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陈正芬


伊利诺伊大学香槟分校会计硕士，曾服务金融业与服务业十余年，现为专职翻译，译有《跟顾客搏感情》、《炼心术》、《候诊室里的菩萨》。



5分钟摘要



成功求职10妙招 
英



在求职市场日益饱和的今日，求职者必须在众多竞争者中设法脱颖而出，换言之，就是要凸显自己与众不同之处。为什么要这么做？因为工作招募者平均只花15秒阅读每位求职者的履历，就决定是否给出面试机会。即使求职获得面试机会，通常面试主考官也会在最初90秒便做出决定，确定求职者是否为不二人选。

因此，为提高求职成功几率，脱颖而出获得梦寐以求的工作，就要学习如何运用具有说服力的方式推销自己。要做到这点必须：

充分准备——如此才能有正确心态，并展现个人觉察力。

做好功课——以便职场中有合适工作出现时，一眼就能发现。

仔细调整个人表现技巧——如此才能让面试者印象深刻。

将恐怖的“求职”过程转变为一场游戏——保持微笑与愉快的心情。



成功求职10妙招 
英



妙招1　保持正面心态

对自己及未来越是抱有希望，成功几率就越高，所以一定要保持乐观心态。面试时保持乐观，会为你带来能量与热情。

获得并保持正面心态的五种方法，分别为：

1.对自己的实力成竹在胸。

尽管推荐别人比自己更适任是件易事，却不见得正确，因为你是独一无二的。你为工作贡献的技巧和经验，是其他人做不到的。所以，乐观看待唯有你才能提供给未来雇主的附加价值吧！

2.时时寻找积极面。

被解雇或遭裁员可不是有趣的事，但若将此视为前进的契机，那么解雇或裁员反倒成了助力。因此，相信“凡事必有其目的”的道理，东山再起之后，未来的你将更坚强，更重要的是，要相信自己是有价值的。

3.表现乐观，不用多久，个人也会产生正面感受。

写求职信或面谈前，对着镜子作自我信心喊话：“我觉得棒透了！即使得多花点时间，我一定能得到想要的工作。”只要行为乐观，不知不觉中，你会产生更多的正面感受与热忱，想和你结善缘的人也更多。

4.永远视面谈犹如数字游戏。

沉住气！就连世界上最棒的推销员，也无法次次出手都成功，顶尖运动员也不是每次比赛都能获胜。求职也是如此。每次求职都能获得有趣的、称心如意的工作，是不太现实的。但是如果你每次都能从失败中积累经验，终究会迈向成功之路。别因失败而钻牛角尖，要知道求职经验越丰富，成功机会就越大。

5.与乐观之人为友。

要结交那些会不断鼓励你把基本功做好的人。历经求职的折腾，人们容易感到心灰意冷，这是可以理解的，但若亲朋好友仍不断提醒你，你还有哪些实力，会让你觉得好过些。因此，多与那些能给建设性意见的朋友交往。



大师观点

“心态往往决定了一个人能否找到工作。只要乐观、有信心，必能成功。”

——伯曼特

“正面心态不仅有助于求职面试，也有益人生。无论是约会、投资、运动或做任何事，拥有自信和快乐的心情将使你更成功。当你对自身与现况抱持乐观，将可尽享人生，包括求职在内！”

——伯曼特

“正面心态是会传染的，而且一旦抓住，将永生得救。”

——伯曼特



妙招2　找出个人重要卖点

详细审视自己，找出有哪些与工作相关的经验和专长，能对未来雇主有所贡献。先将这几点想清楚，当机会到来时，你就能向雇主细说分明。

个人特长涵盖4个基本领域：

1.个人特质。

这包含两类基本特色：

■属于个人一般特质——独立、可靠、好的倾听者、自动自发等。

■属于个人工作特质——团队合作、领导技巧、诚实、细节导向等。

2.个人成就。

展现自己是多么多才多艺。这也可区分成两部分：

■个人成就部分——工作之余，在小区服务方面的成就等。

■工作成就部分——得奖、升迁、受到好评等。

3.个人过去工作经验与项目计划。

这点非常重要。如果你曾在事业上有杰出表现，请以表列出，别不好意思“王婆卖瓜”。详细一点，像如果曾成功帮助公司降低支出，就指明降了多少。若你未有任何令人瞩目的工作经验，那就想想有哪些生活经验，可以说明个人良好工作技能与特质。

4.专业知识与技能。

这部分强调的是你懂什么，而不是曾做过什么。再次强调，多提供些个人睿智观点与特性，让读履历的人能深入了解你，并对你更感兴趣。倘若工作经验有限，则应多强调所受的专业训练与资格。

要做到上述各项，最好的方法就是拿出纸，写下每一点：




个人专长工作清单




■我的一般特质：______________

■我与工作相关的特质：______________

■我的个人成就：______________

■我的工作成就：______________

■我的工作经验：______________

■我的专业知识和条件：______________

■其他长处与技能：______________



接着，找出4项自己最重要的长处，这会成为个人重要卖点。务必清楚、明确地写下各点，然后简要摘出这些长处与求职公司的关联：




我的四大长处




■长处一：______________

对雇主的贡献：______________

■长处二：______________

对雇主的贡献：______________

■长处三：______________

对雇主的贡献：______________

■长处四：______________

对雇主的贡献：______________



请注意，即使没工作经验，也可依样练习。举例来说，假如你即将毕业，且曾为毕业班架设网站，那么就可将“架设网站”诠释为管理项目计划的知识与能力，作为个人特长。如果曾负责某项募款计划，在未来雇主眼中，这项特长就相当于领导能力、创造力、团队合作与营销专长。你可以、也应该把在校的长处，转换为职场优势。

同理，你也该多留意过去工作经验中的丰功伟业：

■让顾客转怒为喜，显示解决问题的技巧高人一等。

■被过去老板评定的杰出考绩。在这方面多着墨些。

■即使是同事为感激你帮忙重大项目写的纸条，也是值得一提。

■若连续三年都达成业绩，也要加进去。



大师观点

“别害羞！人人都会让雇主知道自己的好特质与经验。找出长处，就能引领你迈向正确的求职方向。”

——伯曼特

“觉得自己很棒！这么做能使目标明确、建立自信，更善于表达自己的长处，同时以更切实际的态度，找出自己能获得哪些类型的工作。透过这项修练，你会了解自己真的很棒，保持求职时的积极进取。抱着轻松的心情，以过去成就为荣。”

——伯曼特



妙招3　花时间界定自己想要的工作

在忙着开始找工作前，先花些时间问自己：“我的理想工作是什么？”只有确切想清楚自己想要的工作类型，否则求职将如同乱枪打鸟。所以，我们必须明确。

以下十种方法可以帮助界定自己想要的工作：

1.工作形态——自己爱做什么。找到一份自己热爱的工作，会使自己对每天的工作充满了期待。这也只有自己可以决定。

2.行业类型——什么能引起你的注意。所选行业会对未来造成长远影响，因为多数人终其一生，只待在同一个行业里。

3.企业形态——是大型上市企业，还是小型非上市公司。大企业有其优势，但勾心斗角只会造成内讧。想清楚，你最感兴趣的是哪种形态的企业？

4.生涯规划——不论是想做技术（如工程师）还是渴望进入高管层面（如CEO），务必依照自己希望的生涯规划选择工作。

5.工作结构——喜欢要求明确的工作，还是容许你可自行判断的工作。

6.工作时数——你希望的工作时数和工作分量为何。喜欢随时加班，还是每周固定工作40小时？

7.出差——喜欢出差，还是较中意不需东奔西跑的工作。

8.办公室所在——你在什么环境下最有生产力？适合在大办公室还是小办公室工作？喜欢在开放的隔间，还是安静有个人专属办公室的工作？偏爱休闲还是专业的着装规定？

9.工作地点——愿意为梦寐以求的工作搬家吗？会为争取升迁，心甘情愿地到外地工作吗？

10.奖金和福利——希望的待遇如何？包括绩效奖金、股权、津贴、401（k）退休计划（编注：即美国的养老金计划）、医疗补助或其他额外福利等。哪种待遇条件能使你更有动力，工作更带劲？

