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WELCOME

Dear Reader,

The secret to career satisfaction lies in doing what comes naturally to you. What you
enjoy most.

Since your natural talents are the single most important part of you to understand
and use in designing your career, it is important to get this part right.

The information contained in this e-book is based on over 15 years of research,
psychometric and personality testing and observation. It is presented to you to
encourage you to become engaged in developing a greater understanding of yourself
and others, and to help you in your search for your ‘perfect career’. It is based on our
work as featured in the careers profiling website www.mycareermatch.com.au

I believe that by adopting these simple principles you will be able to understand
yourself better and be well on your way to living your life full of joy and fulfillment.

I wish you great success and hope all your dreams and wishes come true.
And remember “Whatever you do you’re gonna ROCK!”’

Warm regards,

Nathan Chanesman
Author

About the Author Nathan Chanesman

Dedicated to helping people reach their potential Nathan Chanesman is a leading
expert on careers and personality styles. He is Founder and CEO of Mycareermatch
and Myprofile, online career profiling companies helping tens of thousands of
individuals achieve success in their careers and personal enrichment in their lives. His
books, audio programs, and assessments are used by hundreds of corporations,
schools and universities worldwide.

Copyright Myprofile Pty Ltd 2009 www.mycareermatch.com.au



WHATEVER | DO I’'M GONNA ROCK!

PART 1
READY TO ROCK?

Connect who you are with what you love to do. It’s the
secret to your success

“Do What You Love, The Money Will Follow”.
From this quote, it’s clear that if you love your work, at least three things happen:

e You don’'t feel as if it's work
e You'll be satisfied with your work and yourself
e You will be successful

The secret to career satisfaction lies in doing what you enjoy most. Careers
that match your personality style make the best use of your natural gifts and talents
and will give you the greatest happiness in your life.

In this e-book 1 will help you

Open the door to a rewarding career

Connect WHO you are with WHAT you love to do

Find the career that’s a perfect ‘fit’ for you

Understand your own personality style and the style of others
Discover your unique and natural gifts and talents

Write a winning resume (tips for each style)

Learn how to make a good impression at an interview

Learn how to brand yourself ME, Inc

Since your natural talents are the single most important part of you to understand
and use in designing your career, it is important to get this part right. The
information contained in this e-book will set you on the right path.

Knowing your personality style gives you a distinct advantage when deciding
on a profession or career path for your future.

You will know when you are in the right job when:

You look forward to going to work

You feel optimistic about the future

You feel energized by what you do

Your contribution is respected and appreciated

You're proud and passionate when describing your work to others
You enjoy and respect the people you work with

Remember - your career choice should always be to “connect WHO YOU ARE
with WHAT YOU LOVE TO DO. Then you will know for sure - ‘whatever 1 do
I’'m gonna ROCK!!
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Expect a few changes throughout your career

Our careers are influenced by many things, such as our interests, our natural gifts and
talents, our age, our education, our families and our cultural values.

In the 21st century, very few people will have a job or an occupation for life. You can
expect to make a number of changes throughout your career.

Years ago the longer you stayed with a company the more you were valued as being
reliable, dedicated and stable.

Today all that’s changed. People entering the workforce will probably change jobs at
least every 2 or 3 years. Your value to an employer now comes from the experiences
and knowledge you acquire at each job.

What I have discovered over the years is that you need
a Career Path.

This is different to finding a job. A career is a lifelong journey. It's something much
larger than a job or an occupation. Your career is the variety of experiences of
learning and working (both unpaid and paid) that you undertake throughout your
lifetime.

It’s up to you to actively manage the process of building your career, rather than just
letting it happen.

You will need to plan and manage your lifelong career journey. You are the person
best suited to make choices on the basis of your own skills, knowledge, interests and
personality style.

3 Key things to consider

There are three key things to consider that will open the door to a successful
career.

Key Number 1. What are you interested in? What are you passionate about?

This may be different to what your parents, relatives, friends think you should do.
| suppose the question that should be asked is “if you could be anything at all — what
would you be”?

Confucius the famous Chinese philosopher said “Choose a job that you love and you
will never have to work a day in your life”. The secret of career satisfaction lies in
doing what you enjoy most.

A few lucky people discover this secret early in life, but most of us don’t. We’re torn
between what we think we CAN do, what we (or others) feel we OUGHT to do, and
what we actually WANT to do.
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I cannot give you the formula for success, but I can give you the formula for failure
which is “try to please everyone”. My advice? Concentrate instead on WHO YOU ARE
and WHAT INTERESTS YOU and the rest will fall into place.

In taking into account what interest you, you should also consider if you
have the right attitude and motivation. For instance if you want to be a medical
doctor, make sure you’re comfortable around sick people, hospitals, dealing with
trauma and blood and so on.

Key Number 2. Are you studying the subjects that are needed for this job or
career choice?

There’s not much point wanting to be a Doctor if you are not studying the subjects
required to complete a medical degree. You must make sure that your education
pathway is in line with your career aspirations.

Key Number 3. Do you have the right personality or behavioral style for the
job?

Careers that match your personality style make the best use of your natural gifts and
talents and will give you the greatest happiness for your future work.

When a person’s style is in harmony with their occupation they are more productive,
happier and less stressed than when they are in a position that doesn’t suit their
behavioural style.

Without knowing this your career choice will be flawed. If the job requires someone to
make quick decisions and you are more deliberate and take your time, then you are
going to be “outside your comfort zone” and this job will not be a good match for you.
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PART 2
WHAT MAKES US WHO WE ARE?

A perfect blend

Studies have shown that there are four basic personality styles. When blended
together in varying percentages, these four personality styles make us who we are.
There are 16 combinations of these four basic styles.

Everyone has one ‘dominant’ style. This is our primary style and is established at
an early age. It is our motivating force and is the style we are most comfortable
using. We are “hardwired” with this style from birth. It’s like a default factory setting.
Most of us also have a secondary style, which has the important function of
creating balance and assisting you in the decision-making process.

Are you good with people or tasks?

In studying ‘personality’ the first factor to look at is - What ATTRACTS you?

We each have an internal magnet. It’s attracted to either people or tasks. Some
people need people around them; it energizes them, stimulates and excites them.
They are great at jobs that require them to use their people skills. They inspire and
motivate others, and work better surrounded by people and noise. They trust their
own intuition and are persuaded by an emotional argument. These personality
styles tend to be good with people.

Those people, whose magnet is attracted to tasks, have their energy drained by
being around people; they enjoy their own company, and prefer to work alone on
detailed tasks. These people rely on fact and logic. They are persuaded by rational
arguments, and emotion does not play a big part in their decision making. These
personality styles are good with tasks and information.

How fast do you go?

The other factor that determines our personality style is our internal motor, or
the speed at which we do things. This relates to how FAST people do things. Some
of us are dynamic and move at a rapid pace. We are outgoing and do things
quickly. We want things done now — we make decisions quickly, we fall in love
quickly, we shop quickly and so on. We like variety, action and adventure.

Others are conservative and work at a much slower pace. We also want to get
things done, but done correctly and in a considered manner. We decide slower, we
are more cautious, we don’t take risks and we are discerning. We are not impulsive,
we are reserved. We see no need to rush and we prefer the steady approach to
completing tasks. We are organised and prepared.
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In the end it’s a matter of personality according to
the Harvard Business Review

The Harvard Business Review On Point magazine featured a recent article on
“Managing Yourself” in the Fall 2009 issue. Written by Peter Drucker, it states
“Like one’s strengths, how one performs is unique. It is a matter of
personality™.

“Whether personality is a matter of nature or nurture, it surely is formed long
before a person goes to work. And how a person performs is a given, just as what
a person is good at or not good at is a given. A person’s way of performing can be
slightly modified, but it is unlikely to be completely changed — and certainly not
easily. Just as people achieve results by doing what they are good at, they also
achieve results by working in ways that they best perform. A few common
personality traits usually determine how a person performs”.

Getting to know the four personality styles.

