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Introduction 

  

Whether a career newbie or a seasoned professional, the wide range of useful tips in 

the e-book can help you reach higher career success. It includes modern, well-

researched topics covering all steps of career growth management, with practical 

action points that can be put to use immediately to gain a decisive edge in today’s 

competitive job marketplace.  

The learnings and insights come from the author’s long experience with 

international recruitment and career development coaching from some of the 

world’s largest multinational corporations, as well as small and medium enterprises. 

This eBook will be applicable and helpful to anyone seeking a positive career change 

now and for the longer term. 

 

 

*** 
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Managing Your Career Path 
 

 

In this section you will learn how to chart your overall career path and choose the 

right next move for the right reasons. This is the first step before embarking on any 

job search. 

 

Lateral Moves 
 

This is when an individual moves within their own organization or to a similar 

position in another organization, where job description and responsibilities, 

including the title and the pay are almost the same. It is becoming increasingly 

popular in organizations today to make lateral moves as they can provide greater 

flexibility than upward moves and can sometimes provide more work-life balance. 

 

When should I target a lateral move? 

In your current position, there are some situations to consider before you decide 

whether you want to embark on a lateral career move: 

o You want more challenge but not more responsibility, because you have many 

challenges outside of work – you wish to have more work-life balance. 

o Your spouse or partner is being moved and your company has a facility in the 

same location. 

o You and your boss or a colleague do not share the same opinions and this 

causes a clash – there doesn't seem to be any way to set the situation right. 

o The functions that your unit are in charge of are being outsourced, but you 

don't want to leave the company. 

o You're taking courses or completing a degree and don't want an increase in 

responsibilities at the current time. 

o There's an opportunity to report to someone in another unit that you can 

learn a lot from. 

o You are eyeing a promotion to management and want to get broader exposure 

to the functions of different units/teams to increase your readiness for the 

upward move. 
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o You are considering a career change across functions and need to start at a 

similar (or perhaps lower) job level in the new function, before being able to 

move upwards. 

 

Lateral moves can also be beneficial to your organization… 

Organizations prefer to keep employees with good records, who work well in the 

organization. They are also keen to save the costs of recruiting and training new 

employees, while decreases the likelihood of employees passing on information 

about the company to competitors. 

Lateral moves are flexible to organizations, helping them to place their personnel 

where they are most needed. In an organization with few top positions available, 

these changes allow the company to give employees new challenges without 

promoting them. This type of move is versatile and can provide a change for 

employees to make big career movements at a given time.   

 

How do I make a lateral move? 

 

o Research – if the move is external, study the company’s financial prospects, 

the true responsibilities and the duties of the job and about future progression 

opportunities. 

o For internal moves – understand the logistics of different departments and 

their ingrained cultures. Speak to other employees who have experience in 

these areas and use it to help you make an informed decision about whether 

to make the move.  

 

Upward Move 
 

In today’s diverse and ever-changing business environment, employees are expected 

to manage and keep track of their own career development – whether it’s moving up 

or laterally. Upward moves may be done within the same company, or if an 

individual does not find that their career can progress any further in their current 

company, they may seek an upward move externally. 
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When should I make an upward move? 

o When you’re sure you want to progress further – ensure that your 

responsibilities, your title and compensation increase. 

o When you know you can accommodate this drastic change to your career in 

your professional and personal life – especially in the beginning, you may 

have to put in more time than you anticipated, to accommodate all the duties 

that you have undertaken. This can sometimes affect work-life balance and 

overall domestic responsibilities.  

o When you have sufficient experience and proof of excellent productivity/track 

record of results – this is what entices internal promotions and also external 

companies will want to offer you more than what you would receive in 

compensation if promoted at your current company. 

 

How do I make the upward move? 

Making the move upward has to be done over time. It can be fast, but more often 

than not, it is a lengthy process. You need to ensure that you are showing your 

supervisors or managers that you are capable of: 

o Generating Ideas – being innovating and finding solutions in unique ways can 

help greatly. It shows that you are able to assess situations and look at them 

from different angles to find a solution/idea. 

o Being a leader – take charge of your responsibilities and your role, and take 

things a step further when you need to. You also need to demonstrate your 

abilities to lead a team, appraising their performance and motivating them 

through tough times, and making difficult decisions. 

o Strategic thinking – show that you can have a big-picture view and can spot 

trends and act on them in advance. Forward thinking is very important in 

businesses that are constantly changing. 

o Being willing and working hard – it may be the hardest you have ever worked, 

but it will all be worth it in the end. You need to show that you have what it 

takes to move forward. That you’re motivated to go one step further than the 

rest to stand out – for the right reason (i.e. not through politics or scheming). 

*** 
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Changing your industry or staying where you are? 
 

It can sometimes be very difficult to stay in your industry because of the rate of 

change in today’s market, but changing your industry while staying current can be 

what makes you stand out. It can open you up to new experiences that you possibly 

have not considered, which can greatly benefit your career development. Staying in 

your industry is still a viable option, especially if your skills are in demand. Deciding 

what to do depends on the industry and market, as usual. However, these tips should 

help you decide whether you should stay or move.  

 

o Your industry – firstly, is your industry a niche? Are your skills in high 

demand? If this is the case, it is advised that you stay where you are. It is a 

tough market, and if you have what others cannot offer, you will be in high 

demand, and can ask for more where you are. Chances are, with such skills 

and experience, organizations will be asking you to choose them. 

o Are you ready – if you choose to move, are you ready? Do you have 

transferable skills that you need to make the move? What do you need to do? 

Perhaps you need to complete a course or some coaching before deciding if 

changing is the right option for you. 

o Resilience – whether staying or moving, you need resilience if the market is 

unpredictable. You need to have resilience, a plan and be ready to deploy it if 

things get risky. 

o Do your research – ensure that the industry you choose to move to is stable; 

study trends and reports and latest articles for an informed decision. 

o Market yourself – if you move, ensure you can market yourself accordingly. 

You need to show these businesses that you have what they are looking for. 

o Staying in the industry, but changing jobs – you will have better chances of 

making upward career movements; you will be able to get promoted because 

you understand what the industry is about. That alone will be able to take you 

further with career opportunities.  
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Jobs industries exhibiting the most growth potential 
 

 The following industries are growing rapidly in their countries, which can help 

individuals looking to change industries in understanding which areas are 

currently most in demand.  

 

UAE USA UK 

Real Estate Construction Engineering 

Food and 

Beverage 

Transportation and utilities Healthcare 

Education Wholesale and retail trade Arts and Entertainment 

Medical Professional and business 

services 

Education 

Hospitality Leisure and Hospitality Physics, Geology and 

Meteorology 

 

Salary Expectations 

A key feature of understanding whether your salary expectation is realistic is doing 

your research. By doing this, you’ll know what is expected in your industry and 

depending on what level of job you are applying for, you’ll be able to negotiate a 

better deal.  

 

What you should know… 

Salary history and/or salary requirements for the position. 

Understand the job description to better understand the requirements and 

responsibilities of the position. It also depends on how much experience you have 

and your location/country.  