求职前越是巨细靡遗地思考，求职目标会更明确。同样地，你也能让未来雇主知道，你是个有条不紊、目标导向的人，此两者均为重要特质。



大师观点

“可得到的工作和想从事的工作，两者间有着极大的不同。很少求职者会问：‘什么是我理想的工作？’事实上，多数人都不相信自己能找到理想中的工作，以致不愿下工夫界定自己的终身职志，结果一辈子都不满意自己的职业。如果不知道自己要什么，又如何能得到呢？”

——伯曼特



妙招4　让雇主惊为天人

为了在求职中胜出，就需要一份能引人注目的简历与求职信。将这两份文件视为个人广告，借此定位自己并展现实力，把握这个重要机会！

请牢记，简历和求职信不需长篇大论。其实要做的只是引起对方兴趣，给予面试机会，就行了。如果在这两份求职文件中加入的信息和字句，能使负责招聘工作的人员有正面回应，就算是功德圆满了。

一份好的简历：

■简明扼要——不超过两页。

■陈述事实——加入意见和评论，只会分散而非吸引面试主考官的注意力。

■使自己的背景更生动活泼——多运用动词，如交涉、指导、达成、提高、降低、产生、强化等。

■易读——以条列方式简短陈述，不要写得一长串。

■可依时间或职能顺序撰写——视个人具体背景和经验而定。（工作经验丰富者，最好按时间顺序排列；若有一段时间没工作，则按职能排列较佳。）

■省略15至20年前的事迹——强调最近且最令人印象深刻的成就。

■涵盖所有与求职相关的信息——避免那些诸如兴趣爱好等不重要的信息。

■合情合理——如申请入门级别的工作，就别要求有高管级的奖金（简历最好别透露过去的薪酬，也别自暴其短。）

■请有该工作领域有丰富经验的人为你校对——顺便抓出错别字或语法错误之处。

■可转成电子版——如此才可适应公司要求，以电子邮件发送（格式简单者较佳。）

■可应要求提供推荐信——而非一开始就附在简历内。许多公司喜欢先和求职者谈过后，再看推荐信。因此，务必备妥正确且近期内曾工作过的公司与私人推荐者，面试时记得带着这些资料。

■引人注意——以高质量激光打印机印在高级信签纸上，予人专业形象。不要使用过多不同字体，这样会看起来杂乱不堪。记住：简历犹如个人广告，所以个人简历要能在第一眼就让人印象良好，鼓励公司与你确定面谈时间。

更重要的是，好的简历应是获得面谈机会的敲门砖，而非用以说服公司雇用你。因此，简历应是展现自己实力的好广告，用词必须简短、讨喜，少耍噱头，尽可能有力且具说服力，展现相关事证。别忘了！面谈者每天要看上百封履历，一张陈述简洁且铿锵有力的简历，反而比搞怪的简历更受瞩目，更能展现专业形象。

简历撰写的几项要素：



名字应出现在每页简历的上方。


■基本信息——简单说明你是谁，及有哪些实力能贡献给未来雇主。

■专长——专业、知识、技术和专业兴趣。

■经历——曾为谁工作过、雇用时间，并条列说明个人在每项工作上的成就。

■表扬——得奖纪录、成就或外界认可的功绩。

■学历——学院、大学学位、训练课程、参与专业团体。

■推荐人——视要求提供。


在每页页尾列出详细联系方式。




一旦备妥履历，接着还要一封引人注目又有趣的求职信。好的求职信是：

■简明扼要——短且切中要点。

■随应征职务而修改。

■有创意——雇用你可为公司带来的好处。

■务必要求给予面谈——让应征公司进一步了解你能为公司做什么。



姓名与地址


日期与地址

琼斯先生钧鉴：

自某月某日的《华尔街日报》，得知贵公司征求客户服务经理，故提出对此职位之申请。

本人曾担任ABC公司助理客户服务经理多年，任职期间，协助公司将顾客满意度提高到了40%，且降低了33%的顾客投诉，因此盼能有幸为贵公司做深入说明。

此外，更期待成为贵公司一员，盼有机会就此详谈。如有任何疑问，请赐电xxxxxxxx（号码）。本人会于次周与您联系，并期待有机会与您会面。

感谢拨冗。

姓名与签字



妙招5　了解如何找到工作机会

基本功做完，接下来的挑战，便是出去寻找面试机会。再次提醒，求职是个数字游戏，寻找的范围越广，找到理想工作的几率也就越大。

15个最佳求职搜寻处：

1.当地日报和商业类周刊——本地公司多会在此刊登求才广告。

2.全国性商业刊物——多以高管职位为主。

3.网络——试着用搜索引擎、求职网站（如www.jobs.com, www.monster.com）以及公司官网。（编注：台湾求职网站如www.104.com.tw, www.1111.com.tw，大陆求职网站如智联、前程无忧等。）

4.网络电子报刊——这里经常设有求才搜索引擎。

5.行业或贸易刊物——刊登该行业的求才广告。

6.行业活动——可趁机结识熟悉该行业且消息灵通之人。

7.行业公会——该行业从事者齐聚（通常为每月）时听演讲与联谊。

8.行业贸易展——本地和全国。

9.现职公司内部——向外寻找前，先看看现职公司的其他地点和部门，有自己感兴趣的职位缺口吗？

10.职业介绍所——这类公司随时都忙着为所属行业进行介绍工作。（当然，如果透过介绍费是由雇主负担的公司比较好。）

11.大学就业辅导办——知道哪些公司正在求才。

12.本地的商会——知道哪些公司正准备进驻本地或扩大规模。

13.招聘会——各类企业代表齐聚，寻找具备适当技能与兴趣的新人。

14.“粉红单”派对——非正式交谊会，求才和求职者在非正式场合交流。（译注：美国一般企业职务异动通知多半为粉红色，故此处是指被解雇或裁员者举办的聚会）

15.家庭友人和熟人——他们可能从不同渠道得知工作机会。打电话并询问每位你认识的人，某人可能知道某地刚好有个有趣的工作空缺，有些公司甚至会付奖金给介绍人。



大师观点

“有些信息来源对你较有效，重点是要能判断哪些方法最符合个人所需，然后才开始进行求职工作。找得越卖力越好，结果通常和努力成正比。”

——伯曼特

“找工作时，建议你订一两份全国性刊物。这些刊物能使你充分了解新行业，从中获得新点子。”

——伯曼特



妙招6　毛遂自荐、争取面谈机会

找到工作机会、备妥简历，这只是整个求职过程的一半。接着你必须走出去，推销自己以求得面谈机会。这时，主动积极、找出最符合自己个性的方法，将会有所帮助。

毛遂自荐获取面试的基本三法：

1.向已知有职缺的公司毛遂自荐

也就是说，当发现某公司有职缺，也知道谁是招聘负责人时，便致电要求安排面试。如此而为的关键所在，是提出自己为理想人选的理由，这些理由可能是个人过去的经历、背景或专业素养，只要能言之成理，就应立即主动打电话。

