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Editor's Note

Long gone are the days of hearing about a job opening and simply calling up the 

company.  These days, phone calls are taboo. Attempting to get the hiring manger on 

the line to express your interest in the job will summarily get you eliminated from the 

running for that job. 

We live in a digital age and, when it comes to expressing your interest in a job, you 

must do it precisely according to the method described in the job posting. In 99% of job

postings you will find the instructions: Submit your resume via email, fax, snail mail, or 

drop off.  You will never be invited to call and, in fact, most job ads explicitly state: 

Phone calls will not be accepted.

Since you do not have the option of selling yourself over the phone, effective as it may 

be, you are in the same boat as every one else applying for a job you are interested in. 

You, and dozens, sometimes hundreds, of people all competing for the same job are 

required to submit a resume.  

But not just a resume – a cover letter too!  Few people find anything more stressful 

than writing a resume and a cover letter.  Most, perhaps yourself included, would 

rather undergo a root canal un-sedated than face that blank piece of paper that must 

ultimately be transformed into a glowing testament to your qualifications, skills, 

experience, and suitability for the job.

Take heart.  You are about to discover how easy, and even fun, it can be to develop a 

truly awesome resume and cover letter.  Let's get started.

Theresa Belik, Job-seeker Consultant
LinkedIn Profile  | Website

               

https://ca.linkedin.com/in/theresa-marie-a858b5130
http://www.cnpbizsolutions.wix.com/resumepro


STEP 1STEP 1

   Realize and accept that

job-hunting is a job you

don't get paid for.



Make your nonpaying job
a short one.

If you are serious about finding a job, you need to get serious about how you do your job-

hunt.  If you do it right, your job-hunt will become your nonpaying job until you land one that 

does pay.  You don't have to sleep, eat, and breathe job-hunting, giving up life as you 

presently know it, but you should devote a minimum number of hours a day to an intelligent, 

results-driven job-hunt.  If you do that, you will find a job, one that pays, in a relatively short 

period of time. 

Before you can get your head into your job-hunting activities though, you must recognize your

time-wasting traps; they are everywhere and we all know what our own personal traps are. 

Even though you may feel thoroughly committed and dedicated to your job-hunt, making 

good-intentioned plans to perform job-hunting tasks daily, you'll get sidetracked if you don't 

address your time-wasting traps ahead of time. You'll pass by the television and the next thing

you know you'll be slumped down on the couch having convinced yourself killing a couple of 

hours in front of the TV won't make a difference. The longer you are unemployed, the easier it

is to get sucked into traps. And then, weeks later, you may lament, “I’ve been trying so hard, 

there just aren't any jobs”.  But ya know what?  There are jobs.  You, however, without 

realizing it, may be falling too often into your time-wasting traps spending the majority of your 

time doing tasks or activities that relate in no way to finding those jobs.

Unless you secretly want to sabotage yourself and remain unemployed indefinitely, I urge you

to recognize your time-wasting traps and determine how you will manage them and 

temporarily eliminate them, or at least, hide them away during your daily job-hunting time.

My Advice:  Perform your job-hunt outside of your home. Get up, shower, dress, and leave 

your house everyday at roughly the same time.  Be sure to grab your laptop, find a cafe with 

free WiFi, and devote a minimum of two hours to your online job-hunting activities. If you 

don't have a laptop head for your community library.  They have desktops with free Internet 

and MS Word for resume development. 



STEP 2STEP 2

Set a goal to get

the job you want

and triumph!



If you wake up without a goal,
go back to sleep.

If everything you have or don't have, everything that has happened to you up to this point in 

your life has been a collection of random, accidental, fortuitous, or unfavourable events, it's 

safe to say you have never set and acheived a goal.  Nothing we truly want in life simply falls 

into our laps.  When we do get something we want, it is, undoubetly, gained through some 

action, some effort on our part, even if we don't know exactly what that was. 

That's the idea behind writting down a goal. When you write down a goal, even though you 

may not be cognizant of making efforts, taking steps, and doing things to acheive that goal, 

you are, nonetheless, doing something to get what you want.  It works that way because 

when you identify something you want, and write it down, your subconscious mind, 

miraculously, takes over independent of your conscious mind. So just imagine. If you wrote 

down on a peice of paper something you want, and trusted your subconscious mind to set 

things in motion, what would happen if you consiously engaged in that process?  I'll tell you 

what would happen -- you would not only acheive your goal but you'd do it in record time!

Rather than write a vague goal like “get a job”, give the goal a life!  Name the job you want, 

clarify what the job is, where it is, if it's full- or part-time – personify it.  Here's an example:

My Goal:  To get hired for the part-time cashiers job at ABC Foods that is advertised in the 

Daily Herald. Go a little further and use your conscious mind to add details such as the date 

you will achieve this goal and the steps you will take to do so. My Goal: To get hired, by 

January 8th, for the part-time cashiers job at ABC Foods that is advertised in the Daily Herald. 

I will write a kick-ass resume and cover letter by the end of the day on January 2nd  that I will 

drop off in person to the manager, John Smithson, on January 3rd..  I will style my hair, apply 

light make-up, wear my navy slacks, teal jacket, and a smile.  I'll send a follow-up thank you 

card. I will practice my interview skills in front of a mirror, I will be well-prepared, and will get 

this cashier's job!

My Adice:  Prove to yourself goals work by using the above example to write down your job 

goal using lots of detail.  If you've never acheived a goal before you're in for a surprise!



STEP 3

Write that kick-ass resume

and cover letter.



Be a person, not a resume.