 

Entry Level Intermediate 

Level 

Upper 

Middle 

Senior Level 

$20,000-

30,000 

$30,000-

50,000 

$50,000-

80,000 

$80,000-

100,000 (+) 

*All salary ranges are subject to experience and country – as in the USA 
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The long term career move that is right for you 
 

There are a number of factors you have to consider before you are able to decide 

what move is right for you in the long term.  

 

Analysis 

Review the Job Description and Other Related Documents 

o What are the key objectives? 

o What competencies are required? 

o What behaviors and outcomes are rewarded? 

o How is remuneration determined? 

 

Analyze Culture Impacts 

o Does the department/organization have a distinct culture? 

o How well do you think you'll fit in? 

o How are conflicts resolved? 

o How do people work together? 

o How do people dress? 

o What things constitute "doing a great job"? 

 

Analyze Incumbent Success 

o Who has been/is successful in the role? 

o What characteristics do they possess? 

o What skills beyond the job description do they use? 

 

Analyze Available Resources 

o Does the role/department appear to have adequate resources? 

o What human resources are available? 

o How much training and development will be available to you? 

 

Determine Career Progression Path 

o Where have people in this role typically moved? 

o What is the average tenure in the position? 
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Once you’ve completed this analysis, you need to think about your personal long 

term goals and what is right for you in terms of personal achievements you wish to 

fulfill.  

Next, you should consider the five sets of factors about what’s important for you 

about the job. 

 

1. The Work Itself 

 

What you will be doing on a daily basis should be the primary focus of your 

satisfaction criteria. Unless the work is satisfying, it may not really matter whether 

you make vast sums of money, or have a boss you regard as a friend: nothing will 

seem quite right. The things to consider here include: 

o Job responsibilities 

o Learning/growth opportunities 

o Potential for promotion 

o Future career potential 

o Authority to make decisions 

o Leadership/supervision 

o Variety 

o Autonomy 

o Challenge 

o Self-expression/creativity 

o Physical environment 

 

Think about which of these matters most to you, and explore them when you're 

considering the new role. 

 

2. Financial Considerations 

 

What you are paid is important when making any career decision. Your salary and 

bonus potential determine whether you can buy a new home, purchase a car, go on 

vacations, start or maintain a family. It's important that you have a good idea of 

what you need to be able to achieve a reasonable standard of living. Factors to 

consider here include: 
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o Salary 

o Benefits 

o Incentives/bonuses 

o Stability/economic security 

 

Does the job give you these in the right amounts and proportions? 

 

3. Culture and Relationships 

 

You will spend a large portion of your day at work. It is important that you get 

along with your co-workers and feel like you fit in. Sure, there will be minor 

disagreements along the way. However, you should be comfortable working in the 

environment, given cultural elements such as dress codes and the way that 

conflicts are resolved. Ask yourself what you need in terms of: 

o Work relationships (managers, peers, and subordinates) 

o People/Culture/Style 

o Recognition 

o Prestige/Titles 

 

4. Work/Life Balance 

 

There can be great merit in maintaining a balance between your home and 

professional responsibilities, and making enough time for leisure and downtime. 

You need to look at your life and determine what you need from a job, so that you 

can achieve this balance and maintain it for the long term. Think about things like: 

o Work schedule 

o Flexibility for family time and other commitments 

o Time to commute 

o Travel requirements 

o Ability to work remotely on occasion 

 

Clearly, though, this depends on your goals. If a major goal of yours is to be a great 

parent, then work/life balance is important. If your goal, however, is to be CEO and 
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build a great organization, then this necessarily involves carrying a heavy workload 

and not appearing to be burdened with it. 

 

5. The Company 

 

The final set of criteria involves looking at the company itself. People tend to want 

to work for organizations that make them feel good about what they are doing on a 

daily basis. Look at the following criteria and decide what it is that you need from 

the company you work for. 

o Size of the company 

o Values 

o Leadership 

o Product and quality 

o Environmental concern 

o Industry & reputation thereof 

o Geographic location 

o Corporate image/integrity 

o Contribution/service to society 

 

Personal considerations 

Ask yourself: 

 

o Do I feel like it is the right choice? 

o Do I feel positive about the choice? 

o Does this choice support my career and life goals? 

 

Decision Matrix Analysis (by MindTools) 

For each job option you're considering, work through the criteria in the rows of the 

table one-by-one (we explain these criteria below.) For each criterion, first decide 

how important it is to you on a scale of 0 (not at all important) to 5 (very 

important). Next, evaluate how much of the criterion is on offer within the job, 

using the same scale. Finally, multiply these values together to give the score for 

that row of the table. 

(http://www.mindtools.com/pages/article/newCDV_73.htm?download=1) 

http://www.mindtools.com/pages/article/newCDV_73.htm?download=1
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How to develop a long term career plan (5-10 year plan) 
 

The question of long term career planning comes up in interviews such as “where 

do you see yourself in five years”. It is important to know how to develop a plan to 

have an understanding of where you want to be in terms of your career in the long 

term.  

 

o Know where you are – in order to move forward and plan future career goals, 

you need to understand where you currently are. Understanding your present 

career situation will help a great deal in deciding what you want to do and 

where you want to be in the future.  

o Know who you are - know what types of job roles fit your personality traits. 

This will help you avoid making poor long term professional decisions. 

Analyze your likes and dislikes, your hobbies and, most importantly, your 

personality. Are you shy or outgoing? Do you handle change well? Do you 

prefer staying in your office or traveling? A job you want to earn in the next 

five years may require you to step out of your comfort zone, so preparation is 

essential to adapt to the position, or you need to find an alternate career path. 

o Set goals - realistic goals are a major component of developing a five-year or 

ten-year career plan. This step requires you to make short-term goals (those 

you want to accomplish in the coming year) and long-term goals (those goals 

that you'll accomplish beyond a year). Your short-term goals should consider 

your long-term goals, as smaller steps that lead to your end goal. For example, 

if your long-term goal in your five-year plan is to be in a managerial position, 

your short-term goals could include taking on a leading role on a project, 

joining a professional organization or developing a new company process - all 

of which are goals that can help you further develop the skills needed to be in 

a managerial role. These goals should be specific, measurable, attainable, 

realistic, relevant and time-sensitive. 

o Commit to the end goal, rather than the plan – Check short-term goals off 

your list and commit to your objective. It is important to know when to plan, 

and when to work towards the end result. People can sometimes plan for 

years but never take action to achieve what they want to.  
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Suggested Exercises 

 

http://www.jobseekersguide.org/US/sites/default/files/long_term_goals_3_1.pdf  

http://jobseekersguide.org/sites/default/files/weigh-options-6-1_1.pdf  

http://jobseekersguide.org/sites/default/files/career_plan_worksheet_3_2.pdf  

 

 

 

 

***  

http://www.jobseekersguide.org/US/sites/default/files/long_term_goals_3_1.pdf
http://jobseekersguide.org/sites/default/files/weigh-options-6-1_1.pdf
http://jobseekersguide.org/sites/default/files/career_plan_worksheet_3_2.pdf
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Enhancing Your Resume 
 

 

Did you know..? 