如果这么做你会感到紧张的话，先将想表达的重点写下。记住，最坏也只不过是被拒绝，果真如此，也不会比现在更糟。勇敢开口吧！

2.主动要求面谈

联络目前尚未刊登招聘广告的公司的人才招聘负责人，表达你对未来的职缺有兴趣。许多管理者深知人才难求，若主动联络他们，显示你是个积极进取之人。

征询业界最佳的管理者是否愿意抽空见你，请对方将你的简历建档。如果能让对方留下好印象，他们说不定会愿意为你另立新职位，在难得的人才出现时，这种情况在商界经常发生。试着让对方留下深刻印象，使他们认真考虑这么做，而非从此不再联络。

3.直接自我营销

你可以、也应该将求职信和简历，直接寄给自己感兴趣领域的标杆企业。也可以用传真或电子邮件的方式，先寄封信去探路。寄信给最需要你专长或服务的人，只要打电话给那家公司，询问前台接待人员，销售经理、行政经理或负责招聘的人力资源经理是哪位，就能知道这些人的姓名。只要明白地陈述意图，多数前台接待人员都会乐于帮助。



大师观点

“自我推销就像销售，不是每笔交易都能成功的。那些到达顶峰的成功人士，都视每次拒绝为迈向成功的另一步。寻找面试只是数字游戏，越是经常出去推销自己，成功机会就越大。”

——伯曼特



妙招7　聪明地准备面试

面试的成功关键就是“准备”，这也是决定成败的最重要因素。道理很简单，只要准备充分，将使所有竞争者相形失色。

多数面试官会在最初90秒，就决定你是否适任。然后再利用剩余时间，搜集决策所需信息。将下列“面试准备四重点”记在脑里：

1.做些功课。

下点工夫在提供面试机会的公司上。上该公司网站、浏览年报与行业刊物，了解公司面临哪些重大挑战，研读公司的使命宣言、找出长处和弱点。如此面试时，就能以有趣的方式，探讨严肃议题。

2.设想对方可能提出的问题。

想想该如何记住下列最可能被问到的问题的解答：

·为什么对这职位有兴趣？

·长处为何？

·最大的弱点是什么？

·为何觉得自己适合这个职务？

·个人职业生涯中的重大事件？

·主修这个领域的原因？

·个人的长短期目标为何？

·个人兴趣？

·亲朋好友如何描述你？

·你成功的动力是什么？

·理想工作是什么？

·希望工作具备哪些特点？

·个人最大挑战是什么？

·说明团队合作技巧？

·我为何不雇用别人，而选择你？

·离开现职的理由？

·去年所得为？

·期望的薪资是多少？

·动机为何？

·使你裹足不前的原因是什么？

·最喜欢现职的哪些地方？

·最不喜欢现职的哪些地方？

·喜欢团队工作，还是单打独斗？

·成功的定义是什么？

·你目前最伟大的成就是什么？

这些问题都没有真正“对”或“错”的答案，但若事前想过，就会感到自信满满，同时能平静对答。

3.面谈演练。

请曾担任过面试官的朋友帮你练习，让他们提供意见及建设性的批评。试行几次角色扮演，试着微调自己的表现。

4.注意细节。

■知道面试官的姓名如何拼写及发音。

■确定知道如何抵达面试地点。

■选择合宜的服装。

■安排在面试10∼15分钟前到达。

妙招8　面试主考官寻找的八种特质

了解面试主考官寻找的八种性格特点，便能立于不败之地。这并非教你去欺骗，而是去强调个性中常被忽视的部分。

当面试者与应征者见面时，以下八种特质是面试者所要找的：

1.自信

雇主喜欢对自己技能有信心的人。经验通常能助长信心，但如果没有经验可壮声势，就以充分的准备、热忱和主动积极来弥补。

2.良好的组织能力

以写笔记的方式准备面谈，是个不错的办法，表示事前已思考过，并且整理过思绪，这是相当可取的员工特质。面谈时，别不好意思参考笔记。

3.有人缘

面谈时笑口常开比较好。面谈者会记住那些笑容可掬、和蔼可亲的人，因为多数雇主都希望自己的顾客受到如此待遇。

4.良好的职业道德

如果你对面试者表示，每周只愿意工作40小时，他们对你的印象，会不及你说你很有灵活性，只要能把工作做好，工时多长都愿意。

5.有效率

雇主希望员工用聪明的方法达成责任，也喜欢懂得如何做好工作的员工。

6.有创意

有创意的员工，会在职务内容上加入自己的想法，让工作执掌内容更丰富。如果你能表示愿意思考有关新的做事方式，这么做绝对值得。

7.目标导向

如果你善于设定目标并努力达成，就一定要提出来说明。任何组织的佼佼者，通常都是极度目标导向的，如果能表现这类特质，赢得工作的胜算会大增。准备好跟面试者讨论自己的长期目标。

8.问题解决者

多数公司希望员工能为职场提出建言。这些公司欢迎能提升程序效率或解决问题的新观点，因此若能展现自己具备解决问题的能力，将会是一大优势。



大师观点

“面试者在最初几分钟内，就能知道对你是否有兴趣。因此，面谈最初是最关键的阶段，找出哪些事能引起面试者的兴趣，才能创造良好的第一印象。”

——伯曼特

“抱持轻松心情、立场坚定却不失礼貌，会留给面试者强烈且非常正面的印象。”

——伯曼特



妙招9　如何从面试中脱颖而出

想要面试一举成功，表现正向、举止积极、穿着得体且自在。此外，也要特别留意“面试六阶段”，并确定每阶段都没遗漏基本要素。

如果能做到下列事项，面试时将立于不败之地：

■保持正面心态——对自己和自身实力感到乐观。

■穿着得宜——让对方留下良好的第一印象。

■轻松自在——面试时穿插些个人特色，而非对每件事都正经八百的。

以下为面试必经六阶段：

1.介绍——以清爽的外表、笑容和有力的握手，让对方留下很棒的第一印象。

2.建立熟悉感——找出双方共同兴趣，让面试者对你产生好感。稍稍放轻松点，用友善、一般对话时的语调说话，就可达成。同时要面带微笑。

3.产生兴趣——说出能为公司做什么及为什么雇用你是聪明的决定。一般来说，在这个阶段，主要是让你有机会把过去的丰功伟业再重复一次。

4.速配时间——这时面试者和你将决定，你所具备的条件，是否符合公司所需。通常到此是你向面谈者提问的时候，以便多了解这个组织和文化。不过得细心点，别问太多问题，以免让场面变得无聊。

5.回顾长处——摘述你所能提供给公司的种种长处。

6.结尾——这时你能断定对方是否正慎重考虑录取你。当你表达进一步意愿时，面试者通常会让你知道后续动作的明确时间，如果对方态度不明或有些摇摆，这通常暗示对方不会对你的申请采取进一步的行动。



大师观点

“面谈进入尾声时，保持正面、自信与热情。如果展现不出这些特质，你就只是一个普通的应征者。给面试者一个雇用你的理由，表现得像个胜利者，对方自会如此看待你。”

——伯曼特

“有信心、保持心情轻松。最重要的是，肯定自己有所贡献！运用自己创造理想工作的使命宣言作为座右铭，相信自己的命运，就会成功。再糟也只不过是面谈失败而已，那又怎样呢？如果命中注定要找到理想工作，被拒绝一次不足以阻碍达成使命。面试只不过是一场游戏，凡游戏必定有输、有赢。想赢的话，一定要有比别人更好的策略才行。”

——伯曼特



妙招10　别光坐着想，要行动起来！

光晓得如何找份好工作是不够的，想成功，得要有所行动才行。除非能将上述观念付诸实行，否则都只是如何找好工作的理论罢了。

你应视求职犹如一份工作。这话听起来有些违背常理，但这表示在求职所投入的时间、工夫和专注，必须和从事一份全职工作相等。换言之，每天都得努力八小时才行。根据一般经验法则，想赚取25000美元，约需花费一个月的工夫。因此假设想找份年薪10万美元的工作，就应该计划以四个月来寻找，少于四个月就算是赚到的。

