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First Tuesday of each month EJS curriculum: 
“Finding the Hidden Jobs.” 

 
 
 
 
 

  

 
 
 

You are unemployed and searching for a job. 
 

You probably were never offered a course  
in high school or college that taught you how to find a job. 

 
So erase all the negatives in your mind from having searched ineffectively.  

 
Tonight you will learn a complete plan for re-employment that really works! 

  
You will learn techniques in developing mentors and finding their hidden hiring managers, 

thus uncovering the 85% + hidden jobs! 
 
 
 

 
 

Mentors!! 
Hiring 

Managers! 
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 You are unemployed…in a recession…and unaware or prepared for the shocking 
facts, for instance, that 85% + of all good jobs that pay a salary and offer benefits are never advertised. 
 
 

 You need a plan  …a plan that has God carrying your through the entire job search 
process. You can not do this by yourself. The task is too great without praying daily; seeking God’s guidance. 
 
 

 Your focus is two fold: For you to tap into existing networks and our system for setting up 
“informational interviews” plus “developing mentors inside targeted companies.” Between these two proven 
networking tactics, you are now meeting in person and/or on the phone with dozens of people a week who never 
knew you previously. Because you will be meeting with them face-to-face they are now being made aware of 
your skills and becoming one of your mentors. In the course of each week, you are developing dozens of 
mentors. You will send your new mentors thank you cards for their time. You will then hand deliver your 
customized cover letter and resume to every mentor two days later so they will in turn hand deliver them to their 
hiring managers. The more you do, the greater your chances are of getting hired. The hiring process does not 
really begin until you meet face-to-face with the hiring manager. All your focus is in meeting hiring managers. 
 
 

  You follow up with the hiring managers on the dates promised in your cover letters. 
You are now setting up multiple interviews through your newly established mentor’s and their hiring managers. 
Within a few short weeks or months, depending on your work ethic, you will be able to pick from multiple job 
opportunities! You are now re-employed!  Praise the Lord! 

 
 

 
 

Overview 
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Content: First Tuesday of Month Curriculum: 
 

A. What you need to know: 

Searching for a job by the numbers – Pages 4-5 

Why God may not be answering your prayers for a new job – Pages 6-7 

20 things to take 10 to 15 years off your image – Pages 8-10 

To gain a job, you are not filling a position, but solving a problem – Pages 11-12 

Positive thinking – you can choose to be negative or to be positive – Pages 13-15 

10 good ways to “Tell Me about Yourself” – Pages 16-17 

Treat your job search more like a job – Pages18-19 

Don’t be the desperate job seeker – Pages 20-21 

B. Friends and Family: 

How your relatives and friends can help you…and you help them – Page 22 

Tell your family: We can get through this together! – Pages 23-24 

C. Cultivating mentors and finding the hiring managers 

Google your way to a new job! – Pages 25-29 - #2 method to re-employment! 

Get connected with informational interviews – Pages 30-33 - #1 method to re-employment! 

Networking resources: CareerDFW.org, LinkedIn and more – Page 34 - People hire people! 

The power of the Thank You card! – Pages 35-36 

D. Resources: 

12-step program to cope with your job loss – Pages 37-38 

Job search methods that waste your time and money – Pages 39-40 

Earning extra money while you’re looking for full time employment – Page 41 

Parting thought and contact information – Page 42 

I Have A Plan!” Re-Employment Contract Agreement – Page 43 

Weekly Job Search Activity Calendar – Page 44 
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Searching for a job by the numbers 
 
Re-employment is a numbers game!  
 
Job candidates take it to heart as they think the more resumes they get out, the better their 
employment chances increase. However, candidates must evaluate what activities deliver the best 
return on their time, effort and expense.  Does your job search follow what the numbers really 
suggest? 
 
► 5% or less of job candidates obtains employment through Internet job boards.  The number one 
activity of candidates is sending out hundreds of resumes to posted Internet jobs. 
 
► 15% or less of job candidates find employment opportunities through recruiters. 
 
► 70% of jobs are created by small businesses. Most do not advertise jobs and many are private. 
Small private businesses are harder to find as most are not listed in published databases. 
 
► 70% to 85% of candidates obtain employment through networking.  All career professionals agree 
on this activity. When asked how they obtain their best jobs, most professionals’ answers are personal 
referrals through networking. 
 
► 85% + of jobs are never advertised. Posted Internet and advertised jobs are mainly with large 
corporations that have big advertising HR budgets. 
 
► 90% of hiring managers find their employees through some form of their own contacts.  
Hiring managers are more inclined to hire through referrals from employees, colleagues, professional 
associates or recruiters than from a stack of resumes delivered by human resources. 
 
► 48% of available jobs are never placed on a company’s own career web site. 
 
► Companies are constantly hiring!  When companies say, 'We have a hiring freeze,' that doesn't 
mean they're not hiring. It just means they're not adding headcount. Every year there is a 20-25% turn- 
over. So in a 1,000-person company, 200 or 250 people are going to turn over, either through attrition 
or someone moves. Those companies are still hiring but they don't want to tell you. You have to let 
their hiring managers know you exist! 
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► Small businesses add employees long before larger companies in a recovery – according to Money 
Magazine’s April 2010 issue, page 18. Best alternatives to advertised jobs are to use the Internet 
creatively to research small companies with unadvertised jobs. Check out latest lists of companies on 
the web that have won awards, gained contracts, shared membership information, innovation records, 
and attendee rosters to tradeshows, conventions and conferences. 
 
► Hiring managers do not have time to web search for candidates. Find them for yourself. 
Realistically if companies wait to be found they would have no business, so companies go after 
customers. Job candidates hoping “to be discovered” need to take this same approach.  
 
► Below is good way to visualize your daily job search goal. Remember back when you were 
employed and you had to attend those boring staff or department meetings? You might have gathered 
in a large room, in an open area of the warehouse, in a conference room or in a board room. The point 
is that the room is filled with people just like you that live one day at a time, not knowing what 
tomorrow brings. Using the techniques EJS teaches, your daily goal is to make one of them your 
mentor. Your mentor will then in turn introduce you to their hiring manager. After meeting the hiring 
manager they will then have a positive and knowledgeable candidate to replace their 
“underperforming” employee – and that candidate is you!  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

To be fired next week The underperformer you 
are seeking to replace! 

Moving with husband in two months 
Passed away from stress 

Quitting in 45 days 

Joining the Army in two months 

The hiring manager 
you will soon meet!

Pregnant 
and not 
coming 
back 

Your new 
mentor! 
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Why God may not be answering your prayer for a new job 
 
By Billy Graham  
 
Q: How do I know God is listening to me when I pray? To be honest, I've about given up on prayer 
because it doesn't seem to make any difference. Has God turned His back on me?  
 
A: No! God has not turned His back on you. He loves you and wants you to bring your burdens and 
cares to Him in prayer. The Bible says, "Do not be anxious about anything, but in everything, by prayer 
and petition, with thanksgiving, present your requests to God." Philippians 4:6  
 
Only two things can keep God from giving us what we ask for in our prayers. The first is sin - and the 
reason is because sin erects a barrier between us and God. Until that barrier is torn down, God can't 
answer our prayers. The Bible says, "The Lord is far from the wicked but he hears the prayer of the 
righteous." Proverbs 15:29  
 
This is why the first step you need to take is to turn by faith to Jesus Christ and ask Him to forgive your 
sins and come into your life. When we do that, the barrier of sin is removed - and God hears our 
prayers.  
 
The second thing that keeps God from giving us what we ask for is if we are seeking something that 
isn't His will. God loves us and knows what is best for us - and because of this, He will not give us 
anything that isn't His will. The Bible says, "This is the confidence we have in approaching God: that if 
we ask anything according to his will, he hears us." 1 John 5:14  
 
Make sure of your commitment to Christ. Then pray about everything, and wait for Him to answer. The 
Bible says, "Be still before the Lord and wait patiently for him." Psalm 37:7 
 
Friends, when life gets really difficult, don’t jump to the conclusion that God is not on the job. Instead, 
be glad you are in the very thick of what Christ experienced. This is a spiritual refining process, with 
glory just around the corner. I Peter 4:12, The Message 
 
Our God is faithful; He will not let you be tempted beyond what you can bear. But when you are 
tempted, He will also provide a way out so that you can stand up under it. I Corinthians 10:13  
 
We remember, in all things, God works for the good of those who love Him, and are called according 
to His purpose. Romans 8:28  
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Consider it a sheer gift, friends, when tests and challenges come to you from all sides. You know that 
under pressure, your faith-life is forced into the open and shows its true colors. So 
don’t try to get out of anything prematurely. Let it do its work so you become mature and  
well-developed. James 1:2-4, The Message 
 
…The race is not always to the swift, Nor the battle to the strong, Nor satisfaction to the wise.  Nor 
riches to the smart, Nor grace to the learned.  Sooner or later bad luck hits us all. Ecclesiastes 9:11 
 
You must work and not be lazy:  Proverbs 6: 6-11 
 
Suffering: Yes, you will suffer in life a short time. But after that, God will make everything right. He will 
make you strong.  He will support you and keep you from falling. I Peter 5:10  
 
Pray: If one of you is having troubles, he should pray.  James 5:13 
 
The Lord is your #1 mentor for success: Always turn to the Lord for help in everything you do and you 
will be successful. Proverbs 16:3 
 
Be diligent for success:  Continue to ask, and God will give to you.  Continue to search, and you will 
find. Continue to knock, and the door will be open for you… Matthew 7:7-8 
 
Seek mentors advice and network: If a person does not get enough advice, then his plan fails. But a 
person will succeed if he listens to the things wise people tell him.  
Proverbs 15:22 
 
Prepare and plan for success: Careful plans can lead to profit. But if you are not careful, and you do 
things too quickly, then you will become poor. Proverbs 21:5 
 
Be honest in everything you say or write.  Proverbs 6:16-17 
 
Our success at Empowering Job Seekers is measured best when a job seeker says, “When I came 
here, the only thing that mattered to me was getting a job; now I realize that getting my mind in a 
positive direction, and my life right with the Lord, were the most important things; getting a job is now a 
secondary benefit – still a very important one – but definitely now secondary.” 
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20 things to take 10 to 15 years off your image 

Suggestions on how take 10 to 15 years off your image and be perceived as more youthful in the 
interview or in the office. 