THE DRIVER PERSONALITY STYLE
Direct, Decisive, Driven

e Drivers are driven, natural born leaders
e Drivers are mostly extraverts
e Drivers have the confidence to hold true in the face of danger

e Drivers have the independence to take a stand
e Drivers keep their heads when all around them are losing theirs
e Drivers are always willing to take a chance

e Drivers are the dynamic people who dream the impossible dream
e Drivers are always aiming, reaching and succeeding

Their BASIC NEEDS ARE: Challenge, Control & Choice
Their OUTLOOK ON LIFE IS: To lead or to be in charge

Drivers are strong willed, practical and decisive. They are action oriented and
results driven. Drivers are assertive and they like to tell others what to do. Drivers
prefer jobs that are task rather than relationship oriented.

Drivers are the entrepreneurs and are most comfortable when they are in control.
They are competitive, thrive under pressure, often confrontational and they exude
energy, move faster, speak louder and certainly decide quicker. They aren’t
interested in small talk and don’t communicate their feelings too often or too freely.
They are less emotional and more in control of their feelings and responses than
other styles.
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A Driver:

Decides quickly.

Takes action.

Moves quickly.

Takes charge.

Takes bold, often aggressive action.
Gets right to the point.

Tells others what to do.

Expresses concern for the bottom line.

When communicating, the Driver is:

Decisive.

Direct.

Loud.
Interrupting.
Formal.
Inquisitive.
Restless.
Sometimes blunt.

Key behavioral traits of Drivers:

Want to get it done NOW.

Want to make things happen NOW.
Great with tactics.

Best with tools and equipment.
Tend to direct too much.

WHATEVER | DO I’'M GONNA ROCK!

Prefer verbal communication that is factual and concise.
Don't like being taken advantage of or losing control.

Ask questions starting with ‘WHAT’.

If you are a DRIVER personality style, you are concerned about RESULTS...

You enjoy challenges and competition.
You trust your ability to produce results.
You make decisions quickly.

You enjoy solving problems, getting things done, and achieving goals.

You want to be in charge. (You dislike being told what to do.

You set high standards for performance (your own and other people's).

You are willing to take risks, challenge the status quo, and break the rules.
You are impatient with people who "waste time" by talking or planning, who

you think are incompetent, or who resist change.

e You can be blunt.
e You bore easily.

You don't mind telling people they're wrong. You value "telling it like it is.”
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You are energized by...

Being in charge

Working in a fast-paced, results oriented environment
Taking on new opportunities and challenges

Having the authority to determine how things are done
Being able to advance in your career

You lose energy when you...

Are questioned or overruled

Perform routine, predictable tasks

Are closely supervised or micromanaged
Can't affect the outcome

Have limited access to resources

At your best you can...

Get things done, either by yourself or as a group leader.

Be bold and adventurous.

Mobilize people to solve a problem, confront an enemy, or achieve a goal.
Be a pioneer, a crusader or a leader

When you are stressed, you can...

Be hypercritical, demanding, and short-tempered.
Make rash and reckless decisions.
Explode when you don't get your way.

To be your best...

Take time to gather information and think through the consequences of your
decisions.

Instead of just announcing your decision, explain your reasoning.

Consult others, respect their input, and keep them informed.

Cultivate patience and see the value of cooperation with others

Be blunt to the point of being rude. Like a tank, you run over people's feelings.

Copyright Myprofile Pty Ltd 2009 www.mycareermatch.com.au
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THE PROMOTER PERSONALITY STYLE
Influential, inspirational, enthusiastic

e Promoters uplift your spirits with words of encouragement
Promoters see the excitement in everything they do

Promoters are creative and colourful
Promoters can inspire and charm others
Promoters will persuade you to have a go
Promoters make friends easily

Promoters are naturally outgoing people
e Promoters are the ray of hope when everything seems hopeless

Their BASIC NEEDS ARE: Recognition, Approval and Popularity
Their OUTLOOK ON LIFE IS: To persuade others to their way of
thinking

Promoters are expressive, emotional people who use their intuition to make
decisions. They are very approachable, warm, competitive and fast paced.
Promoters like to form relationships and they make great diplomats.

They believe that cooperation is the best way to achieve results. They are terrific in
teams and group activity, often wanting to be the leader, because they have
excellent leadership skills.

Promoters have great people skills and like to tell others what to do. When given
the choice, they prefer to work with other people rather than alone. They consider
power and personal recognition as very important. Promoters want to get noticed.
Promoters are assertive people who are not hesitant about making their presence
or feelings known.

A Promoter:

Is optimistic.

Starts conversations easily.

Fun to be with.

Generally outgoing.

Makes friends easily.

Persuades others to their way of thinking.

When communicating, the Promoter is:

Enthusiastic.
Outgoing.
Persuasive.
Charming.
Friendly.
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Key behavioral traits of Promoters:

Want to get noticed.

Want to work with people.

Great at diplomacy.

Best with people and communication.

Tend to talk too much.

Prefer verbal communication that is emotive and talkative.
Don’t like rejection or loss of support.

Ask questions starting with ‘WHQO’.

If you are a PROMOTER personality style, you are concerned about
COMMUNICATION and PEOPLE.

You see the "big picture"” and you can be inspirational.

You are optimistic, charming, and outgoing.

You are a "people person.”

You enjoy meeting new people, working with others, and networking.

You tend to ignore the rules (since you don't think they really apply to you).
You dislike details and you can be scattered

You are energized by working with people and you energize any group you
work with.

e You are a consummate communicator. You enjoy telling stories and you tend
to exaggerate.

You are energized by...

Working with people in a fast-paced, varied environment
Being in the spotlight (not necessarily being in charge)
Tackling new projects and learning new things

Gaining public recognition

Initiating change and being able to be creative

You lose energy by...

Being around negative, cold, or pessimistic people
Performing routine, detailed tasks

Being held to rigid schedules

Working alone

Feeling left out

Being criticized in public

At your best you can...

e Communicate a vision, mission, or goal in a way that inspires others to adopt it
and work toward achieving it.

e Be enthusiastic and creative.

e See the best in others and help them believe in their abilities.

e Be a visionary, motivator and a catalyst.

Copyright Myprofile Pty Ltd 2009 www.mycareermatch.com.au 12
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When you are stressed, you can...

e Lack follow-through, rarely finishing what you begin.
e Over promise and under deliver.
e Be superficial and glib.

To be your best...

Develop time management skills.

Listen. Question. Pause. Consider.

Be more discriminating. Learn how to appraise people more realistically.
Resist the urge to do something new. Rein in your impulsiveness.
Cultivate perseverance

Copyright Myprofile Pty Ltd 2009 www.mycareermatch.com.au
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THE SUPPORTER PERSONALITY STYLE
Supportive, stable, steady

e Supporters are easy to get along with
e Supporters are ‘cool, calm and collected’
e Supporters are patient and well balanced

e Supporters have the stability to keep us all on track
e Supporters have the ability to unite opposite forces
e Supporters have the compassion to comfort those who are hurting

e Supporters have great administrative ability
e Supporters make the world go round

Their BASIC NEEDS ARE: Appreciation, Security and Approval
Their OUTLOOK ON LIFE IS: To provide necessary support; and to
bring harmony to get the job done

Supporters are team players. They are generous with their time and use their
relationship skills to achieve results. Supporters are sensitive to other people’s
feelings and they exhibit great patience. Supporters are family oriented, and see
the good in others. They are genuinely interested in hearing what others have to
say, rather than always expressing their own views.

Supporters are the helpers; always there to lend a hand, never leaving a job until
it's done. They’re fun to be with and they love the company of other people, either
socially or at work. They tend to work in a methodical and structured manner,
although they’re not big on goal setting. They achieve their objectives by using
understanding and respect rather than force and authority.

A Supporter:

Avoids causing problems.

Avoids arguments.

Listens patiently.

Follows orders.

Demonstrates understanding of others’ feelings.
Relates warmly to others.

Rarely makes demands on others.

Easy to get along with.

Is a ‘nice person’.
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When communicating, the Supporter is:

Quiet.
Tactful.
Friendly.
Casual.

Key behavioral traits of Supporters:

Want to get along.

Want to keep things running smoothly.

Great at logistics.

Best with schedules and supplies.

