Successfully Managing Your
Career Transition in Any Economy
- Your Plan, Resume and
Interviews:

Webinar Agenda

I. Creating Your Marketing Tools
2. Market Research and Positioning

3. Developing and Executing Your Marketing
Plan

4. Landing that Interview
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7 KEY POINT!

A Positive Attitude
and Focused Activity =

Timely Results!
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|. Creating Your
Marketing Tools
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l. Creating Your Marketing Tools

What are my Career KITES® that will
take me to higher levels!?

e Knowledge
e Interests
e Talents

e Experience
o Skills
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" l. Creating Your Marketing Tools

e Your Career KITES®

e Knowledge: Define your knowledge base —
what do you know and how do you know it?
Some examples are:

— Education and training: A PMP certified Project
Manager well versed in various project management
methodologies

— Knowledge acquired through experience: Solid
grounding in project management protocols and
procedures acquired by successfully managing dozens
of projects through to completion
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" l. Creating Your Marketing Tools

e Your Career KITES®

e Interests: In what are you personally
interested — what drives, motives and excites
you — about what are you passionate!! Some
examples are:

— Driven to bring projects in on-time and under budget
without sacrificing quality

— Passionate about developing the people when leading
a project

— Excited about creating impactful and memorable
customer experiences
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" l. Creating Your Marketing Tools

e Your Career KITES®

e Talents: What are your innate or developed
abilities or gifts? Some examples are:
— A gifted communicator

— Well developed ability to lead cross-functional teams
of diverse people

— A talented business analysts with the ability to
translate business needs into actionable technical
requirements
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" l. Creating Your Marketing Tools

e Your Career KITES®

e Experience: Define, quantify and qualify what
you have done. Some examples are:

— |2 years experience in managing enterprise-wide
projects

— Led project teams of up to 30 direct reporting and
matrix-managed team members

— Five years experience of delivering high-touch
customer service
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" l. Creating Your Marketing Tools

e Your Career KITES®

o Skills: Identify your technical (hard), business or
management (medium), and people (soft)
competencies. Some examples are:

— Skilled in the use of Six Sigma Black Belt
methodologies

— Strong financial management and budgeting skills

— Able to identify and influence diverse stakeholders
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l. Creating Your Marketing Tools

Your Marketing Toolkit Should Consist of
the Following:

Positioning Statement

Resume(s)
- Cover Letter(s)
» Marketing Plan
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" l. Creating Your Marketing Tools

e Positioning Statement

e |s the statement you will use to introduce
yourself in a way that engages others and
informs them of how you can add value and
should include the following information:

— Your profession and related capabilities, i.e., Career
KITES®

— Your years of experiences
— Your professional goals

— Something personal about you
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l. Creating Your Marketing Tools

Sample Positioning Statement

| an accomplished Project Manager with 7 years of experience in
implementing technical and non-technical projects in the
Healthcare Industry with budgets of up to $300,000. | am an
acknowledged as a leader with the ability to build relationships and
manage teams effectively. | possess excellent oral and written
communications skills. | am certified in all current Project
Management Methodologies. | am a team-oriented and organized
manager able to lead diverse project teams to successful project
completion.

| am extremely motivated to build high-performing teams, and
passionate leading these teams to deliver high quality customer
focused technology solutions.
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" l. Creating Your Marketing Tools

Résume

e Is a document that provides a chronological or
functional representation of your professional
experience and should include the following
information:

— Your professional summary

— Your work history broken into to functional duties
and responsibilities

— Your education and training
— Your professional affiliations, certifications and special
awards or recognitions
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" l. Creating Your Marketing Tools

e Cover Letter

e |Is an introductory message or document stating
your qualifications as they relate to the
position’s requirements

— The T-Letter is usually the best format to present this
information

Copyright © 2009 People & Knowledge Works Consulting. All Rights Reserved.



" l. Creating Your Marketing Tools

e Marketing Plan

e Is a living document that provides a
comprehensive plan for managing your career
transition and should include the following
information:

— Your career goal or objective

— Your target market, i.e., your ideal position and
employment situation

— Your activities program
— Your Top Ten List
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" l. Creating Your Marketing Tools

Behavioral Interviewing

e Is based upon the premise that past
behavior is the best predictor of future
performance

e Interview questions are based upon
experiences in past situations that relate
to competencies that are required for the
current position
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" l. Creating Your Marketing Tools

e Write your STAR® Stories to identify
your Career KITES® and build your
communications tools

*S — situation
* T — talents
* A — actions
*R — results
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" 2. Creating Your Marketing Tools

* Your STAR® Stories should identify the Situation
related to a specific Accomplishment

* Your STAR® Stories should identify the Talents you
have and used to achieve a specific Accomplishment

* Your STAR® Stories should identify the Actions you
took to achieve a specific Accomplishment

* Your STAR® Stories should identify the Results of the
Actions you took to achieve a specific
Accomplishment — and be sure to qualify or quantify
the Accomplishment as much as possible

* Remember Results = Accomplishments
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l. Creating Your Marketing Tools
Sample STAR® Story:

* Situation: | was asked to take over a project that was
running three months behind schedule and quickly realized
that the project was under-resourced

* Talents: | interviewed the project owner and several key
stakeholders about their expectations, performed a
business analysis of the situation, built a business case to
acquire more resources, and influenced the owner and key
stakeholders to increase the budget and headcount by 35%

