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1.   Introduction
“Would you hire me?”

The market in the laboratory animal industry looks good as the biomedical research field advances in a fast track. You have decided to growth within the industry or just look for greener grass right now. In fact, you are planning to just be prepare and play it right. But how you prepare yourself to be the perfect candidate, really?

Today it would be clearly a mistake to believe that just because you are in the job, you are safe. A good attitude is to think that you are re-hired by your boss, team, and organization every day. So would you hire you? To be able to answer yes, you will need to continually:

· Perform: Make your self indispensable (or close to it) by doing a good work, developing your skills, and dealing effectively with others. Manage your attitude, stay positive and build a reputation of someone who can be counted on.

· Prepare: Develop an internal resume and keep it updated. Reviewing it periodically will show you where you career is taking you. 
· Package: Consider your self-presentation and your reputation in the organization. How others see you? (Do they see you at all?)

· Promote: Launch a low-key internal marketing campaign. How can you promote yourself in your own organization (without bragging)? How can you interact more with others? How can you make your accomplishments more visible?

Remember to perform, prepare, package, and promote your self. Do not leave your own security to risk your future.
2.   How to Become “MARKETABLE” 


Build your skills and boost your chances of getting a job.
Spend some time enhancing your product: You. You want to make yourself as attractive as possible to potential employers.

Developing your technical, writing, speaking, planning and organizational skills can make you a stronger candidate and help you find a job. Plus, these skills can make your job search go more smoothly.

AALAS Certification Programs: 

Certified Manager of Animal Resources
The Certified Manager Animal Resources (CMAR) is designed to raise competency and professionalism in the field of Animal Resources Management. 

[image: image2.wmf]Technician Certification Registry
The technician certification designations of ALAT, LAT, and LATG are well known and widely used throughout the varied fields of laboratory animal care. In fact, these certifications have come to be a common requirement for a lab animal care position. 

Training classes and continuing education:

Opportunities to Learn

Tech Talk
Tech Talk is a bimonthly publication focusing on current information and technology of interest to technicians and other members of the research team, including those responsible for animal husbandry, facility support and management, veterinary care, scientific research, education, and products — everyone in the laboratory animal science field. 
Technician Fun Fair
The AALAS Technician Fun Fair is an educational, yet fun event for technicians held each year during the AALAS National Meeting. This event focuses on a set of questions about AALAS, the AALAS National Meeting, and technical questions from numerous exhibiting companies located in the Exhibit Hall. The Tech Fair is an exciting way for technicians to expand their animal care knowledge and meet techs from other facilities across the country.

Charles Hunter Lecture
This special topic lecture held each year at the AALAS National Meeting has laboratory animal technicians as its focus. Dr. Charles Hunter, a past president of AALAS, was a strong supporter of technician education and training. Technicians of all levels are encouraged to attend.

Technician Lunch & Learn
The newest event for technicians at the AALAS National Meeting, the Technician Lunch & Learn provides a relaxed and casual environment for technicians to learn a variety of new things while enjoying lunch with technicians from other facilities. The "learn" portion of the two-hour session will vary from year to year, but technicians can always be assured of useful and worthwhile topics relating directly to the needs of technicians. 

AALAS Learning Library (ALL) – www.aalaslearninglibrary.org
The AALAS Learning Library (ALL) is an online learning platform that features courses in a variety of subjects related to lab animal science. 
Courses in ALL will have an assigned CEU value for completing a course and passing the exam. Your transcript will track the CEUs you earn to maintain your status in the AALAS Technician Certification Registry and for CMAR recertification!

Cross-training at work:

A new management innovation includes using cross-functional training programs. These processes help the technicians to have more flexibility in allocating and reallocating labor in the facility. Staff members trained in multiple tasks can step in to help other co-workers, when help is needed. Also, by sharing duties, employees gain a new perspective. But the most valuable benefit of a cross-training program is the gained experience and how this experience will help you to growth in your careers. 

AALAS local branches and national AALAS:

Joining an AALAS branch - If you are not currently a member of an AALAS Branch, but would like to join, send an email to the AALAS national office at info@aalas.org. Include your name, mailing address, e-mail address, your phone number(s), and the branch(es) you're interested in. If you don’t’ know which branch is in your area, AALAS will assist you. AALAS will then have someone from the appropriate branch get in touch with you. Discover the advantages of belonging to an AALAS branch.
Joining national AALAS - Offering individual, institutional, and commercial membership levels, AALAS meets the educational and informational needs of all laboratory animal science professionals. AALAS is a primary resource for: 
· Education and career development
· Electronic and print information 
· Peer recognition and networking
You can join AALAS online, by fax, or by mail. The membership application is available at www.aalas.org or (901) 754-8620.
Volunteering in and out of the work place:

Would you like to become more involved in your association at the national level? AALAS has numerous opportunities for volunteers. We're breaking new ground and expanding our services in exciting ways-locally and globally, in person and on the web. This is your chance to go behind the scenes and help shape the future of AALAS and the field of laboratory animal science.

Why volunteer?
Volunteering increases your personal and professional growth. You'll not only share existing knowledge and skills-you're likely to gain new insights as well. On a resume, volunteering shows that you are willing to go that extra mile. And, for those of you interested in continuing education, volunteering comes with the added benefit of CEUs applicable to AALAS' CMAR and Technician Certification Registries.
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Volunteering gives you the opportunity to meet new people, show pride in and support for your organization, and have fun. Participate and make a difference!

Volunteerism Opportunities 
AALAS Committees
Perhaps, one of the most rewarding ways to contribute your time and abilities is through committee membership. Are you interested in contributing to AALAS' publications? Do you have a great idea for enhancing our educational programs and training materials? Whatever your passion, committee membership is one way to bring your dreams to fruition. Below is a list of all current AALAS committees. Still want to know more about a committee that matches your interest? Send an e-mail to info@aalas.org.

Education/Certification


Certification & Registry Board
Certified Manager of Animal Resources Committee
Educational Resources Committee
On-Line Learning Committee
Professional Development Coordinating Committee
Governance
Awards Selection Committee
Committee on Technician Awareness & Development
International Relations Advisory Council
Nominations Committee
Policies & Procedures Coordinating Committee
Scientific Advisory Committee

Communications/Publications


Communications Committee
Comparative Medicine Editorial Subcommittee

Contemporary Topics Editorial Subcommittee
Tech Talk Editorial Subcommittee

Meetings/Conferences


Exhibitor Advisory Council
Institute for Lab Animal Management Committee 
Nat'l Mtg/Local Arrangements Subcommittee (ad hoc)
National Meeting/Program Committee (ad hoc)
National Meeting/Site Review Committee (ad hoc) 

AALAS National Meeting
If you've ever attended an AALAS National Meeting, you know how hectic the pace can be. Thousands of people attend a multitude of sessions in the space of a few days. It is volunteer members like you who help an event of this magnitude run smoothly. Volunteering to be a facilitator or moderator gives you an active role in making the AALAS National Meeting a success. Some facilities may even assist with meeting expenses for their employees who volunteer for National Meeting activities. (You are responsible for your registration and travel to the National Meeting.)