Tend to agree too much.

Prefer written communication that is chatty and friendly.
Don’t like sudden change or threats to their security.
Ask questions starting with ‘HOW”.

If you are a SUPPORTER personality style, you are concerned about
RELATIONSHIPS and PROCESS...

You

You

You are a good listener and a team player.

Your goal is to help people.

You are sympathetic, friendly, and supportive

You dislike conflict and sudden change.

You are loyal.

You are patient. You stick with a project from beginning to completion.

You work hard — often behind the scenes — at creating a stable, harmonious
environment.

are ENERGIZED by...

Cooperating with others

Working in a stable, harmonious environment where you can complete one
task at a time

Being recognized for your loyalty and service

Having clearly defined — and unchanging — rules and expectations
Working with a small group of people where you can develop relationships

LOSE energy by...

Dealing with sudden, unexpected change

Being around competitive, aggressive, and confrontational people
Being pressured to make decisions or implement change

Seeing other people get the credit for your hard work

Being judged unfairly

At your BEST you can...

Reconcile factions, calm tensions, and stabilize unsettled situations.
Be patient and persistent.

Be a dependable and hardworking team-player.

Be a peacemaker, and a calming influence.

Copyright Myprofile Pty Ltd 2009 www.mycareermatch.com.au
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When you are STRESSED you can...

e Take criticism of your work as a personal affront. You are too hard on yourself.

e Resist change passively.

e Wait for people in authority to tell you what to do and then you lead them to
believe, falsely, that you will comply.

e Shake your head; shrug your shoulders, and say, what’s the use?

e Be a victim, and a defeatist.

To be your best...

e Become more flexible with your routines, more willing to negotiate change.

e Develop your assertiveness skKills.

e Know that other people don't know what you're feeling or thinking. Learn how
to disclose yourself appropriately.

e Become more flexible

Copyright Myprofile Pty Ltd 2009 www.mycareermatch.com.au
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THE ANALYSER PERSONALITY STYLE
Conscientious, Careful, Accurate

e Analysers have the talent to create a masterpiece from anything
they do

¢ Analysers have the ability to analyse a situation and arrive at the
proper solution

¢ Analysers always maintain ‘if it’s worth doing, it’s worth doing right’
e Analysers are talented and creative, serious and purposeful
e Analysers set high standards

e Analysers are valued for their depth, sensitivity and their
organisational talents

Their BASIC NEEDS ARE: Quality Answers, Excellence and Value
Their OUTLOOK ON LIFE 1IS: To be conscientious and consistent

Analysers strive for accuracy and consider details and facts to be extremely
important. They’re not particularly relationship orientated, nor are they highly
expressive or fast paced. They are in control, non-emotional people who focus on
the task rather than people.

Analysers love information - the more they have the less risk they are likely to
take. In fact, Analysers hate risk. They are well organised people who function best
with charts and graphs and details. They are precise and orderly, and they tend to
work at a slower pace.

An Analyser:

Thinks things through.

Seems to want to work alone.

Plans ahead.

Has a place for everything, everything in its place.
Is careful, perhaps guarded, when speaking.

Is very particular about quality and detail.

Is not impulsive.

When communicating, the Analyser is:

Cautious.
Private.
Reserved.
Formal.
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Key behavioral traits of Analysers:

Want to get it right.

Want to figure things out.

Great with strategies.

Best with plans and technology.

Tend to question too much.

Prefer written communication that is factual and precise.
Don’t like criticism of work or lack of standards.

Ask questions starting with ‘WHY’.

If you are an ANALYSER personality STYLE you are concerned about QUALITY
and ACCURACY.

e You want to be right.

e You prefer to work alone.

e You research every aspect of a situation and consider every eventuality before
making a decision.
You value your reputation for being accurate and logical.
You like systems and procedures that produce predictable and consistent
outcomes.

e You read the fine print. You are a stickler for detail.

e You have very high standards, especially for yourself. You can be a
perfectionist.

You are energized by...

e Having access to information and data

e Having time to investigate the problem, formulate a plan, and carry it through
to completion

e Being dealt with in a reserved, business-like manner

e Being recognized and rewarded for specific accomplishments

You lose energy by...

e Dealing with sudden or abrupt change

e Being required to socialize, to deal with emotionally charged situations, and to
disclose personal information

e Lacking the time to process information or to evaluate consequences

e Working in a system that lacks quality control or safety regulations

e Being criticized by people who don't understand the situation

At your best you can...

e Be fair and objective, not letting feelings or personal biases get in the way of
doing the right thing.

e Ask the right questions.

¢ Maintain high standards in spite of pressures to compromise values or the
quality of work.
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When you are stressed, you can...

Become overly critical -- of others and of yourself.
Suffer from analysis paralysis. You get bogged down in details.
Withhold information and become stubborn.

To be your best...

Become more open to other people's ways of thinking and communicating.
Learn when it is appropriate to settle for good enough.

Gain perspective on the consequences of being wrong.

Know that you don't have to know everything before voicing an opinion or
making a decision.

Become more assertive

“Be yourself; everyone else is already taken!”
Oscar Wilde

Copyright Myprofile Pty Ltd 2009 www.mycareermatch.com.au
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A brief history of personality and
behavior

Years ago, scientists and philosophers began to recognize that the differences in
people’s behavior seemed to follow a pattern. They observed the personalities of
people and described the behavior they saw.

It was about 400 years before Christ that the Greek philosopher, Hippocrates first
came up with an idea as to why people acted differently. He believed that what
caused this difference of behavior was not caused by external factors but rather by
what was within us.

He said it was the fluids that run through your body. If you have a cold fast fluid
you’ll be dominant, direct, and decisive. If you have hot fast fluid then it might
bubble out of your mouth and that’s why you’re taking all the time. Or maybe you
have a fluid that's warm and slow then you’'re likely to be stable and family
oriented. If you had a slow cold fluid it made you a thinker, a meticulous
perfectionist who always wanted exact details. Hippocrates named these Choleric,
Sanguine, Phlegmatic and Melancholy. Florence Littauer uses these terms in her
book Personality Plus.

In the early 1900’s behavioural scientists said it wasn’t the fluids that run through
your body but it was psychological factors that you were born with. It was your
genes, plus your experiences that made up your personality. Two people
significantly changed our view of people’s behavior - Carl Jung and William
Marston.

Jung, a Swiss psychologist described four personality styles - Thinking, Feeling,
Sensation and Intuition. Katherine Briggs and her daughter Isabel Briggs
Myers developed Jung’s theory into the Myers Briggs MBIT model. About the
same time William Marston an American psychologist who had invented the lie
detector polygraph wrote a book in 1923 called “The Emotions of Normal People”.
In it, he concluded that a person’s personality style was based on Dominance,
Influence, Steadiness and Compliance. This became the model for the DiSC
system.

Mycareermatch methodology is based on the work of William Marston and was
developed by llan Kogus PhD and Nathan Chanesman through many years of
research, trial, validation and use. Mycareermatch parent company, Myprofile,
continues to test and develop products for careers, recruitment, sales, corporate
training and personal development.
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PART 3.
UNDERSTANDING OTHERS

Understanding how other people act and behave

As we travel through life we recognize that most people prefer to think, communicate
and behave in a different way to us. Often the way you personally ‘prefer to do
things’ may not be the way others ‘prefer to do things’.

Understanding and adapting your style to suit the style of others, immediately helps
you improve your communication skills, reduces understanding and enhances all your
relationships for life. Heck, you may even understand your parents!

Understanding other DRIVERS

How to RECOGNISE DRIVERS...

They tend to be active, extroverted, and always in a rush.
They speak loudly, interrupt others, and come right to the point in
conversation.
e They like to take charge of meetings and set the agenda and make the rules.
e They can be aggressive, blunt, and impatient.

How to WORK with a DRIVER...

e Be clear, specific, and to the point.

e Be prepared. Present your requirements, objectives, and support material
without wasting their time.

e Give them choices.

¢ Involve them in developing a solution. Let them decide how to accomplish it
and give them the freedom to do it by themselves.

e Clarify the limits of their authority and available resources.

e Don't back down when they attack. Take issue with the facts without
confronting the person directly.

