerous problem-result situations in which you have been involved. When possible,
quantify your accomplishments (beginning NOW). This problem-result approach also applies to your educational experience. For
example, if you worked on a team project, define the context of the project, your role, and the outcome.
For students with a limited career history, do not become discouraged. Employers seek graduates who are determined and
willing to grow. In fact, in many industries, employers prefer to hire recent graduates for two reasons. First, today’s competitive
marketplace demands new thinking and fresh ideas. Second, it is often easier to train rather than to retrain.
Superbowl MVP quarterback, Phil Simms, once said in reference to a change in head coaches with differing offensive philosophies
that the hardest thing was not learning the new system—it was unlearning the old one! Now is the time to showcase your
determination, grit, drive, and commitment to progress and productivity.

Six Steps to a Positive Attitude
There is a direct correlation between a positive attitude and success.
Six steps to attain a positive attitude

Confused,
defeatist,
helpless
attitudes are
not inborn, they
are learned.

One of the
distinguishing
characteristics
of a successful
individual is
a refusal to
be defined by
other people’s
assessments.
To believe is to
become.

1.

Believe in Yourself: Your uniqueness and determination to succeed is an
elevating and magnetic force. There are no perfect candidates, no perfect
companies, and no perfect situations. Your confidence to drive beyond
contingencies defines your belief, a powerful force that has the potential to
distinguish you head-and-shoulders above the rest.

2.

Establish Specific Goals or Objectives: According to the Résumé Writers Digest,
one must clearly define the target to achieve the goal. Ultimately, you must
create and follow a plan to secure short- and long-term objectives. Although
the elements of success are unique to each situation, setting forth and realizing
goals directly impacts your attitude. As the sales trainer and life coach, Tom
Hopkins, is fond of saying, “It has to be specific to be terrific.”

3.

Strengthen Self-Discipline: Eliminate procrastination by finding inspiration
now, NOT later. Change is an arduous task requiring self-discipline and desire.
Procrastination is costly, psychologically and financially, and ultimately, it can
be self-defeating. Treat each day as a defining moment in your life and career.

4.

Plan for Success: Without proper plans and tools, even the greatest intentions
may be wasted. Your career marketing approach must be in sync with industry
standards and expectations. Ultimately, the very question every employer asks
is: “Why should I hire you?” It is up to YOU to quantify that answer in your favor.

5.

Think Positively: Attitude is a transferable value. Given the impact, initial
contacts must form a constructive impression. It is critical that your tone display
a positive attitude demonstrating the contributions you offer.

6.

Get Keyed to Succeed: Success is achieved one step at a time. By being determined, objectives become tangible and realized.
As many psychologists and motivational experts point out, the mind is a goal-seeking device. Use it to your advantage. The
complacent individual who does not take the steps necessary to unlock the door often finds only closed doors. The key
resides in YOU and you possess the tools to open all doors.
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Experience college one day at a time...
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Career Success is a Choice
Choose Success
Choose Education Career Services

Still have career development questions on this or any other topic?
Visit www.educationcareerservices.com for answers or additional career management resources