Speaker Opportunities
What speaking opportunities are available?
There are several volunteer speaking opportunities available, from educational settings such as the AALAS National Meeting to public outreach sessions at local branch meetings.

Subject Matter Expert (SME) Opportunities

What are SMEs? SMEs are individuals who are knowledgeable in a specialized area. This area may not necessarily be directly related to lab animal science; for example, AALAS volunteer SMEs may have expertise in computer programming, speak Spanish, or have experience writing for children.

Networking:
Opportunities to Network

TechLink
TechLink is an electronic mailing list (list serve) created especially for animal care technicians in the field of laboratory animal science. Open to any AALAS national member, TechLink serves as a method for laboratory animal technicians to exchange information and conduct discussions of common interest via e-mail messages with technicians in the U.S. and other countries around the world. To subscribe to this free AALAS member benefit, send an e-mail message to listserv@listserv.aalas.org, including in the body of the e-mail: SUBSCRIBE TECHLINK Yourfirstname Yourlastname. Example: SUBSCRIBE TECHLINK John Doe.

3.  When and Where to look for a new job

You ask yourself: I have the experience, I am certified and "now what?"  Finding a new or better job is not easy, it is less painful than you think, especially if you take time to identify your goals, values and options. This will not only help you to find a job, but the right job.
[image: image4.wmf]Know Yourself 

Start your search by doing some serious introspection of yourself. You don't have to pinpoint what you want to do with the rest of your life, just come up with a general direction. If you want to go in a different direction within the laboratory animal science field, for example, explore jobs that allow you to grow in that direction. 

Next, think about what you're good at. Establish your skills and weaknesses. Which academic subjects came naturally to you? Are you better at technical procedures, papers or problem sets? Maybe you want to be a supervisor or manager. Explore the possibilities within the industry and groom yourself to the direction you want to go.

Know Your Options 

Now that you've identified what's important to you, it's time to do some legwork. There are several resources to check out:

· Look for Job Posting: Internal postings within the institution, on-line job postings, publications such as Lab Animal, and national and local AALAS publications. 

· Career Fairs: Attending career fairs is one of the most effective ways to network and make contacts. Some companies in this field are present at job fairs. Before you go, have plenty of paper copies of your resume handy and practice a 20-second verbal introduction that includes your name, major and career interests. You'll sound more professional with a clean greeting. Don't be scared to introduce yourself; companies come to the fair because they want to meet you! 

· The Web: Career-related information sites online provide overviews of companies looking for technicians. 

4.   Applying for the job

Applications

Follow directions

Employers use job applications to gather information about your qualifications, and to compare you to other applicants. They will screen out applicants based on various factors in the application. 

Avoid having your application rejected because you filled it out wrong:

1. Read the entire application before you complete it. 

2. Pay close attention to what is being asked and how you are expected to respond. 

3. Do not write in sections that say "Do Not Write Below This Line" or "Office Use Only." 
Fill it out neatly 

To make sure that your application creates the best impression and provides the information that the employer needs to determine your qualifications:

1. [image: image5.wmf]Prepare a personal data sheet with information that might be required on an application: dates, names, addresses, telephone numbers, etc.  

2. Write out responses using a separate sheet of paper before completing the application. An alternative is to get two copies of the application and use the first one as a rough draft. 

3. Use black, erasable pen and print clearly, or use a typewriter. 

4. Make sure that you have no grammar or spelling errors.  If possible, have someone proofread the application. 

5. Use correction fluid ("white out,") for fixing minor errors. Be sure to use it sparingly.
6. Do not use abbreviations, except for "n/a" (not applicable). 
Respond to all questions 

If a question does not apply to you, use "n/a" to indicate that it is not applicable. This shows the employer that you did not overlook anything. Here is more information about responding to specific questions:  
Position desired

When answering the question "Position Desired?”, avoid leaving it blank.  Also, do not use the responses "Any" or "Open."

If the job is an advertised job, or if you are looking for a specific position, enter that job title.

1. When you are not applying for a specific position, state the name of the department in which you wish to work. 

2. If you are interested in more than one job, fill out more than one application. 
Salary requirements

Employers may use this question to screen out applicants. It is best to give a salary range or to respond with "negotiable." Use one of these responses even if you know the wage. This leaves you room to negotiate a higher wage.
Reasons for leaving

Choose your words carefully when responding to this question. Avoid using the words "Fired," "Quit," "Illness," or "Personal Reasons." These responses may reduce your chances of being hired. Always look for positive statements to use in answering this question. Here are some possible ways to handle this question:

1. If you were fired: 

Do not use the terms "fired" or "terminated." Instead, use a phrase that sounds neutral such as "involuntary separation." 

2. If you quit your job, use the term "resigned" or "voluntarily separated." These responses indicate that you followed proper procedures in leaving the job. If the application asks for a reason (or if you are asked in the job interview), you can respond as follows: 

· Quit for a better job. This response includes: leaving for advancement potential, leaving to work closer to home, leaving for a better work environment, or leaving for a career change. If you quit for a better job, there should not be a long break in employment; your employment history should support the statement. 

· Quit to move to another area. 

· Quit to attend school. If you use this reason, the education listed on your application and/or resume must reflect it. 

· Other reasons, such as: took an extended vacation/sabbatical, did volunteer work, started own business, raised family. 

3. If you were laid off from a job due to no fault of your own, indicate the reason for the lay off. Here are some possible phrases to use:

· Temporary employment 

· Company closed 

· Facility closing  

· Corporate merger 
References

Most applications will ask for references. Be prepared and sure about the names you will provide. 
Be Positive and Honest 

During your job search, you want to present a positive, honest picture of yourself:

· Avoid any negative information. Provide a positive response to questions about leaving your previous jobs. 

· Honestly answer all questions. The information that you provide may become part of your permanent employment record. False information can become the basis for dismissal. 

· Provide only the information that the employer is seeking or that is necessary to sell your qualifications. 
Target your qualifications

Many applications have limited space to record your skills, experience, and accomplishments. Increase your chances of gaining an interview by carefully selecting what you will include on the application:
Use your research skills to find out what you can about the employer. This information will also come in useful when you get invited to interviews.

Effective job applications provide clear evidence of how the candidate meets the employer’s selection criteria.
Use Cover Letters Effectively

You've put a lot of effort into looking for a job. You've rewritten your resume over and over to get it right. You have some leads on possible work. You're ready to apply.

And then you decide to dash off a cover letter.

Wait! Taking time to craft a good letter - for each employer you contact or each job you apply for - can give you your best chance for an interview.

Think of a cover letter like an ad about yourself. You want the employer to notice you, to want to know more about you, and to think that you could help meet a company goal or solve a problem.

And you have about a minute to do this. A few job ads may specify, "Resumes only." But most employers want a cover letter. They read it first and are likely to look at your resume only if your letter grabs their attention.

Cover letters are a must when you answer a job ad, or when you are asking for an informational interview - either on your own or because someone that the employer knows has referred you.

Even if you don't like to write, you can write a one-page cover letter that will get you noticed.

Technical Guidelines 
1. Write one page only, no more. 