What NOT to do around other DRIVERS...

Waste their time.

Tell them what to do and expect them to do it.

Chitchat. Try to develop a relationship. Approach them casually.
Expect them to pick up on your feelings or unspoken agenda.

Verbal clues that DRIVERS leave ...

“I like being my own boss”

“l know what | want and | go after it”

“I like new challenges and opportunities”
“Here’s how we’ll proceed”

“Cut to the chase, what are the options?”
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Understanding other PROMOTERS

How to RECOGNIZE PROMOTERS

They tend to be extroverted, friendly, and charming.

They speak with animation (using gestures and facial expressions), tell stories,
and laugh.

They like to make gatherings (meetings, sales presentations, etc.) into social
events.

They enjoy working with people, often trying to include others in their projects.

How to WORK with a PROMOTER...

Be friendly. Start your conversation in a personable way before getting down
to business.

Help them set clear, realistic goals. Develop timetables and check back with
them frequently.

Maintain an open door policy with them. Make them feel included.

Set clear objectives and time frames for any major task.

Look for ways to make the best use of their verbal skills.

What NOT to do around other PROMOTERS...

Bore them with details.

Freeze them out. Exclude them. Make them feel like an outsider.
Ignore their ideas.

Expect them to cope well with bureaucracy.

Verbal clues that PROMOTERS leave ...

“l get fired up about things”

“I feel this is the way to go”

“I like telling stories and entertaining people”
“l like freedom from control and detail”

“l make new friends easily”

“Spare me the details, give me the big picture”
“Let’s try it this way just to be different”

“l just LOVE the way you do that!”
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Understanding other SUPPORTERS

How to RECOGNIZE SUPPORTERS...

e They tend to be quiet, indirect and casual. They don't show their emotions.

e They speak slowly and in a relaxed pace, as if they have nowhere important to
go.

e They are good listeners. They encourage others to talk about themselves.

e They prefer to follow, not to lead. They like working with others in small
groups.

How to WORK with a SUPPORTER...

e Be friendly. Start your conversation in a personable way before getting down
to business.

Tell them about future changes to give them time to adjust.

Chat with them frequently. Ask them about themselves.

Assign them fewer, larger projects.

Encourage them to speak up at meetings.

What NOT to do around a SUPPORTER...

Confront them directly or make them feel personally attacked.
Drop changes onto them.

Question their loyalty.

Expect them to cope well with hostility or disapproval.

Verbal clues that SUPPORTERS leave ...

“I like working with people who get along”

“l need to plan ahead”

“I'm reserved when I’'m around new people”

“l don’t want to go there by myself”

“Will you come with me?”

“I'm ready to help any way | can”

“I'm not sure about that; | like things as they are”
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Understanding other ANALYSERS
How to RECOGNIZE ANALYSER...

They tend to be quiet and formal. They appear cautious.

They speak slowly and matter-of-factly, trying to avoid mistakes.

They rarely speak up at meetings.

They prefer to go off by themselves and to collect data and make plans.
Their offices are neat.

How to WORK with an ANALYSER...

Get right down to business. Present the facts. Focus on the issue.
Involve them in defining standards and developing procedures.
Ask their opinions. Wait for them to answer. Listen.

Involve them in long term planning.

Respect their personal limits.

Train them in people skills and negotiating.

What NOT to do around an ANALYSER...

Ask them to take on multiple projects at one time.

Expect them to cope well with change.

Spend time on their feelings or ask them how they're really doing.
Drop changes on them.

Verbal clues that ANALYSERS leave ...

“| prefer facts to emotions”

“Can we justify that?”

“What are the guidelines?”

“I'd like to analyse that”

“I like working with people who are organised”
“Let me think about that and I'll get back to you”
“Just let me know exactly what you want”

“Knowing others is wisdom, knowing yourself is enlightenment”
Lao Tzu
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PART 4.
AT WORK STYLE MATTERS

Recognising styles at work

When you enter the workforce you will instantly recognise these different styles ‘at
work’ and now you’ll know what makes each style ‘tick’. You’ll know how to work with
each style and be able to communicate clearly with them to further your career
prospects or to get that job you want. Here’s how to identify each style at work.

DRIVERS at Work

When you enter a Driver’'s work place or office the general tone will suggest authority
and control. Neatly stacked piles of papers and projects will cover their desk.

A large chair behind a massive ‘power desk’ usually means... a Driver works here.
Everything suggests activity. Drivers surround themselves with achievement awards,
charts and trophies. You’ll seldom catch Drivers doing nothing. Drivers like to let
people know ‘they’ve made it’ without having to tell anyone about it.

Drivers love a competitive work environment, full of activity. They often ‘squeeze’ you
in to their calendar and will often let you know that their time is limited.

When you meet Drivers at work they,

Shake hands firmly

Make steady eye contact

Are often impatient

Tell you to take a seat

Probably won’t ask if you want something to drink
Your contact with them will be brisk and business like.

PROMOTERS at Work

When you enter a Promoter’s work place or office, you will notice glitz, pizzazz and
style. Motivational posters and slogans will fill the walls. ‘Post-it’ notes will be all over
the place. Their desk will be cluttered and disorganised. Promoters react to visual
stimuli; they like to have everything where they can see it.

The atmosphere is warm, open, and friendly. Promoters seldom sit behind a desk.
They often have round tables or sofas, enabling them to meet their goal of getting to
know you better. They talk a lot, and show great emotion waving their hands in the
air when they speak.

Because Promoters want to be noticed, they often dress to be noticed, in the latest
style and colours.
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When you meet Promoters at work, they

Shake hands firmly

Use animated expressions

Tend to act spontaneously

Will definitely ask you if you want a drink

Your contact with them will be open and friendly.

SUPPORTERS at Work

When you enter a Supporter’s work place or office, you will notice family photos,
group work photos, personal items and posters covering the wall. Their office will be
warm and friendly. Their desk will be neat and functional. Supporters prefer to
arrange seating in a side-by-side, casual manner.

Supporters usually dislike drawing attention to themselves, so they tend to wear
subdued colours and styles.

When you meet Supporters at work, they

Shake hands gently

Exhibit patience

Make intermittent eye contact

Ask if you would like to take a seat
Probably have the coffee and water ready

Your contact with them will be the same as with Promoters, open and friendly but the
pace of your meeting will be much slower and Supporters will require time to
consider.

ANALYSERS at Work

When you enter an Analyser’s work place or office you will notice how organised it is;
usually orderly and professional.

The walls will be filled with Diplomas, credentials and achievement awards. The décor
will be functional. They will know where everything is. Often, there will be state-of the
art technology computers.

When you meet Analysers at work they,

Move slowly and deliberately

Use few facial expressions

Gesture infrequently

Take their time when decision making

Your contact with them will be business-like and formal.
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THE FOUR PERSONALITY STYLES — WORK SUMMARY CHART

Style Strengths

This style
appreciates

When working
with this style
you need

to be

Under stress this
style becomes

When deciding
this style
considers

This style
decisions are

This style is
motivated by

How this style
achieve results

This style is de-
motivated by

This style sets
goals that are

This style dislikes

This style
communicates
best by

Drivers

Leadership and

Promoters

Enthusiasm and

Supporters

Teamwork and

Analysers

Planning and

pioneering spirit persuasion communication systems
Action Attention Support Service
Efficient Stimulating Agreeable Accurate
Demanding Attacks Avoids Agrees
Options and Testimony and Assurances and .
opportunities incentives guarantees Data and evidence
Swift Rapid Unhurried Slow
Results Recognition Approval Respect

Works quickly

Works quickly

Works slowly

Works carefully

and alone and with a team and with others and alone
Failure Rejection Insecurity Conflict
Short Short/Medium Medium/Long Long

. . Administrative Unplanned Vagueness and
Time wasting . :
tasks activity inaccuracy
Telling Selling Listening Writing
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style should
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style is
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at these skills
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motto is
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Each style’s risk
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How to sell to
this style