 93% of employers use social media to recruit – LinkedIn, Facebook and 

Twitter 

 89% of employers are more inclined to watch a video resume to assess body 

language and communication 

 76% of resumes are not processed because of unprofessional email 

addresses 

 5-7 seconds is the average time spent by an employer looking at a resume 

 

Resume Writing 

When you’re seeking a job, your resume should help you get to the first stage, 

which is getting your foot into the door. Your resume ‘sells’ you to the employer 

with your skills and experience before they decide to meet you for an interview. 

These tips are going to help you improve your resume today! 

 

Language 

Resumes should display a high level of professionalism to the potential employer. 

Using business language is critical and you should avoid the use of personal 

pronouns such as “I”, “my” and “we”, slang and contractions such as “don’t”, “it’s”, 

“can’t” etc. Also pay close attention to proper grammar, spelling and punctuation – 

it shows your attention to detail and quality. 

 

Make the most of your skills and experience 

Your skills and experience listed on your resume are what helps you stand out from 

the crowd. Use these sections to your advantage when you write this section. Some 

examples could include, communication skills, team working or problem solving 

skills. When writing about your work experience, use strong, positive language that 

explains what you have learned in the past and how that knowledge applies to the 

job you are applying for. Also, focus on actual achievements and show figures 

where possible. 
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Repetitive information 

Avoid any repetitive information and non-relevant data to ensure your resume is 

concise and reads well. Have friends or family read your resume – a fresh set of 

eyes can sometimes identify repletion and other minor errors more efficiently.  

 

Tailor your resume  

Ensure that your resume has all the relevant information for the job you want to 

apply for. Tailoring your resume can go a long way in being shortlisted for an 

interview, because the information in your resume is concise and to the point – 

exactly made for the position.  

 

Prioritization and organization  

Ensure your information is listed in reverse chronological order – most recent first. 

Depending on the position you are applying for, educational qualifications and 

additional qualifications may be before work history, rather than after. Moreover, 

ensure that all the relevant information is in clear headed sections and easy to read 

and follow.  

 

Be clear 

Ensure that the information is clear. It should not be a reiteration of the job 

description, but about you and your qualifications and accomplishments. Having a 

resume that engages the reader because of the clarity of the information is pivotal 

to being chosen for an interview.   

 

No more than two pages 

A good resume engages the reader with the clarity. This should be done in no more 

than two pages. If you find that you are going over two pages (in standard font 

size), read through your resume for any repetition and ‘beating around the bush’. 

Chances are, there is some information you can cut out or remove entirely, which 

will help you stick to two pages.  
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Update your resume 

Ensure to keep updating your resume, either with additional skills or qualifications 

you obtain, or any relevant work experience you acquire. An updated resume saves 

you time when applying for a job and it also keeps you from forgetting any past 

achievements.  

 

Formatting your resume – what sections to include and what not to include 
 

Resumes consist of sections of information, and the level of detail and placement 

depends on the type of job you are applying for. If you are applying for a position 

that requires a lot of experience and it is a higher position, your work history and 

experience should be showcased above your educational qualifications, and vice 

versa if you are a recent graduate with little or no experience. For each section, the 

amount of detail should be just enough to express your achievements and skills.  

 

The following sections should be included in your resume: 

 

Resume section What it tells the reader 

Header (name and 
contact information) 

Your preferred name and how to contact you. The reader 
shouldn’t have to think about this (e.g., wonder what name 
you go by).  

Headline and 
Summary/ Objective  

What you’re looking for and why you’re qualified. Announces 
your career target, why you would be beneficial to the 
company. Quickly sums up why you are a good candidate.  

Skills Whether you have the required skills. Helps the reader quickly 
match your skills to the position requirements. 

Work Experience  
or Professional 
Experience  
or Employment 
History 

What you’ve accomplished that’s relevant. Explains what 
you’ve achieved that could also benefit the reader’s 
organization. 

Education Whether you meet the education requirements. Again, helps 
the reader quickly match you to the position requirements. 

Continuing Education  
or Professional 
Development  
or Additional Training 

What further training you’ve pursued. Matches you to job 
requirements and also illustrates initiative and commitment 
to learning. 

Other Information What additional assets you offer. Provides additional 
information (professional memberships, awards, etc.) to 
support your candidacy. 
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Career objectives and summaries 

These objectives or summaries tell a potential employer about what you aim to 

achieve, and also how your skills will be beneficial to the organization. These 

summaries act as an introduction or focal point of your resume and can help you 

stand out from the crowd even more.  

 

Be clear, relevant and specific 

Much like in the body of your resume, be clear and make sure that you do not ‘beat 

around the bush’. By being clear, you can show the reader that you know what your 

objective is, whilst being what they need. Summarize by using your skills and 

experience to show them that you can be what their organization needs. You also 

need to ensure that the summary is tailored to the job you are applying for. Writing 

general summaries can damage the body of your resume. Be specific to your field of 

work and use all your information to your advantage. 

 

 

 

When writing your objectives or summary, ask yourself the following questions: 

o What makes you different?  

o What qualities or characteristics make you distinctive?  

o What have you accomplished?  

o What is your most noteworthy personal trait?  

o What benefits (problem-solving) do you offer? 

o How can you use these skills for the job you are applying for?  

o How can you help the organization reach its goals? 
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However, to make sure your objectives or summary is clear and concise; they 

should be no more than three or four sentences. They are only the attractive 

opening lines to a strong resume! 

 

What not to do on your resume 

o Do not brag or overdo any information you want to share 

o Do not write your resume as an autobiography – your main focus is on the 

employer’s needs 

o Do not repeat the same action words multiple times in your resume 

o Do not use more details than you should to convey your experience or skills 

o Do not make your resume a list of job duties – make it about what you have 

accomplished! 

o Do not add irrelevant experience or personal hobbies and interests 

 

Action words in your resume 

Action words are a good way to highlight your skills and achievements on your 

resume. These words make what you have to offer stand out, and can go a long way 

in helping you obtain the job you want. Depending on the category of your skills, 

there are certain words you should use. These are mentioned in the table below. 

 

Communication/ 
People Skills 

Creative Skills Data/ 
Financial 

Skills 

Helping/ 
Mentoring 

skills 

Leadership 
skills 

Organizational 
skills 

Research 
Skills 

Addressed Conceptualized Analyzed Advocated Appointed Catalogued Collected 

Advertised Formulated Appraised Aided Authorized Corresponded Conducted 

Conferred Invented Computed Coached Chaired Compiled Formulated 

Conveyed Integrated Conserved Contributed Coordinated Prepared Extracted 

Mediated Revitalized Measured Counselled  Delegated Processed Reviewed 

Negotiated Designed Marketed Facilitated Enforced Executed Explored 

Proposed Established Projected Expedited  Enhanced Filed Exacted 

Participated Composed Programed  Motivated Handled  Generated Investigated 

Reinforced Instituted Planned Intervened  Initiated Incorporated Critiqued 

Resolved Modified Determined Volunteered Prioritized Screened Tested 

For more action words, please visit: 

http://www.quintcareers.com/action_skills.html 

http://www.quintcareers.com/action_skills.html
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Video Resumes 
 

Video resumes are the new-age method of job applications. They usually last 

around 60 seconds and offer your best shot to make a great first impression to an 

employer. A video resume lets the employer literally see you and hear your case 

(via your communication skills, personality and charisma) as a fitting candidate for 

the job – all before the interview takes place. 