2. Type your letter on a computer. Do not handwrite it. 

3. Make sure it takes one minute or less to read your letter. Test this out with a couple of friends or family members. 

4. In your test, ask for frank reactions. Does your letter feel intriguing? Does it make the reader want to know more about you? If not, fix it. 

5. Use plain, neutral-colored paper without graphics or designs. 

6. [image: image6.wmf]Divide your letter into three parts, with plenty of blank space at top and bottom, and in each margin. Use an introduction of a couple of sentences, a middle part of several sentences or bulleted points, and a one- or two-sentence conclusion. 

7. E-mail or mail your cover letter and resume. More and more employers prefer e-mail. A few job ads ask you to fax your letter and resume. Don't use overnight or express mail, unless someone tells you to use a special mailing method. 

8. Don't use phrases that may first come to mind for a cover letter. Examples are "I am writing to," "as you can see on my resume," or "please don't hesitate to call me." They waste precious letter space because they give no information about you. 

9. Spell check. Grammar check. Check everything. Twice, or even three times. Get help on this. Employers notice errors in your cover letter more than anywhere else. Even for jobs that don't require writing, employers tend to draw unfavorable conclusions about your work from writing errors. 

10. Use active voice, not passive. Set your word-processing grammar check to check for passive voice. You will sound much more powerful. For example, say "I won an award" (active), not "I was awarded" (passive). 

Content Guidelines

1. Always address your letter to a specific person. Do everything you can to get a name. What if you can't find the name of the person who has placed a job ad? In that case, writing to "Dear Colleague" or "Dear Sir/Madam" is OK. But always use a name when you are initiating a contact with an employer. 

2. Add to what is in your resume, but do not repeat it. Do this by telling a very brief story about one of your major skills or achievements. Show, with a couple of concrete details, what you can contribute to the job you're applying for. If you're asking for an informational interview, show the match between your skills and the job field. 

3. In your first paragraph, make sure your reader knows: 

a. Who you are 

b. Who has sent you (if someone has referred you) 

c. What exact job you are applying for (if you are responding to a job ad or opening)  

d. Exactly what you are requesting (a 20-minute informational interview, for instance)
4. In the middle part of your letter, tell the employer more than they can get from reading your resume. Make your reader want to know more about you. Include: 

a. A summary of your skills that match most closely with the job or job field 

b. Several examples of how you would use your experience or skills in the new job or job field 

c. Why you're interested in this job, job field, company, or organization 

5. In your final paragraph, express your thanks and make sure the employer knows how to contact you. You may also want to say that you will phone on a certain day to arrange a possible interview. 

6. Stay positive. Don't apologize for anything. Make connections between what you know or can do and the job you want. For example, say that antiques are your hobby and you are applying for a sales job. Instead of "Although I don't have experience in selling antiques," write "I have researched and bought three dozen Early American period pieces," or "I organized a silent-auction benefit that sold $60,000 worth of antique furniture." 

7. Explain a special situation that may look odd to an employer while reading your resume. For instance, are you trying to change careers? Briefly explain your fascination with the new job field. Were you unemployed for a while, even a long while? Explain that you took time out to manage care for an aging parent, to learn a new skill, or to raise a child. 

8. Think of the keywords you would use in an electronic version of your resume. Try to include several of those words in your cover letter. 

9. Don't mention salary. If the job ad asks you for your required salary or your salary history, say you will be happy to discuss this later. 

Once you have decided what area(s) of work you are interested in, and have identified suitable employers/vacancies the next step is to make an application.

Applications for jobs are usually made using a resume or curriculum vitae (CV) and cover letter or an application form. 

Electronic Resumes for Today's Jobs

No matter what type of paper resume you have, it's a good idea to have an electronic version. Once you have your paper resume done, it doesn't take much more time to create an electronic version. It's worth the effort.

An electronic resume has the same content as your paper resume. But it contains only text, with no special formatting. That way, different kinds of e-mail technology can read it.

An electronic resume also has a list of key words at the top. This makes it easier for the employer's automatic scanning system to pick out resumes with certain skills.

How Electronic Resumes Work

An employer may ask you to put your resume in the body of an e-mail message. Or, you may fill out a resume form on an employer's web site or a job bank. 

Employers often ask for electronic resumes when they expect a lot of applicants for a job. They want their computer systems to scan the resumes first. The employer picks keywords for the computer to look for. These are words describing the skills and experience needed for the job. The scanning system picks out resumes with those keywords. Then the employer actually looks at only those resumes.

It is important to know this if you are applying to many jobs online. Having a non-formatted version of your resume can save you time. That way, you can quickly cut and paste your text-only resume into an e-mail or into a computer form. You won't have to stop each time to fix the formatting or spacing.

You can also attach your formatted resume to an e-mail. Employers worried about computer viruses may not open the attachment. And this won't work if you and the employer use different word-processing programs. But many employers can now scan attachments for viruses. And some can read attachments from different kinds of word-processing programs.

Use Keywords

Electronic resumes, also known as "e-resumes," need to include keywords. 

[image: image7.wmf]Keywords are nouns that describe the important skills of the job. While using action verbs is still important, use some nouns too. 

Add a section at the top of your resume, just for keywords. 

What's the best way to choose keywords? 

· First, check out the job description. Use as many of its words as possible. 

· Next, think of words you are already familiar with from your past experience. What are the buzzwords specific to your field? 

· Include words related to the job title, to the required job skills, and to required or desired certificates or education. 

Tips for Your Electronic Resume

· If you e-mail your resume, grab attention with a creative subject line. 

· Electronic resumes can exceed two pages, which is the recommended length of a paper resume. But don't go beyond six or seven computer screens. 

· Make sure someone reading your electronic resume learns all about your skills on the first screen. You can gain valuable space if you omit your contact numbers up front. Instead, put then in the body of your resume. 

· If you send your resume inside an email, include your cover letter in the same e-mail. 

· Avoid using abbreviations - spell out everything. 

· Avoid repeating keywords. Use synonyms instead. 

· Be sure to put keywords in a special section at the start of your resume. Separate each key word or phrase by either a comma or a period. 

· Use standard typeface, such as Times Roman or Courier, with a size between 11 and 14 points. 

· To highlight your text, use capital letters instead of bold, underlining, italics, or fancy characters. Use a dash, asterisk, or plus sign instead of bullets. 

· Use the space bar instead of tabs or indents. 

· If your posted resume will be public, you may want to remove your name and contact numbers from the body of the resume. Instead, put them only in the boxes that are confidential. 

Finally, to be sure your resume looks the way you want it to, e-mail a copy to yourself first. Then you can fix any formatting glitches before you send it off.

5.   Tips for Writing Professional Resumes

What's up with resumes? You know you need to write one or update an old one. You're wondering what the latest trends are. You've even heard that employers aren't that keen on resumes anymore.

Despite rumors you may have heard, resumes continue to be an important tool in a successful job search - in every job field. A resume alone won't get you the job, but it can help get you that all-important interview. In fact, many job-search experts view this as the main purpose of a resume - to get you an interview.