How old an impression do you make when you're interviewing? Of course, we all know that an 
interviewer can just count backwards from the year of graduation printed on your resume. However, 
here is the truth: Perception is the new reality, like 60 is the new 50. So you need to learn the fine art 
of being perceived as younger as well as looking younger. It’s more than just the way you look. 
 
Is this fair? Is it even legal? And most importantly, should you give in to such nonsense? Let’s put it 
this way: If you are over 40, you need to read on. 

The recession is full blown so now bosses can use that magic "R" word as a blank check to fire almost 
anyone for any reason. And pay attention, over-40s: The wounded economy is an especially perfect 
opportunity for higher-ups to fire those senior workers whose high wages and big egos have outlasted 
their welcome. 
 
For those who are unemployed, you must do whatever it takes to convey to hiring managers that you 
are employable. What does this mean? No one wants to hire someone who's stuck in the old-
fashioned way of thinking that being qualified, working hard and being loyal to a company is enough. 
Your Princeton degree and enviable references won't get you far if you're that naïve.  

So back to the age thing.  

While many workers have learned that good looks and a polished appearance go a long way toward 
success in the workplace, too many of them fail to realize that cultivating the perception of youth and a 
hip attitude is an equally important part of the equation. It's no secret that we live in an age-obsessed 
society. Like it or not, "interviewing younger" is the new catchphrase.  

"Interviewing younger" and being perceived as more youthful at the office is a vocabulary, a body 
language and a look. And here's a secret: These rules apply even more when your boss is your age or 
even older. It's not like you are following these rules to impress a young person. Whatever the age of 
your boss or interviewer, you need to create a youthful perception about yourself. Otherwise, there's 
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someone else waiting in the wings with quicker computer skills and contemporary pop-culture 
knowledge that will be all too happy to fill your shoes. 

So how do you do it? Here are some great things you can do without involving plastic surgery: 

Rule #1: Crest Whitestrips.  
Yup, this is a shallow, cosmetic-based tip. But I get so many letters from people who just don't 
understand that having coffee-stained teeth doesn't do you any favors in the interview department. 
Stop rolling your eyes; go buy the strips (use the store brand for all I care – I'm not picky); and whiten 
those teeth. Then smile. Smiling makes you look and feel younger – not bitter, old and unemployed. I 
don't care if you really are bitter, old and unemployed. It's about perception, remember? 
 
Rule #2: If you are over 40, make sure you have an appropriate LinkedIn profile and Facebook page 
today. If you don't know how to join, let your kids show you, or even better, have a young person at 
work "reverse mentor" you on how it works. Let that same person help you choose your profile picture.  

Rule #3: Know about and frequently use Google and Wikipedia.  
Bookmark them on your computer, and set one as your homepage. 

Rule #4: Peruse your local Apple store.  
At least learn the difference between an iPod, an iPhone and an iPad. It's all about perception. 

Rule #5: Do not disclose your SAT scores. 
If for some reason you still remember your SAT scores, keep them to yourself. Not only does no one 
care, but the scoring isn't even the same anymore, and you'll just wind up aging yourself.  

Rule #6: Don't talk about how you're so addicted to Starbucks. 
Or Coffee Bean, or whatever your coffee place of choice is. It seems like this would make you appear 
younger, but it won't. Starbucks screams "unemployed loser." Besides, you should never walk into an 
interview with a coffee cup, especially since you just whitened those teeth.  
 
Rule #7: Learn how to text. 
 
Rule #8: Lose the paper.  
Young people get their news online - they don't read newspapers. So don't carry one into an interview 
with you or be seen reading it at the office like someone's mom or dad.  
 
Rule #9: Brush up on sports.  
This is easy; you can still get away with talking about Michael Phelps and get credit for this one. 
Bonus points for knowing anything about the Cowboys, Stars and Rangers.  

Rule #10: Make eye contact.  
Eye contact is so critical to being perceived as young; don't be afraid to use it.  
 
Rule #11: Rarely refer to your children – and especially your grandchildren. 
Never refer to your grandchildren and never ever your great-grandchildren. When asked if you have 
children say “yes” or “no” and do not go into their ages and how many grandchildren each has bless 
you. 
 
Rule #12: Go to the gym. 
Or at least be able to honestly say you work out at home. 
 
Rule #13: Never talk about the ’80s or ’90s. 
Never use words "in your day." Nothing at work is groovy, dye-no-mite, or tubular. Ever! 
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Rule #14: Practice "sounding young" on the phone.  
Take a small survey of how old you sound on the phone, and then practice with a friend sounding 
younger. (A tip: Talk higher and peppier.) This is critical. In the same vein, make sure your outgoing 
voicemail message isn't too long or boring. Short and sweet with a positive attitude is all you need. 
 
Rule #15: Dress is very important: always dress age-appropriate. 

Rule #16: Give your hairstyle a long, hard look.  
No wonder there are so many makeover shows! My advice is to ask an outsider his or her opinion. 
Someone who loves you won't want to hurt your feelings or may love your look for sentimental or 
romantic reasons – but sadly, that won't help you find a job. A bad coloring job spells disaster for both 
men and women, and let's face it, hair weaves for men rarely work.  

Rule #17: Men, keep your nose and ear hair trimmed at all times and please keep those bushes over 
your eye-lids trimmed. Ladies, please pluck or bleach your facial hair.  

Rule #18: Skip the cologne and excessive perfume.  
And while we're on the subject, wear deodorant. You may laugh, but many people just don't do it. 

Rule #19: Do you wear glasses? OK, maybe you can not or choose not to wear contacts, but who said 
your glasses purchased at Walmart 10 years ago make you look your best? Take a look around you, 
look at the impact someone like Sarah Palin made in the look and style of her glasses. What impact 
would she have made if she had appeared to America in some large egg-shaped, thick-rimed 
glasses?   

Rule #20: Tie with suit for men and dress suits for women are always appropriate outfits for an 
interview. Men, please make sure your dress shirt looks crisp and fits your neck. Men, please make 
sure your tie is no wider than 3 inches and that it comes down to cover half of your belt. Men, not to 
pick on you, but please make sure your shoes and belt match in color and that your shoes are nicely 
polished and not worn looking.  

Bonus Rule #21: Never eat or drink coffee right before an interview. The last thing you need going 
against you is to have coffee breath or a fresh stain on your outfit in the interview. Either of these 
infractions is liken to a grammatical error on your resume. Like your resume, you must come across 
polished, likeable and a problem solver – not a person that has problems. 

Okay... Feel any younger, or just berated? 

We just took 10 to 15 years off the way you come across in person. It's all about perception ... and 
perception is the new reality.  

 
 
 
 
 
 
 



Empowering Job Seekers – A Ministry of The Hills – 2011 Curriculum – Updated 7-12-2011 11

 

To gain a job, you are not filling a position, but solving a problem 

By Janet White, Author 
“Secrets of the Hidden Job Market: Change Your Thinking to Get the Job of Your Dreams” 
Available on Amazon 

You’ve looked for weeks or months on the job boards and in the want ads, go to support groups, read 
books that supposedly help multitudes of other people get hired, network like crazy, and have 
emailed, snail-mailed or faxed hundreds or even thousands of resumes. 

Nothing is happening, and you wonder what’s wrong with you. This doesn’t make sense. You’ve done 
everything you know to find a job, but you’re still unemployed.  

Stop! 

Searching for a job the same old way will only get you more of the same results. If you want different 
results, you’ll need to make some major changes – not only in what you do to get a new job, but more 
importantly, in what and how you think – about yourself, your employment situation and the job hunting 
process in general. 

You may not realize it, but your thoughts, feelings and beliefs are so powerful they can help you get, 
or hinder you from getting, that dream job, regardless of what else you do. 

Whether you have never worked, are looking for your first job out of school, or have many decades in 
the workforce, you have a core set of beliefs about what you have to do to get hired. As mentioned 
earlier, we have never been offered a course on how to find a job when we were in high school or 
college. 

The good news is if you want to change your life, all you have to do is change your thinking, and your 
life will automatically begin to change. The bad news is that changing your thinking is not as easy as it 
sounds. 

You may have heard that a mere 10% of all currently available jobs are ever advertised and the other 
90% are in the “hidden job market,” whose secrets are revealed to only a chosen few. 
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But nothing is, or ever can be, hidden from you. In fact, everything you could want or need to get the 
job of your dreams is either right in front of you or is at your fingertips. It was only “hidden” from you 
because you couldn’t see it, didn’t realize it was there or didn’t know how to use it. 