Style areas of
improvement are
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Decisive Spontaneous Considered Deliberate
Hard work without Activity, enthusiasm People who ge’t Meticulous,
. S along and don't respect for rules and
complaint and creativity <
dominate procedures

Develop listening skills

Slow down and not
rush into things

Initiate suggestions
and ideas

Ease up and not be so
pedantic

Conceptual

Tactical

Operational

Strategic

Assertive and
competitive

Communicative and
friendly

Procedural and
practical

Precise and no-
nonsense

Results and winning

Acknowledgement
and compliments

Compatibility and
contribution

Precision and
accuracy

Problem solving
skills

Persuasive skills

Counseling skills

Administrative skills

Wanting to get it

Wanting to get

Wanting to get

Wanting to get

done noticed along it right
Action, fast pace . Team exercises and Clear Iog.lcal
. Variety, fast pace o presentations,
and active ! : group activity,
R lots of interaction slower pace,
participation slower pace detailed information
High Moderate Low Avoid

Stress the result and
bottom line success

Demonstrate the
appeal to people

Emphasise the
support provided

Highlight the track
record and proven
success

Impatient and poor
relationship skills

Lack of attention to
detail

Oversensitive and
slow to act

Perfectionist and
unresponsive
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PART 5.
WHAT 1S THE PERFECT CAREER FOR
YOU?

The perfect career matches who you are

In our research, we’'ve found that certain styles tend to gravitate to certain jobs.
That's because each job has a ‘behavioral or personality profile’ of its own. If the job
was a person, what style would it be? And, wouldn’t it be logical that the closer a
person’s style matched the job they are required to do, the happier, more productive
and less stressed they would be.

It's not to say that if you don’t match the job you can’t do it, but you will not be as
comfortable and at ease in the job as a person whose style is more in harmony.

Review the following pages to see the types of jobs that suit your style. If you are a

blend of two styles then you would be quite comfortable doing the jobs that
suit each of those styles.

Ideal careers for DRIVERS

For Drivers the ideal career is where they can make decisions, set goals and
measure results. Drivers are task oriented.

Drivers enjoy power, control and independence. They are quick, decisive and are
natural born leaders. They function best when carrying out responsibilities with
authority. They don’t like too much detail and are big picture people.

Drivers are comfortable with change and accept responsibility for their actions. They
are very much bottom line results oriented people. Drivers are more task and
information driven and their people skills are not the greatest. They are rational
decision makers where emotion is not a factor. They are also very creative people.

The Career paths that best match the DRIVERS style
are:

Careers in Business

Drivers are perfect for business-related endeavors. (Business owners, entrepreneurs,
managers, leaders or directors). They have the personality to start their own
business, but may also thrive in settings where competition is keen — such as large,
well established organisations.

Careers in sales & marketing would appeal to Drivers. Of course, depending on their
particular skills and educational background, Drivers may be a good fit for politics, the
police or military, legal professions and advertising.
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Practical or mechanical careers

These occupations involve working with things, using the hands, or special tools or
equipment. Activities include practical and physical tasks, which may require an
understanding of how equipment or machinery works.

Creative, recreational or artistic careers

These occupations involve working with ideas to creatively express, present or
perform them. An appreciation of design, style, form, beauty or related concepts used
to develop or interpret an idea is important. Activities include writing, painting,
singing, dancing, decorating, designing and performing. Also careers involving sport,
leisure or the environment.

Work related strengths of Drivers are:

Vision

Problem solving

Understanding complex issues

Drive and ambition to succeed

Confidence and natural leadership

Strong motivation to excel

High standards, strong work ethic

Ability to create systems to achieve objectives
Courage to take bold steps

Drive to reach goals

Logical rational decision making

Decisive and strong organizational skills
Ability to run many projects

Energy, action, realism

Good with technology, tools and equipment

Suggested careers that best suit Drivers are:

Business, Executives, Managers, Administrators, Sales, Marketing, Logistics, Media
Planners/Buyers, Producers, Project Management, Chefs, Entrepreneurs, Finance,
Financial Planning, Brokers, Venture Capitalists, Mergers & Acquisitions, Consulting,
Business Consultant, Management Consultant, Professional, Law, Technology,
Creative, Planning & Development, Politics, Sales, Management, Scientific, Trades,
Sports, Coaching, Pilots, Engineers, Medical.

A complete list of suggested careers is contained within your career profile
report.
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Ideal careers for PROMOTERS

For Promoters the ideal career involves people.

Promoters are outgoing extroverts who enjoy the company of others. They have a gift
for working with people and forming positive working relationships. They are
optimistic and have excellent communication skills.

Promoters are influential, highly intuitive and sensitive to others. They are creative
and have an ability to communicate and persuade others. They enjoy working with
people, motivating, representing, lobbying and influencing others.

Promoters move at a fast pace so enjoy jobs with variety, travel and where they don’t
have to be behind a desk for too long.

The Career paths that best suit the PROMOTERS style
are:

Persuading or service careers

These occupations involve working with people to sell, motivate, or influence them.
Activities including selling, promoting or providing goods or services, lobbying, or
presenting a point of view. Careers in sales, promotions, communication, events, or
public relations would be suitable, so would careers in recruitment, entertainment or
politics.

Helping or advising people

These occupations involve working with people to help, inform, teach or treat them.
Activities include discussing personal issues, listening to people’s problems and
providing advice, instruction, information or treatment to meet their needs. Careers in
consulting, coaching and training would appeal to Promoters.

Creative or _artistic careers

These occupations involve an appreciation of design and related concepts used to
develop or interpret an idea. Activities such as publishing, designing and decorating,
or a career in the Arts, would also be ideal.

Work related strengths of Promoters are:

Excellent communication and presentation skills
Leadership skills

Ability to build consensus

Enthusiasm and ability to enlist cooperation with others
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Decisiveness and organizational skills
Eagerness to think outside the box
Empathy, genuine concern for people
Ability to see the big picture

Drive to be productive

Commitment to work they really believe in
Courage to take risks

Natural curiosity

Perceptiveness about people

Adaptability to change and direction
Ability to cooperate and create harmonious relationships

Types of careers that best suit Promoters are:

Communication, Advertising, Writers, Journalist, Broadcasters, Fund Raisers,
Recruiters, Politicians, Editors, Graphic Artists, Copy Writers, Counseling, Psychologist,
Facilitators, Career Counseling, Clergy, Education, Teaching, Child Welfare,
Community Services, Public Health, Sociologist, Human Services, Recruitment, Sales
Training, Sales Management, Team Trainers, Labor Relations, Talent Directors, Special
Event Planners, Travel Agents, Public Relations, HealthCare, Consulting, Creative,
Marketing, Planning, Sales, Service, Customer

Relations, Planning, Merchandising.

A complete list of suggested careers is contained within your career profile
report.
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Ideal careers for SUPPORTERS

For Supporters the ideal jobs are those that involve people, service and
information.

Supporters are easy going people who enjoy working in a secure team environment
that requires repetitive tasks or processes. They enjoy following routines and
instructions and have a natural inclination to help others solve problems.

Supporters are naturally cautious and function best in a stable non confrontational
environment. They are dependable, loyal and patient, and want to help others.
Supporters have a great talent for logistics that is supplies, schedules, distribution and
similar tasks. They keep the world running. They enjoy working with people and
managing operations.

They have a talent for quality control and regulatory compliance. They excel at
providing their company with goods and services and seeing to the health and welfare
of employees and family.

The Career paths that best match the SUPPORTERS
style are:

Organising or administrative careers

These occupations involve working with data to order, process or retrieve facts and
figures, or to develop or administer policies and procedures. Activities include
organising, using or updating information (such as files or accounts), developing or
following procedures or systems, and the planning, budgeting and staffing of an
organisation. Careers in administration, human resources, retail and secretarial
would be idea.

Helping or advising

These occupations involve working with people to help, inform, teach or treat them.
Activities include discussing personal issues, listening to people’s problems and
providing advice, instruction, information or treatment to meet their needs. Teaching,
social services, childcare, and healthcare would suit a Supporter.