因此，你的选择有：

■如果已有一份工作，一则可以继续这份差强人意的工作，或干脆豁出去，断然决定再找份更好的工作。

■如果现在是失业，你可以成天无所事事，或认真努力找份心仪的工作。

■如果你是学生，还可以选择暂时不面对职场的现实，继续留在校园，或者可为自己标个价，纵身投入求职行列，找份很棒的工作。

没有人能为你决定任何事。终究要看你真正要的是什么，是否愿意付出代价，脚踏实地做该做的事，这都只有你自己能作决定。



大师观点

“我知道你是不可多得的人才，还拥有了不得的资格，每家公司都想雇你这种人。因此我希望、也强烈要求你走出去，找份自己要的工作。”

——伯曼特

“豁出去，更重要的是，从中获取乐趣。人生苦短，别被找工作弄得紧张兮兮。放轻松、采取行动、以自己为荣。”

——伯曼特

“就像火车头，加速是要花时间的。一旦获得动力，想不成功也难。开始得越快、加速动力也越大，就会有更多的机会，得到心中一直想要的工作。”

——伯曼特

“开始找工作，如同跳进游泳池。如果你起跳得太慢或根本没起跳，永远无法开始求职，结果只是让悲惨的时间拖得更久。但如果是两脚一蹬，跳进求职的池子里，会发现其实也没那么糟。跳吧！你会一帆风顺的。”

——伯曼特

“改变永远是恐怖的。但若不采取行动，便无法成功。我曾见过太多人只会守株待兔，等着天上掉下一份工作，接着又纳闷为何都找不到工作。有时，用婴儿学步的方式开始比较容易，将该做的事写成操作步骤，这样事情会变得简单得多。”

——伯曼特



加赠　成功求职再七招

招数一：面谈后的自我推销

面谈后，花几分钟写下：

·面试官的姓名（正确拼写）

·讨论重点——还趁记忆犹新时

·表现好的地方

·尚待改进之处

事后追踪面谈的方法，就是寄张感谢卡给面试者。卡片无须长篇大论，但必须在面试后尽速寄出。感谢面试者给与见面的机会，表达对自身能力的信心，并确认对空缺职位的兴趣。这么做可显现你是个有条理，且有始有终之人。

招数二：如何接受工作机会

得到工作时，别太激动。决定是否接受前，先回答以下问题：

1.这个职务真的是我想要的吗？

2.薪水合理吗？

3.这是份短期工作，还是前途看好的事业？

4.我的个性和这家公司合得来吗？

5.三年内，我还会想要这份工作吗？

6.我想为这个老板工作吗？

7.这个职位与我勾勒的理想工作相符吗？

若以上问题的答案都是肯定的，在一两天内打电话给面试者，表明你接受的意愿。表现由衷的热忱与兴奋，让对方知道你致电是为了接受工作，并询问如何进行接下来的事项。

招数三：如何婉拒工作机会

如果决定不接受对方提供的工作：

■确定拒绝有理——切勿感情用事，不然又会事后后悔。

■立即且有礼貌地回复——谢谢对方的赏识，但婉拒这份工作。

■表示对公司印象深刻——如果未来还有别的职位空缺，希望有机会再试。

■真诚——表示这是个艰难的决定，但目前这份工作并不合适。

招数四：如何交涉更好的条件

如果你喜欢这家公司和职务，可是待遇实在不尽理想：

1.让对方知道你做了哪些准备——以及你如何判定自己真正的市场价值。

2.展现自我——展现能为公司创造附加价值的自信，并表现热忱。

3.探询是否有双赢的解决之道——也许是双方各让一步，或提高薪酬组合中的其他待遇。

4.开诚布公——看看对方能否改变心意，对你的真实价值提出相当的评价。如果不行，你可以、也应该转移目标。

招数五：面谈最佳时机

如果可能的话：

■尽量成为第一位接受面试的应征者——因为第一位应征者会大大影响面试主考官的期望值。

■尽量约在星期二或四进行面谈——因为这两天通常是管理者完成最多事的日子。

■尽量将面谈时间定在一天中的最佳时段——早上九点半至十点半，或下午一点至两点半。

招数六：练习良好的面谈礼仪

面谈时，芝麻小事都可能对决策产生重大影响。为提高成功几率：

■不吃、不喝、不抽烟、不嚼口香糖——这些不专业行为，可能会惹恼面试者。

■专心倾听面试者说的每件事。

■绝不试图帮面试者把问题问完。

■别透露现职老板的独家新闻。

■说话别不着边际，要简单明了。

■别告诉面试者你目前的薪资，才不会让他们把给你的薪水打折扣。

■务必准时出现，最好提早一点。

■面谈前吃些轻食，以免待会肠胃不断咕噜作响。吃太多也不行！

■外表一定要干净利落。

■面谈期间若想写笔记，务必征询面谈者的许可。

■务必设定好语音信箱，方便面谈者留言。语音信箱的问候语要专业，不要叽里咕噜乱扯一通。

■每次面谈后，务必要为自己打分，作为下次改进的依据。

■尽量先存点钱，这样当在面谈工作时，才不会饥不择食。

■务必面带笑容，且由衷喜欢每次面谈经验。

招数七：了解面谈的合法性与正当性

面谈时，基于合法性因素，绝不论及：

■个人政治理念。

■祖国或国籍。

■个人性取向。

■个人病史。

■曾罹患的身体和心理疾病。

■个人经济状况。

面谈者应将问题限制在与工作直接相关的领域，不应对私人话题的讨论感兴趣。如果所提问题不恰当使你感到不自在，委婉地向对方表示，比较希望面试能专注在工作的议题上。你有权以个人的优点接受评判，而非性别或信仰等不相关议题。



MAIN IDEA



10 Insider Secrets to Job Hunting Success 
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In today's tough job market, you need to find ways to stand out from the crowd —to differentiate yourself. Why? Because on average, a recruiter will only spend 15-seconds reading your resume and deciding whether or not to interview you. And even when they meet with you in person, the interviewer will usually make a decision whether or not you are the right person in the first 90-seconds.

Therefore, to enhance your chances of success and get the job of your dreams, learn how to sell yourself persuasively. This involves:

Preparing carefully — so you have the right mental attitude and an awareness of everything you have to offer.

Doing your homework — so you will recognize the right job for you when it become available.

Fine-tuning your personal presentation skills — so you can make a powerful impression when interviewing.

Turning the job hunt from a scary process into nothing more than agar me — by smiling and having fun.



10 Insider Secrets to Job Hunting Success 
中



Secret 1 Have and maintain a positive attitude

The better you feel about yourself and your prospects, the greater the chances for your success. With that in mind, stay optimistic. Doing that will generate energy and enthusiasm that will come through when you interview for jobs.

The five strategies for getting and then maintaining a positive mental attitude are:

1. Feel good about what you have to offer.

While it's easy to say others are more qualified, that's not quite true. You are unique. You'll bring to the job skills and experience nobody else can provide. Therefore, be upbeat about the value you alone can add to the business of a potential employer.

2. Look for the positive side of every situation.

Being fired or laid off is not much fun, but it helps if you use this as an opportunity to move forward rather than mope over lost opportunities. Therefore, feel confident everything happens for a purpose and you'll be stronger in the future for having gone through the experience of starting afresh somewhere new. Keep believing you deserve better.

3. Act positive and before long you'll actually feel positive.

Before writing a letter or going to an interview, look in a mirror and give yourself a pep talk. Tell yourself out loud :"I feel great!I can and will get the job I want, even if it takes longer than I had expected." Act upbeat and before you're aware you'll genuinely feel more positive and enthusiastic, and more people will like associating with you.