“Hidden jobs” are those positions not advertised, publicized, posted or made available to the general 
public; in fact, they may not even exist yet. 

Mind-set change # 1: In reality, companies are constantly hiring, whether or not they have formerly 
created a job, posted a want ad or talked about it informally. Every company has problems, and 
because they have problems, they need people to help solve those problems. 

Mind-set change # 2: And because conditions affecting companies are constantly changing, the needs 
of companies are constantly changing. This means there is an infinite amount of employment 
opportunities at an unlimited number of companies all the time. 

Mind-set change # 3: Reality Check: The only reason you will get hired is because the people hiring 
believe that you can help them solve their problem. Stop thinking you’re “filling an opening;” you’re 
not. You’re solving a company’s problem, and by solving their problem, they will solve yours. 

Mind-set change # 4: Whether or not a job exists now is irrelevant; what matters is that a company has 
a problem. And since they haven’t yet come up with a solution to that problem, they will hire the first 
person who they believe can help them solve it, which could easily be you. You could also very well be 
the replacement for the underperformer or you may be an upgrade. 
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Positive thinking – you can choose to be negative or to be positive 
 
You're probably not feeling very positive now, and that's okay, but the sooner you change your 
thinking, the sooner your life will change.  
 
- You can be overwhelmed by grief, depression, tension and/or anger. Or not. 
 
- You can vent your anger with friends and family. Or not. 
 
- You can stew in resentment for how badly you were treated and surround yourself with others who 
have lost their jobs, trading hard luck tales and sob stories of how tough it is out there in an attempt to 
make yourself feel better. Or not. 
 
- You can be frightened for yourself and your family, worried about how you'll manage to make it until 
you get another job, and dreading a long, difficult job search. Or not. 
 
In order for you to thrive - not just survive - during this period of transition, you must be aware of your 
thoughts, feelings and words -- and if they are in any way negative, you must change them to being 
positive. 
 
The Law of Attraction is totally impartial; it makes no decisions, plays no favorites and works exactly 
the same way for everyone all the time. 

“My boss was an idiot!” It is amazing how often we hear this type of statement from people laid off 
from work. It tells us this job seeker… 

• Is focused on the past rather than the future  
• Has a bad attitude  
• Has a chip on his shoulder  
• Cannot forgive and holds grudges  
• May have a problem getting along with others in the workplace  

Nothing about this job seeker's statement was positive or beneficial to his goals of attaining new 
employment. We all have times in our lives when we don't get along with our boss or when there is a 
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communication breakdown, but that does not mean it should be brought up or discussed in 
conjunction with a job search. 

When we hear negative statements such as this made by job seekers, the candidacy for the position is 
immediately tarnished. In the team-oriented workplace that exists in the United States today, 
companies seek candidates who can get along. Bad apples quickly find themselves culled out and 
recruiters will not send sour grapes candidates for interviews. 

When employers meet with job candidates the job seeker is often unaware that his/her effort to be 
honest he is coming across negatively. Some indicators that you may have a lurking bad attitude: 

• You talk more about the people you worked with than the work you did  
• You are focused more on what happened in the past than what you can do at the present or in 

the future for the target company  
• You brood about real or perceived slights or incidents that have happened to you in the past  
• You mention experience or education that you DON'T have first before pointing out what you 

DO have  
• You make excuses  
• You don't shoulder the blame; mistakes are always others' fault  
• You go into an interview expecting to fail  
• You have a history of job-hopping (job-hopping is a major red flag to employers that indicates 

an attitude or maturity problem!)  
• You are late or a no-show for an interview  
• You make no effort to find out about a company before you interview with them  

A bad, negative attitude is born from unforgiveness and resentment. The company for which he 
worked for 15 years lays off a man. He dedicated many long hours and extra effort to doing his job 
well, but when corporate profits fell, the ax fell and it fell on him. He is angry, hurt, and resentful. He 
harbors these feelings and takes them with him in the future. 

When he interviews for a new job, he makes the comment "I worked 15 years for ABC Company and 
they booted me and many others out with no notice and without so much as a 'thank you'. If I go to 
work for you now, how can I be sure that you won't do the same?" 

BOOM! A bad attitude has been born. His is angry and resentful at his old company. He has not 
forgiven. Does his unforgiveness have any effect at all on his old company? NO! The company is not 
affected by his bitterness. The company is more than likely completely unaware of him or others that 
were laid off. What ARE affected by his unforgiveness are his attitude and his future. He is sabotaging 
his quest to find a new job by harboring bitterness over the past. The past can't be changed, but the 
future can. This man needs to start focusing on the future. 

What can you do to right your attitude? Many things! 

IDENTIFY your attitude. Think about how you have been answering key interview questions such as 
"What did you dislike about that job?", "Why did you leave that position?" and "What are your 
weaknesses?" 

FORGIVE past wrongs done to you, whether by individuals or by corporations. You cannot control 
others but you can control your actions and responses. Make the decision to forgive them and remind 
yourself of that decision on a regular basis. Do you realize that forgiveness is a decision FIRST and a 
feeling SECOND? Soon, after making the decision to forgive, you will find you have received a 
measure of relief from your anger (the feeling) and will no longer be controlled by the past. Luke 17:32 
says, "Likewise, no one in the field should go back for anything. Remember Lot's wife!" Focus on the 
future. Do not focus on the past. Bad attitude is the lingering stench of the past. 



Empowering Job Seekers – A Ministry of The Hills – 2011 Curriculum – Updated 7-12-2011 15

CORRECT your thinking. The world does not revolve around you. Our society has become very 
selfish and "me-oriented". "What's in it for me?" is the catch phrase of our decade. Start thinking what 
you can offer others whether it is in skills that you bring to the table, time that you can give to make 
something a success, or support that you can offer someone in a time of need. 

BREAK THE HABIT of negativism. Keep count of how many times a day you make negative 
comments. You will be surprised. Negativity is a habit. Your grandmother was right when she said, "If 
you can't say something nice, don't say anything at all." Or as the Bible states it in James 1:19 
"Everyone should be quick to listen, slow to speak, and slow to become angry, for man's anger does 
not bring about the righteous life that God desires." And one of my favorites-James 3:6, "The tongue 
also is a fire, a world of evil among the parts of the body. It corrupts the whole person, sets the whole 
course of his life on fire, and is itself set on fire by hell." Pretty direct stuff, there, right? 

INVEST in your future. Plan your actions. Dedicate time and effort to finding your career path and job 
search. Pray for God to guide your steps. "Plans fail for lack of counsel, but with many advisers they 
succeed." Proverbs 15:22. And Proverbs 16:3 says "Commit to the Lord, whatever you do, and your 
plans will succeed." Another good verse is Proverbs 16:9 "In his heart, a man plans his course, but the 
Lord determines his steps." Seek counsel, pray, and plan! When you invest yourself in your future, you 
will find that there is no place in that investment for a bad attitude." 

SUMMARY THOUGHT: Pray, have faith, do whatever it takes to have a positive attitude whenever 
you are around recruiters, HR personnel, hiring managers or the unemployment office. You'd be 
surprised what God might send your way - but you have to be looking up to get it! 
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10 good ways to “Tell me about yourself” 

You know it’s coming. 

It’s the most feared question during any phone discussion, information interview or job interview:  

“Can you tell me about yourself?” 

Unfortunately, hiring managers and executive recruiters ask this question. Even if you’re not 
interviewing and you’re out networking in the community — you need to be ready to hear it and answer 
it at all times…and in a very memorable way. 

The medium is the message. The interviewer cares less about your answer to this question and more 
about the confidence, enthusiasm and passion with which you answer it. 

The speed of the response is the response. The biggest mistake you could make is pausing, stalling 
or fumbling at the onset of your answer, thus demonstrating a lack of self-awareness and self-esteem. 

Next time you’re faced with the dreaded, “Tell me about yourself…” question, and try these: 

1. “I can summarize who I am in three words.” Grabs their attention immediately. Demonstrates 
your ability to be concise, creative and compelling. 

2. “The quotation I live my life by is…” Proves that personal development is an essential part of 
your growth plan. Also shows your ability to motivate yourself. 

3. “My personal philosophy is…” Companies hire athletes – not shortstops. This line indicates your 
position as a thinker, not just an employee. 

4. “People who know me best say that I’m…” This response offers insight into your own level of 
self-awareness. 

5. “Well, I Googled myself this morning and here’s what I found…” Tech-savvy, fun, cool people 
would say this. Unexpected and memorable. 

6. “My passion is…” People don’t care what you do – people care who you are. And what you’re 
passionate about is who you are. Plus, passion unearths enthusiasm. 

7. “When I was seven years old, I always wanted to be…” An answer like this shows that you’ve 
been preparing for this job your whole life, not just the night before. 

8. “If Hollywood made a move about my life, it would be called…” Engaging, interesting and 
entertaining. 

9. “Can I show you, instead of tell you?” Then, pull something out of your pocket that represents 
who you are. Who could resist this answer? Who could forget this answer? 

10. “The compliment people give me most frequently is…” Almost like a testimonial, this response 
also indicates self-awareness and openness to feedback. 
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Keep in mind that these examples are just the opener. The secret is thinking how you will follow up 
each answer with relevant, interesting and concise explanations that make the already bored 
interviewer look up from his stale coffee and think, “Wow! That’s the best answer I’ve heard all day!” 

Ultimately it’s about answering quickly, it’s about speaking creatively and it’s about breaking people’s 
patterns.  

I understand your fear with such answers. Responses like these are risky, unexpected and 
unorthodox. And that’s exactly why they work. 

