ﬁoh START SMART, STAY POSITIVE AND SUCCEED

@

& Nick Synko

synko associates Cathy Synko




£
W

Table of Contents

100+ Career Transition Tips

section 1

Build a F lati for S
TIP # M Checkpoint
1. How to Stop Getting In Your Own Way O
2. Seta Sustainable Pace for Success O
3. Maximize Efforts for Maximized Success O
4. Thought and Action Leads to Success O
5. Research Opportunities Before They are Job Postings O
6. Identify What You Gotta Do To Get Where You Wanna Go O
7. Manage Your Job Search to Optimize Results O
8. Seta Pace To Allow Room for Creative Thought O
9. Upgrade & Update to Be Your Best O
10. Office and Phone Management Techniques Pros Use O
11. Promote Your Image with Business Cards O
12. Powerful Political Campaign Strategies Essential to a Job Search O
13. Create a Networking Database —Y ou are Now In Sales O
14. Connect Face-to-Face & Use Social Media with Amazing Impact O
15. Get Feedback: What Recruiters Won’t Tell You O
16. Likeability: THE Critical Factor O
17. Times 7 Strategies to Stay on Their Radar O
18. Explore then Evaluate: Avoid Analysis Paralysis O
19. References: Are They Working for You Now? O
20. Prepare Answers to Predictable Job History & Interview Questions O
21. STAR Responses for Inevitable Behavioral Interview Questions O
22. Gain a Competitive Edge: Educational Credentials Past & Present O
23. Stay Positive: Record Your Successes O
24 . 1dentify Non-Negotiables O
25. Clarify Your Values O
26. Comfort Zones and Fears Not to Ignore O

© Copyright 2013

Rev. 13.02



100+ Career Transition Tips

Discovering Your Authentic and Best Self

TIP #

27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
91.
52.
53.
4.
55.

£
W

Section 2

Imagining Where Your Talents Can Lead

Archeological Digs: Indiana Jones and the Raiders of the Lost You
If You Don’t Define What Makes You Unique, Neither will Employers

Move Beyond Your Resume and Establish Your Brand
Mining for Personal Gold
Weaknesses Don’t Count — It’s About Strengths

Qualifiers and Differentiators: Employers Need to Know!
Right and Left Brain Awareness and Career Discernment

Four-Square Analysis: Constructing Stories That Engage Employers

Mind Maps: Awareness of Your Total Self
Mind Maps: A Deeper Look

Using Feedback From Others to Propel You to New Levels

How to Think Like Leonardo da Vinci
THE Questions to Determine Who You Are Today
Find Your Mission and Find Excellence

Identify Purpose-Filled Work

Optimizing Career Balance: Targeting Skills, Purpose and Income

Find Significance in Your Work

Get a Parachute for Another Perspective

Check O*NET: The Survey Says...

Take the MAPP Test for an Additional Viewpoint
Career Tests: A Cautionary Tale

One Last Check: Editing and Sharpening

Six Critical Career Transition Steps

Representing Your True Value & Winning Job Offers
Getting Off Script and Into Natural Conversation
Goals Revisited with Greater Self-Awareness
Prioritize Your Critical Goals

Lead with Your Heart and Get the Offer

Rev .13.02 © Copyright 2013

M Checkpoint

O

OO0 OO0 OO 0O OO O 00000000 O0OO0OO0O0O0Oo0Oao



100+ Career Transition Tips

Create a Hard-Hitting Resume: A Marketing Approach Section 3
TIP # M Checkpoint
56. Momentum Produces Results O

57. Stay on Task, Create a Daily Plan O

58. Stop Getting in the Way of Your Success O

59. Make Writing Painless and Effective O

60. Create an Elevator Statement That “Elevates” You O

61. Add Elevator Impact with Differentiators O

62. Add Qualifiers to Your Elevator Statement to Seal the Deal O

63. Say More with Fewer Words for Greater Impact O

64. Resumes — The Fundamentals O

65. Add an Objective to Your Resume? O

66. Take Your Resume to the Next Level O

67. Prove It Before You Send It O

68. Look Again at Your Resume — Yes, Again O

69. Resume Pitfalls O

70. Naming Your Resume Files — It Matters O

71. Dare to be Different: Send Postcards O

Hit the Streets: Create a Plan for Daily Success Section 4
TIP # M Checkpoint
72. Get Outside Your Comfort Zones for Quick Results O

73. Dress for Success, Always O

74. Track Your Daily Progress, It Matters O

75. Check Your Marketing Efforts Using a Scorecard O

76. Perceptions: High Energy & Improved Results O

77. Consider New Markets for Your Talents O

78. Spider Web Diagrams: Significantly Increase Your Market Reach O

79. Five Market Approaches — Omit One at Your Peril O

80. Career Coaching: Now is the Time to Invest in Professional Guidance O

-iv - © Copyright 2013 Rev. 13.02



100+ Career Transition Tips

81. Transition Groups and Partners: Can They Make a Difference? O
82. Network: Everyone You Know Knows Fifty-Two Others O
83. Using Meeting Agendas to Network O
84. Active Listening: Gain Vital Networking Information O
85. Questions to Keep Networking Dialogue Moving O
86. Tips for Getting Others Meaningfully Involved O
87. A Dozen Critical Networking Tips O
88. Networking Magic O
89. Becoming a Networking Entrepreneur O
90. Pitfalls of Poverty Thinking O
91. Ease Reconnecting: Send “I’ll Be in Contact” Letters O
92. Networking Thank You Notes Are Always Appropriate O
93. Geta No BS Sales Success Advantage O
94. Increase the Productivity of Your Networking Meetings O
95. Explore Print Media — It is Still Relevant O
96. Recruiters and Placement Agencies — Here’s What to Expect O
97. Adding Value Through Limiting Internet Time O
98. A Final Note on Internet Job Boards O
99. Track Your Activities: Your Job Search is a Million-Dollar Project O
100. Construct a Quick and All-Purpose Cover Letter O
101. The Hardest Hitting Cover Letter that Gets Rave Reviews from Recruiters [
102. Prepare Your References for High-Value Impact O
103. Negotiate Your Salary O
104. Get Ready for Interviews: Connect STARS to Everything You Say O
Interview & Sell Yourself: Create and Close the Deal Section 5
TIP # M Checkpoint
105. Manage Your Attitude or Lose the Opportunity O
106. Interview Questions You May Not Expect O
107. Three Categories of Questions to Expect O
Rev .13.02 © Copyright 2013 -V-