This is probably the best advice you'll ever get on writing your resume.  Be a person, not a 

resume.  Sure, you have skills, experience, education, and probably qualifications in relation 

to the job you are interested in, but that collection of attributes does not define you.  Those 

acquisitions aren't “who you are” and don't describe your natural characteristics, qualities, and

personality.

Have you ever kept a diary, or journalized?  Personal writings reflect who you are, how you 

think and feel, what your aspirations and dreams are, and that is who prospective employers 

really want to know.  However, it would be very odd, and probably lethal to your cause, to 

submit your diary instead of a resume to a potential employer. Take heart, that's where the 

dreaded cover letter provides the valuable opportunity to describe you, the person.  

The Internet is chaulk-full of resume templates and samples, many targeted to the exact job 

you want to apply for, and at the very least, they will get you kick-started in your resume 

development.  They will demonstrate acceptable resume formats, how to condense all of your

skills, work experience, and qualifications into meaningful and succinct bullet points, and, the 

“do's and dont's” of what to include in a resume.  You will see, once you begin to develop your

resume, that it will ultimately be a dry, technical, dispassionate document describing what you

have done in previous jobs, in education, and in volunteer work.  This is critical information – 

it is what the employer needs to know about you to determine whether or not you might be a 

suitable candidate for the position he needs to fill.  However, the resume alone can be a 

waste of your time, no matter how suitable you may be for the position, if it is not 

accompanied by a compelling cover letter.

The cover letter is where you get to talk about you, the person.  And beleive me, personalities 

do shine through the written word, good and bad, so be sure you project your “right” self for 

the job you are going after.

My Advice: Take advantage of a free consultation with Resume Pro to learn how to write a 

kick-ass resume and cover letter.

http://cnpbizsolutions.wixsite.com/resumepro
http://cnpbizsolutions.wixsite.com/resumepro


STEP 4

Know your market

and sell to it.



Employers hire for their reasons,
not yours.

Have you ever seen a movie where a guy is desperate to get a job, any job, and he begs the 

employer he's accosted outide his place of work to give him a chance -- he'll do anything, he's

a fast learner, he really needs a job, and “c'mon, you won't be sorry”.  Well, I'm here to tell you

folks, that's Hollywood, it's not real life.  I told you in Step 3 that an employer needs to see 

your dry, techinical, dispassionate resume to determine if you are suitable for the position he 

needs to fill, and now I want to follow that up by saying he also needs to see “why” you are 

suitable for the position.  He has a problem to which he needs to find a solution and if you are 

it, he needs to see how you are it in a very compelling way.  He nees to know, in about 6 

seconds, how you, very directly, meet his needs.  

This may seem a challenge, but if you are as desperate as the guy in the movie, you are 

going to find a better way, figure out how to “sell” yourself to this employer, how to prove you 

are the solution to his problem, and ultimately, get the job, therein solving his problem, and 

yours. 

You need to discover what his reason would be to hire you – what problem you would solve.  

Perhaps his problem is employees showing up late and leaving early.  Can you convince him 

you are an employee who shows up ealry and leaves late?  Maybe his problem is employees 

who treat customers badly therefore driving down sales.  Can you show him how you, in fact, 

have previously increasead sales through your sincere desire to provide customers an 

exceptional purchasing experience?  

What is the end-all, be-all to the employer?  That is what you need to discover and that is 

what you need to sell to.  The real challenge is doing it in the form of a resume and, thankfully,

a cover letter, that will pique his interest, make him sit up and pay attention, and ultimately, 

invite you to an interview.

My Advice:  If you don't know the problem you can solve, don't be the guy in the movie.  But 

if you've done your research and know you are the solution to an employer's problem, sell it.



 

STEP 5

Prepare for the interview

and you're done,

the job is yours!



 Self-confidence comes
from preparation.

So.  You've submitted your kick-ass resume and cover letter and now you are waiting, in 

nervous anticiaption, for that phone call.  If you're pacing the floor and wringing your hands, 

stop it!  Don't diminsih yourself from the solution to the problem you know you are to a bundle

of anxiety, worry, and second-guessing. Print yourself a copy of the resume and cover letter 

you sent and sit down in front of a mirror.  First though, put on that outfit you are planning to 

wear to the interview, fix up your hair, make-up, nails – whatever is suitable for your gender or

sexual orientation, and WOW yourself in a mock interview.

Here is the second-best piece of advice you will get in your job-hunt.  Put yourself in the place

of the employer.  What does he, or she, want to see and hear from the person on the other 

side of that desk?  You already know the answer: they want to discover the solution to their 

problem.  You know you're it.  You've done your research, you know you can rock their world, 

so seat yourself right in front of that mirror and do it!

To take it a step further get a friend (one who will take this seriously) to fill the role as the 

interviewer.  Give them some background on what the job is and let them come up with their 

own questions.  This is an excellent way to prepare for “the unknown”.  There are so many 

interview “types” out there from the staunch government SAR technique to the small-

company, casual, “let's get to know each other” exchange.  You need to be prepared for 

anything.

Having said that, I acknowledge, a job interview is nerve-wracking no matter how confident 

you are, no matter how deeply you beleive you are the solution to the problem.  And that is a 

good thing.  It's good to show a little nervousness – employer's expect it, even want it.  They 

want to know that even though you may be the answer to their prayers, you exhibit the 

realization you are at their mercy.

My Advice: Follow up your powerful, promising resume and cover letter with an in-person 

presence that supports and confirms you are all you claim to be.



 

Do you want help getting

started?

Do you need your

resume and cover letter now!

No problem.

Resume ProResume Pro is here to help!

Call 403.563.0408

file:///C:/Users/Home/Desktop/RESUME%20Pro/http:%2F%2Fcnpresumepro@gmail.com