Otherwise you become (yet another) non-entity in the gray mass of blah, blah, blah. 

You’re hireable because of your answers. When people ask you to tell them about yourself, make 
them glad they asked. 
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Treat your job search more like a job 

Whether you're on salary or on the hunt, you need to manage your time and energy. 
Approach the latter with the same focused structure you'd give the former.  

You've probably heard it said: A job search is a job in itself. But are you treating it like one? 

When you're working in a traditional environment, your day might look something like this: You wake 
up with an alarm at a regular hour. After some coffee, you shower, don a professional-looking outfit 
and head out, timing your commute so you can start your day at 9 a.m. sharp. While at the office you 
have a regular routine, punctuated by collaboration with colleagues, phone calls, e-mails and the like 
— all in the name of meeting specific goals. At the end of the day, you turn off your computer, shut off 
your light, and head home to relax and spend time with friends and family. The next day, you do it all 
over again. 

Not everyone's job looks like this, and not every workday looks like another, but experts say your job 
search should look an awful lot like the aforementioned scenario. 

One of the most important things to do is also one of the most basic: Get up, get dressed and get 
going early. Starting your day with purpose is key to ensuring that the day will be productive. 

"First thing, and I'm not trying to be funny, is get dressed," said Bruce Hurwitz, president and CEO of 
Hurwitz Strategic Staffing, an executive recruiting agency. "Granted, you're not going to an office, but 
the desk where your computer is, is now your office. You've got to feel professional, so get dressed. 
You can't do it in your PJs — it won't work." 

Also important is dedicating space to your job search and optimizing that space for the task at 
hand.  

Hurwitz recommends making the area in which you conduct your job search as much like your old 
workplace as possible. "Atmospherics are very important," he said. "If you feel like you're at home and 
not working, then you're at home and you're not working. Do whatever you would do in your office. If 
you had a radio on for background noise in your office, turn on a radio. Don't change your work habits. 
Your work habits have to stay the same, whether you're employed or whether your work now is finding 
a job." 

In addition, goals and objectives are just as important in the job search as they are on the job. 
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For example, setting goals for the number of phone calls you will make and the number of resumes 
you will send out each day. 

And, just as you would be accountable to a manager for what you accomplish in the workplace, you 
need to be accountable to yourself for what you accomplish during your job search. 

Hurwitz recommends keeping a searchable log of all of your job-search activities: contacts with whom 
you spoke, which resumes you have sent out, what follow-up you have done, what cold calls you have 
made. Such a log will help in very pragmatic ways, such as avoiding duplication, but it will also help 
you spot trends and opportunities — kind of a customer relationship management (CRM) system where 
you are the customer. 

The 20-hour work week 

Career experts also note the importance of establishing set hours for your job search, both to make 
the process more effective and to maintain a healthy mindset. By not explicitly "shutting it off," your life 
can easily become consumed by the quest for work. 

While experts agree that applying workplace principles to the job search makes the process more 
productive, they say that 40 hours a week is too much to dedicate to scouring the Web, polishing your 
resume and making follow-up calls. 

"What used to take 40 hours can now be accomplished in 20," Porter said. "Being unemployed is 
stressful enough, and it's overkill to spend 8 hours a day dwelling on it." 

Porter recommends using some of the "other 20 hours" a week volunteering or focused on some other 
pursuit. In addition to the good you do for yourself by doing for others, volunteering can lead to 
networking and job leads, she said. Hurwitz advises job searchers to use part of their day keeping 
current by reading industry journals, taking classes and searching for relevant news articles and blogs. 

In the end, say experts, whether your week is filled with work or with looking for work, it's important to 
do one thing: Take the weekend off. 
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Don’t be the desperate job seeker 
 
You don’t have to take any job. You have options.  
 
By Dan Coughlin, TheLadders.com 

We’ve heard the comparison a thousand times: A job search is very much like the dating game. 

You never want to look desperate. You don’t want to come across as having low standards. You don’t 
want to come across as though you would go out with just anyone. 

You want to exude calm confidence. You want to come across as being genuinely interested in getting 
to know the other person but not ready to launch into a relationship until you get to know him or her 
better. You want to appear desirable and desired. 

Five ways to be desirable: 

No matter how badly you want a particular job, don’t think of it as a life-or-death situation. Consider it 
being open to going on a date with the other person. With that analogy in mind, here are five ideas on 
which to focus. 

1. Keep your options open 

Would you date someone if you were the only person interested in her? I doubt it. People want to go 
out with someone who is intriguing and who they feel they have to put in some effort to date. 

The key is to know in your mind that you have options – whether it is going back to school, taking a 
lesser paying job, etc. When you feel you don’t have options, you will come across as being desperate 
for any opportunity. 

2. Recall past successes 

Write down five of your past success stories. Answer these five questions for each job: 

• What was my goal?  
• What obstacles did I have to overcome to achieve the goal?  
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• How did I persevere through those obstacles?  
• What did it feel like when I achieved the goal?  
• What lessons did I learn from that experience that I can use in my next job?  

Be familiar with your past successes. You may be able subtly to inject them into a conversation with a 
decision-maker about the job you want. 

3. Relax 

Dating success or failure often comes down to non-verbal communication. A nervous laugh, talking 
excessively, or saying “I’m sorry” every 90 seconds can signal that you are unsure of yourself. 

Calmly listening sends the message that you are confident in yourself and you don’t have to fill up all 
the available quiet moments with endless chatter. 

4. Patience 

Demonstrating patience in the job search shows that you are in a position of strength and that you 
don’t have to accept anything immediately. By moving the process along patiently, you may very well 
motivate the other person to work harder. If you pressure the person to make a decision today, you 
may turn him away from you. 

5. Be fun to be around 

As a job candidate, be the type of person other people will want to work with. I’m not talking about 
having a beer or a glass of wine with the interviewer. I am talking about being willing to hear about the 
other person’s day. Relax, smile and be patient. 

These are very difficult and intense economic times. If you are not careful, you will walk into an 
interview situation with stress written all over your face. 

Instead, walk in with the attitude that you are merely looking forward to meeting a new friend. Be 
confident, calm, relaxed and ready to explore the possibility of moving to the next level in your 
relationship. 

Take it slow, have fun and know you’re in a position of strength because you don’t have to take this 
job. You have options. You have confidence. You have past successes. And you know you will be 
patient until you get the opportunity you are looking for. 
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How your relatives and friends can help you…and you help them 

Do you find yourself feeling like you have the word "UNEMPLOYED" tattooed on your forehead, or 
think there are designated “unemployed” seating sections at church?   

The reality is no. These negative labels only exist in your mind. 

In most cases, your relatives and friends do not know exactly how to react to your job loss – good or 
bad. On the other hand, they do determine how to react based on your attitude and confidence level. 

People who find themselves out of work sometimes discover that the very friends and relatives who 
they thought would help them out the most ended up helping them out the least. Yet, complete 
strangers, out of the goodness of their hearts, seem to bend over backwards to assist you.  

Your friends and relatives need reassurance that you have a plan in hand to regain employment. So 
do not disappoint, tell your family and friends that you have a 90 day plan to re-employment. Show 
them the week-at-a-view calendar for calls, visits and thank you cards (attached). Inspire yourself by 
inspiring those around you who love you. 

Realize upfront that when you invite assistance, you sometimes invite probing into your affairs and 
some unwanted advice, so recognize and appreciate your relatives and friends true desire to help you.  

Encourage your relatives and friends to focus on assisting you by providing job leads, encouragement, 
humor and fellowship. You'll also learn very quickly who your true friends are and who your "work 
acquaintances" were. This process can sometimes be a painful lesson in reality.  

Don’t disappoint your friends and relatives who love you and want to be a part of your plan for re-
employment.  Estimate what your gasoline, postage, printing and thank you cards will cost per week 
and then ask them to be individually responsible for a selection of these expenses on a weekly or 
monthly basis. Everyone loves a person with a plan. Empower them! 

 
 
 
 
 

   UUUNNNEEEMMMPPPLLLOOOYYYEEEDDD   
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Tell your family: We can get through this together! 
 
By Dr. Phil McGraw 
 
According to a recent survey by the American Psychological Association, eight out of 10 Americans 
say that the steep decline in the economy has become a major source of stress in their lives. That 
stress goes far beyond family finances. At every level of society, people are overwhelmed with fear, 
anxiety, depression, and shame. The collateral damage from the economic breakdown is a breakdown 
in our self-confidence and self-worth.  
 
Indeed, many people have told me they are so intimidated by the scope of the challenges they face 
that they have no plan in place to deal with their difficulties and get themselves going again. Losing 
money, jobs, and houses is one thing. But because they don't know how to cope, they are also losing 
the relationships they most care about.  
 
I believe that it is possible to maintain a sense of calm in the midst of this storm. You can stay 
emotionally healthy no matter how sick the economy gets. In the end, you can choose how to handle 
the way this crisis affects you and your family. In fact, it may even make you stronger. Let's talk about 
how.  
 
Forgive yourself. First, you must remember that you aren't suddenly stupid or inept because you have 
financial problems. You got caught in a "perfect storm" of conditions, most of which were beyond your 
control. You still have the same ability and talent you did before your business failed or you were laid 
off or your mortgage escalated out of range.  
 