Emphasize Skills

Today's resumes are different from the ones you've done in the past. If you have one, your old resume is probably a "summary of work history." Today's employers are interested in your skills not just your previous work experience. They want to know what you can do for them now and in the future. So, make your resume show how you can help an employer meet their needs.

What to Stress

As a mid-career or older worker, emphasize the positive aspects of your age and experience, including:

· Experience, maturity, judgment, perspective, increasing responsibility, consistent success 

· Ability to contribute immediately (as opposed to a younger job seeker's untested potential) 

· Willingness to work on a short-cycle, project-oriented basis 

· Flexibility to adapt to new ideas 

· Training in and familiarity with relevant computer software and other technology 

The Basic Elements of Your Resume

There are five types of resumes. No one resume format is best for everyone. However, all formats include some version of: 

Contact Information - At the top of your resume, clearly state your name, current address, telephone number, and e-mail address.

Summary - A good summary statement encourages the reader to continue reading your resume. Highlight your strengths, skills, knowledge, and achievements related to your job objective. A summary statement is important for experienced workers because it displays your major strengths. 

You can also add a brief statement of the kind of work you are seeking.

Experience - In this section, document your skills and accomplishments. As a mid-life and older adult, you have accumulated a wealth of skills and abilities.

In listing your accomplishments, state what you did, briefly and clearly, by using action verbs. Show the results or the impact of your achievements. Use numbers when possible. Write statements that show how you have solved problems. Include the valuable skills you acquired while raising a family, volunteering, or managing a household.

You can list your accomplishments by area of expertise. Or you can list them under the jobs you've held.

Education and Training - List your relevant education and training in reverse chronological order, starting with your highest degree. Remember, you do not need to include the dates of your degree. Be sure to list special courses, seminars, workshops, or training that relate to your job objective. List these before your degree or formal education if they are more relevant.

Additional Information - Include other kinds of information, if it is relevant to your job objective. You can include information such as professional memberships, publications, community activities, military service, and foreign languages. 

Choosing the Right Resume Type
Base your resume format on your background and type of job or career change you are seeking. There are five basic types of resumes, each with a specific style:
	Type of resume
	When to use
	Tips for writing

	Chronological
	· You have a steady record of employment.
· You've worked mostly in one field or industry.

· You want to stay in the same line of work.
	· Include only those jobs that most closely relate to your current work goal.
· Don't include a very long list of jobs.

· List your relevant work experience in reverse chronological order. Begin with your most recent job.

	Functional
	· You're thinking of returning to a field you used to work in.
· You want to change careers.

· You have large gaps in your work history.

· You have extensive achievements in your volunteer work or hobbies.
	· Emphasize your work objective, skills, and accomplishments.

· Highlight your transferable skills, the skills you can use in different settings.

· Leave out anything that doesn't relate to your job goal.

	Combination
	· You want to put emphasize your unique skills and accomplishments.

· You want less emphasis on other parts of your employment history.
	· More emphasis: As in a functional resume, divide your experience into several areas of expertise. Show what you've accomplished.

· Less emphasis: As in a chronological resume, list your employers, job titles, and work years - briefly.

	Modified letter or broadcast
	· You're making a career change.

· You are reentering the job market after an absence.

· You want your lack of direct experience to be less visible than in a traditional resume.
	· Write a one-page letter to the employer.

· Emphasize details about your accomplishments and skills that will help the employer meet their needs.

· Persuade the employer to give you an interview. Then, you can speak about how your experience really does qualify you.

	Electronic
	· You want a version of your resume that can be read by database or e-mail technology.
	· Prepare a simple, text-based version of your resume. Use no special formatting or graphics.

· Include 10-20 keywords from the job field and the job announcement.

· Send this version when you apply for a job through a jobs bank database, or when the employer requests it.


More Resume Tips

· Write clearly, concisely, and positively. 

· Double- and triple-check for grammar and punctuation. Get another reader to help you. 

· Use short sentences and paragraphs. 

· Present strongest points first. 

· Omit salary requirements. 

· Use white or light-color, high-quality paper that is standard size - 8 ½ inch x 11 inch. 

· Select an easy-to-read style and size of type. 

· Balance content and white space. 

· Limit yourself to two pages.

· Try the “3-feet test”. Hold your resume out in front of you. Or set it down on a table or the floor. When you glance over it now, what do you notice first, or the most? Is this what you want an employer to notice? Revise as needed!

Use your research skills to find out what you can about the employer. This information will also come in useful when you get invited to interviews.

Effective job applications provide clear evidence of how the candidate meets the employer’s selection criteria.
6.  Succeed in Your Job Interview

You're prepared for the interview. From your research on the employer, you know how your skills match the job. You've practiced describing yourself and answering hard questions. You've even done a trial trip to make sure you can get there on time. And your family is impressed with your trendy haircut. [image: image8.wmf]
Now, you're supposed to relax. Oh, sure!
Ironically, the more relaxed you can be, the more chance you'll have of being your real self. And that's what you want to sell to the employer - you.

Choose a method to reduce interview stress. Practice! Then, you'll be able to follow the ten rules for interview success. 

You'll be able to say what you want in your interview. You'll be more aware of any negative impressions the interviewer seems to have - and of how to correct them. And you'll be confident enough to follow up on every interview.

Reduce Interview Stress

There are many ways to learn how to relax. There are relaxation methods that you can do quickly, and on your own. Try one of these techniques before or during your job interview.

Visualization or guided imagery. In your mind, you choose an image of a peaceful and beautiful setting. Picture yourself there. Keep focusing on this image for 2 or 3 minutes.

Let yourself feel relaxed. If other thoughts or images come into your mind, try to let them come, and then go. Return to your peaceful image. 

You can bring a photo or drawing of a favorite image to your interview. Could you paste it to the inside of a notebook or calendar? Look at the image and relax while you're waiting to speak with the employer.

This relaxation method works because it gives us control over our imagination, where worry takes place. The relaxing image takes the place of our worry. 

Deep, slow breathing. Take a deep breath through your nose, while counting to four. Now, hold your breath for four seconds. Then, breathe out through your mouth, to the count of four.

Feel your chest, shoulders, and other muscles relax. Breathe like this for at least a minute. Several minutes are even better. Count to four every time - while you inhale, hold your breath, and exhale.

Follow Interview Guidelines 

With your interview stress under control, you can pay attention to what the interviewer is really asking. You can think better on your feet. And you can communicate who you really are and what you can do for the employer.

Employers who interview many job applicants say there are ten basic interview rules. They seem pretty obvious, right? But career experts report that most people would be amazed how often applicants forget the basics.

Sticking to these guidelines gives you the best chance of getting the job. 

1. Talk only about your past experiences that relate to the job you're applying for. 

2. Show how you'll fit in to the workplace. 

3. Avoid saying anything negative about former employers or co-workers. 

4. Avoid telling the employer what they could do better or are doing wrong. 

5. Ask your own questions. 

6. Show enthusiasm. 

7. Be polite. 

8. Show up on time. 

9. Dress up. 

10. Thank your interviewer with a follow-up note or e-mail. 

For workers with long work or volunteering histories, it's especially important to limit your answers. It's tempting to tell stories about your various experiences. But the most powerful examples will have a clear connection to the job you're applying for.