Careers in nature or recreation

These occupations involve working with things in the natural world, such as
conservation, handling animals, horticultural or veterinary care. Activities include
growing and caring for living things, or an involvement with sport, leisure or the
environment.
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Supporters work related strengths are:

Focus and concentration

Strong work ethic

Responsible and hardworking

Good cooperation skills

Harmonious relationships with others
Practical and realistic

Accurate with facts and attention to detail
Enjoy being of service to others
Supportive of fellow workers
Traditionalists

Strong organizational skills

Common sense and realistic perspective
Thoughtfulness

Ability to work alone and with others
Deep commitment to work they believe in and integrity

Types of careers that suit Supporters are:

Artists, Healthcare, Dental, Opticians, Nursing, Therapist, Vets, Scientists,
Technicians, Pharmaceutical, Service, Administrative and accounts, Retail, Interior
Decorators, Musicians, Social Services, Librarians, Social Workers, Child Care,
Specialist Teachers, Guidance Counseling, Horticultural, Florists, Secretarial, Clerical,
Book Keeping, Telemarketing, Religion, Organizational Development, Human
Resources, Project Management, Counseling, Education.

A complete list of suggested careers is contained within your career profile
report.
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Ideal careers for ANALYSERS

For Analysers the ideal jobs are those involving details, facts and information
and less to do with people.

Analysers are no nonsense people who are naturally inclined to gather information.
They are detail oriented who don’t mind working by themselves. They enjoy the
challenge of collecting facts and details and providing precise evaluations and reports.

They are competent administrators who follow procedures in a conscientious and
conservative manner.

The Career paths that best match an ANALYSERS style
are:

Analvtical or scientific careers

These occupations involve working with ideas to investigate or seek solutions to
scientific, technical, social or other issues. Activities include observing, researching,
analysing and interpreting results. The ability to develop theories, apply logic and
explore abstract ideas in a specialist area of knowledge is important. Careers in
research, medicine, and education would be ideal.

Organising or financial careers

These occupations involve working with data and processing, information technology,
or developing and administering policies and procedures. Activities include organising,
using or updating information (such as files or accounts), instigating or following
procedures or systems, and the planning, budgeting and staffing of a corporation.
Finance, banking, architecture, engineering, and IT would appeal to Analysers.

Practical or mechanical careers

These occupations involve working with things, using the hands, or special tools or
equipment to make, fix, install or adjust them. Activities include practical and physical
tasks, which may require an understanding of how equipment or machinery works.

In addition to being analytical and practical, Analysers are also creative and artistic,
and careers in design, the arts, and literature are also most suited.
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Analysers work related strengths of are:

Ability to focus and concentrate

Ability to see possibilities and implications

Enjoy complex, theoretical and intellectual challenges
Creative problem solving

Single minded determination

Independent, high standards

Strong work ethic

Logical and analytical decision making

Strong organizational skills

Ability to absorb lots of information

Desire to be expert in field

Precise, accurate, need to get the job done first time
Follow rules

Meticulous, strong sense of responsibility

Types of careers that suit Analysers are:

Business, Finance, Accountants, Tax, Economist, Investment Banking, Valuers,
Financial Planners, Research, Technology, Design, Engineering, Software, Systems
Analysts, Programmers, Computer Engineers, Security, Mechanics, Education,
Mathematicians, Academics, Teachers, Scientists, Healthcare, Medical, Dental,
Creative, Writers, Artists, Designers, Musicians, Inventors, Architects, Builders, Law,
Police.

A complete list of suggested careers is contained within your career profile
report.

“Your work is to discover your work and then with all your heart
to give yourself to it” Buddha
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A company needs all four styles

Peter Drucker, the well known management consultant wrote that every
company needs four different types of people for it to succeed.

He said that it needed a ‘front person, we call them Promoters; they are the people
who market products and create excitement.

Next he said we need an ‘action’ person, someone to go out and make the sales,
negotiate the deals and get results. These are our Driver personality types.

Next we need a ‘people’ person, someone to take care of the staff, take care of the
customers, help solve problems, train new staff and build relationships. These are the
Supporters.

Once all of this is in place we need a ‘thinker’ person, an Analyser to make sure
that everything is running according to budget; that the accounts are correct, that
systems are in place and the business has a plan to grow and be successful.

What we learn from Peter Drucker is an understanding that each of us has talent and
gifts and each talent is needed in the workplace. Some call these our strengths.

We should be looking for careers that match the things we’re good at and leave the
jobs we‘re not good at to people who are.
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PART 6.
A RESUME — IT'S AN ADVERTISEMENT
ABOUT YOU!

Winning an interview with a ‘Rock Star’ resume

Your Resume or CV is a tool with one specific purpose: to win you an
interview. It should tell the employer who you are and why you are well
matched to the job you are applying for. A resume is an advertisement about YOU
— nothing more, nothing less.

A good resume presents you in the best light. It convinces the employer that you
have what it takes to be successful in this new position or career. It's a marketing
document about you and the benefits you bring to an employer. To be an effective
document it must:

= get the attention of the reader

= persuade them that you are the best person for the job
= closely match the skills the job requires

= get you an interview

Your resume will be competing with many others, so this is not a time to be shy or
hide your talent. Be concise; remember this is a business document so ensure the
layout is readable with headers, bullet points and plenty of ‘white’ space.

Revise your resume for each job you apply for

You must revise your resume for each job you apply for. Don’t just send the same
resume off with every application. Edit and update your resume if it’'s not quite right
for the job you’re applying for. Do this by:

1. Researching your prospective employer company on the internet

2. Analyzing the job description to identify the skills and qualities they are
looking for

3. Make it clear to the employer the benefits they will get, if they hire you.
Tell them ... “what’s in it for them”. Remember, it’'s a marketing document
for a specific job.

Use the contents from your Career Profile Report %/

Your My Career Match report contains words and sentences you can use in

your Resume. Be specific about your talent and use the content marked with

this icon in your Career Profile to add to your resume. This will help you stand out
from the crowd and describe what makes you unique, what makes you different and
what you bring to the company.
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Download a Resume Guide to match your style.

Driver Resume Guide
Promoter Resume Guide
Supporter Resume Guide
Analyser Resume Guide

Your resume guide contains information from your career profile; it gives you ideas
and copy to include in your resume. If you have trouble opening the links above, you
will find your resume guide on our website www.mycareermatch.com.au

Research, research

The internet and bookstores are full of quality books and articles to help you write a
great resume. Check out internet job boards and recruitment companies, they have
free resources to help with your resume and job interviews. Visit
www.mycareermatch.com.au and view the You Tube Media — Resume Writing Tips
for more information.
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PART 7.
GET READY FOR YOUR INTERVIEW

Are you the right person for the job?

The purpose of the interview is for the interviewer to find out if you are the
right person for the job.

In your interview you must answer the questions:

=  Why you are the best candidate for the job.
= What value you will add to the company.
= How your qualifications are a match for what the employer is seeking.

When you are hunting for that "perfect career fit", it is important to ask yourself
"What sets me apart from others in the job market?" To be successful in any job
search, you must sell your skills, abilities and most importantly, yourself!

Interview tips for DRIVERS

The number one tip for Drivers is to listen carefully to the question and try not to
control the interview. Some of the questions you may think are not relevant but
you’'re not the one hiring so be patient. Ask questions about the outcomes wanted
by the company, e.g. what do they expect you to accomplish.

As a results oriented achiever you want them to know you can deliver. Try not to
appear over confident. Sometimes Drivers can be blunt and direct so elaborate your
answers and include more personal interest.

Learn to be patient with the interview process. It can take a while and for an
impatient Driver the process may seem like forever. Whilst you know you’re good and
can do the job, you will need to sell yourself to the interviewer. This means
establishing rapport at the start of the interview process

Interview tips for PROMOTERS

Promoters never run out of things to say however at an interview you need to
exercise restraint. Listen carefully to the question and answer it enthusiastically but
briefly. Don’t take “tell me about yourself” as a good time to tell your life story.

Do not talk about your current or former boss, colleagues or companies you've
worked for. Keep the conversation business like and avoid the emotional response.
Don’t exaggerate what you can do but show your natural confidence.

