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			PREFACE

			Can This Book Help You Get Hired?

			You will not land the job unless you excel in the interview. And you are not likely to secure the best possible salary unless you are skilled in salary negotiations. My clients have tried every technique and have successfully used the answers in this book to land terrific jobs. If you find marketing yourself difficult, be comforted to know that it does not come easily to anyone. Yet thousands of job hunters have read this book and quickly learned what to say, what not to say, and how to answer the tough questions. They learned the best ways to sell themselves in interviews. And the results speak for themselves—they got the job! That’s the reason I think this will be a valuable resource to help you land the position you want.

			I spend most of my workdays advising clients or talking to hiring managers. I’ve given hundreds of speeches and appeared on many TV and radio shows to share the insights in this book, even discussing it on Oprah. I care about giving you the best possible advice, which is why I have updated this book to make sure you will be ready to wow any employer you talk to. This updated edition contains a great deal of new content with a new chapter, new facts and research, as well as additional hiring strategies and client-proven techniques. It is also concise, so that you can read it in its entirety the night before your interview. This new edition contains 132 answers that have been used in real interviews where my clients faced employers who asked the same difficult questions.

			Preparation is the key to your success. Everything you need to know to excel in your next interview is covered in the pages that follow. Read on, and you can be assured you’ll do the best job possible when you’re in the hot seat.

			I continually hear success story after success story about how this book has helped job hunters land great jobs. I’m convinced it will be as effective for you as it has been for so many others—so do let me know when you get your new job.

			To your success—

			Robin Ryan
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			Believing in yourself is the starting point. Effectively communicating your abilities to others is the necessity.

		

	
		
			CHAPTER 1

			Why 60 Seconds?

			“We would like you to come in for an interview.” Those wonderful words are what every job hunter wants to hear. Once they are said, a vision of landing the job starts to form in the job hunter’s mind. When you get that call you hang up the phone, excited and pleased that your resume has gotten you this far.

			On the other end of the phone sits the employer who decided to call you in for an interview. Three thoughts are running through his mind: Can you do the job? Will you do the job? Will you work out in their organization so they can manage you? The employer is worried. It’s hard to find a person who’ll be a good fit. The workload is piling up; the pressure is on to make a good hiring decision. The employer hopes that you’ll be “the one.” He reiterates the important job duties he needs done. He’s feeling anxious, hopeful, and skeptical all at once. He’s praying that you have the skills to do the work.

			For the employer, hiring is a difficult task. Mistakes can be very costly. Employee turnover often costs three times the person’s salary, when adding the loss of work, expense of errors, and training a new person. The employer wants to find the right person—quickly. He looks for someone who can and will perform the job well. He looks for an answer to the problem of whom to hire.

			There are several compelling reasons why the 60-seconds approach is the ideal way to get your points across and convince an employer to hire you.

			Attention Span

			In today’s fast-paced world, it’s become much harder to get people’s attention. Twitter messages have only 140 characters, texts are brief, advertisements keep getting shorter. Verbose, lengthy answers, where job hunters babble on and on when answering interview questions, bore the interviewer into not hiring them. Nervousness and lack of preparation often result in long, rambling, erroneous, or never-ending answers.

			The most effective way to capture attention is to use your enthusiasm to answer each question succinctly in a concise, brief manner. Never use more than 60 seconds on any answer.

			Are They Listening?

			Job hunters are amazed to learn that interviewers can ask them an hour’s worth of questions and never hear any of the answers. Why? Because they aren’t listening. They are tired, distracted, and bored and feel the candidate is the wrong choice—that he or she can’t do the job. When you get your point across in 60 seconds or less, you increase the odds that the person will listen. When you add specifics of how you’ve accomplished the needed tasks before, show support materials and work examples, and add vocal variety and enthusiasm to your answers, the employer starts to wake up and take notice. And when you put into practice two proven techniques you’ll learn in this book—the 5 Point Agenda and the 60 Second Sell—the whole process takes on a new shape. The employer begins to get excited that she may have found the right person for the job—YOU!

			The World Is Full of Sound Bites

			The media has filled our world with short, concise commercials that quickly get their points across. News reports use the same principles, limiting stories to one- to three-minute segments. We are all conditioned to these speedy communication tools. During a job interview, utilizing the right words that effectively get your message across concisely will build the employer’s confidence that you can do the job.

			Your Verbal Business Card

			The 60 Second Sell is your basic tool to spark an employer’s interest. This 60-second calling card will summarize your skills, abilities, and previous experience in a well-thought-out fashion that will immediately make the employer want to listen. The 60 Second Sell is a proven shortcut to your success. Client upon client has reported it was the best job-search technique they’d ever used. It’s easy to create and easy to implement. Once you’ve learned this technique, your interviews will be greatly improved because you will be able to do the most important thing necessary to land a job—get the employer to listen to you while you’re telling him exactly how you can perform his job.
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			In the end, what does any work mean to me? That I have done my best, excelled where I could, taken risks, and made a difference by being here.