4. Always look at interviewing as a numbers game.

Hang in there. Even the very best salespeople in the world don't sell to every person they meet. Nor do the top sportspeople win every time they compete. Hunting for a job is like that. You won't get offered an exciting job every time you apply or every time you interview but if you keep learning, every rejection is actually taking you one step closer to ultimate success. Don't get emotionally attached — acknowledge the more jobs you apply for, the better your chances of ultimately succeeding.

5. Surround yourself with other positive people.

Associate with people who will encourage you to keep doing the right basics. It's easy to get discouraged when going through an arduous job hunt. That's understandable, but if your friends and family keep reminding you of all you have to offer, things will go much more smoothly. Therefore, associate with people who have constructive things to say.



Key Thoughts

"Attitude often determines whether or not you get the job. So, be positive and confident and you will succeed."

— Todd Bermont

"A positive attitude is not only helpful in job hunting and interviewing, but in life. Whether you are dating, investing, playing sports or doing almost anything, you will be far more successful when you are confident and happy. When you feel positive about yourself and your situation, you will enjoy all life has to offer — including job hunting!"

— Todd Bermont

"A positive attitude is contagious and those who catch it are forever cured."

— Todd Bermont



Secret 2 identify your key personal selling points

Conduct a personal inventory and identify the job-related experiences and strengths you have to offer a prospective employer. Have these points clear in your mind first so you can articulate them when given the opportunity.

Your personal strengths will reside in four basic areas:

1. Your personality traits.

These will come in two basic flavors or varieties:

■General personality traits — dependability, reliability, being a good listener, being a self starter, etc.

■Job-related personality traits — team worker, leadership skills, conscientiousness, detail-oriented, etc.

2. Your accomplishments and achievements.

This will demonstrate how versatile you are. Once again, these can be broken down into two areas:

■Personal accomplishments — what you have achieved away from the office in community service, etc.

■Work accomplishments — winning awards, past promotions, impressive reviews, etc.

3. You're past work experience and projects.

This is very important. If you've done impressive things in your career, put together a list. Don't be shy about blowing your own trumpet a little. Be detailed — for example, if you reduced expenses, specify by how much. If you don't have any work experience that's noteworthy, try to think of life experiences that demonstrate good work skills and attributes.

4. Your career knowledge and know-how.

This area focuses on what you know, not what you've done. Again, give some detail that will provide insights and bring your qualifications to life. If you're a little light in the work experience area, you can and should put more emphasis on your professional training and qualifications.

The best way to do all this is to take a piece of paper and write everything down:



Personal Strengths Worksheet


■My general personality traits:______________

■My job-related personality traits:______________

■My personal accomplishments:______________

■My work accomplishments:______________

■My work experience:______________

■My career knowledge and qualifications:______________

■Other strengths/additional skills:______________



Next, you need to identify the four most important strengths you have to offer. These will become your personal key selling points. Be specific. Write each down clearly and then succinctly summarize why each of these strengths are relevant to the company you're seeking employment with:



My Top Four Personal Strengths


■Strength #1:______________

Key benefits to my employer: ______________

■Strength #2:______________

Key benefits to my employer: ______________

■Strength #3:______________

Key benefits to my employer: ______________

■Strength #4:______________

Key benefits to my employer: ______________



Note that this exercise can be carried out even if you have no work experience. For example, if you're just about to graduate from school, and you developed a Web site for your class, that would translate into knowledge and an ability to manage projects as strengths. Or, if you were in charge of a fund-raising project that would equate to showing leadership creativity, teamwork and marketing savvy for a potential employer. You can and should translate the personal strengths you exhibited at school into their workplace equivalents.

In just the same way, you should also be aware of the worthwhile accomplishments you have from previous work experience:

■Turning an irate customer into a happy customer may demonstrate excellent problem solving skills.

■You may have a great appraisal from your previous boss. Use that advantageously.

■Even a note from a co-worker thanking you for your help on a major project may be worth including.

■If you reached your sales quota for three years in a row, include that.



Key Thoughts

"Don't be shy. Everyone has positive attributes and experiences to offer an employer. By identifying your strengths you can properly align yourself in the right career direction."

— Todd Bermont

"Feel good about yourself. In doing this exercise, you will gain focus, build your confidence, better articulate your strengths, and be more realistic in identifying the kinds of jobs you can get. You will realize through this exercise that you truly are a spectacular person, and this will help to keep you motivated as you proceed in your job hunt. Have fun and be proud of what you have accomplished."

— Todd Bermont



Secret 3 Take time to define the job you want

Before you rush out and start looking for a job, take some time to answer the question: "What would be my ideal job?" Until you think out precisely what kind of job you want, your job search will always be vague and undefined. Be specific.

The ten ways you can define the job you want are:

1. Type of job — what you love doing. If you find a job you're passionate about, you'll actually look forward to getting to work each day. Only you can decide this.

2. Type of industry — what captures your attention. Choosing an industry will have a long-reaching effect because most people stay in one industry all their working lives.

3.Type of company — whether it is a large publicly owned corporation or a small closely held company. Big companies have prestige, but the internal politics can be draining. Which type of company appeals to you the most?

4.Career path — whether you plan on having hands-on involvement (like an engineer) or whether you aspire to move into senior management (like the CEO). Choose a job which will lead to the career path you prefer.

5.Job structure — do you like a job where your instructions are clear-cut or do you prefer a job which allows you the flexibility to make your own judgments calls?

6.Work hours — how long and how hard do you want to be able to work? Do you prefer being available for extended hours or strictly a 40-hour week?

7.Travel — do you enjoy traveling on business? Or do you prefer a job which will not involve getting about too much.

8.Office setting — where you are most productive? Do you do best in a large office or smaller office, in an open-plan cubicle or do you prefer the quiet of your own office? Also, do you prefer casual or professional clothing standards?

9.Location — are you willing to relocate for the job of your dreams? Would you be willing to relocate in the future to further your career?

10.Compensation & benefits — how do you want a package to be structured? Will it include elements like a performance bonus, stock options, allowances, 401 (k) retirement plan, medical benefits or other perks. What kind of compensation package will motivate you and keep you enthusiastic about working hard?

The more you work out in detail what you need before starting to look for a job, the better and more focused your job search can be. Of equal importance, you'll also convey to a prospective employer that you are well organized and goal oriented — traits which are important.



Key Thoughts

"There is a big difference between what you can get versus what you want to do for a living. Few job seekers ask the question, 'What is my ideal job?' In fact, most people don't believe there is an ideal job for them. Consequently, they don't devote the time necessary to define their ultimate job. As a result, they end up being unhappy in their professions. After all, if you don't know what you want, how are you going to get it?"

— Todd Bermont



Secret 4 create a powerful message to employers

To excel in your job hunt, you'll need a resume and cover letter that get noticed. Think of these as your personal advertisement, where you have the chance to position yourself and all you have to offer. Take advantage of this key opportunity.

Keep in mind both your cover letter and your resume needn't say too much. In fact, all you really want to do is to say enough to create sufficient interest to get you an interview. The power in these two documents comes when you tailor them to include information and vocabulary which will strike the right response with the appropriate prospective employers.

A good resume:

■Is concise — at most two pages.

■Is factual — since filling it with opinions and essays will deter rather than attract the attention of interviewers.

■Brings your background to life — through the use of action-oriented words such as negotiated, directed, achieved, increased, reduced, generated, strengthened, etc.

■Is easy-to-read — with bullet points and short, succinct statements rather than long paragraphs.

■May be organized chronologically or functionally — depending on your specific background and experiences. (Chronological works best for people with a good work history whereas functional is best if there are extended periods where you did not work.)

