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Your employer has dismantled its career ladder. There are no guaranteed
promotions. Now you must seriously give some thought to managing your career.
You will need a strategy to take your career to the next level, and you must be
agile, ready to pounce on unexpected opportunities. Even being willing to
repackage your skills to move into a job that may not be on your preferred list
now, for future positioning.
The better strategy is to pay attention to your reputation ensuring that it speaks to
your abilities and value. Being prepared and con dent of your capabilities will
help you navigate anticipated or unexpected changes. Jobs and careers have
always been dynamic; now it’s amped up. Be ready.
Here are a couple of career management reminders:
Keep your skill set and knowledge base current. Innovations and
technologies get introduced into the workplace regularly.
Connections and contacts are of the utmost importance for networking when
managing your career.
Social media re ects your reputation; use it as a tool for promoting your
professional value.
Document your work accomplishments regularly.
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These are times of uid changes and opportunities; proactively manage your
career. Above all keep your resume updated. To write your resume in haste is ill
advised; if you need help clarifying and presenting your value to “market your
brilliance,” contact me for a free 15-minute telephone consultation.
This ebook is a compilation of a few of the blogs I've written in recent years and
posted on my website. Please go to resumecareerservices.com to read additional
blogs and get free access to some career management resources and tips.
All my best wishes for a successful and ful lling career and lifestyle,
Brenda Goburn Smith
Professional Resume Writer and Career Coach
success@resumecareerservices.com

You are the CEO of Your Career

resumecareerservices.com

Think You Have Job Security?
3 Reasons to Write Your Resume
NOW

Consider this scenario...
Mary Katherine pulled into the parking lot and smoothly backed into the slot that
had her name stenciled on the wall. She felt her job security was solid with the
recent promotion to Marketing Director, which was working out better than
expected. Her department respected her, and they were moving all the marketing
projects on time or ahead of schedule. Life was good.
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When she read the email this morning from John, her boss and VP of Marketing,
asking her to meet him at 9:15 this morning, Mary Katherine gured he had
another new project for her. Little did she know that the bottom was about to
drop out of her world. He started the meeting cheerfully enough with lots of
praise for her work and suddenly his tone changed to deadly serious.

John said the Board of Directors had decided to eliminate her entire department
and outsource their activities to a west coast marketing agency. Talk about
stunned. Mary Katherine’s head was spinning. What to say to her department
sta ? Where would she start to look for a job? She had been with the rm for 12
years.
The truth is job security does not exist. There are too many factors beyond your
control. You alone are responsible for managing your career. Update your resume
now because:
(1) A hastily crafted resume does not serve you well. Often people write about
their current job rather than focusing on positioning their competencies for
advancing their career to the next level. When you write in haste, you usually miss
valuable achievements and improvements contributed during your tenure.
(2) If you have not updated your resume lately, you may not be positioned to take
advantage of the changes in technology, new networking techniques, and social
media that currently in uences today’s resume writing, hiring practices, and job
searching.
(3) Your resume is your personal marketing tool. Is it focused, branded and
targeted towards your career goals? Have you crafted personal branding that
represents you and what you have to o er clearly, succinctly, and compellingly?
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If you have been in your job for any length of time, you have likely made valuable
suggestions, expertly managed your responsibilities, received training for new
business techniques, introduced new procedures or represented the business
professionally to contribute to the bottom line. Most likely, you successfully
communicate and interact professionally with your peers and associates. All of
these experiences and attributes have value, they just have to be quanti ed,
clari ed, and packaged to support your career objectives.
Consider the possible factors beyond your control — the economy, market shifts,
company nances, payroll cutbacks/layo s, changing customer demand, changes
in business philosophy/management/leadership, changes in industry
standards/laws, mergers/acquisitions/shutdowns, competitor encroachment,
product obsolescence, etc. Need I go on? Where is the job security?
You should write or update your resume before you have an urgent need to create
a document that best represents your attributes and accomplishments. This is not
an easy or quick task. Even very accomplished people sometimes have trouble
describing their own attributes and unique value proposition to hiring authorities.
Keep in mind the resume is your “ambassador” when you are not present, it must
stand out to get you the interview so that you can “sell” your unique value.
If you were faced with a sudden job loss, would you be prepared? I would be
happy to help you clarify and package your gifts, talents and passions.
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Think Like A “Free Agent”
– Update Your Resume