 

Top tips for video resumes: 

o Appropriateness – It should be relevant to the job you are applying for. For 

example, if you are applying for a job that is PR/Social media or social 

relations based, a video resume would be better suited 

o Don’t read out your resume – Give your potential employers a more 

personal side of yourself; what they cannot see on paper. Address them 

directly to show them who you are and what you can achieve for them. 

o Keep it short – in the age of Twitter, in which everything is condensed to a 

certain number of characters, you need to ensure you keep all your 

information clear and concise in the video. 

o Be creative – being creative can make your video stand out from other 

candidates, but don’t deviate much from how your demeanor would be in 

the workplace. For example, you can be creative with editing, production or 

sense of humor. Don’t forget to treat it as a real interview and dress 

professionally, as appropriate for the company you are targeting. 
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Cover letters 
 

Cover letters are a pivotal aspect of applications for positions. Cover letters, though 

some believe not all recruiters or employers have time to read, could be what sets 

you apart from other candidates. Especially when it comes to having similar skills 

and experience as someone else! 

 

Follow these steps on how to master writing the best cover letter: 

o Cover letters are preferably only one page. 

o Your font and your name header should match the resume’s to look 

consistent. 

o Whenever possible, address each employer by name and title; the “Dear 

Sir/Madam” just doesn’t really cut it, especially with LinkedIn that enables 

anyone to lookup names. 

o Paragraph 1 – Your opening paragraph, where you state the purpose for 

writing; how you learned of the organization or position, and basic 

information about yourself (your current title, years of experience). 

 

o Paragraph 2- Tell why you’re interested in the employer or type of work 

the employer does (simply stating that you are interested in the position 

without explaining why will just sound like you used a template letter).  

o Communicate how you understand enough about the company and 

the open position; relate your background and experience that suit 

their requirements. Spark your reader’s curiosity by mentioning 

points that are important to the position you are seeking 

o Give bullet points of your experience or education that relate to their 

needs 

o Never state what the position or company can do for you, but what 

you can do for them 

o Your cover letter needs to complement your resume and not restate 

your resume 
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o Paragraph 3- This is your closing paragraph, so indicate that you would 

like the opportunity to be interviewed for a position or to talk with the 

employer to learn more about possible opportunities  

o Indicate that your resume is also enclosed with the cover letter and 

offer to provide additional information if needed (a portfolio, a 

sample publication, a dossier, an audition tape, a writing sample or 

even a list of references) and indicate how they can obtain these if 

needed 

o Thank the reader for his/her consideration and that you look forward 

to hearing from him/her 

 

Additional quick tips: 

o Do not regurgitate your resume 

o Think about what you can do for the company 

o Highlight your skills and experience above your education (depending on 

the position) 

o Highlight relevant experience only 

o Highlight your strengths and do not dwell on your weaknesses or lack of 

experience 

o Make it personal – ensure your letter is not monotonous and robotic 

o Cut the fluff and keep it short and sweet 

o Do not brag or take it too far – you need to stand out for the right reasons 

o Read it aloud to ensure it sets the right tone- not too formal and not too 

relaxed (balanced)  

o Edit and proofread multiple times before you send it 

 

*** 
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Boosting Your Job Search 
 

 

What makes an effective job search? 

There are some key elements that are involved in the best job search. These 

include: 

o Know who you are – your personality, strengths and weaknesses; what has 

worked and not worked for you in your career and/or history of job 

hunting? This helps you seek out jobs that are ideal for your strengths and 

customized to you as much as possible.  

o Focus – by knowing yourself, you can focus on what you want to do next, 

your goals and the types of positions you’re looking for. This gives you a 

clear and specific direction of where you want to go. 

o Timing – some industries/jobs are seasonal, so you should find out what is 

the best timing when vacancies are rolling out. Also, larger companies prefer 

to recruit at the start of a calendar or a fiscal year (to match budgets) and at 

the start of summer (for notice periods). 

o Structure – have a routine when you are looking for a job. You should have 

specific times of the day that you set aside for the sole purposes of searching 

for jobs. This allows you to focus more clearly on your goals and what you 

are looking for. 

o Failure is your friend – you will most likely be met with a lot of rejection 

before you get selected and find the right fit. 

o Discipline – it can be demotivating to continue the search after multiple 

rejections, or you may be busy with other things and neglect the search, 

putting it off for another time. However, discipline is vital to the success of 

your job search. 
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Using the right search channels 
 

In the modern days of technology and the internet, searching for jobs has become 

much easier. Here are the channels that are becoming increasingly popular for 

finding jobs: 

 

LinkedIn 

o Network and connect with professionals in desired roles and hiring 

managers 

o Post insightful blogs and comment to showcases your experience and 

thought leadership that can help you stand from other applicants 

o Join groups of interest where you can learn from others and share expertise 

o Use your relationships to access the unadvertised opportunities 
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Using other social media for your job search 

It is becoming increasingly popular to use social media to aid in finding jobs, both 

locally and globally. From the employer’s point of view, they reach a larger pool of 

applicants and have a wide variety to choose from. This can be disadvantageous to 

the job seeker, who needs to stand out from many candidates to attract the 

attention of the potential employers. Here are some useful tips: 

o Keep it clean – make sure all the public information on your profile is clean. 

This means not having any offensive posts or profanities and party pictures. 

“SimpleWash” is a useful tool to help you find posts to delete. 

o Less is more - better to have a well-crafted, up-to-date account on one or 

two platforms than to have a bunch of accounts that haven’t been touched in 

years. Every job seeker should have a LinkedIn account, and a Facebook or 

Twitter. 

o Use your real name - this is more professional and means that people will be 

able to find your profiles when they search for your name. 

o Ensure your profile picture is professional - you should have a clear, 

friendly, recent, and professional image to use across all platforms. 

o Personal branding - you should have a consistent brand across your social 

platforms. You want people to know who you are, what you do, and where 

you’re going. 

o Put them on your materials – you can put your Twitter handle on your 

resume, mention your industry-specific network in your cover letter, and tell 

people where to find you on your business card or your email signature. This 

shows that you are staying current with social media. 

o Make relevant posts – just as advised earlier for LinkedIn, you should also 

be placing relevant posts on your Facebook and Twitter that show some of 

your business thinking, though in a more casual and shorter form befitting 

these platforms. 
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Recruiters 

Recruiters use a variety of methods to find their key targets for particular positions. 

Some are online, and others are more conventional. Making acquaintances with 

recruiters is a viable channel to finding new executive job opportunities. Meet them 

through LinkedIn or other social networks, or gain membership to an organization 

that connects job seekers with recruiters in your field. 

