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About Noah Sanders Advocacy

Noah Sanders Advocacy is a mission-driven organization dedicated to empowering individuals 

from all walks of life with the resources, tools, and knowledge necessary to achieve economic 

independence and lasting career success. We believe that access to quality career guidance 

should not be limited by income, background, education level, or circumstance.

Through free publications, workshops, online resources, and community outreach, Noah 

Sanders Advocacy works to level the playing field — giving every person the professional edge 

they deserve. Whether you are applying for your very first job, re-entering the workforce after 

years away, transitioning from military service, or making a bold career change, we are in your 

corner every step of the way.

Our Core Mission: Equip. Empower. Elevate.

Website: noahsandersadvocacy.com  |  All resources are free to the public.

A Note From the Author

Dear Reader,

I want to start by saying something I mean with my whole heart: I am proud of you for picking up this 

book.

That might sound simple, but think about what it took to get here. Something inside you said, "I want 

more. I want better. I am ready." That spark — that decision to take action — is already the most 

important step you could take. Everything else is just strategy, and strategy can be learned.



I wrote this book because I believe that the gap between where you are and where you want to be is not 

a talent gap, not a luck gap, and not a "you're not good enough" gap. For most people, it is an 

information gap. Nobody sat us down and explained how resumes really work, what hiring managers 

actually look for, how salary negotiation is supposed to go, or how to walk into an interview with 

confidence. That information has always existed — but it hasn't always been accessible to everyone.

This book changes that.

Inside these pages, you will find everything you need to compete — and win — in today's job market. 

Whether you are applying for your very first job, returning to work after a long break, changing careers 

entirely, or trying to land that promotion you have been working toward, this guide is written specifically 

for you.

I want you to use this book like a mentor sitting beside you. Dog-ear the pages. Highlight the sections 

that speak to you. Come back to it when you get stuck. There are no prerequisites to reading this book 

— only the willingness to show up for yourself.

You are not behind. You are not too old, too inexperienced, too much of anything. You are exactly 

where you need to be — right here, right now, getting ready to write the next chapter of your story.

Let's get to work.

With belief in you,

Noah Sanders

 Founder, Noah Sanders Advocacy

 noahsandersadvocacy.com

How To Use This Book



This book is designed to be your complete career companion — from the moment you decide to begin 

your job search all the way through your first 90 days on the job and beyond. Here is how to get the 

most out of it:

If You Want to Read Cover to Cover

The chapters are written in a logical, progressive order. Reading from beginning to end will give you the 

fullest picture of the job search process — from mindset, to resume writing, to interviewing, to 

negotiating, to thriving in your new role. This is the recommended approach for anyone who is new to 

job searching or wants a full refresh.

If You Need Help Right Now

Go directly to the chapter that addresses your most pressing need. Each chapter is self-contained and 

designed to deliver immediate, actionable value.

● Need a resume fast? Jump to Chapter 4 and Chapter 5.

● Interview coming up? Go straight to Chapter 9.

● Got a job offer? Read Chapter 10 before you respond.

● Feeling overwhelmed? Start with Chapter 1 — it will center you.

● Special situation (veteran, disability, returning from gap, criminal record)? See Chapter 13.

How to Use the Sample Documents

Throughout the book, you will find full sample resumes, cover letters, emails, and scripts. These are real-

world examples designed to be adapted — not copied word for word. Use them as templates and 

customize them to reflect your own experience, voice, and goals.

How to Use the Callout Boxes

● Pro Tip boxes — insider strategies and best practices

● Common Mistake boxes — pitfalls to avoid

● Example boxes — real-world illustrations of concepts



● Important boxes — critical information you should not skip

The Back Matter Is Gold

At the end of this book, you will find checklists, action verb lists, bullet point banks, a glossary, and a list 

of free resources. These are tools you can return to again and again throughout your career journey.

 REMEMBER★

This book is free. Share it. Give it to a friend, a family member, a neighbor who is looking for work. 

Post about it. Print it out for someone who needs it. The more people who access these tools, the 

stronger our communities become. Visit noahsandersadvocacy.com for additional free resources.
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C h a p t e r  O n e

Your Mindset Is Your Foundation

"Whether you think you can or you think you can't — you're right."

— Henry Ford

Why Mindset Matters Before the Job Search Begins

Before you write a single word of your resume, before you research a single company, before you send 

out a single application — there is one thing you must tend to first. It is not your work history. It is not 

your education. It is not your skill set. It is your mindset.