Help the interviewer imagine you in the job. Talk about your skills.
You must manage your career as a free agent. A resume helps you negotiate the
best t, placement, compensation, etc. Resumes should be updated every 12
months. Most people are not tracking their successes or documenting the
acquisition of new skills. That information is necessary to show your value for
business or career opportunities.
Here are three reasons why you need an up-to-date resume:
1. CHANGE IS INEVITABLE – Business goals, industry and market conditions
change causing companies to make adjustments. Additionally, your personal life
goals and career aspirations evolve.
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2. POSITIONING YOUR VALUE – Resumes present and promote your skills and
knowledge to enhance your value along with your contributions and
accomplishments.
3. ENTRY POINT REQUIREMENTS – The hiring process has changed. Your resume
must re ect a modern format, agile enough to navigate computer-screening
software, yet enticing enough to capture the hiring manager’s attention.
Many of us go to work, perform duties and seldom think about our contributions
to the successful operation of the business or the value we bring.
In today’s workplace, you are responsible for managing your career advancement,
not the company. The annual performance appraisal often reveals usable
information, but it is best to keep a personal journal. Record new assignments,
responsibilities, project outcomes, and skills learned. Perform your own
performance review.
Include in your personal assessment some research on the outlook for the
industry. Innovations and technology introduced into businesses can impact the
longevity of positions, operations, and companies. Mergers and closings are
commonplace.
Adopt the mindset of a “free agent” because you may have to package and
promote your best attributes, skills, and value to negotiate the best employment
package. Your resume is your personal marketing document, keep it updated for
unexpected opportunities.
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Ready for that Phone Interview?

Practice explaining why you are a perfect candidate for the job.
Let’s get rid of the jitters by understanding what you might face. To be sure,
interviewing, in fact, hiring practices for nding and selecting candidates have
changed.
Keep in mind that the challenge facing human relations professionals, recruiters,
hiring managers and their assistants is to hire the best candidate for the open
position by screening out people that don’t seem to t the required criteria. Hiring
an employee is a signi cant investment for a company. It’s not personal.
You can expect that once your resume or online application has stimulated some
interest, the process begins and may include any or a combination of the
following:
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Telephone interview set up by appointment – rst level screening
Video interview with a person or recorded session of programmed
questions
In-person initial interview – rst level screening with administrative
support person
In-person interview concluding with an invitation to meet with another
interviewer
In-person interview with a panel of interviewers
In-person interview with a decision maker or hiring manager
Invitation to shadow someone in the proposed position with no
commitment to hire
The possibilities go on until you get noti ed of a decision. Let’s get you ready for
that phone interview.

Preparation
Try your best to be relaxed. Interviewers may start with a casual conversation
about the weather, schools you attended, your passion for the skillset, favorite
vacation destinations, etc. Let them bring up topics. Take a deep breath.
Do your homework. Investigate the company. Go beyond their website. Find out
what is going on in the industry – new trends – major problems facing the
company – their competition. It helps to be able to have an intelligent
conversation focused on the industry.
Practice. Find some sample interview questions. Ask a friend or spouse to ask
random sample questions. Record your practice answers and review them. Talk to
a career coach about conducting a mock interview. Put yourself mentally in the
position of the interviewer and consider their perspective of your answers.