 

Before introducing yourself to a recruiter, be sure you have prepared yourself. A 

good resume is a starting point, but it doesn’t stop there. You should compile a 

portfolio, showcasing your achievements and creativity. This is especially useful for 

job seekers of higher or executive positions because they are looking at your 

leadership skills and what you have achieved in that capacity. Thus, a portfolio is a 

visual way to present your determination, hard work, and resourcefulness. 

 

Bear in mind though that recruiters ultimately work to serve their client company 

which pays them to help fill positions, i.e. they don’t work for you directly. Job 

placement agencies, on the other hand, place you as the client and take a payment 

from you upon successful placement, and therefore have a higher motivation to 

serve your individual needs and find you a satisfying job match. 

 

Networking Events 

These are designed to facilitate the daunting prospect of meeting many new people 

in an effective, structured way that is guaranteed to supplement, and often 

improve, your job search efforts. Attending meetings, conferences, fundraisers, or 

social mixers in your area of expertise are just a few of the types of events that may 

help you leverage a new opportunity. 

 

How to: 

1. Sign-up for email newsletters and social media updates with the companies 

and organizations you’re interested in working with.  

2. Find out which of your peers and connections will also be attending the 

event. In some cases, it may be less daunting to know that there will be 

someone familiar. 

3. Make a mental checklist of talking points and people to speak to. 
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4. Whilst at the event, if you hear about interesting job opportunities, follow up 

in a few days for more information about the organization or qualifications. 

If you are applying for executive positions, these must be approached more 

carefully than others. Ensure you do not seem too eager for any possible 

opportunities which can make you seem desperate in the eyes of a potential 

employer.  

5. Make a point to get to know the person and develop a networking 

relationship before asking for anything. You could ask to meet for coffee or 

lunch to talk further, and perhaps request an informational interview to 

learn more about what the person/company does. 

 

Who should I network with? 

Networking is one of the most common channels of job searching. Everyone you 

know, friends and family should know what you do and what you are looking for, 

so that they can help spread the word. Through the word of mouth method, there 

may be opportunities you don’t even know exist that could be of great value to you. 

Networking is a great help in terms of getting your foot in the door, which is a very 

difficult first step.  

 

How should I network? 

o Be genuine and polite when talking about what you are looking for. 

o Stay relevant and active in your field – go to events and conferences and 

study the latest developments in your industry to ensure you know what’s 

happening.  

o Look up potential target person and find out about their work or 

publications, so that you can impress them with a smart conversation 

starter.  

o It will take time and hard work – but it will help build on how you interact 

and you should gain connections that will be valuable to you one day.  

 

Job Boards and websites 

Recent research has found that using job boards and websites for middle level to 

high level positions are one of the least effective ways of finding the job that 

you’re looking for.  
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This is because of the two fundamental reasons: 

1. The volume of applications that are received daily for the same position 

2. There is no personal connection made 

Below are some suggestions on how to remedy this issue and make these resources 

work for you. 

 

Sign up for niche boards 

These specialize in certain areas of a particular field, and thus tend to have a 

smaller applicant pool. 

Applying for a job through a niche board can also give you a greater advantage 

compared to someone using a broad-based site because it identifies you as more of 

an industry insider. Some regional and global niche sites include: 

 Accounting: Accountingjobstoday.com 

 Biotech/Pharmaceuticals: Medzilla.com 

 Communications/Public Relations: Prsa.org/jobcenter 

 Construction: Constructionjobs.com 

 Engineering: Engineerjobs.com 

 Finance: Fins.com/finance 

 Higher Education: Higheredjobs.com 

 Human Resources. Jobs.shrm.org 

 Volunteers/Nonprofits: Idealist.org 

 Science: Naturejobs.com 

 Sports: Workinsports.com 

 Technology: Dice.com 

 The Arts: Artjob.org 

(For jobs outside the UAE) 

 

Establish a personal connection 

If you have an email address of the recruiter that is handling a position that is 

posted on a board or a website, send them an email instead. Include the cover letter 

tailored to the job description and explain why you are suitable and should be 

considered for this position.  
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Be persistent! 

The more you try, the more likely you are to find what you’re looking for. Even if 

you face rejection, you’re not losing out. It just means that there are better 

opportunities to come your way and you can learn from your mistakes- better your 

searches and interview skills. 

 

Following up/ tracking after the application 

o Express your enthusiasm for the opportunity and reiterate why you would 

be the right fit for the role, after what you have gleaned from the application 

process or interview. 

o Avoid asking if they received your resume. Instead, use the opportunity to 

demonstrate your initiative, show your enthusiasm and detail the value you 

can contribute to them. 

o One week is a good time frame for a follow-up. Follow up only once. 

o No matter what method of a follow-up you choose (phone, email, and 

professional network), express your interest in the position, highlight your 

top qualities that match the job, and keep your message short and to the 

point. 

o Check to see if the organization has an online application status tool. Many 

Web-based systems will provide real-time updates on application status, but 

sometimes you have to dig to find them. Also, check your email spam folder. 

Many systems will produce an automated note that confirms receipt of an 

application, or gives information about general timelines, but you won't see 

it if it gets caught by your spam blocker. 

 

Time management during your job search  
 

It can sometimes be a daunting task to know how to manage your job search 

efficiently.  

Here are some tips to help guide and manage your time efficiently:  

o Determine when you want or need to start your next job, and set some long-term 

and short term goals that will get you where you need to be. This is also known 

as a personal mission statement, which can provide clarity for your job search. 
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o Establishing a routine will help you set aside time and treat your job search as a 

full time job on its own. 

o Create daily to-do lists which will help keep you on track and prioritize the tasks 

that you need to complete and in what time frame. 

o Set daily goals. For example, you will send out 10 resumes every day, you will 

research three companies every day or you will follow up on four resumes you 

sent out previously and two interviews you went on recently. 

o Create an appropriate workplace in your home for your job search. It helps 

strengthen your discipline and ‘work schedule’ when you are job searching. 

o Relax and detach yourself from your job search. It allows for you to look at your 

job search from a different perspective and with a fresh and relaxed mind at a 

later time. 

o Be vigilant with extra copies of your resume at work, so you'll always be ready if 

an opportunity presents itself.  

 

Suggested Exercises 

http://jobseekersguide.org/sites/default/files/match_skills-1_1.pdf  

http://jobseekersguide.org/sites/default/files/work-values-1_3.pdf  

 

 

*** 

http://jobseekersguide.org/sites/default/files/match_skills-1_1.pdf
http://jobseekersguide.org/sites/default/files/work-values-1_3.pdf
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Preparing for Interviews 
 

Now that your job search efforts and top-notch resume has begun getting you some 

interview invitations, this section will equip you at ace to toughest of assessments 

and questions. 

 

Research and Preparation 

Preparing for your interview is the best way to be informed of what you could 

expect the interviewer to ask you, and how your skills and experience can be 

beneficial to the organization. Your interview is essentially like an audition, 

wherein you showcase your talent to your potential employer. These tips should 

help you prepare ahead of your interview. 

 

Visit their website  

Though it is obvious: study every aspect of the organization’s website. Even if you 

already know what they do, how and where they operate, analyzing their website 

can uncover key aspects you probably do not know. Keep a note of these points – 

especially pertaining to the values and objectives of the organization and any 

initiatives they have which interest you and could be helpful in the interview.   