You're not alone. One of the biggest mistakes is to withdraw into an emotional cocoon, stewing with 
resentment at your unexpected misfortune. Such a withdrawal should be a warning sign that shame 
and guilt are controlling you. If you need help, ask for it. Reach out to friends, extended family, church 
members, and others. An unexpected benefit that came out of the Depression was that neighbors 
bonded and helped one another in all sorts of ways. That's exactly what can happen now.  
 
Focus on the present. You may feel an almost inconsolable grief at having invested so much of your 
life in your work, only to see it fall apart. Maybe you wish you could have a "redo." But this is the time 
to live in the here and now and put the past in the past. There's just no time for playing the victim.  
 
Make the hard decisions. My father used to say, "Spend 5% of your time deciding if you got a good or 
bad deal and 95% of your time deciding what you're going to do about it." That's especially true when 
big-time money problems hit. You have to think with verbs in your sentences and do whatever it takes 
to keep you and your family afloat.  
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There is nothing--and I mean nothing--that you shouldn't consider when you're in survival mode. 
You've got to be ready to give up your nice car, your vacations, your child's designer jeans, and, yes, 
even your house. Reordering priorities also applies when it comes to finding a job. I've listened 
countless times to people tell me that, despite their attempts to find work, they can't find anything 
commensurate with their skills. Come on now. If you're out of work and need money, you've got to get 
the best available job as soon as you can, even if it's not what you hoped for.  
   
The silver lining. Now let's play "What If?" for a moment. What if this financial crisis we're all facing is 
not all bad? What if it's like a forest fire, which consumes whatever is in its path but also sets off the 
beginning of something new--a rebirth?  
 
Let's focus on that rebirth. The question is whether you will seize the opportunity to use this 
experience to improve your life, your family bonds, and your feeling of self-worth. Will you get the right 
attitude? Because that's what all this is about: attitude.  
 
Are we going to have to live smaller? Yes. But if we're honest with ourselves, we never really needed 
a life where we were living large. We didn't need those huge, gas-guzzling SUVs that were poisoning 
our environment. We didn't need to "attack" the mall to get our acquisition "fix" every day. We didn't 
need to buy a house we knew we couldn't afford. That in itself caused stress and conflict. Maybe we 
should be thankful that we're being forced to stop the madness. Along with the economy getting a 
cleansing, we too get a chance to fix our values.  
 
Coping as a family. Financial pressures are among the top complaints cited when divorces are filed. 
What happens, of course, is that couples get wrung out from all their money problems and turn their 
fears and frustration on each other: "How did you get us in this position?" "Can't you find a better job?" 
"Are you crazy, spending so much on clothes for yourself?" "Why did I ever think I was going to be 
happy married to someone like you?"  
 
But by venting at your partner, you're jeopardizing what can be your greatest anchor in times of crisis--
the love of a spouse and family.  
 
What if, instead of turning your anger on your partner, you looked at your own fears? What if you 
resolved to put your relationship on a level above blame and vindictiveness? You could just as easily 
turn to your spouse and say, "Honey, we can get through this together. We can come up with a plan. 
Even if we have to give up most of what we worked for, we can always start over."  
 
In fact, if you recognize that it is financial pressure rather than your spouse that has you on edge, this 
crisis can be glue that welds you together rather than a wedge that drives you apart. 
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Google your way to a new job! 
 
 
Learn how to use Google Maps as the foundation  
for a network you never before dreamed of achieving.  
 
You will learn how to: 
 

1. Establish mentors inside any company you desire employment! 
2. Find the hidden hiring managers within those companies!  
3. Find the good hidden jobs that are rarely if ever advertised! 
4. And, give you the opportunity to sell yourself for a position that may not even exist! 
 

First: 
Three quick questions regarding your current re-employment efforts:  
 

1. How many mentors have you made to-date inside the companies you seek employment? 
2. How many of these same companies do you know the name of the hiring manager? 
3. How many of these mentors and hiring managers have you met personally? 

 
By executing this Google Map method of networking you will far exceed any 
accomplishments in your search to-date by being able to: 
 

1. Learn of the employers within determined zip codes around your home. 
2. Instantly preview company web sites to determine your interest in the companies. 
3. Instantly scan a company’s career section to learn of any current job openings. 
4. In the mornings call the company phone numbers while still online and ask for the department 

you desire employment -- immediately establishing a mentor. You do not care who answers 
the phone in the department you seek -- be it a two week temp or the hiring manager -- since 
you have only two quick questions. 

5. Ask your question #1: After your quick introduction ask: Are you aware of any current or future 
job openings? 

6. Ask your question #2: What is the name of their department’s hiring manager? If your mentor 
tries to send you to the HR department, kindly stop them and state that you would prefer to 
deliver your resume directly to the hiring manager. 

7. Then thank your new mentor for their time and tell them that you are sending them a thank you 
card. Send each mentor a thank you card, stating inside how great they were to share their 
time in speaking with you, how you are the perfect new employee they need (insert position 
here) and how you look forward to meeting them one day soon.  

8. Within two days of your call with each new mentor, you will arrive at the company’s lobby after 
the lunch hour and ask to meet the mentor in their lobby. State to the receptionist, and mentor, 
that you have an “envelope” (resume and cover letter inside) for them. Remind them of your 
call two days earlier and of the thank you card that should have arrived earlier that morning. 
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9. Bearing Tootsie Pops or similar treats you will hand deliver the envelope to the mentor; or 
leave it for them in case they do not have time to see you. Note that you are hand delivering 
an “envelope”, not your resume and cover letter, or otherwise will be directed to the HR 
department (the black hole).  

10. In your customized cover letter you will state to the hiring manager your plan to call him/her 
within two working days for a chance to share your skills desire to work for them in an 
informational meeting over coffee. 

11. As promised: In two days call the hiring manager to set up an appointment.  
12. Regardless if there is or is not an open position, your objective is to get in front of the hiring 

manager to impress him/her that they need you and your skills. If there is no position available 
at that time, your job is to help them create one for you. Since a typical company averages an 
annual 20% turn-over rate, do they have some impeding retirements or are their any current 
underperformers. Be patient since turn-over is in your favor. 

 
Impressive results you never thought achievable! 
 

1. If you only call and only reach 10 mentors a day, you will have established within 90 days over 
600 mentors. Think of the numbers if you reached 20 mentors a day! 

2. You will meet most of those 600 mentors when you hand deliver your cover letter and resume 
two days later. The mentors then hand-delivering your envelope to their hiring manager. 

3. You will have hand-delivered over 600 custom cover letters and resumes to the attention of 
over 600 hiring managers; hiring executives that now personally know of you and your desire 
to work for them. 

4. You will then reach many of the 600 hiring managers when you call them back within two days 
to request an informational meeting as promised in your cover letter. 

 
Get started today on your Google Map search! 
 
Go to the “Google” search page and select “Maps” located on the top left corner. The page should 
look like the screen shot below. ▼ 
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Within the Google map address search box, type in the desired zip code, leave one space, and then 
type in the word “corporation”. Hit the enter button to see the results of your search. ▼ 
 

 
 
In this search of “76180 corporation” there are over 291,000 results in just this one zip code search. 
Now begin reviewing each of the companies listed on the left side column. Their locations are also 
pin-pointed on the map on the same screen shot. For an example, we selected one of the first 
companies listed called lab Corporation by clicking on the underlined “more info” that is in blue and 
underlined, located to the right of the company name. ▼ 
 

 
 
 



Empowering Job Seekers – A Ministry of The Hills – 2011 Curriculum – Updated 7-12-2011 28

This page not only lists the address, phone number and various related links to the company, but 
most importantly, it had a link to their corporate web site address. ▼ 
 

 
 
 
 
You are now able to click on the company’s web site link to review the company’s offering in order to 
better determine what they make and if they would be a good fit for you. You can review their history, 
corporate statements, product/service offerings, press releases and career job postings. Select the 
tab that takes you to their career section.▼ 
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You are now ready to pick up the phone and establish a mentor in each company. 

Simply call the company’s main phone number listed on the web site and ask to be transferred to your 
desire department. Once transferred, whoever answers the phone is your new mentor – whether it is 
a temp or the hiring manager. Simply introduce yourself as one of the unemployed today, indicate 
your desire to work for the company and ask if they would be so kind as to answer two quick 
questions for you. It is important that you be keenly aware of their circumstances and if the timing is 
good. If so, then ask your two questions: (1) Are their any current or future job openings in their 
department? And, (2) What is the name of their hiring manager? 

Immediately thank them for their time and tell them that you are going to send them a thank you card. 
Their attention level and attitude will immediately rise once they hear you are going to send them a 
thank you card. Be sure to obtain the correct spelling of their name, any mail stop codes, etc. and 
then say good bye. Please be sure to follow all the procedures listed earlier in this article. 

You are now on your way to further impressing your new mentor, in meeting and impressing their 
receptionist in two days, and then meeting and impressing their hiring manager two work days later.  

Without leaving your original zip code search, you can now easily repeat this process on every 
company listed in your zip code searches; making all your notes on a writing tablet for future 
reference.▼ 

 
 
The benefits of using this Google Map search technique are this simple:  
 

- The number of people you reach equals that many mentors who now know of you.  
- The number of cover letters and resumes you deliver to hiring managers equals that many 

who now know you exist and desire employment.  
- The number of hiring managers that receive your follow-up call to learn of your skills and 

desire to work for them equals that many more potential face-to-face informational meetings or 
interviews.  

- And the more face-to-face informational meetings or interviews you establish equals to that 
many potential opportunities to hear the words “I like you…you’re hired!” 
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Get connected with informational interviews 

You will never walk away from an informational interview empty-handed.  