■Leaves out what you did 15-or 20-years ago — and highlights your most recent and most impressive accomplishments.

■Contains information which is relevant to the position being applied for — and avoids other bits of information that won't have any significance — like your interests or hobbies.

■Is sensible — for example, doesn't ask for executive-level compensation in an application for an entry-level position. (Even better, your resume should not even include any indication as to your past compensation history. Nor should it list your weaknesses).

■Has been proofread by someone who is experienced in this area — and who can point out any obvious spelling or grammatical errors.

■Is Internet-ready — so it can be submitted by e-mail if the company prefers. (This will also require your formatting to be simple which is good).

■Offers references upon request — rather than including them right at the outset. Most companies will prefer to speak with you before they look at your references. Do have available an accurate and up-to-date list of work and personal references. Take this with you to your interview.

■Is attractive — being printed with a high quality laser printer on bond paper so as to project a professional image. Don't use so many fonts the end result looks messy. Remember, your resume is your advertisement, so you want it to make a good initial impression and encourage the company to schedule an interview.

Above all, a good resume should be designed to open doors and secure interviews rather than persuade the company to hire you. Accordingly, your resume should be a good advertisement for what you have to offer. The message should be short and sweet. Stay away from gimmicks and simply present the relevant facts as powerfully and persuasively as possible. Keep in mind a prospective interviewer will see hundreds of resumes every day. You stand a better chance of being noticed if your resume is full of short and powerful statements than if you do anything weird or oddball. Project a professional image.

The key elements of your resume will be:



Your name should be at the top of each page of your resume.


■Profile — a quick snapshot of who you are and what you have to offer a prospective employer.

■Expertise — Your areas of knowledge, know-how, skills and professional interests.

■Experience — whom you have worked for, the periods you were employed and a few bullet points on what you personally achieved for each previous employer.

■Recognition — any awards, achievements, or accomplishments that were recognized by others.

■Education — colleges, university degrees, training courses, professional groups you belong to.

■References — available upon request.


At the bottom of each page, you should include all your contact details.




Once you have prepared your resume, you'll also need an outstanding cover letter which will be eye-catching and interesting. A good cover letter:

■Is concise — short and to the point.

■Is customized to the position that is advertised.

■Is creative — it tells the company what the benefits of hiring you will be.

■Always asks for an interview — as the next step in finding out how you can be of service to the company involved.



Your Name and Address


The date and address goes here.

Dear Mr. Jones,

I am applying for the position of Customer Service Manager that was advertised in the Wall Street Journal on____.

I have worked for several years as an Assistant Customer Service Manager at ABC Inc. While there, I have helped increase customer satisfaction levels by 40-percent and reduced customer complaints by 33-percent. I would be pleased to explain how this was achieved to you.

I would also welcome the opportunity to discuss with you how I would hope to become an asset to your company. If you have any questions, please contact me by phone at______. I will contact you next week to follow up on this letter and possibly schedule a time to meet with you.

Thanks for your time.

Your name and signature goes here.



Secret 5 Understand how to find job opportunities

Now you have the basics in place, the next challenge is to go out and find some interviews. Again, this is a numbers game. The more places you look, the better the chances are you'll find a job opening that really appeals.

The fifteen best places to look for job leads are:

1. Local daily newspapers and weekly business publications — which is where most local companies advertise.

2. National business publications — for higher level and executive positions.

3.On the Internet—try the search engines, job portals (www.jobs.com, www.monster.com) and company Web sites.

4. Newspaper Web sites — where they quite often have employment vacancy search engines.

5. Industry or trade publications — which will have advertisements for job openings in that industry.

6. Industry events — where you can network with people who are involved in the industry and who know what's happening.

7. Industry associations — where the people get together (usually monthly) to hear speakers and mingle.

8. Industry trade shows — both local and national.

9. Within your existing company — before looking further afield, check whether there are any interesting openings with your present employer at another location or business unit.

10. Job placement firms — who will be busy filling positions in your industry all the time.(Naturally, you'll only want to use these firms in situations where the employer pays the placement firm's fees.)

11. College placement offices — who will know which companies are currently actively seeking new talent.

12. Your local chamber of commerce — who will know of any companies which are in the process of relocating to your area or expanding their business.

13. Job fairs — where representatives from a broad range of companies come together to search for new people with the right skills and interests.

14. "Pink slip" parties — which are informal networking meetings where people who are hiring and those who are looking for work can mingle in a casual setting.

15. Family friends and acquaintances — who may hear of job opportunities from their friends in many different ways. Call everyone you know and ask them. Someone somewhere may know of an interesting position which is available. Some companies even pay a reward for referring someone to them.



Key Thoughts

"Some of these places will be more effective for you than others. The key is to decide which methods best fit your personality, then start your hunt. The more effort you put into your search, the better. Your results are usually the direct correlation of your efforts."

— Todd Bermont

"I recommend subscribing to one or two national publications during your job hunt. These publications provide great insight into new industries. You may get some fresh ideas."

— Todd Bermont



Secret 6 Sell yourself to get that interview

Finding a job opportunity and preparing your resume is half the battle. Next, you need to get out there, promote yourself and get some interviews. In this, it helps to be proactive and find the methods which work best for your personality.

The three basic methods for selling yourself to get interviews are:

1. Cold call for known job opportunities.

That is, when you identify a job opening and the person who is responsible for filling it, call them and ask if you can schedule an interview. The key here is having some reason why you would be ideal for the position. It may be your past experience, your background or your professional qualifications. As long as you have a plausible reason, you should not hesitate to take the initiative and call.

If you feel nervous about this, put together a script which highlights the key points you want to bring out. Remember, the worst that can happen is they will say no — and if they do that, you'll still be no further behind than you are now. So be bold and get talking.

2. Cold call for informational interviews.

This involves contacting people who are not currently hiring and expressing your interest in any job openings which may arise in the future. Many managers know good people are hard to find, and if you have enough initiative to contact them, that's a good indicator you are a real go-getter.

Contact the best managers in your industry and ask whether they will meet with you briefly and keep your resume on file. If you make a great impression, it's not impossible the organization may even be prepared to create a new position for you. This happens all the time in business when good people become available. Try and create such a strong impression they seriously consider doing this rather than lose contact with you.

3. Direct market yourself.

You can and should do some targeted mailings to the leading companies in your field of interest. Include a cover letter and your resume. You may also be able to submit an approach letter by fax or e-mail. Send these letters to the people who will most likely need your expertise or services. You can usually find out their names by calling the organization and asking the receptionist who is the sales manager, the administrative manager or human resources manager who does the hiring. Most receptionists will be happy to help as long as you are open about your intentions.



Key Thoughts

"In self-promotion, just like in sales, it is impossible to close every deal. The most successful people view each NO as getting that much closer to a YES. Finding interviews is just a numbers game. The more you go out and sell yourself, the greater your chances of success."

— Todd Bermont



Secret 7 Prepare for your interview intelligently.

The key to a successful interview is preparation. This is the single most important determining factor between success and failure. Quite simply if you prepare well, you'll stand out from all your competition.

Most interviewers will make a decision in the first 90-seconds whether or not you are right for the job. They will then spend the rest of the interview gathering evidence for their decision. With that in mind, the four keys to interview preparation are:

1. Do some research.

Do your homework on the company you're interviewing with. Look at their Web site, their annual reports and some industry publications. Know what the key challenges are which face the company. Study their mission statement. Identify their strengths and weaknesses. That way, you're equipped to discuss matters in interesting ways.

2. Think about the questions they are likely to ask you.

Give some thought to how you can memorably answer the questions they are most likely to ask you:

·Why are you interested in this position?