Explain how you work productively with people of all ages. This is particularly relevant if the employer seems to wonder about employees your age.

Ask for details if you don't understand a question, if you want to check on your answer, or if you think the interviewer has a wrong idea about you. Asking your own questions about the job shows that you are serious, straightforward, and able to apply the experience that comes with age.

Even if you're low key, tell the interviewer that you tackle new projects with energy and persistence.

What if your interview ends without an offer? Ask about next steps. It's fine to ask when you can expect a next contact. Send your thank-you letter or e-mail. If you don't hear anything in the expected time, wait a few more days. Then call once more to check in.

What if the interview was positive but you still hear nothing? If your job search continues, keep this employer on your networking list. Things can change fast. So it's worth another contact later on to remind them of your skills and what you can contribute to the company.

Dress the Part


We've all heard the saying, "You never get a second chance to make a first impression." This is certainly true during a job interview and what you wear can often set the tone for the entire interview.

Would you send out your resume without proof-reading it first? Absolutely not! So when you are going on a job interview, take the time to “proof-read” your interview outfit so that your appearance creates a positive first impression. You don't have to spend a lot of money. In fact, assembling just one interview outfit will be enough to get you started.

Experts suggest these basic pieces for successful interview dressing for men and women:

· Conservative two-piece business suits in solid dark blue or grey 

· Conservative long-sleeved white shirt/blouse. Pastel colors are OK. 

· Color coordinated silk tie 

· [image: image9.wmf]Well-groomed hair, styled nicely 

· Clean, trimmed fingernails 

· Minimal cologne or perfume 

· No visible gum, candy or cigarettes 

· Small briefcase or portfolio
· And don't overlook the shoes. Be sure you have clean, polished and conservative shoes. One hiring manager says that she always looks at a person's shoes, believing that shoes are a window into an applicant's personality. When an applicant wears clean, conservative and polished shoes, she knows they pay attention to details and don't cut corners. She also knows that these attributes often carry over into a person's work life.

Experts agree that while being judged by what you wear may not be fair, it's one of the few tangible qualities that the interviewer can use to assess a candidate.

And don't be casual about your clothing choices. Even if you are interviewing at a company that has a relaxed or business casual dress code and your interviewer informs you that your Friday interview is on "jeans" day, think again before you grab your dungarees!
Tough Interview Questions and Savvy Answers

Job interviews? Fun? Not often! But your interview can feel easier - and go better - if you practice answering tough questions ahead of time.

First, find out as much as possible about the job and the employer. Consider the match with your experience and skills. Think of the questions that would be difficult or awkward to answer. Plan to be honest, brief, and positive.

Practice the tough questions. Take notes. Rehearse - alone or with a friend. Practice in front of the mirror. Memorize phrases to help you answer questions that feel the hardest. How would you respond to these?
· Tell me about yourself.
Lots of interview preparation is the best solution here. Know as much as you can about the job and the employer. Focus your responses on the match between your experience and what the employer needs.

· How would you describe yourself?
For example, the employer may wonder about your fitting in with other workers. How will you cope with a hectic schedule? How flexible are you? How quickly do you learn?

Take this chance to address the employer's unspoken concerns. You can:

· Show a solid energy level during the interview. 

· Give examples of your flexibility. 

· Describe your technology skills. 

· Express your willingness to learn and to take on new projects. 

· Discuss positive, work-related attitudes, such as your enjoyment of working with others. 

It's also a good idea to present an up-to-date appearance. Eyeglasses, clothes, or a haircut may need refreshing. 

· Why did you leave your last job?
Be honest and positive, even if you were fired or quit in anger.

If you were fired, explain what happened in a sentence or two - no more. Add what you learned from that experience.

Did you quit? Say, "I was seeking career advancement" or "I wanted to pursue a new career opportunity." 

If you were laid off, you can say, "My organization was forced to downsize."

Remember to avoid saying anything negative about yourself, your work, or your ability to get along with others. Never criticize your former employer or co-workers in an interview. 

· You seem overqualified for this position; why do you want this job?
The employer may be wondering if you are really looking for a higher-level job. Will you be satisfied here? Will you stick around long enough to make hiring and training you worthwhile? 

Try to turn this kind of question around by responding to the real concern. 

Explain why you want this job. Show them why you want to work for this company. You can de-emphasize the length of your experience, or the higher level of your previous job. Stress the specific skills you have for this position.
You can also prepare a brief sentence to explain why you want this level of responsibility now. 

· You haven't worked for a long time. Are you sure you can handle this job?
You may have gaps in your employment due to family responsibilities. Perhaps you've been a homemaker or a caregiver. You may have retired and then decided to work again.

Memorize one phrase or short sentence to explain your situation. Then emphasize the experience you've gained. 

· Have you done this work before? I don't see this job on your resume.
This can be a good place in the interview to ask which skills are most important for the job.

Then, link your experiences to those skills, even if you've never done exactly this job before. Give specific examples of what you have done. Show how your past successes relate to this job. Don't apologize for having been unemployed, retired, a homemaker, or a volunteer. Speak positively about your experience.

· What are your salary requirements?
Try to postpone responding to this question until you receive a job offer. If you can't avoid responding, give a salary range that you have found during your job market research. For example, "Although I'm not sure what this specific job is worth, people who do this sort of job in our area generally make between $___ and $___."

If you don't have the range and the interviewer asks this question, ask the interviewer, "What salary range are you working with?" Chances are 50/50 that the interviewer will tell you.

Styles of Job Interviews

At last, you got an interview! It's been a long while since you've done this. 

But you're not too nervous until a friend tells you to be prepared for behavioral interviewing, to stay calm in case it's a stress interview, or to get ready for case-study questions.

What's all that? How many ways can someone interview you, anyhow? 

It's not as bad as it may sound. In fact, some of the newer styles of interviewing can be enjoyable. They let you say exactly what you know how to do, and what you've succeeded at in the past.

Interview styles boil down to two main kinds. One kind asks about who you are and what your work style is. Another kind asks about your skills and your ability to do the job. Most interviews combine these two styles.

For most jobs, stress interviews are rare. The interviewer, or more often a team, tries to unnerve you to see how you will act under stress. The key here is the same as in all job interviews. Stay calm, take your time, and focus on your skills.

Let's look at who will interview you and when. Then we'll set out two major interview styles you can expect.

Who Interviews You

There are many possible combinations here. The most common are:
· One person vs. a team of several people 
· The person with the authority to hire you vs. someone else 
· One interview vs. more than one interview, with different people 

If the interview process is not clear, it is always OK to ask about it. 

If you are applying to a smaller company or organization, you are likely to have only one interview, or maybe two, each with just one person. There is probably not a separate human resources department that screens you first. Instead, your first appointment is with the hiring manager, the person with authority to hire you.

Or, your meeting may be with a manager who then recommends you to the business owner. The top person may be the only one with hiring authority. They will want to meet with you before the company makes you an offer.