Every informational interview educates your guest on things they never knew about you – thus bringing 
you one more step closer to re-employment by their being impressed with you and now their desire to 
help you.  

Since informational interviews are easy "wins" for most job hunters, we believe these meetings are 
more than worth the time and energy you put into them. After all, you can't make too many friends in 
the working world or garner too many champions / mentors.  

If your job search feels "stuck," you never have to sit back and wait for the phone to ring. You always 
have the option of arranging an informational interview and talking to another professional that can 
give you new insights and perspective – and new job leads.  

While informational interviews can typically account for a good percent of your working time while 
you're seeking reemployment, there's no "right" number of informational interviews for every job 
seeker. Some people garner all the benefits they seek after just three or four meetings. Others will 
need to continue the networking process over a period of months by conducting dozens of 
informational interviews.  

Even if you know only a handful of potential business contacts at the outset, don't worry; it only takes 
two or three good informational interviews to propel you into the networking process. Contacts beget 
contacts. In fact, most people find that as they move closer to a job offer, the informational 
interviewing process speeds up. They find themselves meeting with a greater number of decision-
makers in a shorter time frame because, suddenly, they're "in the loop." And that, in a nutshell, is what 
informational interviews are all about.  

The world is filled with professionals who remember how hard it was to get a foot in the door at their 
companies or to establish a career in their industries. Such people are often especially amenable to 
the idea of supporting others in their re-employment efforts. And nearly every professional feels 
flattered and inclined to help when job seekers turn to him or her for advice – but NEVER to be asked 
directly for money or for a job.  

◄ This is you! You are making a 
great impression on a person of 
influence -- sharing your skill sets, 
yet not asking them for a job. 
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Of course, busy professionals don't always have the time to meet with everybody who requests an 
informational interview. Most working people grant informational interviews first - and often exclusively 
- to job seekers who they know or who are referred to them by mutual acquaintances.  

How to Begin 

Choose successful and highly regarded people in your church or community for your informational 
interview candidates.  

We suggest you select people who know you well and whom you can trust. You're likely to feel 
awkward and fumble your way through your first round of informational interviews, and it's easiest - 
and safest - to make your mistakes early on in the process with people who will be empathetic and 
provide helpful, positive feedback. Once you've polished your informational interviewing skills, there's 
no limit to how extensive your network can become.  

Landing an Informational Interview 

Although it's generally possible to garner an informational interview once you have a referral, you still 
have to do the legwork. You should be able to set up informational interviews with your primary 
contacts easily enough - perhaps all you'll have to do is pick up the phone and request a face-to-face 
meeting.  

However, once your network extends beyond people who already know you, and you're soliciting 
"secondary contacts," you'll have to switch to a more formal approach: the written pitch and verbal 
follow-up combination. Your written pitch should include a cover letter that lets the reader know 
exactly who referred you to them and that you'll be calling to set up an informational interview.  

Important Timing Tips  
 
Some days are better than others for contacting people up by telephone. In our experience:  

• Tuesday, Wednesday and Thursday are the best days of the week for making follow-up calls.  
• Monday is OK, but it tends to be a tough day to reach people because many of them are in 

meetings or struggling to get back into the workday routine.  
• Tuesday is typically the heaviest mail days.  
• On Friday, people are usually in a rush to wind up their work so they can begin their weekends. 

On the other hand, Friday’s tend to be more relaxed and thus a good time to call, depending 
on the office environment. 

• Wednesday and Thursday tend to be the most business-as-usual days of the week, and thus 
good days for phone calls.  

The most important timing technique you have at your disposal is to follow up by phone or email 
exactly when you said you stated or agreed. Even if you don't get the contact to come to the phone on 
your first try, you have demonstrated your reliability and increased your chances of a positive 
response.  
 
When They Don't Respond 
 
If you don't hear back soon from the potential contact after you've called for the first time, don't 
despair. He or she might be out of town or overwhelmed by work. Your phone message (or perhaps 
your original letter) may have been misplaced or garbled, so go about your business and call again at 
a later time.  
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Setting up a Meeting 
  
When you finally engage your contact on the phone, your goal is to arrange an in-person meeting. 
Reiterate the promise that you made in your cover letter: you'll only need twenty minutes of the 
person's time. Still, that's a big chunk of time out of someone's day, so be sensitive to the potential 
contact's needs. If he or she is particularly busy, suggest that you meet before or after business hours. 
80 to 90 percent of informational interviews are conducted either during lunch, or before and after 
business hours.  

There's only one point on which you shouldn't waiver; you want to conduct the informational interview 
in person rather than by phone for a few of reasons.  

• First of all, you want to observe your contact so you can communicate effectively. What 
someone says and what his or her body language tells you may be two different things.  

• Secondly, an informational interview is in a sense a dress rehearsal for a job interview. You'll 
want your networking contact's feedback on how well you present yourself during the meeting 
and you can only get that feedback from an in-person meeting.  

• This is your time to shine and impress with your personality and sharing of skill sets. If done 
well, you will invite questions from them. Being asked a question(s) is always a great sign you 
have their attention or they are impressed enough to go forward in learning more of you. 

At the Meeting 
  
Although the dynamics of an informational interview are different than a job interview, there are many 
basic rules that apply to both.  

• Be on time (which actually means be ten or fifteen minutes early) and dress formally, as 
though you were trying to convince someone to hire you.  

• Come prepared with a notebook and pen, and have handy your own copy of the questions you 
mailed in advance to your contact.  

Your primary goal in an informational interview is to establish a rapport with the other person, and to 
make a friend who will want you to succeed in your job search. You also want a decision-maker's 
perspective on how you fit into the "big picture."  

Be willing to listen to and learn from what the professional has to say, even if it isn't what you had 
hoped to hear. Use the questions you've brought with you to launch your conversation. These might 
include:  

• How did you get started in your job / position / industry?  
• What do you like best and least about the industry?  
• In your mind, what qualifications are required to be successful in your industry?  
• What do you feel are my skills strengths and weaknesses?  

No matter how carefully you've fashioned your questions, you'll want to "go with the flow" to some 
extent. If your contact goes off on a tangent because one of your questions especially interests him or 
her, enjoy the opportunity to travel down the new path and glean the additional information. Every 
informational interview is unique, and you can maximize the potential of each by staying receptive to 
the contact's interests and conversational preferences.  
 
Remember, too, that you might have some information that would be valuable to your contact. 
Although you're there to learn from your interviewer, you may have the opportunity to share valuable 
information with your interviewer. Take advantage of it.  
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Saying Goodbye 
 
If you've established a rapport with your interviewer and kept the conversation flowing, time will pass 
quickly. So keep an eye on the clock, and always let the contact know when twenty minutes are about 
to expire. We have found that often the conversation is just getting started after twenty minutes. The 
contact might invite you to stay a bit longer. If twenty minutes is all the time you allowed then that 
should still be long enough to ask your questions and accomplish your two final goals.  

• Your first goal is to establish rapport and ask for feedback on your presentation.  
• Your second goal is to express your skills and what types of job you feel qualified to excel.  
• Your third goal is to walk away with the names of professionals that the interviewer feels 

comfortable referring you to for additional informational interviews – or job interviews.  

If your interviewer is undecided about whom they should refer to you, ask whether you can check back 
with them in a few days for their thoughts. 
 
Remember the Golden Rules of Informational Interviews:  

• NEVER ask them for a job.  
• If you prepared and thus impressed, you will come away with either an offer to come in for an 

interview in their company, or they will refer you to people they know that can possibly use 
your skills. 

• Follow Through. As soon as possible after your meeting, jot down notes that will help you 
remember what you've discussed. That night, write them a short thank-you note.  
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Networking resources: CareerDFW.org, LinkedIn and more 
 
In addition to all the great tools offered on this web site, you must first go to the “Groups” section of 
CareerDFW.org and select the Google Map that will show you all the area ministries and networking 
groups. Position your mouse curser over the desired flags to read more of each group. For example, 
be sure to join the Southlake Focus Group and the North Fort Worth Career Search Network. 
 
Join LinkedIn.com and get your important profile started.  LinkedIn has over 75 million members in 
over 200 countries. A new member joins LinkedIn approximately every second, and about half of our 
members are outside the U.S. Executives from all Fortune 500 companies are LinkedIn members. 
 Also be sure to join our LinkedIn group called Empowering Job Seekers. 

Get set-up and visit your local branch of the Texas Workforce Solutions (called Workforce Solutions of 
Tarrant County).  They will not only help you with your resume and job searching, but they will also do 
follow-up work for you with hiring companies. 

Review your resume and consider making some of the changes suggested by Resume Psychology 
guru, Dirk Spencer.  Work on making your resume pass successfully through machine screens as well 
as make it more useful to recruiters by focusing it on your desired position, using the right words at the 
right time, and keeping the format simple.  We’re working with Dirk to provide us some documentation 
that we can post here on our website.  Until then, request to join his Resume Psychology Group on 
LinkedIn.com for more info.  You can also contact him at DirkPMP@yahoo.com.  When you request to 
join his group, include how you learned about it and your full name and contact information on the 
request. 

Spend no more than thirty minutes a day looking for job postings online – for example in sites like 
www.search4uinc.com, www.CareerDFW.org, www.indeed,com and www.Craigslist.com. 
 
Remember, networking is a key element to your re-employment success.  
 