 

Visit LinkedIn profiles 

Visiting the profiles of the organization and the executives or anyone who is 

interviewing you will give you more information on their background, so you can 

be more informed of their skills and experience so that you’re not ‘going in blind.’ 

 

Prepare the standard interview responses  

Questions such as ‘tell me about yourself’, ‘describe your strengths and weaknesses’ 

and ‘why do you want to work here?’ are all common interview questions that are 

easier to note down and revise ahead of your interview so that you do not spend too 

much time thinking about your response. This type of preparation tells your 

potential employer that you came prepared for the interview.  
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Know the job description 

If you can, ask for the job description before the interview and study it. Pay 

attention to the requirements of the job (experience, skills and educational 

qualifications) and the exact duties (what the job responsibilities are). In addition, 

pay close attention to the requirements that are ‘nice to have’ but non-essential for 

the person in the position. If you have any of these additional skills, it could be 

what sets you apart from the other candidates applying for the same position.  

 

Prepare questions you want to ask  

These questions would be based on the research you have compiled about the 

company prior to the interview. You may also have questions about the job 

description. These questions should reflect that you have done all your homework 

on the company and studied the job description thoroughly.  

 

Be informed of the latest news 

Ensure you are informed of any latest news about the organization or news that 

could affect the organization or its industry. Again, this shows your preparedness 

to the employer. 

 

Update your resume 

It is vital that you continue to keep your resume updated, especially before an 

interview. Ensure that it is tweaked and ready. In addition, ensure you know your 

resume – study it well! 

 

What are the various types of interviews? 
 

Screening interviews 

This is the first step in the interview process which is normally quick and takes 

place over the phone. It is very important because it helps the interviewer assess 

you and decide whether or not you will go onto the next stage of interviews, which 

are the one-on-one or face to face interviews.  The questions will usually be brief 

and direct; about the company’s culture and whether you would fit into it. There 

will also be questions on how your qualifications and experiences would be 

beneficial in achieving the company’s goals.  
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It is important at this stage that facts and knowledge is provided efficiently – it is 

more important than building a connection with the interviewer.  

 

Helpful tips: 

o Ensure that you are in a place with no background noise or distractions  

o Sit at a table with a notepad and pen, should you wish to take note of any 

important information 

o If you are unable to do the interview at a particular time for any reason, 

reschedule for later in the day 

o Before the interview takes place, make a note of company information and 

how your skills and experience can add value 

o Have a copy of your resume in front of you for points of reference in the 

event that you get stuck during the interview 

o Speak clearly and slowly to avoid any confusion or misinterpretation  

o If the interviewer asks about salary expectations, be accurate and clear. If 

you are unsure, say that you need more information about the position and 

total package in order to provide a salary expectation. If they do not ask 

about salary expectation, it is recommended that you do not enquire about it 

at this stage 

 

Face to face interviews and multiple interviews 

It has been established in the screening interview that you have the requirements 

for the position. The face to face interview will also want to establish how you 

would fit into the team culture and take on its current tasks and challenges. The 

interviewer will ask in-depth questions about your experiences and qualifications 

that you have listed on your resume. Focus on the questions and do not go off on a 

tangent. It is important that the interviewer can see how you focus to handle 

answering these questions and also whether you can build rapport with them. 

 

In some companies, candidates may have to go through 3 or 4 interviews with 

many different staff members. They may be one-on-one or they may be with a 

panel of interviewers for more senior positions to ensure that the candidate is the 

right fit for the company and department.  
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They may take place on the same day or maybe over the course of a few weeks, in 

order to give all the interviewers the time to make their assessment and deliberate 

with their colleagues. Over the course of multiple interviews, you may even be 

asked to give a short presentation on why you should be chosen, to assess your 

presentation skills. 

 

Helpful tips: 

o Know your resume inside and out!  

o Ensure you know your strengths and weaknesses – write them down and 

revise them 

o If you do not know the answer, or need more time answering the question, 

repeat or paraphrase the question – this shows the interviewer(s) that you 

are thinking about your answer and not just stalling 

o Try not to be intimidated if there is a panel of interviewers – ensure you 

make eye-contact with each of them throughout the interview and not just 

one interviewer 

o Positive and disarming body language is important  

 

Group interviews 

These types of interviews are usually designed to reveal candidates that have 

leadership potential and they will test your style and professionalism.  

They will also test how you function in a group and how you handle situations 

under pressure. Candidates will be judged on their interactions and demeanor in 

group situations. 

 

Helpful tips:  

o It is important not to get stressed out in these situations – keep calm! 

o You may be given group activities or case studies to solve as a group for 

senior roles – critical thinking will be assessed to ensure you are thinking 

about key aspects and looking at things from every angle – the interviewers 

will assess everything! 

o Speak up and make your thoughts stand out, but do so politely without 

seeming to dismiss other’s opinions or overshadow the group 
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o You might be asked to give a short speech – be clear, concise and confident 

when speaking. Address the crowd with authority and show that you stand 

out from the crowd 

 

Group interview activities  

o Case studies and debates – do not be afraid to give your opinion and be 

critical of the information that is given to you. If the group consensus is 

going toward something you do not believe in, state your opinion and why. 

Chances are, that you thought of an angle that the others in your group did 

not think of; setting you aside from the rest. However, it should be noted 

that overall, you should support the group and not be too pushy. You need 

to show that you can be a team player, but you also have differing opinions 

that can be helpful and invaluable in a department.  

o Role playing – this is to see how you handle being given impromptu 

situations and how you perform under pressure. It is used to test your 

natural ability and skills. You may be asked to sell a product to a fellow 

applicant or you may be given an obscure situation and how you handle any 

problems that could arise may be assessed.  

o Speeches – you may have to give a short speech on why you are the most 

suitable person for the job. Do not regurgitate your resume – this is your 

chance to show a more personal side and your individuality which highlights 

to why you should be chosen for the position. 

 

Practice makes perfect… 

You can practice role playing and giving short speeches with friends or family. 

Have them assess your behavior and overall body language. When practicing 

speeches, you can write down the key points that you believe set you apart from the 

rest of the candidates. Ensure your responses are unique and as genuine as 

possible. You do not want to have the same ideas as other candidates and you do 

not want be far-fetched or non-believable. You want to sell yourself and be 

confident in yourself.  
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Breakfast or Lunch interviews 

Some companies’ management like to have interviews outside the office setting to 

assess how you may behave in a more relaxed setting. They may assess whether the 

candidate shows a different side to themselves outside an office setting, or whether 

they are still able to have the same high standard of professionalism as they would 

have in an office.  

                

Helpful tips: 

o Try and build common ground with the interviewer(s) 

o Follow their lead with menu choices and etiquette, but do not order 

anything you would not eat or drink, and do not eat or drink too fast or too 

slow – keep a moderate pace. 

o Do not order anything expensive and do not consume alcohol 

o Be aware of your table manners and professionalism 

 

Skype / Web conference interviews  

Technology has evolved to ensure that candidates do not have to leave their homes 

for interviews, in some instances. To save on travel expenses if the company you 

applied to is in another country, interviews might take place over the internet 

through Skype or other video calling services. This is very similar to a face-to face 

interview, and in some instances, screening interviews. These types of interviews 

are just as important as any other and should be approached with a high standard 

of professionalism. 