During the Telephone Interview
Treat this with the seriousness of a real interview; it is not a chat. Create a
conducive environment by nding a quiet place with a reliable phone line (cell
phones are often not clear, or the call could drop – use a landline if possible).
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Get your submitted resume in front of you. The interviewer will have a copy to
guide the discussion. Be ready to explain your work history. Make some notes
about the contributions or improvements you added while in positions. It would
be great if you had a “story” about what was going on when you arrived and how
you made a positive di erence. Above all, try to use some quanti able terms, e.g.,
improved production by xx% or hired xxx new employees or served xxx customers
during peak hours, etc.
Be ready to explain why you are seeking a di erent position and why you are
interested in their company. Talk about how you could contribute to the quality
and productivity of their mission.
Sit up straight to help project your voice. Have a glass of water handy, in case your
mouth gets dry. Interviewing can be nerve-wracking.
Take time to brie y pause before you answer questions – get your thoughts
together. Use this time to repeat the question back assuring you understand the
question.
Remember the interviewer cannot see you, which means you must project your
personality and enthusiasm through the phone. Smile often. Have notes and
examples of your attributes and characteristics. Don’t read them, simply jot down
a word or two to remind yourself to mention them. Have a short story or example
ready about how you exhibit those attributes.
Lastly, visualize your interview as going o without a hitch because you are
prepared, composed, and able to present your best professional self.
Still a bit nervous about the call? Contact me to see how I can help you prepare
for your phone interview.
Good luck!
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Your Job is Just a Part of Your Career

Career management is not to be taken lightly. Plan ahead.
There is often the misconception that if you have a job, you have a career,
especially if you have held that job for the long-term. A job gives you short-term
security. It supplies you with compensation, fringe bene ts, an occupational title
that shapes your work related responsibilities and performance obligations.
When you commit to building the skills for your profession and acquire the
related education or present well-developed skill-sets or marketable natural
talent; you may be well on your way to a career. Every job you hold is a part of
your career.
If you are lucky, you have some idea of your abilities and have a talent that
captures your interest. Got a career plan? It is essential that you spend time
assessing your interests and skill-sets if you don’t have a plan. Creating a career
management plan usually evolves.
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Your interaction with the workplace and the world in uences your perception. The
impact of technology on tasks, performance, production, workplace relationships
and communication means constant change. It also means you will be constantly
evaluating and realigning your personal goals with career advancement
opportunities.
In the past, a company planned your career advancement. Nowadays, you must
manage your career. You compete in a global marketplace. It is your responsibility
to package and market you. Relationships and networking internally and
externally are essential factors impacting how you are viewed and valued for your
personal brand.
Your work relationships also in uence your career advancement. The workplace is
intricately connected; therefore it is important to nurture healthy relationships
with your boss and co-workers. Be professional and open-minded at all times.
These connections may help you get promoted easily. Convey your objectives
clearly.
Always be ready and prepared. If you are interested in advancing your career,
keep your mind open to learning and acquiring new knowledge. This will help you
become exible in future challenges when you encounter obstacles or
opportunities in your journey toward career success.
Practice thinking strategically about where you wish to be professionally in 5, 10
years to get ready for the next career opportunity. Build your career portfolio
because your job is just a part of your career. Manage your career for long-range
advancement.
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Take These 3 Things O Your
Resume

(1) Home Address
Contact will likely come via email or a phone call. Companies rarely send letters
through the postal service. Your home address is not necessary initially – too
much information, too soon, especially the zip code.
Employers can check the Internet to make subjective decisions – perhaps in their
opinion the commute is too long, salary doesn’t match your lifestyle, mortgage
payments, relocation options, etc. You will have to give your home address at the
point of submitting a company application. By then the Recruiter or HR
Professional would have contacted you to show some interest in your capabilities.
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The one big exception is online submissions. Home addresses are usually
required for the ATS (Applicant Tracking System – the computer that receives,
scans, reads and ranks all uploaded resumes) or online applications.
There is some concern about identity theft; a resume puts together a lot of
personal information; no need advertising your home address.

(2) Inappropriate Email Addresses
Avoid funny email addresses such as “Tequila Mama, Hot Chocolate, Stud Mu n,
or Dancing Machine.” Choose something related to your name. It is best to set up
a separate email account for your job search. Open a free Gmail or Yahoo
account. You can have those messages forwarded to your personal account, so
you won’t miss inquiries. Make a professional rst impression.