In larger organizations, you may meet first with a human resources specialist. Their job is to make sure you have the qualifications for the job you've applied for. Some say that their job is to screen you out. That's probably extreme. But if you meet with human resources staff, be sure to explain your background so that you’re fit with the job you want is clear.

You usually meet with one person first. In a second interview, you may meet with some of the people you'd actually be working with. They will give impressions about you to the hiring manager. For a team interview, avoid surprises by asking in advance about how many people will be there. Ask what you can read or prepare in advance.

Interviews about You and Your Work Style 

Interview questions about you and your work style can range from the very general, "Tell me about yourself" to the more specific, "How do you work on a team?" or "Help me understand why you've had so many jobs."

These questions often feel like the toughest to answer. There is usually so much you could say. Tailor your answers to show how you can do the job and how you can fit in to the work place.

The key is to listen for the concern behind the question. Answer that concern. Give yourself time to think out your answer. Ask for details. Say what you understand the interviewer wants to know and see if that's correct.

Interviews about Your Skills and Your Ability to Do the Job

Employers try to understand your skills in two basic ways. They ask how you would handle a situation in the future, or how you have handled a situation in the past.

· How You'd Use Your Skills in the Future 

To get an idea of how you would use your skills in the future, interviewers give you a real situation. They usually do this in a short question. For example, "What if you could order any inventory-control software you wanted. How would you choose the software?" Such a question aims to learn what your software knowledge is. Even more importantly, it focuses on how you use your knowledge to work with others and to make decisions.
· How You've Used Your Skills in the Past 

Behavioral questions ask for evidence that you have a certain skill. You tell brief stories about an actual past situation in which you demonstrated the skill.

Behavioral interviewing is becoming more popular. Some interviewers believe your past work actions are the best predictors of your future actions. 

Before the interview, do all that you can to find out which skills are most important to the job. Ask about both knowledge skills (what you have to know) and process skills (how you have to work to be successful).

Prepare two or three examples from your past work for each skill. Be as specific as you can. Talk about what you did - not what others did. Aim to talk for two to three minutes on each example. The interviewer will probe for more details as needed.

It's fine to pause to think about or take notes on what you will say. You can also ask, "Is this the right level of detail?" or "Am I answering the question you have in mind?" You can rephrase the questions to make sure you understand it.

· Behavioral interviews commonly begin with "Tell me about a time when…" For example, they ask about:

· Your negotiating skills: Tell me about a time when you had a conflict with a co-worker or supervisor and what you did about it. 

· Your perseverance: Tell me about a time when you accomplished something that you did not first think you could do. 

· Your problem-solving ability: Tell me about a time when you used a systematic approach to analyze a problem and consider alternate solutions. 

· Your commitment to company policies: Tell me about a time when you needed to follow procedures that you didn't agree with. 
Ask Effective Questions in Your Interview

[image: image10.wmf]You've rehearsed answers to tough interview questions. You have ideas about selling your age. You've studied up on the most common interview styles. 

There's one more thing to prepare - some questions you want to ask in your interview. The questions you ask in a job interview help show what you can contribute to the employer. They also help you figure out if you want this job. Older workers can use questions to show the benefits of their experience. 
Here are the best kinds of questions to ask, and why. 

	Kind of question:
	Questions to ask:
	These questions show that:

	Ask for details about priorities and problems that need to be solved.
	· What are this job's priorities for the first few months?
· What would you like to see the person in this job achieve first?

· What are the most important problems that you'd like the person in this job to solve?

· What is your ideal job candidate like?
	· You'll ask the questions you need to figure out how to do your job.
· You're a team player.
· You know how to prioritize.

	Clarify questions your interviewer asks before answering.
	· Before I answer, can you give me more details about that?
· What else can you tell me about -----, so I can understand all the angles? 
	· You are thoughtful and thorough.

· You take the time to understand a problem before acting.

· You want to match your skills with the employer's needs.

	Ask about any concerns that haven't come up yet.
	· Can I clarify anything about my experience or background?
· Do you have any concerns about my abilities that I can address now?
	· You're straightforward and not afraid to get to the root of problems.

· You are confident and take the initiative.
· You know how to use the experience that comes with age.

	Ask what it's like to work there.
	· What is a typical week (or day) like here?
· What's the work atmosphere like?
	· You want to know if you'd fit in here.
· You're actively evaluating your fit with this job.

	Ask about next steps.
	· What are the next steps?
· I'm sure I'll think of other questions later; could we set a phone appointment [on Tuesday morning] to discuss them?

· Can you tell me where you are in the process of making a hiring decision?
	· You get tasks done.
· You tie up loose ends.

· You have good follow-up skills.

· You're serious about this job.


Use these tips in asking questions:

· Ask questions when it feels natural. Don't wait to ask everything at the end of the interview. 

· Always have at least one question ready when the interviewer asks if you have any questions. 

· Use clarifying questions to give yourself time to think. 

· Ask for details so you can show how you can meet the employer's needs. 

· Try asking a question right after giving an answer. 

· Use questions that will lead to talking about your skills. 

· Ask questions to learn about the work atmosphere. 

· Save questions about benefits for the Human Resources Dept., or ask after you have a job offer. 

· Save more detailed questions for second interviews. 

7. Follow-up After the Interview
Great! You’ve had the interview and now you wait anxiously by the phone. Well, let’s back up a second to you at your interview. 

It is very important that the candidate make sure that they asked the person interviewing them a very key question toward the end of the interview -- and to ask the question whether or not they thought they’d take the job if it were offered. The question can be phrased several different ways: 

· "Well, Ms. _______, we’ve talked about the position and my experience and skills. How soon will you make a decision on whom you plan to hire?" 

· "Mr. __________, after the interview I think I’m a great fit for this opportunity. I look forward to hearing from you with the decision on whom you plan to hire. 

Now, what’s the first thing you do when you get home? Sit down and write a thank-you note to each person with whom you interviewed. In these days of death-by-interview, a whole pile of thank-you notes may be needed. 

There are two standard thank you note formats and a few less favored ones:
· A Crane’s informal note in the same color as your resume 
· An e-mailed thank you note
· A faxed thank you note. 
Crane’s is a stationery company long known for producing very elegant and classy papers. Crane’s sells note cards that fold in half, with the edge of the paper a darker tone than the body (e.g., medium-tan edge on ecru paper, pale-blue paper with medium-blue edge). I suggest tan, gray or light blue paper. Veer away from anything bright (neon orange, lime green). Open the card and on the inside handwrite*: 

Dear _______, 

Thank you very much for the interview today. In reviewing the opportunity with [name of company], I am most eager to start. In closing, let me say that no matter how many people you interview, what their education or experience is, you won’t find anyone who wants to work for you more than I do. 

Very truly yours, 

[Your name] 

[image: image11.wmf]This same letter may be e-mailed or faxed to each of your interviewers. It is faster than regular mail. 

OK, you sent the thank you notes. Several days pass and the phone is not ringing. Now what? Wait until Friday and call or e-mail the main interviewer. 

“Hi, this is __________. How are you doing, Ms. _________? I interviewed with you on _________. Since I am very interested in this opportunity, I thought I should follow-up with you. You thought you might have an answer soon. How is your decision process going?” 