* Actions: | partnered with our HR representative to
rapidly acquire the additional necessary human capital, and
negotiated with vendors to acquire additional
technological resources

* Results: As a result and with the support of a strong
team and partners, | was able to lead the project team to a
timely completion of the project and set the standard of
best practices for future projects in the group
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" l. Creating Your Marketing Tools

e * You should use your STAR® Stories to
build your resume — highlighting the
Accomplishments
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" l. Creating Your Marketing Tools

* You should prepare three to six STAR®
Stories for each position for which you
interview — and they should be related to
your Career KITES® or competencies
required for the position
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" l. Creating Your Marketing Tools

* This will create the STAR Cycle®, in
which the STAR® Stories used to create
the Accomplishments on your resume
will serve as a partial roadmap for your
interview (the position description will

provide the other part of the interview
roadmap)
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" l. Creating Your Marketing Tools

* The interviewer will likely ask you
questions related to the
Accomplishments on your resume, for
which you will have STAR® Stories
prepared — several of which should be
based upon the competencies or
qualifications required for the position
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2. Market Research and
Positioning
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" 2. Market Research and Positioning

e e Understanding the Marketplace through
Research, some tools and methods include;

— Databases like Hoovers and Dun & Bradstreet

— Online resources like The Vault and LinkedIn:
www.vault.com, www.linkedin.com

— Job Boards

— Periodicals and publications: SF Business Times,
www.bizjournals.com

— Professional Associations

— Anecdotal — talk to people who work in companies
where you want to work!
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2. Market Research and Positioning

e Gather Data about your Regional
Economy and the Organizations in it

— Learn what sectors are growing or contracting

— Learn what organizations are hiring

— Look for jobs and professions that are in demand and
those that are becoming obsolete

— Gather information about position and professional
requirements

— Gather salary data
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" 3. Market Research and Positioning

e e Positioning Yourself — who’s out there and
wants to buy what you'’re offering?

—Make sure that the position or career you
want is something that the market place will
support

—When you find the position or career you
want make sure you meet the requirements
and can demonstrate that with your
marketing and communication tools
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3. Developing and Executing
Your Marketing Plan
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" 3. Developing and Executing Your

Marketing Plan

e Marketing Plan

e Is a living document that provides a
comprehensive plan for managing your career
transition and should include the following
information:

— Your career goal or objective

— Your target market, i.e., your ideal position and
employment situation

— Your activities program
— Your Top Ten List
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3. Developing and Executing Your
Marketing Plan

e Managing a successful career transition is
like a sales and marketing campaign — it’s a
numbers game
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3. Developing and Executing Your
Marketing Plan

e Sales Funnel

Number of
Interviews

Number

‘ - of Job

Offers

Number

of —>

Contacts

Time
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" 4. Developing and Executing Your

Marketing Plan

e e Targeting ensures greater and more qualified
results
e Leverage the power of your network!

— Approximately 70% of people find their next position
through their network (that number increases with
years of experience and level)

— Approximately 20-25% of people find their next

position through positions posted on the Internet and
in print media

— Approximately 5-10% of people find their next
position through recruiters or other sources
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’, 3. Developing and Executing Your

Marketing Plan

e e Apply for positions online and then look
for a contact you know through your

personal or social network
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4. Landing that Interview and
Interviewing Successfully
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4. Landing that Interview and
Interviewing Successfully

e Setting up the interview for success by asking
the right questions up front
— With whom will | be interviewing?

— What will the format of the interviews be, i.e.,
individual or panel interviews!?

— Do you have a schedule that you can share with me?
— How much time should | allow?
— What will the process be after the interviews!?

— What is the appropriate attire — business professional
or business casual?

— Can you tell me anything else that will help me

prepare so that | can interview successfully?
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" 4. Landing that Interview and

e Interviewing Successfully

e Preparing for the interview
—Research
—Prepare

—Practice your STAR® stories so that you
your Career KITES® will fly high and you
will shine!
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" 4. Landing that Interview and

e Interviewing Successfully

e Flawless execution during your interview
—Be early
—WWear the appropriate attire
—Breathe, center, relax, smile

—And be Confident — you wouldn’t be here if
you weren’t qualified!
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" 4. Landing that Interview and

e Interviewing Successfully

e Flawless execution during your interview
— Ask powerful second and third level questions
e Preparing for the interview
— Research
— Prepare

— Practice your STAR® stories so that you your Career
KITES® will fly high and you will shine!

e Flawless execution during your interview
— Be early
— Wear the appropriate attire
— Breathe, center, relax, smile

— And be Confident — you wouldn’t be here if you weren’t
qualified!
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7 KEY POINT!

A Positive Attitude
and Focused Activity =

Timely Results!
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Thank you!
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e The material and methodologies contained in
this presentation is copyrighted and the sole
intellectual property of Jerry Pico and People &
Knowledge Works Consulting®. It is used
exclusively for the People-OnTheGo
“Successfully Managing Your Career Transition in
Any Economy:Your Plan, Resume and Interview”
webinar presented on May |3,2009. Please do
not copy, reproduce or redistribute any of this
material for commercial purposes without prior
permission from the owner.

For more information contact Jerry Pico, Principal-Consultant
People & Knowledge Works Consulting, 415.425.7426
ierry@pkwconsulting.com, http://www. pkwconsulting.com