 

Helpful tips: 

o Don’t forget that they can still see you and read your expressions  

o Be aware of your body language  

o Dress professionally  

o Ensure that there is no background noise or any distractions  

o Make notes as you go and have your resume in front of you just in case 

o Speak clearly and slowly for better communication 
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Stress Interviews 

Some jobs may involve handling a lot of pressure, conflict or dealing with difficult 

types of people. Stress interviews are used to assess whether you can handle 

different types of pressure, and how you cope with these situations. The questions 

would be odd, can throw you off balance and can doubt your integrity. There can 

sometimes be an interview panel or a series of stress interviews. They are assessing 

your conflict management skills by employing the following tactics: 

o Intimidation to make you feel uncomfortable 

o Confusing questions 

o Interrupting or talking over you 

o Making negative personal comments 

o Pressuring you to answer very quickly 

 

Helpful tips: 

o Preparation – ensure you are well prepared, with information about the 

company  

o Stay calm – the interviewer is assessing whether you lose your self-control 

or stay calm and composed under pressure.  

o Body language – it is known that we can sometimes mirror the body 

language of the person sitting across from us – if the interviewer is fidgeting 

and/or not keeping eye contact, it can make the interviewee automatically 

mirror these behaviors. Pay attention to your body language – maintain eye 

contact, sit in a relaxed position and slow everything down. Your speed of 

talking, your breath and your gestures help to convey that you are calm. 

o Take your time – do not rush your responses. You want to ensure that you 

are thinking through your responses before answering back. Repeat the 

question to buy yourself some time and think about your response more 

carefully. 

o Be assertive – some questions or comments can be seen as too personal. It is 

important to be assertive and resilient in your responses. 

o End positively – show your resilience by managing an upbeat ending, e.g. 

“Well it’s been an incredibly tough interview, but I know that I can do a 

great job for you given the opportunity”. 
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o Make a decision – these interviews can give you an inside look at what it is 

like to work for this manager and in that position. Therefore, it can help you 

decide whether or not you are suited to the position and the work 

environment. 

 

Behavior and stressors 

In any type of interview, they will be assessing your behavior and body language. 

They will be looking at how you handle the questions, your mannerisms, and how 

you answer the questions. They will analyze behavioral patterns and body language, 

rather than just the ‘right’ answer. They will ask about your past performance and 

try to predict that you will repeat the past behavior – thus knowing your strengths 

and weaknesses is the key.  

 

They will probe into your strengths and weaknesses and try and ask you about 

situations in which your weaknesses were exhibited and how you handled them in 

the past. Stressors can be used to gage how you act under pressure and in unexpected 

situations. The interviewer may be argumentative, sarcastic or rude to you. They may 

keep you waiting a long period of time before taking your interview to analyze your 

reaction and how you handle it. The main objective is to keep calm when you are 

under pressure!    
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Understanding competencies 

Competency Based Interviews (CBIs) or structured interviews are used so 

companies can assess candidates against similar criteria, which makes comparison 

and assessment easier. This is especially useful for positions with different types of 

candidates.  

It is important to note that interviewers are looking for detailed and specific 

information about a task or experience you had. Competencies that are assessed 

include (note that they address the ‘how’ and not the ‘what’ of the work): 

o Teamwork – working as a group to achieve certain goals, as well as leading 

and building relationships with colleagues. 

o Communication – understanding and sharing ideas, suggestions and 

proposals to ensure that the best possible method of action is used for a 

situation 

o Business Awareness – to have an understanding of business and its 

functions- these include the organizational structure, culture, market 

knowledge and awareness and organizational strategy 

o Problem Solving – analysis, evaluating and solving problems or challenges 

o Influencing Skills – the ability to make your case strong and reach desired 

outcomes 

 

Typical questions you can expect of this type: 

1. How do you evaluate a problem and go about finding a solution?  

2. What makes a business (in x industry) successful?  

3. How does your work contribute to the company’s 5-year plan?  

4. How would you make savings or increase income?  

5. How can you best publicize your area of work? 

6. How do you gain people’s confidence?  

7. How do you persuade others of your viewpoint?  

8. How have you developed your own role in a team?  

9. How do you build relationships in the workplace? 

10. How do you conform one of your team members about a performance issue? 
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STAR method 

This technique is the STAR response method (also known as SAR or PAR) 

Use the first person, rather than ‘we’ even if it was a team effort. 

Base your answer on a real experience or task using this acronym: 

S or T = describe the Situation at hand and the Task that you needed to complete 

to resolve it. Ensure it is a specific, detailed situation so the interviewer can 

understand.  

A = talk about the Actions you took, and what you would do differently in 

retrospect. 

R = describe the actual Result, and how satisfied you were with that outcome. 

 

Understanding corporate culture and values 
 

What is corporate culture? 

It is the work environment that consists of the values, beliefs and attitudes of the 

organization. The organizational culture is shared by the employees in the 

organization, which helps them behave accordingly in the work environment. 

Culture is seen as the unwritten rules of the business and is strongly influenced by 

executives and senior management who influence the culture with decision making 

and strategies.  

 

It is important to remember that… 

o Culture is learned: if a behavior is rewarded by management, it is more 

likely to be repeated. This builds culture and makes it stronger and more 

ingrained in an organization.  

o Culture is also learned through communication: especially when it comes to 

new employees in the organization, culture is more easily observed and 

learned through communication and interaction with fellow employees on 

appropriate behaviors and attitudes in the organization. 

o Culture has impact on success: though there is no right or wrong culture per 

se, an organization’s success can depend on the strength and integrity of the 

culture. If an organization’s culture is cohesive, it is more likely to become 

more successful. 
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How to be informed about the corporate culture 

Before the interview: the company website may talk about their corporate culture 

in some detail. If not, study the annual reports and other materials that may give 

some hint of the corporate. You can also network with some current employees and 

converse with them. In reality, you will not be able to fully understand the culture 

until you have started working at the organization and find your place in it. 

 

At the interview: arrive early and observe the surroundings and how people in the 

organization interact with each other, how they are dressed and the level of 

professionalism. This should tell you the level of formality of the environment and 

how you would behave. It could also help during the interview if they ask how you 

would be valuable to the organizational culture. Your observation could be what 

helps taking you a step further! 

 

Understanding cognitive and psychometric tests 
 

Psychometric tests are a standardized method of measuring cognitive and 

personality characteristics in the selection process. In doing so, they are able to 

assess the extent to which candidates would fit the role based on their aptitude 

(cognitive) and personality profiles. The results obtained from these tests aim to 

identify any hidden aspects of the candidate that may be difficult to identify in the 

face to face interview. Psychometric testing may take place before the interview, so 

the interviewer has all the information before proceeding. This helps them filter 

out any candidates that are not suitable for position in the early stages.  