Three things happen here: 

· You will either get an answer (you did/did not get the job)
· They don’t know yet, so call back later 
· They don’t know and don’t have a call-back date to suggest. 

If you didn’t get the job, that’s alright because there is a better one waiting. Dust yourself off and keep looking. There will be a company smart enough to hire you. The right job is looking for you right now. 

Sometimes it is a good idea to be a little aggressive. So call back every two to three days (unless told to wait) to find out how the decision is progressing. Do you have to call each time? No. Sending an e-mail if fine. 

Good Afternoon, _____, 

Thanks again for the great interview! I just wanted you to know that I am very interested in the position and the opportunity to work with [name of company]. Please call or e-mail me with an update at your earliest convenience. 

Sincerely, 

(Your name) 

One fact to consider -- many companies don’t tell you their hiring decision (unless you’re the one they’re hiring), rude though that practice may be. They hope you will just give up and go away after three weeks. If no one returns your e-mails or voice mails after several weeks, let it go and presume that there will be no offer. Keep hunting. The right job will come. 

And when you get a great response, thank them; hang up the phone, and PARTY. 

Hang in there! A great offer letter is just around the corner! 

8.    Negotiating the Offered Position
If your initial interview went well from the company’s perspective, you will be invited to a follow-up or second round interview. Typically, these interviews are held on site at the employer’s place of business, and may be referred to by that name.

Etiquette

· Confirm your interview arrangements: Two or three days prior to your on-site interview call the person who invited you. Confirm the details of your visit, including date, location, time and any transportation or lodging arrangements made by the company. It is a good idea to ask about the day’s schedule, including how long you will be expected to stay and the number of people with whom you will interview. 

· Meals: In many cases you will be invited to a meal, perhaps lunch, as a guest of the company. Order something that is easy to eat (spaghetti and lobster are not the best choices!) and is moderately priced. Engage in table conversation, remembering that the meal is part of a professional interview process and not a chance to blow off steam or pig out. 

· Thank you: At the least, a thank you note to the person who arranged your on-site interview is in order. A note to each person who interviewed you is not inappropriate. 

Ethics

· Deciding whether to accept: On-site interviews are very costly to companies in terms of staff time and financial costs, such as travel. Only a limited number of people can be interviewed. If Jones accepts the interview, Smith may not be invited. Therefore, do not accept an on-site invitation unless you have some degree of interest in the job. Accepting the interview just for practice, the plane trip or the elegant hotel asks the company to incur an unnecessary expense. In addition, a frivolous acceptance may come at the expense of another person who was actually interested in the job but didn’t quite meet the cut for on-site interviews. 

On the other hand, protecting your legitimate interests is also an ethical concern. Don’t reject an on-site invitation simply because you are not sure that you want the job. 

Negotiate for Salary & Benefits

· Does the idea of negotiating with a new employer make you feel uneasy? Push yourself as much as you can to do it anyway. It's worth it. 
· It is possible to negotiate politely for more money or better benefits. Harsh words or confrontation are not necessary. 

You can practice what to say. Examples include:

· That's less than I was expecting. Is that the maximum for this position? 

· What can you offer in the range of $____ to $____? That's what similar jobs in our region are paying. 

· Is you benefits package negotiable? Are more vacation days a possibility? 

· Is there a signing bonus we can discuss? (This is not unusual for hard-to-fill jobs. Or for jobs in small towns where companies want to persuade applicants to live.) 

Stay silent after asking one of these questions - for 30 seconds, if you can. It's easier if you look down. This is worth rehearsing with a friend. Let the interviewer fill the silence with a new offer.

Of course, if the offer meets or exceeds what you expect, you can answer honestly. "That's great." "That's in the range I was thinking of."

· It's usually pretty easy to figure out what salary to ask for. Give a range. Base the range on what jobs like this one pay in your area.

· Knowing what similar jobs in your geographic area pay is one of the best things you can do before your interview. You can find this information easily, for free. The Internet is best, since books with salary information go out of date quickly.

· Almost all employers actually expect new employees to negotiate for a higher salary or better benefits. They prepare for this. They usually offer you less at first, waiting for you to request more.

· Most government jobs are exceptions. The salary for each pay level is already set. But you can negotiate for a higher level or grade. 

· Remember. A little more money can add up to a huge difference over time.

· Think of your salary and benefits as a reflection of the skills you bring to your new employer. Value yourself by knowing what you're worth. Then ask for that. 
How to Handle Salary Discussions 

Follow these tips to increase your chance of getting the salary and benefits you deserve.

· Before your interview, write down your salary and benefit priorities.

· Making a written list of questions helps you remember what to ask later if you are feeling a little tense.

· What is the highest possible salary for this job? Stay realistic. But the upper edge of realistic is fine. Know the lowest salary that you will accept.

· Figure out the benefits that are most important for you. Know which ones you'll try to change or increase if the salary offer isn't as high as you'd like. 
· Do everything you can to postpone a salary discussion until you have a job offer.

· Why? When you have an offer, you know the employer wants you. You are at an advantage then.

· It's also important to avoid discussing your past salary. You want your job offer to reflect your future work, not your past. And for older workers, it is more likely that past salary does not show what you can do now. 

· If you are pressed to give your salary history, you can say:

· "It feels a little early to talk salary. First, I'd like to talk more about how I can contribute to the company."
· "I've been lucky to work for companies that pay well. I know that you do, too."
· "I think I bring the skills this organization needs. My salary history doesn't represent the good match we could have."
· Then, try to change the subject. Ask a question about the job.
· If you can't get out of giving some salary history, give the widest range you can. For the low end, tell your lowest salary without benefits added in. For the high end, give your highest salary with every benefit you can think off added in. At this point, you want to avoid under- or over-pricing yourself.

If you are pressed to state your salary requirements for the new job, give the range you have researched. If the lower end of that range is too low for you, don't say it. Move the range up. Once you describe your acceptable salary range, it's hard to negotiate higher. 

· Stay calm and reasonable. Approach the negotiation as a “win-win” solution for you and for the employer.

· Practice some negotiating phrases before your interview. Show the employer that you are a skilled problem-solver and communicator. That's the kind of person they want to hire.

· If you're getting nowhere on salary, briefly review your skills and experience. Stress your value to the employer. Refer again to the salary range you've researched.

Or, switch the discussion to benefits. Ask for more vacation days, more flextime, time off for care giving - whatever your priority is.

· [image: image12.wmf]Once you've reached an agreement, review it briefly, aloud. Then move on right away. Show your enthusiasm for the job. Stress how much you want to work for this company or organization. 
· Talk about money or benefits only in person, not on the phone. And get the job offer, with money details, in writing. Either a letter or an e-mail is fine. You can ask for this after you've reached the agreement. 
· Ask for a few days, or up to a week, to think about the offer. You can come in again if you need to negotiate more. Give yourself some time to think calmly about the match between the offer and what you deserve. 
The Art of Negotiating 
In a competitive job market, job seekers sometimes think that they're lucky to land an interview, let alone receive an actual job offer.