The hiring process does not really start until you are sitting across the table from the hiring manager, 
so make this your number one goal in all of your job search activities each and every day! 
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The power of the Thank You card! 

When was the last time you received a thank you card at work?   

People rarely throw away a personally written thank you card -- especially if it contains specific praise 
of them.  On the other hand, people do throw away resumes and resume cover letters – by the 
thousands!   

Once your mentor receives your thank you card, he/she will probably run to the coffee bar to show it 
off.  They may also take it to the weekly staff meeting to let other people know of your seeking a 
position – but they are really showing off how wonderful a person they were to have received a thank 
you card.   

Then after posted the card on their cubical wall for several weeks, they will probably find a special 
resting place in the top drawer of their desk or a personal file folder, but it typically will never be thrown 
away.   

Bottom line:  People never, if rarely, ever throw away a thank you card that both praises them and 
asks them to keep you in mind.   

Your new mentor in the company now has your contact information, will not throw the card away, and 
will probably not forget you when they hear of a position opening up internally.  
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You now have a person inside the company as a mentor looking out for you!   

In the thank you card, write only three short sentences on the bottom inside section of the card, like 
this: 

 

Dear Mr. / Ms. Mentor.   

Thank you for taking your busy time to answer my two questions today! 

Please keep me in mind for your next administrative position opening that  
can benefit from my proven money-saving skills in organization and positive  
can-do attitude! 
 
I really appreciated your kindness and look forward to meeting you one day  
very soon! 

Sincerely, Bob Brown 

1234 Brown Street, Fort Worth, TX 76180. 817-222-8876. bob.brown@gmail.com 

 

 

Be sure to thank them for their time and kindness in the first sentence, explaining how helpful and 
courteous they were to you.  In the second sentence, remind them of the position you are seeking or 
of your skill sets.  In the final third sentence, tell them that you look forward to meeting them once day 
soon.  What they do not know at this time is that you will indeed be visiting them in two days   

After your signature, print in one small single line your contact information – address, home phone, 
cellular phone and email address. You want everything in that same inside bottom section of the thank 
you card.  You want this because that way they can easily show it to others, bend the card backwards 
and keep it on their desk, or more easily pin it on their cubical wall. 
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12-step program to cope with your job loss 
 
Step 1 - Secure your unemployment claim. 
File a claim for unemployment insurance online through the Texas Workforce Commission     
(www.texasworkforce.org) on the first business day after you lose your job. 
www.paymentrequest.texasworkforce.org or call the Fort Worth office at 817-420-1600, Monday 
through Friday, 8 a.m. to 5 p.m. There are seven offices that cover Tarrant County and one office that 
covers employers in the Alliance area (located at 13825 Aviator Way). Then also register for work 
search and look for a job at www.WorkinTexas.com. 
For the latest rules on COBRA, go to www.dol.gov/ebsa/COBRA.html. 
 
Step 2 - Take the time to recover. 
Unemployment is one of the most stressful events you will ever go through. You’re likely to experience 
a variety of emotions ranging from guilt and sadness to anger and depression. The important thing to 
keep in mind is that your feelings are normal and that you need to give yourself the proper time to 
work through them. Strengthen your relationship with the Lord. 
 
Step 3 - Draft a budget.  
Go through your checkbook register or your debit card receipts. Determine how and where you spend 
your money. Find ways to cut all unnecessary expenses. Get a part-time job to pay small bills. If you 
need assistance in aging resources, child care, counseling, food, clothing, health services, housing or 
transportation, please call locally 211 or 817-258-8100 or go to www.tarrantcounty211.org  -- this is a 
program of the United Way and the Texas Health and Human Services Commission. 
 
Step 4 - Assemble a killer resume. 
Writing a good resume takes time. Spend as much time as necessary putting together a resume that 
accurately describes your qualifications and achievements. Consider a 'skills-based' resume which 
may be best to sell your skills and talents.  Skills-based resumes are especially useful for those 
considering a career change or those with less traditional employment histories, as they focus on your 
qualifications, achievements, skills and talents rather than your past positions. 
 
Step 5 - Draft a smashing cover letter. 
Although each and every cover letter you write must be customized for the company to which it is 
being sent, it doesn’t hurt to have several well-written paragraphs ready and waiting. You can 
customize this draft in the weeks to come when applying to each prospective employer. 
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Step 6 - Network, network, network. 
Knowing someone on the inside or getting your foot in the door is key. A good place to start 
networking is with your former co-workers, friends at church and family members. Ask them if they 
know of any opportunities in your field or if they know of anyone who may have an opening in the 
industry in which you are interested. Also practice “information interviews” taught by EJS.  There are 
also many other job networking and educational ministries located here in the Metroplex that you can 
attend besides Empowering Job Seekers. Simple go to www.careerDFW.org and click on “Groups” 
located on the top header. 
 
Step 7 - Buy a great interview outfit. 
During a job search, first impressions are critical. Make sure you have at least one interview suit ready 
to go so that you are prepared when you receive an invitation to interview. Although most companies 
have business casual dress codes, casual dress is never appropriate on a job interview.  
 
Step 8 - Practice your interview skills. 
Experts suggest that job seekers spend at least three hours preparing for each interview. You should 
research the company with which you are interviewing and the industry in which it operates. You also 
should draft concise answers to the most commonly asked interview questions such as why you want 
to work for the company and what you can do for the company. To demonstrate your interest in the 
position, you also should plan to ask the interviewer several questions of your own such as the skills 
the ideal candidate will possess and how a typical day looks in the job. 
 
Step 9 - Keep a schedule. 
Looking for a job is a full-time job. Make sure your friends and family know that you have a re-
employment plan, are working the plan, and are thus off-limits between 9 a.m. and 5 p.m. each work 
day. 
 
Step 10 - Enhance or update your skills to boost your self-esteem. 
Look for ways to expand your skill sets while you have the time to do so. Is there a computer program 
you’ve always wanted to learn and never had the time?  
 
Step 11 - Take time for fun. 
After 5 p.m., your time belongs to you. It’s more important than ever that you let off steam by 
participating in activities you enjoy. Take a jog, visit a museum, accept a babysitting job or rent some 
movies. Do what you enjoy . . . you’ve earned it. 
 
Step 12 - Stay connected. 
One of the worst things you can do after leaving a job is to isolate yourself. Accept invitations from 
friends, church members and family members to go out. Invite your friends over to watch movies or to 
exercise together. The key is staying in circulation and staying positive through interaction with people 
at home, your neighborhood and at church. 
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Job search methods that waste your time and money 
 
by Caroline M.L. Potter, Yahoo! HotJobs 
  
Time is money -- whether you've got a job or not. While it may be tempting to chase down every 
possibility when you're searching for work, don't. Many can lead you down a blind alley -- where you 
may lose the contents of your wallet.  
  
A focused search using tried and true methods, especially networking, will lead to your next job, not 
tactics that smack of desperation. 
  
Avoid these five job-hunting "don'ts" that will yield the poorest of results, according to leading 
workplace advisor Liz Ryan.  
  
1. Spray and pray.  
Don't blindly send your resume unsolicited, electronically or otherwise, to any company without first 
making contact. Says Ryan, founder of AskLizRyan.com, "Tossing out un-customized cover letters 
and undifferentiated resumes in huge volumes and crossing your fingers is a job-search non-starter. 
That doesn't work, and it hasn't worked in 10 years, or more." Establish a connection before sending a 
customized cover letter and, adds Ryan, "You can even customize your resume if a job opening calls 
for it." 
  
2. Stand in line for a job fair.  
Admits Ryan, "Sad to say, but most job fairs are a waste of time. Avoid the huge cattle call-type job 
fairs where zillions of employers have booths, yet no one is taking resumes." There are some job fairs 
that have value. Ryan, a former human resources executive, points to company-specific open hours 
and college placement job fairs. Tap your network to learn if anyone can recommend worthwhile fairs. 
"Ask around before you head off to a job fair or risk having your time wasted and your ego dashed." 
  
3. Earn certifications nobody wants.  
It's common to feel less-than-confident in your skills if you're having a hard time finding work, but don't 
rush out to spend money on any additional training unless you're certain it will yield improved results. 
Ryan reveals, "Before you sign up for a certification training program, check the job boards to make 
sure that employers are asking for it. There's no sense investing time and money in a certification no 
one wants."  
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If you're getting the hard-sell from an educational institution, Ryan says, "Ask the people at the school 
that's doing the certifying, 'Which local employers have hired your graduates in the past year?' If they 
can't tell you, run away." 
  
4. Pay a headhunter.  
Don't dole out money to any kind of recruiter or sign a contract agreeing to do so. "Real headhunters, 
also known as search consultants or third-party recruiters, won't take your money. They get paid by 
employers to fill open jobs." In Texas, it's illegal for a recruiter/headhunter to collect money from 
candidates. Career counselors, coaches or resume writers may charge for their time because they are 
not promising a job. 
  
5. Sign up with a resume fax-blast service.  
This old-school -- and desperate -- tactic is a total turn-off to potential employers and smacks of spam. 
Ryan says, "Services that send out hundreds or thousands of your resumes might have been 
worthwhile 20 years ago. Today, they're worse than pointless, because it irks employers to get 
unsolicited resumes. Forget the fax-blast services and do your own careful research to reach decision-
makers with messages they actually want to hear." 

 
6. Job Sites Gone Wild! 
 
Just when you think you have exhausted all the ways to get a job, here comes a new job site where 
you can pay and bid for an interview!  Times get tough and innovation blooms.  But paying a company 
for an interview?  Really! 
 