£l

\qy 100+ Career Transition Tips
108. Essential Aspects of Interview Prep O
109. Sweat the Pre-Interview Small Stuff - A Vital Checklist O
110. What Not to Ask — Ever! O
111. Manage Your Presence, You Have One Chance to Get it Right O
112. The Critical Post-Interview Checklist Not to be Ignored O
113. The Wisdom of “You-Responsibility” O
114. Stop! Seriously Consider These Factors Before Saying, “Yes” or “No” O
115. Considering a Job Offer? Five Time-Sensitive Issues O
116. Post Interview Thank You Notes — A Writing Guide O
117. Keeping Your Network Intact and In Your Camp O
118. Restoring Your Self-Confidence As You Begin Your New Job O
119. The Importance of Maintaining Relationships with Past Coworkers O
120. Imperative First-Month Must-Do’s: Starting Off on the Right Foot O

B Closing Thoughts - The Secret of Career Success / Life
B Recent Client Organizations
B Career Transition Programs for Organizations and Individuals
Productive Forms to Keep You on Track Section 6

B Action Registers

M Contact Databases

-Vi- © Copyright 2013 Rev. 13.02



100+ Career Transition Tips
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How quickly should I complete the 100+ Tips?

We find that the people we work with are just as concerned with
getting it right, as they are with how quickly they complete their
career transition. Ultimately, if it isn’t done right this time, who
among us wants to repeat the career-transition process in a few
years?  Therefore, proceeding through the 100+ Tips at a
thoughtful, steady pace to “get the job done right this time” is our
recommendation. We suggest completing three-five Tips per day.
In the end, the amount of time you invest in working through the
Tips, and the number of Tips you complete each day is an
individual decision. Nonetheless, be aware that too fast a pace
will cause you to lose the benefit of patient, thorough
deliberation. Too leisurely a pace and your thoughts may
become disconnected and you will see little progress.

Should I work through the 100+ Tips in sequence?

Yes, our recommendation is that you work through each of the
100+ Tips in a step-by-step sequence in order to develop career
clarity, an integrated marketing plan, and an optimized sales
presentation. However, should an opportunity necessitate, each
of the Tips stands alone, and you may proceed directly to the Tip
that addresses your immediate issue or concern.

How do the Tips connect?

Throughout the manual, you will read suggestions that the
material you generate from various Tips be recorded on flip chart
paper and posted on the wall in your home office. Whenever
possible, we highly recommend you do so. Although each Tip
stands alone, it is the posting of this information that creates a
mosaic of integrated ideas that evolves into a clear picture and an
action plan.

Working within and Outside of the 100+ Tips Process

While we will follow a process through the 100+ Tips that is highly
effective, at the same time, we will do our best to serve you and answer
immediate questions. If a particular career transition situation or question
should arise, please let us know at the beginning of each coaching

session.

© Copyright 2013

- Vii -



‘(‘7 100+ Career Transition Tips

The Nature of Candid Feedback

He has the right to criticize who has the heart to help.
-- Abraham Lincoln.

If we challenge your thoughts, our purpose is not to convince you
that we are correct. Rather, we challenge clients for two primary
reasons: 1) to ask you to consider possibilities beyond your
current thoughts, or 2) to provide you the opportunity to further
consider, develop and clarify your thoughts at a deeper level.

We believe two of our former clients said it best:

If I am on a path without challenges, it probably doesn’t lead anywhere.

You are not being paid to be reserved around me and to avoid the

difficult.

Beginning Each Coaching Session

You are invited to begin each coaching session by addressing any of the
following points:

* Since our last meeting, [ have accomplished...

¢ [ did not accomplish...

* Obstacles or challenges I am now facing include...

* New opportunities are...

* My current questions are...

* Today I want to accomplish...

* A way my coach can support me is...

For Ongoing Updates to This Manual,

JOIN US Follow Us on Facebook:
ON FACEBOOK!

www.Facebook.com/CareersThroughFaith

- Viii - © Copyright 2013 Rev. 13.02



The 100+ Tips Process

v Start Smart — Begin this process ASAP and work it daily

v’ Stay Positive — Manage your time and your thoughts — DO NOT Drift

¥ Succeed — Complete each of the Checkpoints inTips1-120

Tips 105 - 120

Work a Tips 72 - 104
DETIVAYETY

Create a Hard-Hitting Tips 56 - 71
Resume

Know Your Tips 27 - 55
Authentic & Best Self

Tips 1 -26

Build a Foundation for Success
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CAREERS THROUGH FAITH

Special Limited Time Offer:

100+ Career Transition Tips Manual
(Regularly $150)

Plus get this book for FREE -
What am | supposed to do with my life? Book
(Regularly $14)

Just $99.00

(Plus $15.00 Domestic Shipping & Handling.
Canadian orders - $40.00.

International orders - $60.00.

PayPal will calculate shipping and handling.)

Order at www.careersthroughfaith.org/books
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