		

	
		
			CHAPTER 2

			5 Point Agenda

			The 5 Point Agenda is a method by which you can focus your interview on your strengths, break through the monotony and disinterest, and get the employer to listen. It is a hiring strategy created to focus on the needs of the employer and the job to be done. The 5 Point Agenda is a predetermined analysis in which you select your five most marketable points and repeatedly illustrate these points throughout the interview process. It is this repetition and reiteration of exactly how you’ll meet her needs that allows the employer to remember something about you. My clients have tested this interview approach with the following results:

			
					It made interview preparation easier.

					They were highly rated by everyone who interviewed them.

					The five points seemed to be all that was remembered.

					They credited the 5 Point Agenda and the 60 Second Sell as being the two techniques that secured the job offer.

			

			Job hunters are often amazed to learn that an interviewer can ask you questions for an entire hour and not hear one word you’ve said. He may be bored, frustrated, or unimpressed with your image within the first few answers. After he’s interviewed several people, all the candidates begin to blend together. I experience this when I hire people, and countless other employers continually confirm this fact. The 5 Point Agenda quickly captures an employer’s interest because you are constantly emphasizing exactly how you can do the job right from the start.

			The Formula: Creating Your Strategy

			Examine your previous experience. Write out the major responsibilities for each job you’ve held. Note any special accomplishments. Zero in on your important work strengths—those abilities where you excel and are most productive.

			Then, check with your contacts and use your network to get as much background as possible about the employer, the company, and the position’s needs. Many times, your contacts will point out the very aspects that must make up your 5 Point Agenda. Other times, there will be little information available and you will need to guess based on your general knowledge about performing the job.

			After reviewing the employer’s and position’s needs, determine which of your abilities and which aspects of your experience will be most important to the employer. Then create your 5 Point Agenda, selecting each point to build a solid picture emphasizing how you can do the best job.

			Five Examples

			Let’s examine these 5 Point Agendas that clients used during the interview process to land their new jobs.

			General Counsel/Chief Legal Counsel

			Fearing a layoff after a merger was completed with her current employer, this talented lady found an interesting position to go after with a large healthcare organization that would challenge her. The competition was stiff. Here is her 5 Point Agenda:

			
					Point 1: Twenty years of experience in billion-dollar healthcare organizations.

					Point 2: Known for delivering notable cost savings and operational improvements.

					Point 3: Development of a new physicians’ foundation that delivered millions in new revenues.

					Point 4: Responsible for building a much-improved relationship with the organization’s physicians that has helped us grow.

					Point 5: Exceeds goals and expectations.

			

			Software Engineer

			This client wanted to take the few years of experience he’d gotten at a smaller IT company and move to a popular tech organization where there is a lot of competition for any job. Networking helped him land an interview. His 5 Point Agenda was:

			
					Point 1: Four years of software engineering experience.

					Point 2: Data analysis was his major job function.

					Point 3: Had C# and C++ programming experience.

					Point 4: Supervisor constantly said he had excellent report writing skills.

					Point 5: Trained new team members.

			

			Human Resources Director

			This company wanted to find a progressive HR partner to lead their organization. They needed a strategic leader. The client had heard about the position from a friend at an HR conference and wanted to go after the job. Her 5 Point Agenda needed to stress her achievements.

			
					Point 1: Award-winning human resources leader.

					Point 2: Providing strategic direction for organization that was recently named a national best-places-to-work company.

					Point 3: Strong entrepreneurial drive was responsible for delivering new programs, HR systems, and major policy enhancements.

					Point 4: A strategic and operational business partner working closely with top executives.

					Point 5: Exceeds goals and expectations.

			

			Program Coordinator

			Making a career change seemed overwhelming, but this math and science teacher wanted to move on into an area where he could earn more money. It was a position in a large company needing a program coordinator that he targeted. His 5 Point Agenda included:

			
					Point 1: Six years of experience as a math and science teacher.

					Point 2: Extensive program coordination expertise.

					Point 3: Organized numerous events.

					Point 4: Technical oral and written communications skills.

					Point 5: Highly productive individual contributor and successfully worked in a collaborative team environment.

			

			Graphic and Web Designer

			It was this client’s dream job that she went after. A promotion, this highly attractive job was in Europe. The internal competition was very high, and the hiring manager elected to allow external candidates to apply also. Her 5 Point Agenda was:

			
					Point 1: Fifteen years of experience for two Fortune 500 companies.

					Point 2: Very creative with extensive portfolio of original graphic concepts and published works.

					Point 3: Complex experience with manuals and webpages—a key noted job function.

					Point 4: Excellent writing and editing skills.

					Point 5: Fluent in Spanish, French, Italian.

			

			Summary

			Before every job interview, you will customize your 5 Point Agenda to reflect the responsibilities of the job as well as the company’s goals and objectives. These five points are your basic building blocks to answer the interviewer’s questions. You’ll want to re-stress each of these points whenever the opportunity presents itself. The message the employer will hear is that you have the ability to perform and do well in the job—and it will give your prospective boss confidence in hiring you.
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			You’ll never know what you can achieve until you try. Just never, ever give up.