Research the company before the interview. As a big picture person you overlook
details but in an interview you need to have the facts. You have a good sense of
humour and are a fun person but an interview is not the time to tell jokes or
stories. Let the interviewer lead. They ask, you listen, then speak — in that order.
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Interview tips for SUPPORTERS

Supporters are great listeners but can also be reserved with people they don’t
know. The interview is not the place to be shy or quiet. You need to speak up and
express yourself even though it’s difficult for you to talk about the things you've
accomplished. You need to brag a little and not hold back. Interviews are an
opportunity for you to tell about the things you’re good at and what you can do for
the employer.

Reliability, honesty and loyalty are important to you and to the employer, so tell
them about your strengths. Be enthusiastic. Ask the interviewer questions about
the jobs that are important to you. Don’t forget to discuss the salary package. As a
Supporter you may not wish to confront this topic.

Interview tips for ANALYSERS

Analysers will come to an interview with all their educational results and
certificates. You will have everything to back up what you say including references
from past employers. These documents are relevant but not as important as what
you say in answer to the interviewer’s questions.

As an Analyser you are naturally conservative and take things literally. Use less fact
and introduce more emotion. The interviewer is trying to gauge your reaction so
you need to become a bit more animated and enthusiastic. Your natural talents as
an Analyser are not being questioned but rather your ability to deliver to the
employer, solutions - that’s why they are hiring you. They have a problem and need
to solve it.

Are you the right person? To demonstrate this, provide examples of past projects
and accomplishments. Promote yourself and show you are proud of what you have
done and what you can do. This is not a time to be shy or withdrawn.

Download your Interview Guide

Now that you’ve completed your online Career Profile and know your personality style,
you can view or download interview tips to match your style:

Driver Interview Tips
Promoter Interview Tips
Supporter Interview Tips
Analyser Interview Tips

What to expect at the interview

Interviews come in many forms — panel interviews, one to one interviews, group
interviews etc. Find out what form of interview it will be beforehand. You may be
asked to take a test before the interview, depending on the type of organization.
These might consist of psychometric or aptitude tests.
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There are many different interview styles and each interviewer will have their own
style. Some interviewers will fire questions at you while others will start off with an
open question such as “tell me about yourself” leaving you to do most of the talking.
The majority of interviews will be somewhere between the two. Be prepared for any
style of interview.

Be prepared

Interviews are two way meetings. Not only are they an opportunity for the
interviewer to find out about you and if you are a suitable candidate for the position
but they are also an opportunity for you to find out about the organization and if the
position will provide you with the challenge and job satisfaction you are looking for.

Think about your skills, qualifications and experience and ensure that you can talk
confidently about what is written on your CV. Particularly ensure that you can talk
about those skills that are relevant and valuable to the position you are going for.

Two-way communication

¢ Make sure the employer knows the benefits of employing you. It is most
important to sell yourself by telling the employer details of your relevant
skills and experience that you have to contribute to the organization.

e Try not to monopolize the meeting (particularly if you are a Driver or
Promoter) — let your interviewer talk.

¢ Find out what the key parts of the candidate specification are so you can
show how you meet them.

e Ask how the job contributes to the success, efficiency and profitability of
the organization.

e Show that you have done some research.

e Don’t give negative information or bad news if you are not asked for it and
don’t criticize previous employers or jobs. The key is to turn negative
information into positive information.

Prepare some questions to ask at the interview. At the first interview it would be
wise to restrict your questions to the details of the job and the organization.

Salary and benefit discussions are best left until a second interview or a job offer is
made.

Leave a good impression — write a ‘thank you’ note

Following an interview, promptly (within 2 business days) write the interviewer a
letter expressing appreciation and thanks for the interview. The purpose of this letter
is to:
e Show appreciation for the employer’s interest in you.
e Reiterate your interest in the position and in the organization
e Review or remind the employer about your qualifications for the position. If
you thought of something you forgot to mention, mention it in your follow-
up/thank you letter
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e Demonstrate that you have good manners and know to write a thank-you
letter

e Follow up with any information the employer may have asked you to
provide after the interview.

e If most of your contact with the interviewer has been my email it is
acceptable to send a thank you note by email.

Thank-you letters can be hard copy typed, handwritten or e-mailed. Hard copy is
more formal and is appropriate after an interview. Handwritten are more personal,
and can be appropriate for brief notes to a variety of individuals you may have met
during on on-site interview.

E-mail is appropriate when that has been your means of contact with the person you
want to thank, or if your contact has expressed a preference for e-mail. If you are not
used to writing letters, there are many examples in books and on the internet.

15 important things to remember

1.

Do your homework before the interview. Gather information on the
company (company reports, information through the Chamber of Commerce,
Internet, library, etc.) to increase your awareness of company philosophies,
operations and expansions. Be educated and knowledgeable when the
employer asks you pointed questions.

Arrive early for the interview! This makes a positive first impression and
communicates your interest in the position. If you are unsure of the company's
location, find it the day before to ensure your promptness the day of the
interview.

Dress neat, clean and professionally. Dress is somewhat more leisurely in
the last few years, but a dress shirt, slacks and tie for men and a skirt or
blouse for women are still appropriate, unless the position is labor intensive
(welding, heavy equipment operation, production, etc.). Consider driving to the
interview location the day before and seeing what people are wearing as they
enter the building.

Carry a notebook with blank paper to the interview. Taking notes while
an employer is speaking communicates that you are an effective listener, a
skill employer's hold in the highest regard.

When greeting the employer, shake hands firmly. Establish eye contact.
Smile warmly, thanking him/her for taking the time to interview you.
Remember, employers hire "positive" individuals.

When sitting in the employer's office, position yourself in the chair so that
you appear to be attentive and interested in what is being said. Find a balance
between leaning forward (appearing aggressive) and slouching or leaning back

(appearing lazy).
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7. Employers have different personality styles. You may be interviewed by a
Driver individual one day and a laid-back Analyser individual the next. Gear
your responses to the temperament of the interviewer. Fast, decisive answers
impress a Driver or Promoter style and thoughtful, slower answers impress
more relaxed Supporters and Analysers.

8. Continue to make eye contact during the interview, inter-mixing warmth,
honesty, sincerity and a sense of humor if appropriate.

9. Ask the interviewer questions. Examples: Who would | be working with on
a daily basis? Would you please explain the job description in greater detail?
What are the possibilities of advancement based on performance?

10. You may be asked what your salary expectations are for this position.
An excellent answer would be: "I am extremely interested in this position and |
am more than willing to negotiate a salary. What would your normal salary
range be for this position? (You can research salaries on the internet).

11.When exiting the interview, shake hands firmly, make eye contact and
thank the employer again for the interview.

12. Try not to monopolize the meeting (particularly if you are a Driver or
Promoter) — let your interviewer talk.

13.Ask how the job contributes to the success, efficiency and profitability
of the organization.

14. Don’t give negative information or bad news if you are not asked for it
and don’t criticize previous employers or jobs. The key is to turn negative
information into positive information.

15. Make sure the employer knows the benefits of employing you. It is most
important to sell yourself by telling the employer details of your relevant skills
and experience that you have to contribute to the organization.

The next steps

Agree exactly what the next steps will be, such as who will contact you to let you
know if you have been successful and by when. You should also find out whether
there will be second interviews and who will conduct them. If you are really interested
in the position make sure you tell the interviewer.
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PART 8.
THE BRAND CALLED YOU!
BUILDING A NAME FOR YOURSELF

Building Me, Inc

Branding can be described as many things, but it’s best defined as a promise... a
promise of the value of the product... a promise that the product is better than all the
competing products... a promise that must be delivered to be successful. Branding is
the combination of tangible and intangible characteristics that make a brand unique.
Branding is developing an image -- with results to match.

Branding (some call it self-branding when talking about individuals) is
essential to career advancement because branding helps define who you are,
how you are great, and why you should be sought out.

Branding will set you apart from the others

Branding is your reputation. Branding is about building a name for yourself,
showcasing what sets you apart from others, and describing the added value you
bring to a situation.