 

Psychometric testing is very reliable in predicting a candidate’s performance based 

on their personality and their cognitive ability. Furthermore, with practice, 

potential candidates can improve their weaknesses and highlight their strengths – 

increasing their suitability for the job. The tests are usually tightly timed and each 

question in the different types of test should take about 25-30 seconds to complete.  
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Candidates are usually tested the following areas (varies by job type): 

 

Abstract reasoning 

You are given a set of shapes that is defined by one or many sets of rules. Each set 

is accompanied by a question which requires you to identify the rule(s) and 

complete the sequence of shapes with the options presented. 

 

Numerical reasoning/aptitude tests 

You will be given tables and graphs describing different business-related scenarios. 

They will be accompanied by sets of questions with multiple choice answers in 

which you have to choose the correct answer, based solely on the information 

presented. You are usually allowed to use a basic calculator to assist you in finding 

the correct answer.  

 

Verbal reasoning  

You are given short passages of written information, with a number of statements 

in which you need to decide whether they are true, false or cannot tell. Your 

answers must be based on only the information given in the passage. Topics of 

passages could be social sciences, business related or biological or geographical. 

Due to various types of topics in this test, no extensive knowledge is needed of any 

one topic. Another type of verbal reasoning test is the logical thinking test, wherein 

there are a number of arguments or statements. Candidates have to identify which 

statement or argument strengthens the principal argument in each question. 

 

How are your test scores interpreted? 

o There is no ‘pass’ or ‘fail’ score 

o Your score is compared against the benchmark of those at a similar level in 

the organization, and those in the same or similar to the position you are 

applying for. 

o If you answered most of the questions correctly, your result may still be 

lower than the average that is compared against you. For example, if your 

total score is 27/30, and the average is 28/30, your score could be 

interpreted as a below average or low score.  
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Personality Tests 

Personality and behavioral style are measured through a self-report questionnaire; 

the questions will reveal aspects of your personality that are relevant to the 

workplace. The results become your ‘personality profile.’ Through the profile, 

recruiters can assess how candidates would act in certain situations that are 

relevant to the workplace. It looks at how you interact with people and whether you 

are a systematic and organized person who pays attention to detail. There are no 

right or wrong answers, but the answers together build your personality profile 

which may or may not suit a certain job type – for example, coming out shy or 

introverted while applying for a sales job. 

 

Some test examples: 

https://www.assessmentday.co.uk/aptitudetests_numerical.htm  

http://www.psychometric-success.com/faq/faq-sample-abstract-reasoning-

questions.htm  

http://www.psychometrictest.org.uk/interpersonal-skills-test/  

http://www.psychometrictest.org.uk/big-five-personality/  

 

 

 

Salary Negotiation Tactics 
 

Negotiating your salary can be tricky business. It is important to get paid for what 

you are worth, but at the same time, you should not ask for a salary that is 

exorbitantly over what you know is the normal rate. These tips should help you stay 

on track before and during the negotiation. 

https://www.assessmentday.co.uk/aptitudetests_numerical.htm
http://www.psychometric-success.com/faq/faq-sample-abstract-reasoning-questions.htm
http://www.psychometric-success.com/faq/faq-sample-abstract-reasoning-questions.htm
http://www.psychometrictest.org.uk/interpersonal-skills-test/
http://www.psychometrictest.org.uk/big-five-personality/
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o Do some research – prior to the interview, do some research as to what is 

the going rate for your occupation and level that you are applying for. This 

gives you a benchmark value to negotiate with based on your past career 

experience. Useful online resources for this include www.glassdoor.com and 

local labor bureau pages. 

o Be patient – do not talk about money and compensation early on into the 

interview, but when it does come up, it is best to emphasize the importance 

of finding the right job for yourself; it’s not only about the money. Then, it is 

better to give a range, rather than a specific number so your potential 

employer knows you are open to discussing your salary amount further.  

o You have the power – if you are the candidate that the organization wants 

to hire, that means they want your skills and experience, which should give 

you the confidence to negotiate your salary.  

o Be firm, but flexible – you need to ask for what you want. However, you 

should do so in such a way that makes you seem like you are open to 

discussion, without being arrogant and pushy. Being this way can lead to 

them to change their mind about choosing you.  

o Keep selling yourself – during the negotiations, continue to remind your 

potential employer how you will benefit the department and the 

organization. However, just do not regurgitate your resume; sell yourself in 

a different angle that makes them want to offer you more.  

o Counter offers are helpful – this helps both parties know what the other is 

thinking. It also helps the employer know that they are making a good 

investment and the candidate knows that they tried as much as possible to 

get as much as they deserve with what they bring to the organization.  

o Negotiate extras – in the event that the employer cannot offer you the 

salary that you wish, negotiate valuable extras that do not cost too much to 

compensate. For example, more time off, yearly salary reviews and sign-on 

or performance bonus.  

o Be confident – talking about money isn’t always easy, but it must be done to 

ensure that you get what you deserve. Make your request with a short, 

concise explanation on why the amount is appropriate for you.  

 

 

http://www.glassdoor.com/
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Mock interviews 

Mock interviews or practice interviews are done so that you can prepare for the real 

interview. Typically, you would have all the materials and dress exactly as you 

would for the real interview. These help you practice prepared questions and 

answers, as well as your behavior; how you sit and how you speak – all which will 

be assessed by the interviewer.  

 

A good way to conduct a mock interview is to have a friend or family member ask 

you the questions, whilst you video tape the sessions of you answering the 

questions. This way, you can review the tape and assess whether you answered the 

questions in a concise manner. 

 

Sample questions to use: 

1. What are your strengths? Weaknesses? 
2. Why are you interested in working for [insert company name here]? 
3. Where do you see yourself in 5 years? 10 years? 
4. Why do you want to leave your current company? 
5. Why was there a gap in your employment between [insert date] and [insert 

date]? 
6. What can you offer to us that someone else can not? 
7. Tell me about an accomplishment you are most proud of. 
8. Tell me about a time you made a mistake. 
9. What is your dream job? 
10. What would you look to accomplish in the first 30 days/60 days/90 days on 

the job? 
11. Tell me how you handled a difficult interpersonal situation. 
12. How would you deal with an angry or irate customer? 
13. Give a time when you went above and beyond the requirements for a 

project. 
14. What was your biggest failure? 
15. What motivates you most? 
16. Who’s your mentor or role model and why? 
17. Tell me about a time when you disagreed with your boss. 
18. How do you handle pressure? 
19. What are your career goals? 
20. What gets you up in the morning? 
21. What would your direct reports say about you? 
22. What were your bosses’ strengths/weaknesses? 
23. What makes you uncomfortable at work? 
24. What are some of your leadership experiences? 
25. How would you fire someone? 
26. What do you like the most and least about working in this industry? 

 

***  



47 
 

Conclusion 
 

Managing your career is not an easy task, but if you follow all the advices provided 

in this eBook, you have a better chance for career success. It is important to 

remember that nothing happens overnight, so you need to be patient.  

Building your way to success will require a sustained effort, insightful strategies 

and most importantly, hard work.  

 

 

***  
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