·What are your strengths?

·What is your biggest weakness?

·Why do you feel you are right for this position?

·What are your personal career highlights?

·Why did you choose your major?

·What are your short and long term goals?

·What are your personal interests?

·How do your friends and family describe you?

·What motivates you to succeed?

·What is your ideal job?

·What traits are you looking for in a job?

·What has been your greatest personal challenge?

·Can you give me an example of your teamwork skills?

·Why should I hire you over all the other candidates?

·Why are you leaving your current position?

·What did you earn last year?

·What are your compensation expectations?

·What motivates you?

·What discourages you?

·What do you like most about your current position?

·What do you like the least about your current position?

·Do you work better in teams or alone?

·How do you define success?

·What is you greatest achievement to date?

There's no real "right" or "wrong" answers for any of these questions but if you give them some thought beforehand, you'll feel more confident and poised.

3. Practice an interview.

Sit down with a friend who interviews prospective employees and let them interview you. Ask for their feedback and constructive criticism. Do some role playing and fine-tune your performance.

4. Pay attention to the details.

■Find out how to spell and pronounce the name of the person who will interview you.

■Check you know how to get to the interview.

■Pick out some clothes that will be suitable.

■Organize yourself to get there 10-to 15-minutes early.

Secret 8 Know the eight traits interviewers look for

By understanding the character traits interviewers are looking for, you can position yourself advantageously. This doesn't involve deception. Instead, you emphasize aspects of your personality you might normally ignore.

When an interviewer is meeting with a candidate for a job, there are eight character traits he or she looks for:

1. Self-confidence

Employers want people who are confident about their skills. Generally, experience breeds confidence. If you don't have experience to point to, make up for it through preparation, enthusiasm and drive.

2. Well organized

If you have prepared for the interview by writing down some notes beforehand, that's good. It shows you think ahead and organize your thoughts — desirable qualities for an employee. Don't hesitate to refer to your notes during an interview.

3. Personable

The more you smile during the interview, the better. The interviewer will take note of people who are cheerful and friendly because that's the way most employers want their customers to be treated.

4. Strong work ethic

If you say to the interviewer you're happy to work 40-hours a week but no more, they will be less impressed than if you say you are flexible and willing to work whatever hours are required to get the job done.

5. Efficient

Employers want people who will be smart in how they approach their responsibilities. They want employees who know how to get things done.

6. Creative

A creative employee will take a job description and add their own ideas on how to expand what gets done. If you can demonstrate a willingness to think about new ways of getting the job done, that will be worthwhile.

7. Goal-oriented

If you're good at setting goals and then working to achieve those goals, mention that. The top performers in any organization will usually be intensely goal-oriented. If you demonstrate this quality, it will be good for your prospects. Be prepared to talk about your long-term goals with the interviewer.

8. Problem-solver

Most companies want their employees to have some input into the workplace. They welcome new ideas for streamlining processes or solving problems. Therefore, if you can show your ability as a problem-solver, this will give you an edge.



Key Thoughts

"Interviewers know within the first couple of minutes if they are interested in you. It is critical in the early stages of the interview to find out what interests interviewers, so you can create a positive first impression."

— Todd Bermont

"By having fun and being politely forceful, you will leave interviewers with a strong and very positive impression."

— Todd Bermont



Secret 9 How to ace your job interview

To have a great interview, act positively, dress appropriately and have fun. Also be aware of the six phases the interview will go through and make certain you cover all the appropriate bases in each specific phase.

You cannot fail in a job interview if you:

■Have a positive mental attitude — and feel good about yourself and all you have to offer a prospective employer.

■Dress appropriately — so you make a good first impression.

■Have fun — and inject a little personality into the interview rather than taking everything too seriously.

A job interview will naturally move through six phases:

1. Introduction — where you want to concentrate on making a terrific first impression with your grooming, a smile and a firm handshake.

2. Rapport building — where you encourage the interviewer to feel good about you by finding some common areas of interest. To do this, relax a little and speak in a friendly, conversation tone of voice. And smile.

3. Interest generation — where you communicate what you can do for the company and why hiring you would be a smart move. Generally, this will be in the form of a possible opportunity to repeat something you've already achieved elsewhere.

4. Qualification — where you and the interviewer determine whether or not there is a good fit between what you have to offer and what the company needs. This is usually the place in the interview when you can ask questions of the interviewer and learn more about the organization and its culture. Be thoughtful, though, and don't ask so many questions it becomes tiresome.

5. Strengths review — which is where you summarize what you have to offer.

6. The close — where you determine whether or not they are seriously considering you. As you express an interest in moving forward, the interviewer will usually give you a specific time-frame for their follow up. If the interviewer is vague and inconclusive in this phase, that generally indicates they do not intend taking your application any further.



Key Thoughts

"During the close of the interview, remain positive, self-assured and enthusiastic. If you do not exemplify these traits, you will be just another mediocre candidate. Give interviewers a reason to want to hire you. Act likes a winner and interviewers will perceive you as one."

— Todd Bermont

"Be confident, have fun and, most of all, be positive about the contribution you can make! Use the ideal job mission statement you created as your personal mantra. Believe in your destiny and you will achieve it. The worst that happens is you get bounced from the interview. So what? If your mission is your destiny, then one rejection will not stop you from achieving it. Having a positive mental attitude will give you every chance to succeed in the interview. Interviewing is nothing more than a game. There are winners and losers. To wins, you have to have a better strategy than the others."

— Todd Bermont



Secret 10 Don't just think about it. Do it!

Simply knowing how to find a great job isn't enough. Before you can succeed, you have to take action. Until you actually put these ideas into practice, they will remain good theories about how to get a decent job.

Somewhat counter intuitively, you should treat job hunting like a job. In other words, you should devote the same amount of time, study and attention to the job hunt as you would to a full time job. That means eight hours a day of effort every day. As a general rule-of-thumb, it will take about a month for every $25000 of salary you plan on earning. Therefore, if you aspire to find a job that will pay you $100000 a year, you should plan on devoting four months to your job search. Anything less than that is a bonus.

Therefore, the choice is yours:

■If you are already employed, you can either stay in a job you're not terribly happy about or you can take the plunge and act decisively to find a better job for the future.

■If you are unemployed, you can idle away your time keeping yourself entertained or you can get serious about putting in the effort to find the job you want.

■If you are a student, you can choose not to deal with the realities of the marketplace and stay at school instead, or you can plunge in and pay the price to find a great job.

Nobody else can make the choice for you. It all comes down to what you really want, and whether or not you are willing to pay the price and do what is required. Only you can make this type of decision.



Key Thoughts

"I know you are a fantastic person with awesome credentials. You are the type of person that any company would want to hire. It is my hope and desire that you go out there and get the job you want."

— Todd Bermont

"Jump in and, most importantly, have fun. Life is too short to get stressed over job hunting. Relax, take action, and be proud of who you are."

— Todd Bermont

"Like a locomotive, it takes time to pick up speed. Once you build momentum, you can't help but succeed. The faster you start, the more momentum you will pick up. The more momentum you pick up, the greater your chances will be of getting the job you have always wanted."

— Todd Bermont

"Beginning your job hunt is the same as jumping into a pool. If you start too slowly, or not at all, you will never get into the job hunt and you will prolong your misery. But if you jump into the hunt with both feet, you will realize it is not so bad. So, just jump in and you'll do fine."

— Todd Bermont

"Change is always scary. But without action, you cannot succeed. I can't tell you how many people I have seen who just sat on their duffs waiting for a job to drop in their lap. Then they wonder why they can't find a job. Sometimes it is easier to get started by taking baby steps. When you write out step-by-step what you have to do, it makes things much easier."