Haven’t job candidates had enough?  The ultimate is websites where the only form of contact is 
through an email.  No way to trace a phone number and speak with a human yet the site offers to 
store and share candidates’ resumes.  This makes us suspicious that websites are owned by 
recruiting firms looking to acquire free resume databases. 
 
No doubt innovation for the fast bucks is accelerating new job sites. We discovered a site charging a 
$5 fee just to view a single job.  Some candidates are spending $30 plus per month for resume 
exposure and access to an exclusive database for job postings.   
 
Job candidates think time and expenses of job search have gotten out of hand, so do employers and 
recruiters.  In a recent Wall Street Journal an article was titled, “Recruiters Use Search Engines to 
Lure Job Hunters Cash-Strapped Companies Save with Search Ads, Scale Back on Rival Media like 
Job Boards and Newspapers”.  Employers just like job candidates are seeking new Internet tools for 
hiring. In order to save job boards fees which can be $10K for one user access to resume databases 
and $500 per job posting, employers are using the “free” social networking sites. 
 
The digital electronic job search is turning candidates into indentured servants of the computer. No 
rest for the weary.  Computer busy work is researching job boards, on line applications, creating 
profiles on social networks, twittering, Yahoo! groups and on and on.  Candidates spend more hours 
per day working job related web sites than they did on their daily permanent employment.  
 
Does all this digital electronic searching work?  Not according to the statistics.  Less than 5% of job 
candidates actually reap a job from job boards.  Less than 15% of jobs are advertised. Finally, 90% of 
managers actually hire through some form of their own connections.  An unofficial poll by EJS has 
found that normally after 90 days job candidates realize that their electronic searches do not pay off. 
 
What actually works?  Statistics show that up to 85% of employment opportunities occur when 
humans actually connect.  In the end, digital electronic connections don’t hire, people do. 
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Earning extra money while you're looking for full time employment. 
 
Taking temporary office jobs or doing temp work can help you get out of the unemployment slump 
by you:  
 
- Earning money for your bills. 
- Feeling a sense of security. 
- Meeting new people by establishing mentors and meeting hiring managers.  
- Creating a structure for your day. 
- Giving your self a sense of purpose. 
- And, opening new doors to full time job opportunities.  
 
It's easier to job hunt while you're working temporarily. Even if you're overqualified for temp work, 
earning extra money may give you the boost you need to continue your job hunt. Temporary office 
work can help you network, learn different skills, or give you a difference perspective on your 
career.  
 
Most importantly, temp work will help you pay the bills, which will make you feel better about life in 
general and yourself in particular. Looking for work is easier when you feel good about who you 
are. 
 
To find a good temporary position with a good employer: Most employers of any size have a 
staffing agency of record that they do not mind sharing with you.  Simply contact the HR 
department and ask them for their staffing company of record contact information. Note: This is the 
only time that Empowering Job Seekers encourages you to contact the HR department (humor). 
As you know, to gain a good full time position we teach you to bypass the HR department, and 
instead to go directly to the department you seek employment, establishing a mentor, and being 
introduced to their hiring manager. For temporary work, do go to the HR department for their 
staffing agency contact information. 
 
You can find the area employers to contact by using the links below, or by “Google’ing” companies 
on the “map” setting by zip code in the desired geographical areas of town (i.e. Go to Google maps 
and type in “76180 companies”). This “Google Map” technique is taught in detail inside his 
curriculum. 
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May God bless you and carry you in your search for re-employment 
until we meet again for our Third Tuesday session this month!  
 
 

 
 
 
Empowering Job Seekers consists of two different topic-specific sessions: 
 
-- 1st Tuesday of each month: How to find the hidden jobs that are never advertised. 
-- 3rd Tuesday of each month: Proven tips on how to make the best impression in your resume, 
cover letters, interviewing, and much more.  
 
Each session is held in The Hills Church of Christ (NRH Campus), 6300 NE Loop 820, North 
Richland Hills, TX, in room 207, from 7 p.m. to 9 p.m. -- except on holidays. 817-581-3303 
 

 
The Hills Ministry 
 
Contacts:  

o David Newhouse – davidnewhouse@att.net 
o Jerry Ralls – jerry.ralls@gmail.com  (For resume reviews) 
o Rob Karov – rskarov@yahoo.com  

 
o Visit our web site: http://www.thehills.org/index.cfm/PageID/1425/index.html 

 
o Join our Yahoo! Group: http://finance.groups.yahoo.com/group/EmpoweringJobSeekers/ 

 
o Join us on LinkedIn “Groups” under “Empowering Job Seekers” 
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o  
 

“I Have A Plan!” Re-Employment Contract Agreement 
 

1. I have completed the Empowering Job Seekers seminar and now have a realistic 90 day plan 
to job recovery.  Starting tomorrow morning, I will begin using the tools I have learned to most 
effectively and efficiently regain my employment – tools that utilize common courtesy, common 
sense and positive human behavior triggers. 

2. I know that I may be suffering for a short time, but after this time God will make everything 
right.  He will make me strong.  He will support me.  He will keep me from failing if I will work 
hard.  I Peter 5:10 

3. I will draw my family, friends and the Lord closer instead of distancing myself. I will seek my 
family’s support and empower them as well by sharing and making them a part of my exciting 
plan. John 15:12 & Proverbs 15:22 

4. I will immediately seek the counsel from respected business people I know using the 
“informational interview” techniques taught me.  I will never ask them for a job, just their 
advice.  Ecclesiastes 4:10, Hebrews 10:24-25 and Proverbs 19:20, 13:18 and 16:16 

5. I will use the “prospective employer mentor development” techniques I learned since it is 
proven to be the most effective tool in re-employment. I will develop new mentors each work 
day.  I will mail each mentor a thank you card that evening.  A few days later I will hand deliver 
to my new mentor my customized resume & cover letter in an envelope addressed to each 
mentor’s hiring manager. I will ask the mentor to hand deliver my resume to their manager.  I 
will then follow-up on the day as promised in my cover letter to request a time to meet with 
them. Proverbs 15:22 

6. I will be diligent for success in my job search.  I will continue to knock and know that though 
many doors will close, many other doors will open for me  Matthew 7:7-8 

7. I will immediately reduce or eliminate all unnecessary expenses.  If not on unemployment 
benefits, I will immediately seek a bridge or part-time job, to supplement paying my bills, until 
with God’s help, I find new employment. 

8. I will work, and work hard, at finding a job, and not be lazy.  Proverbs 6:6-11 and 14:23  

9. I will be honest in everything I say or write.  Proverbs 6:16-17 

10. The Lord is my #1 mentor and partner for success.  I will commit to always turning to the Lord 
for help in everything I do or say I my search.  I know that the Lord will reward me if I ask Him 
to carry me through this journey -- which I know that I cannot do alone.  Proverbs 16:3 

11. I will prepare and plan for success because the Lord tells me that careful plans lead to profit.  
But if I am not careful, and I do things too quickly and without the Lord, then I will become poor. 
Proverbs 21:5 

12. In times of trouble, I will always pray to and thank the Lord in every step of my job seeking 
process.  I know He will give me the VICTORY of a new job through our Lord Jesus Christ.  
James 5:13 and I Corinthians 15:57 

 
 
Agreed & signed this day ___________________     Agreed & signed this day _________________ 
 
________________________________________     ______________________________________ 
Signature of Empowering Job Seekers Attendee    Signature of Spouse or Mentor of Attendee 
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Weekly Job Search Activity Calendar                         
                      
 Mentor Cold Calling, Mentor Visits and Hiring Manager Follow-ups   
      
Activity / Timing Monday Tuesday Wednesday Thursday Friday 
            
            
8:30 AM - Noon PM Make 10 Make 10 Make 10 Make 10 Make 10 
Cold calls to  mentor calls mentor calls mentor calls mentor calls mentor calls 
prospective employers.           
(Follow script)           
            
            
            
Noon PM - 1 PM Lunch Lunch Lunch Lunch Lunch 
Lunch and rest           
            
            
1 PM - 4 PM Visit mentors Visit mentors Visit mentors Visit mentors Visit mentors 
Drop by mentors spoken to  spoken to  spoken to  spoken to  spoken to  
you spoke with 2 days last Thursday last Friday Monday Tuesday Wednesday 
earlier. Ask for them, and give them and give them and give them and give them and give them 
give Tootsie Pops, and envelope for delivery  envelope for delivery envelope for delivery envelope for delivery  envelope for delivery 
give mentor "envelope" to hiring mgr. to hiring mgr. to hiring mgr. to hiring mgr. to hiring mgr. 
with your resume and            
cover letter for them to  Call hiring managers Call hiring managers Call hiring managers Call hiring managers Call hiring managers 
personally hand deliver that received your that received your that received your that received your that received your  
to their hiring manager resume/letter  resume/letter  resume/letter  resume/letter  resume/letter  
  from your mentor from your mentor from your mentor from your mentor from your mentor 
  last Wednesday last Friday Monday Tuesday Wednesday 
            
            
            
Evening Work your Work your Work your Work your ` 
Work your evening evening job evening job evening job evening job evening job 
job delivering pizza's and then  and then  and then  and then  and then  
or waiting tables  write & mail write & mail write & mail write & mail write & mail 
to pay some of your Thank You notes Thank You notes Thank You notes Thank You notes Thank You notes 
bills. Come home and           
write your thank you           
notes & put in mailbox.           

 

                               