		

	
		
			CHAPTER 3

			60 Second Sell

			The 60 Second Sell is a tool that helps you target your skills to meet the employer’s needs. It allows you to summarize your most marketable strengths in a brief and concise manner. Successful job hunters have found that the 60 Second Sell is the most influential tool they used during the interview process. They praised the tool for several reasons:

			
					It was effective in capturing the employer’s attention.

					It provided excellent, concise answers to tricky questions.

					It was very easy to use.

					It was a great way to end an interview.

			

			The 60 Second Sell is a 60-second statement that you customize for each interview and that summarizes and links together your 5 Point Agenda. You will want to put the points of your 5 Point Agenda into an order that allows you to present them in the most logical and effective manner. When you link the ideas into sentences, they should be spoken in 60 seconds or less. Once memorized, this statement will be easy for you to recall and use during the interview.

			When to Use It

			Most interviews are over before they ever really get started. What should you do to avoid this trap? Immediately capture the employer’s attention and get him tuned in to you as a true top-notch candidate. You need to open the interview by using your 60 Second Sell. Typically the first question you are asked in an interview is Tell me about yourself. In an interview I recently conducted, I got a twenty-minute answer. After the first minute or two, the prospect totally lost my attention. Had the person answered with a 60 Second Sell, he might have started the interview by grabbing my attention and keeping it. Questions such as Tell me about yourself require a brief summary noting your most marketable skills, not a life story.

			Another question to which your 60 Second Sell is the perfect answer: Why should I hire you? This question is asking you to convince the employer to hire you. Other applicable inquiries include: What are your strengths? What makes you think you are qualified for this job? What makes you think you will succeed in this position? Why do you want this job? These questions offer you an excellent way to stress your 5 Point Agenda (your most marketable skills) using your 60 Second Sell.

			The 60 Second Sell is effective because it demonstrates your strengths and illustrates how you will fill the employer’s needs. That is the key to its success, and yours.

			Five Examples

			To clearly understand how your 5 Point Agenda is linked and becomes your 60 Second Sell, let’s continue with our five earlier examples; here is how the candidates took their 5 Point Agenda and linked the points together to summarize them and create their 60 Second Sell.

			General Counsel/Chief Legal Counsel

			“I have a proven track record serving as the in-house general counsel with twenty years of experience directing the legal department and corporate governance for billion-dollar healthcare organizations. I’m a creative problem solver known for delivering notable cost savings and operational improvements. My most significant accomplishment in the last two years was the development of a new physicians’ foundation that delivered millions in new revenues. I am a key adviser to executives, department heads, and staff on business and legal issues. When I took over my current position there was great animosity between the administration and the organization’s doctors. I worked very hard as the key executive responsible for building a much-improved relationship with the organization’s physicians that has helped us grow and bring in millions in new revenue. I’m known as an innovative thinker and strategist, and I always strive to exceed goals and expectations.”

			Software Engineer

			“I’m a software engineer with four years of experience delivering notable results. I’ve created new software and embedded systems via C++ and C# in manufacturing airplane electronics. My current job requires a lot of collaboration with other technical teams as we conduct data analysis that I pull from global databases. I have also trained new team members and engineers on our data retrieval process. My supervisor has stated that I have excellent technical writing skills based on the comprehensive reports and training manuals I’ve produced that have wide circulation among vendors. These skills and experience will allow me to quickly contribute to your organization and be a highly productive part of your team.”

			Human Resources Director

			“I’ve been an award-winning human resources leader with fifteen years of experience providing strategic direction. I’m proud to share that my current employer was recently named a national best-places-to-work company. I am a global thinker who contributed to the company’s success as a strategic and operational business partner, and we have cut attrition by 60%. I display a strong entrepreneurial drive at work. I have been responsible for delivering new programs, HR systems, and major policy enhancements. My CEO has repeatedly recognized me for my innovative leadership that often exceeds goals and expectations.”

			Program Coordinator

			“I have six years of work experience as a math and science teacher that includes an extensive program coordination background. In my past job, I have successfully planned, organized, and supervised numerous events and activities. I’m highly analytical with superior technical oral and written communications skills. Highly productive and efficient, I excel as both an individual contributor and also working in a collaborative team environment.”

			Graphic and Web Designer

			“I’d bring fifteen years of visual design and technical writing experience, having worked for two Fortune 500 companies. I’m highly creative. In my past positions, I’ve delivered original concepts producing sophisticated graphics and illustrations for the manufacturing and technical departments. I’ve primarily worked on complex manuals and webpages. I not only have excellent writing and editing skills in English but am completely fluent in Spanish, French, and Italian. I’ve always produced creative results and feel that I would be able to make significant contributions to meet your team’s goals too.”

			Summary

			Both the 60 Second Sell and the 5 Point Agenda must be customized and created for each interview. They may vary slightly or greatly based on what you determine to be that employer’s most important needs and your most marketable abilities to meet those needs. These tools allow you to take control of the interview and get the employer to recognize the kinds of abilities and contributions you will bring to the job and the organization.
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			Be delighted at the prospect of a new day, a new possibility, and a new page of your life that is yet unwritten and can be filled with anything you wish to make happen.
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