But, in any market, when you do get an offer it's usually smart to negotiate the terms. The trick is to know when to stop.
Negotiating is an art -- one that needs to be practiced.

· Do a Skills Check 

First, evaluate your negotiating skills. Are you comfortable haggling over the price of a car with the salesperson? How skilled were you at asking for raises at your last company? If you've negotiated successfully before, you may already have some decent skills.

Next, read up on negotiating tips and tactics. Consult business magazines or head straight for the bookstore.

Also, if you're someone who always pays sticker price or who's never asked for a raise, you might want to find a friend who will role play with you to practice your job offer negotiation.

· Know Your Bottom Line 

Negotiating isn't about winning at all costs. It's about agreeing on terms of an offer that will satisfy you.

Start by figuring out what salary and benefits you can and cannot live with. Perhaps you want three weeks of vacation rather than two. Maybe you need the option to telecommute occasionally. Whatever your goals are, make achieving them the priority in your negotiation.

By keeping your focus on your goals -- instead of on winning -- you'll know when it's the right time to accept a job offer.

· Be Creative 

Look beyond just salary when negotiating your job offer.

Trade off more traditional perks for benefits in areas where a company is often able to be more flexible, such as tuition reimbursement, flex time or an abbreviated summer work schedule.

You want to feel as though you've explored all your options. Knowing that will make you feel more comfortable ending negotiations and making a final decision about the job offer.

· Don't Get Greedy 

Quit while you're ahead. Really.

If you continue to negotiate for the sake of negotiating -- even after you've gotten a fair job offer -- you may end up hurting yourself. First, a company could simply end negotiations and present you with an ultimatum.

You also risk alienating your future boss. And you certainly don't want your boss to resent you before you've even started work. 

· Going, Going, Gone: Relocation Basics 

[image: image13.wmf]When the job market is tight, job seekers are willing to go that extra mile to get the jobs they want -- literally.

In 2001, the number of people who moved to another state for work jumped 11 percent, according to U.S. census data. 
And when it comes to moving, there's more to figure out than just boxes and tape. Cost of living, relocation assistance and finding a job are all considerations. Here are some tips every mobile job seeker should use.

· Making a Move ... Without a Job 
Most people agree: It's easier to find a job in a city if you already live in or around that city. This is one of the primary reasons people move without having work.

This path, however, requires a financial security blanket. The average job search takes anywhere from three to five months. So, if you're planning to move without a job, be sure you that you can financially support yourself for at least that amount of time. Also, use these tips to find a job faster:

· NETWORK: Let friends and family know which city you're moving to. Ask them if they know of any opportunities or contacts there.

· ESTABLISH A HOME BASE: Obtain a local address and phone number as quickly as possible, even if it's at a friend's house. This way, you can immediately begin giving potential employers your contact information.

· USE ASSOCIATIONS: If your industry has an association, find the local branch in your new city and ask them about job opportunities.

· FREELANCE: Consider freelancing or consulting to supplement your income. Temping is also a good way to earn quick cash.

· INVESTIGATE SPOUSAL ASSISTANCE: If you're relocating because your spouse has gotten a new job, your spouse's employer may have a program that will help you find work.

Calculate Your Cost of Living 
In some cities, you can stretch a dollar much farther than in others. Housing prices, transportation expenses, utilities, taxes -- all vary from city to city. It's cheaper, for example, to live in Kansas City than in New York City.

So before you accept a job, check out the cost of living in that area. This is as easy as using a cost of living calculator, like this one:

http://www.homefair.com/homefair/calc/salcalc.html
The calculator tells you how much you need to earn in your future city to maintain the same lifestyle.

Using the example above, the cost of living calculator computes that you would have to make $80,000 in New York City (if you rent an apartment) to maintain the same lifestyle a $50,000 salary would provide in Kansas City.

· Can I Get an Employer to Pay for My Move? 
Many companies offer relocation to help employees offset moving costs.

Almost three-fourths of companies surveyed by Atlas Van Lines have some kind of formal relocation policy. Ninety-four percent of big firms (those with more than 5,000 employees) have such policies.

These programs vary in terms of benefits. Many include a stipend to pay for movers, short-term corporate housing and a reimbursement to cover realtor fees.

Be sure to ask if a company covers some or all relocation expenses before accepting an offer. Every little bit helps.

· Get the Facts on a Potential Employer 
Salary and benefits are only a small part of the big picture when considering a job offer.

You need to think about much more than just compensation. You should learn about a company's culture, financial position and reputation so you can make an informed decision.

With a little research and the right questions, doing your due diligence can be easy.

· Getting There, Being There 

Never underestimate how much your commute and your workspace can affect your happiness when considering a potential employer.

Your commute is a key part of your workday, so you want to know what to expect. Make a trial run of your commute, and do it during rush hour.

Also, during your interview, take note of the building, its surrounding area and your potential workspace. Is the company in a large campus or a small building? Will you be working in a cubicle, an office or an open room? Does the company have a cafeteria, or can you easily go out to get lunch? All of these factors will contribute to your job satisfaction.

· Built to Last? 

A company's financial future is a crucial factor in your decision to accept a job offer. You need to know that a company is stable and that its odds for longevity are good.

You can find out about a company's financial position on Yahoo! Finance at: http://finance.yahoo.com. There you can read a company profile, see the latest company news, review recent financial reports and track the stock (of public companies).

If you're considering a job at a public company, you should also review its most recent annual report.

· Word on the Street 

Your employer's reputation can affect not only how you feel about your job, but also your job security and future career prospects.

Do some research on a prospective employer's reputation? Find out how well regarded it is within its industry. You can also look into whether it has a code of ethics and, if so, what the code says.

You may also want to research its corporate philanthropy, political connections, company-sponsored foundations and environmental impact.

Ask yourself "Will being associated with this company help my future career prospects?" and "Will I be proud to work there?"

If the answer is yes, then this employer may be the one for you.

9. The Big Picture
The Hiring Process from the Employer’s Perspective.
· Opening the position
· Accepting applications

· Review and select resumes and cover letters
· Interview

· Recommendations

· Background investigation

· Physical examination

· Offering the position

· Negotiation

· Hiring the employee

2004 Lunch and Learn Agenda

Tampa, FL

“Would you hire me?”

References:

· American Association of Laboratory Animal Science (AALAS) – www.aalas.org
· Career Tools - http://hotjobs.yahoo.com
· Job Interview Guide - http://job-interview.net
· Quintessential Careers - http://www.quintcareers.com
Resources:
· AALAS’ CareerLine – www.aalas.org (click on Careerline link)

· Biology Careers - http://www.stfrancis.edu/ns/careers.htm
· Federation of American Societies for Experimental Biology (FASEB) - http://ns2.faseb.org/careerweb
· Lab Animal magazine - http://www.labanimal.com/laban/jobs
· Nature Magazine - http://www.nature.com/naturejobs
· NIH - http://www.training.nih.gov/careers.asp
· Primate Jobs - http://pin.primate.wisc.edu/infoserv/jobs
· Science Careers - http://recruit.sciencemag.org/
· Science Jobs - http://www.science-jobs.org
PAGE  
36