— Todd Bermont



Bonus Seven more secrets to job hunting success

Bonus Secret # 1 — Sell you after the interview.

After an interview, take a few minutes to write down:

·The interviewer's name(spelled correctly).

·The key points discussed — while the information is fresh.

·The areas where you did well.

·The areas where you need to improve.

To follow up on the interview, send the interviewer a thank-you note. This doesn't need to be elaborate but should be sent as soon as possible after the interview. Thank the interviewer for the opportunity to meet with them, express confidence in your abilities and confirm your interest in the position which is available. That will show that you are organized and thorough.

Bonus Secret # 2 — Know how to accept a job offer.

If you get a job offer, stay calm. Before deciding whether to accept it or not, look for the answers to these questions:

1. Is this a position I really want?

2. Are they offering me enough money?

3. Is this a short-term job or one with a good career path?

4. Does my personality match this company?

5. In 3-years time, will I still want this job?

6. Do I want to work for this boss?

7. Is this position aligned with my ideal job description?

If the answer to all these questions is positive, call the interviewer within a day or two and accept. Show some genuine enthusiasm and excitement, but be careful not to talk too much. Instead, let them know you are calling to accept and ask what the next step in the process is.

Bonus Secret # 3 — Know how to decline a job offer.

If the firm offers you a job but you decide not to take it:

■Make certain you are rejecting the offer for good reasons — and are not simply making an emotional decision you will come to regret at a later stage.

■Respond quickly and courteously — thanking them for their offer but declining the offer.

■Mention you were highly impressed with the company — and would welcome the opportunity to keep your options open in the future should a different position become available.

■Be genuine — and express what a difficult decision you had to make, but the offer just wasn't a good fit at the present time.

Bonus Secret # 4 — Know how to negotiate a better offer.

If you like the company and the job offer but the compensation package is too small:

1. Share your research — and are not simply making an emotional decision you will come to regret at a later stage.

2. Exhibit self — confidence you will add value to the company and demonstrate your enthusiasm.

3. See whether there are potential win-win solutions — perhaps by meeting somewhere in the middle or by increasing other components of the compensation package.

4. Be honest with the company — and see whether they can come around to a comparable evaluation of your true worth. If not, you can and should look elsewhere.

Bonus Secret # 5 — Know the best time for an interview.

If at all possible:

■Try and be the first person interviewed for a position — since the first person will greatly influence their expectations.

■Try and schedule your interview for a Tuesday or a Thursday — since these are the days when managers get the most done in a typical work week.

■Try and schedule your interview for the best times in the day — 9:30 a.m. - 10:30 a.m. or 1:00 p.m. - 2:30 p.m..

Bonus Secret # 6 — Practice good interviewing etiquette.

In job interviews, the little things can have a big influence on the decisions made. To enhance your chances of success:

■No eating, drinking, smoking or chewing gum — since this in unprofessional and may irritate the interviewer.

■Listen carefully to everything the interviewer says.

■Never try and finish the interviewer's question for them.

■Don't share proprietary information about your current employer.

■Don't ramble. Be concise.

■Don't tell interviewers what you are currently earning. By avoiding this, you avoid placing a cap over what they will be prepared to pay you.

■Do show up on time, preferably a little early.

■Do have something light to eat before your interview so your stomach isn't rumbling all the way through. But don't go overboard!

■Do have good personal grooming.

■Do ask if it is okay to take notes during the interview.

■Do have voice mail set up on your phone so the interviewer can readily leave a message for you. And don't forget to have a professional greeting on your voice mail rather than a gag.

■Do keep grading yourself after each interview — so you can become better over time.

■Do try and have some money saved beforehand — so you won't come across as desperate when you interview for a position.

■Do smile a lot and genuinely enjoy the experience.

Bonus Secret # 7 — Understand the interview legalities.

When in an interview, you should never discuss for legal reasons:

■Your political affiliations.

■Your national origin or citizenship.

■Your sexual preferences.

■Your medical history.

■Any physiological or psychological disorders you have had.

■Your economic status.

Interviewers should always restrict their questions to areas that are directly work-related. They should not be interested in discussing personal topics. If you feel uncomfortable about the appropriateness of their questions, politely express your preference the interview should remain focused on work issues alone. You have a right to be judged on your merits, not on the basis of your gender or personal beliefs.



响应与讨论


“求职”，真的这么难吗？

林婉萍（台湾1111人力银行总经理特别助理）

由于经济不景气持续冲击台湾就业市场，使得失业率屡攀新高，这也是大家最不乐见的事。然而更无奈的是，即使失业率不断攀升，各企业在招募员工时，其挑剔程度却也不减反升。这些迹象显示出，在不安定年代，没人愿意花钱做冤大头，也就是说，没有任何老板愿意拿辛辛苦苦挣来的钱，冒险雇用无法在工作上有所表现的员工。即使有身好本领，也未必获得青睐，求职者只会更加辛苦。

此时，笔者建议大家扪心自问：“Are you ready？”或“Are you really ready？”

在这里笔者特别使用“really”的目的，是要提醒许多求职者，撰写简历时，“真的”成功推销自己了吗？绞尽脑汁写自传时，“真的”能在最短时间就获得雇主认同吗？当走进面试会场的剎那，“真的”整理好着装仪容了吗？或在最后面试阶段，“真的”从容地把握每分每秒，呈现自己最好的一面吗？从笔者过去的工作经验，到目前担任人力资源管理顾问公司特别助理，面试过不少求职者，有的不是简历抓不到重点，就是面试时不能适切展现优点，还有的更是一开始就缺乏自信、过度紧张，最后当然只有“落选”。

相信大家都知道，从“撰写履历自传”到“面试”，各个环节都紧紧相扣。履历自传无法吸引雇主目光，自然就无法向前迈进，因此每个步骤，都与是否能获得一份好工作关系密切，确实做好求职步骤的每样功课，也是门大学问。毕竟，一份好工作，值得人人用心看待、追寻，掌握每个步骤的要领，吸取多方知识与经验，再运用到自己的求职实战经验中，方有开花结果的一天。在读完之前的《成功求职10妙招》后，作者伯曼特以系统、循序渐进，提纲挈领的方式，整理出求职各步骤，可谓极实用的一本书。

作者在文章中五分钟摘要即指出，知己知彼，才能提高求职成功率。这的确是事实，在求职过程中，求职者不只该在自己身上多下点功夫，同样的，对面试公司，甚至面试主考官，也要加以判断其求才心态与想法，了解雇主公司的发展，才能“投其所好”。不过前提是你必须真的很想得到这份工作、在那家公司上班，否则一切都是空谈。要知道雇主才是决定录取与否的关键，因此，如何捉住面试者注意力，从众多面试者中脱颖而出。

在《求职10妙招》文中，还有一点值得大家思考的，就是“花时间界定自己想要的工作”。笔者认为这也是众多求职者需要厘清的，因为，这将深深影响自己未来是否能乐在工作、获得成就感，符合个人生涯规划。毕竟，一份适合的工作、一间好公司，不但能提升自我潜能，更能从工作的待人处世中，使自己心智成长、思维灵活，帮助生命旅途更上层楼。这也正是读者可在本文中获得的启发。

“求职，真的这么难吗？”对你我而言，也许真有那么点挑战性。在瞬息万变的社会，大家不该只是闭门造车，寄出一封封的简历，期盼哪天会遇到伯乐。应该学习以有效且适合自己的方式，挥洒出属于自己的一片天。笔者很高兴见到有这么一篇灵活实用的《求职10妙招》，作为现代人求职的必备工具，相信能带给大家的，不只是教你如何在求职时拔得头筹，更重要的是，透过如此学习，巧妙地发挥自我效能，在求职新世纪中找到就业新契机！
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