(3) Passive Phrases
Write for humans. Tell a compelling story of your career, avoid using passive
phrases like “responsible for” or “duties included.” Overuse of bullets is not
helpful as it lowers readability. Remember, you get just a few seconds to capture
the attention of the hiring manager. Because of phone texts, emails and Internet
use, people seldom read thoroughly, they skim.
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Add These 3 Items to Your Resume
(1) Clear Branding Statement
A strong, clear branding statement should tell what you do, what is unique about
you, and convey the value you would bring to the company or opportunity. The
career overview or pro le should be a short statement. The top 1/3 of a resume is
valuable real estate, use it to intrigue and create the desire to make them want to
learn more about you. And, always connect your skills to the speci c job
description.

(2) Evidence of Challenges, Actions, and Results
Show evidence in quantitative terms. Use numbers and give examples; managed
220 accounts, xed 1,043 computers, or sold 512 cars within 60 days of hire. If you
worked at McDonald’s, you are not just a counter clerk – you served 1,200
customers per day at lunchtime. Paint a picture of your capability to work
successfully in a fast-paced environment. Show contributions. Describe what was
going on when you arrived in your current or former position and how you
improved or changed conditions and pro ts.

(3) Target Focused Language
A general resume for all positions is not e ective. Focus your resume to the
speci c position. Match your capabilities to the keywords in the job posting.
Resumes and online submissions will be searched for matching skills and
experience. It is not necessary to tell your life’s work history, especially if jobs
were more than 20 years ago and not related to the current job targets. Use a
summary to explain other professional work experiences, if necessary.
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Top 10 Ways to Cope with a Job
Transition

Create a plan for your next target position.

Keep your sanity while you search, change, even if you
lost your job
Job transitions can be stressful—whether they’re due to layo , starting a new job,
relocation, or experiencing drastic changes in working conditions. If you’re facing
a di erent work transition, consider the following:
1. Take an honest look at yourself. What are your strengths, weaknesses, or skills?
How did those in uence—positively or negatively—your transition? Be objective.
“Don’t nd fault, nd a remedy.” Henry Ford
2. Step up your self-care. Signi cant changes are physically and emotionally
taxing. You need self-care now more than ever. Pay attention to your sleep, diet,
mood, and remember exercise is a great stress reliever.
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3. Engage your curiosity. Consider whether you are in the right profession for you
at this time. Engage in some, “what if” self-talk conversations, because it may be
time for a change. Then do some serious research work.
4. Focus on what you want. Think less on what you don’t want. Keep your eye on
the prize. Try to spend more time looking forward rather than backward. Where
do you want to go professionally and personally?
5. Find support. Since your transition a ects your family as well, it may be helpful
to seek the outside help of friends or career professionals. Meanwhile, share your
feelings with your immediate family; they are going through this experience too.
Join some professional groups in the industries where you have an interest. Put
yourself in networking situations.
6. Work on your thoughts. Keep a positive mindset. Monitor your feelings and
behaviors. Calm your fears and reinforce your sense of hopefulness. Changes
happen all the time. Stay open to new possibilities. Visualize a successful realistic
outcome in vivid detail.
7. Surround yourself with reassurance. Write down your accomplishments. Show
the impact of your contributions in quanti able terms; time, process, or dollars
saved. Write down your lessons learned.
8. Create your rite of passage. Making a job transition is a full-time job. Approach
it with a work plan and determination. Incorporate mini celebrations when you
stick to your plan. Be patient.
9. Let go. Don’t worry about of how things were “supposed to be” and accept “how
things are.” Find appreciation for what is. Purposefully connect with active people
who are trying to accomplish something positive. Avoid wasting time.
10. Keep things in perspective or try a new perspective. The world is always
changing. Keep up with current events and industry changes. Don’t get stuck. Be
exible. Remember, change is the only constant.
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Your investment in self-re ection and planning for your future will pay o
handsomely. If you need to talk out loud with a trained career professional I
encourage you to get in touch.

success@resumecareerservices - (410) 664-1660
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