Most job-seekers are not proactive in establishing and building their career brand,
letting their actions speak for them when seeking promotions or new jobs. But why
not take the time to master some very basic skills that can help build your career
brand and make you a much more attractive employee or job-seeker?

The management guru Tom Peters says “Regardless of age, regardless of
position, regardless of the business we happen to be in, all of us need to
understand the importance of branding. We are the CEOs of our own
companies: Me, Inc.”

There are five easy steps for building your career
brand.

1. Gain Experience/Track Accomplishments

Building your brand begins with tracking your past accomplishments and gaining
strategically important new experiences. Your accomplishments are the foundation of
your career brand.

But before you seek out new work, take the time to plan and focus on what you want
your brand to stand for and develop a strategy for gaining experience in areas of your
brand in which you are weak.
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So, besides doing your job, ask for new and challenging assignments that will build
your brand. Consider freelancing or consulting. Use volunteering to gain experience. If
you're a student, seek out multiple internships. Talk to as many people as possible in
your area of interest.

2. Complete Education/Training

For many careers, a minimum amount of education is necessary, but to excel in
your career you may need to complete additional education, training, or
certifications. Getting additional education can greatly enhance your career brand.

It may be hard in terms of time and finances, but find a way to do it. Some employers
even offer an educational reimbursement benefit.

If you are unsure if you need more education - and you probably do - seek out a
mentor, someone highly respected in your field (who has branded himself or herself
well), and ask for advice. You'll be surprised with the positive responses you’ll get to
your requests for help.

3. Promote vourself

You can have an amazing brand, but if no one knows about it, you are not
going to have much success with your career development. And no one more
than you has more reasons to promote your brand.

Throw modesty out the window. There is a fine line between bragging and promoting -
and you need to learn it - but it's always better to err on the side of promoting your
brand than not.

One of the oldest tools of promotion for job-seekers is the resume, and you
certainly need to start there by listing all your key accomplishments, skills, and
education on your resume. You may even have your positioning statement
(qualifications summary) on your resume... but don’t stop there.

Begin developing two career portfolios - a print one and an online one. If you
don’t have a personal Website, now is the time to buy a domain (such as
myname.com) and let the world read all about the benefits of your brand. Your
portfolio should include all important brand artifacts: resume(s), mission statement,
detailed accomplishments list, samples of work, articles and working papers, speech
transcripts, awards and honors, testimonials, and more.

One interesting trend we’ve seen is of employers “Googling” the names of
prospective job-seekers - typing each name into one or more Internet search
engines - and basing initial candidate screening decisions partly on the number (and
quality) of hits for each job-seeker. The lesson? Your brand needs to have a strong
online presence.

And finally, don’t forget to promote your brand on the job. Workers often assume the
boss knows your accomplishments, but often times he/she does not. Certainly at
review time, have a list of all you have achieved since your last review, but also
consider finding ways to let the boss know your successes throughout the year.
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4. Become an Expert

Nothing builds credibility in a career brand more than establishing yourself
as an expert in your field. Even if you’re starting out, you can improve your
knowledge about the things you are passionate about.

Start by writing articles that showcase your knowledge - and getting them published
(ideally) in noteworthy media outlets. Consider self-publishing. Start a blog about
your interests or experiences (did you see the movie Julie & Julia? This is an excellent
example of a young person fulfilling their dreams by establishing a blog).

Seek out conferences and meetings where you can give speeches and presentations.
Play up awards and other recognition that can help label you an expert. Get quoted by
offering your thoughts, ideas, and opinions to journalists and reporters. You're never
too young to have an opinion that matters!

Consider constructing a professional Website where you can publish all your articles
and blogs.

5. Build Relationships

Nothing in marketing is more powerful than a promotion tool called word-of-
mouth, which can be defined as what people say about you.

Thus, nothing is more powerful in building your career brand than what your network
of contacts - your friends, colleagues, customers, clients, and former bosses - say
about you and your set of skills, education, and accomplishments.

And keeping your network strong involves nothing more than relationship building.
Keep in good contact with your network and be sure they know of your most recent
successes. Don’'t be shy!

But the best brand-builders don’t stop with their current network; these folks are in
constant network-building mode. Search out new professional associations as well as
the growing number of online networking communities.

You’re the founder and CEO of Me, Inc

Once you identify and build your brand, remember to continue strengthening and
protecting it. There will always be competing brands (other job-seekers) ready to fill
any gap you leave behind.

You are indeed founder and CEO of Me, Inc., and the more you do to cultivate
your career brand, the more successful you'll be in finding the career that’s right for
you.
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Achieve true - and lasting - excellence

We live in an age of unprecedented opportunity: If you've got ambition, drive and
smarts, you can rise to the top of your chosen profession - regardless of where you
started out.

But the opportunity comes with responsibility. Companies today aren’t managing their
workers careers. Rather, we must each be our own chief executive officer.

Simply put, it’s up to you to carve out your place in the work world and know when to
change course. And it's up to you to keep yourself engaged and productive during a
work life that may span some 50 years.

To do all these things well, you'll need to cultivate a deep understanding of yourself.
What are your most valuable strengths and most dangerous weaknesses? Equally
important, how do you learn and work with others? What are your most deeply held
values? And in what type of work environment can you make the greatest
contribution?

The implication is clear: Only when you operate from a combination of your
strengths and self-knowledge can you achieve true - and lasting -
excellence. Source: Harvard Business Review On Point Magazine 2009

"The quality of a person's life is in direct proportion to their commitment to
excellence, regardless of their chosen field of endeavor”.
Vincent Lombardi
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Network!! Make a list of
people to contact. Maintain
my level of networking
momentum by following up.

Identify key people to
mentor me or to give me
guidance

Research career websites
for additional articles and
information; read career
books.

Leverage technology.
Utilize websites and online
services to connect with my
preferred industry and build
a greater visibility.

Create/update my resume
Use information and copy

from MyCareerMatch
career profile report

Create a Career Portfolio
folder. This includes a
template resume, a series
of compelling cover letters,
target company list, contact
list, professional
references, letters of
recommendation,
accomplishment
statements (my
achievements).

Work on my personal
branding.

Take control of my online
identify (Facebook,
LinkedIn, MySpace,
Youtube, Twitter, blogs etc)

Are there extra study
courses I'd like to enroll in

Work on my interview
and communication
skills. Have a strategy in
place to achieve tangible
and positive results from
every interview. Stay
focused on my career
goals. Learn to market and
sell myself at every
opportunity!

Improve my skills and
competences to achieve
my key goals. Apply for
awards and scholarships.

Investigate Not-for-profit
agencies where | can
volunteer my skills

Register with job boards
and recruitment
agencies. Research the
best job boards and
agencies for my industry.

Join networks, clubs,
societies, associations etc.

Keep in touch with
colleagues consistently
via email. Learn how to
use online tools like blogs
and virtual job fairs. Focus
on optimizing my online
identity.

List and visit Career Fairs
in my area

Complete my ACTION
PLAN - this includes a list
of my goals; actions
needed to achieve those
goals and target dates for
completion.
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Take care of myself. Eat
well, exercise, get plenty of
rest.

Pay extra attention to my
personal image - hair,
hands, clothes, shoes —
make sure | make a good
impression wherever | go!

Invest in career coaching
if possible. A qualified
Career Coach can help me
market myself efficiently
and get the best job offer.

Practice personal
marketing and
negotiating skills. Polish
and perfect these skills.
Solicit the help of a partner
to role-play. Use audio-
recording and/or video to
improve performance.

Act with speed and
urgency when applying
for jobs. Demonstrate that
| am more determined than
the competition. Show up
earlier. Arrive more
prepared. Make an
impression by being more
assertive and positive than
the others.

People who get jobs
focus on mindset before
skill set. Develop a
positive attitude and
expect to get the job |
want. Stay away from
negative people and spend
some time each day
focusing on my internal
attitude and my goals.

Be kind to myself. Don’t
beat myself up if | don’t get
the first job that | apply for.

Make a wish list (what
would my dream job look
like?

Be patient.

Be persistent, but don't be
a pest. Follow up
consistently on every
opportunity.

Don’t put all your eggs in
the one basket — keep
moving and explore every
opening you can find.
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