Your mindset is the lens through which you see yourself, your possibilities, and the world around you. If 

that lens is clouded by fear, self-doubt, or the belief that you are not good enough, it will affect 

everything you do — how you write your resume, how you carry yourself in interviews, how you 

respond to rejection, and how long you keep going when things get difficult.



The good news? Your mindset is not fixed. It is not something you were born with that cannot change. 

Your mindset is a skill — and like every other skill in this book, it can be developed, strengthened, and 

transformed. This chapter will show you how.

Overcoming Fear, Self-Doubt, and Imposter Syndrome

Let's be honest about something: job searching is emotionally hard. It requires you to put yourself out 

there repeatedly, to face rejection, to compare yourself to other candidates, to articulate your value 

when you are not always sure of it yourself. It can bring up deep fears — fear of failure, fear of rejection, 

fear of being judged, even fear of success.

One of the most common experiences job seekers describe is something called imposter syndrome — 

the feeling that you are not really as capable as people think you are, that you don't truly belong in the 

room, and that sooner or later, someone is going to "find you out." This feeling is so common that 

studies suggest over 70% of people experience it at some point in their careers. That means even highly 

successful, highly qualified people feel like frauds sometimes.

Here is what imposter syndrome actually is: it is your brain trying to protect you from risk by talking you 

out of trying. It is not a reflection of your actual abilities. It is a fear response. And fear, while it deserves 

acknowledgment, should never be allowed to make your career decisions for you.

 PRO TIP: Name the Fear💡

When self-doubt creeps in, try naming it out loud or on paper. Say: "I notice I am afraid of being 

rejected." Then ask: "Is this fear based on fact, or is it based on a story I am telling myself?" Most 

of the time, you will find it is a story — and stories can be rewritten.

Practical Strategies for Overcoming Self-Doubt

● Keep an evidence journal. Write down 3–5 things you have accomplished, done well, or 

overcome — every single day. When doubt creeps in, read your own evidence.

● Talk to people who believe in you. Surround yourself with voices that remind you of your 

worth, not ones that confirm your fears.



● Challenge your "I can't" thoughts. Every time you hear yourself think "I can't do this," ask 

"What would I need in order to be able to do this?"

● Remember that qualification is not a destination. Nobody is fully ready for every opportunity 

before they take it. Growth happens in the doing.

● Normalize rejection. Every successful professional has a story of rejection. Rejection is data, not 

a verdict on your worth.

The Difference Between a Fixed and Growth Mindset

Psychologist Dr. Carol Dweck's landmark research identified two fundamental ways people think about 

their abilities: the fixed mindset and the growth mindset.

Fixed Mindset Growth Mindset

"I'm not good at interviews." "I can practice and improve my interview skills."

"I didn't get the job — I'm just not good 
enough."

"I didn't get the job. What can I learn from this 
experience?"

"I don't have the right background for this." "My background is different — and that can 
actually be an asset."

"I've never done this before, so I probably can't." "I've never done this before, so this is an 
opportunity to grow."

"They want 5 years of experience and I only 
have 2."

"I meet many of these qualifications and I'll 
show them why I'm a strong candidate."

The job search naturally favors people with a growth mindset — not because they are more talented, 

but because they are more persistent, more adaptable, and more willing to learn from setbacks. The 

good news: if you recognized yourself in the fixed mindset column, you can change it. The fact that you 

are reading this book is proof that you already have a growth mindset working inside you.

Building Confidence Even When You Feel Unqualified

Confidence is not the absence of doubt. Confidence is the decision to act in spite of doubt. And here is 

the truth about confidence that most people don't realize: confidence follows action, not the other way 

around.



You do not wait until you feel confident to apply for the job. You apply for the job, prepare thoroughly, 

walk in with your head up — and the confidence builds from there. Every application you send, every 

conversation you have, every interview you complete builds your confidence muscle a little more.

Confidence-Building Strategies for Job Seekers

● Dress for confidence, even when preparing at home. When you look professional, you feel 

professional.

● Practice out loud. Rehearse your answers to interview questions in front of a mirror or with a 

trusted friend. The more familiar your words feel, the more confident you will be.

● Use the "power of past success." Before any high-stakes moment (interview, networking event, 

salary negotiation), spend 5 minutes thinking about a time you succeeded. Let that feeling carry 

you in.

● Apply for stretch roles. Research shows that men often apply for jobs when they meet 60% of 

the qualifications, while women wait until they meet 100%. Apply before you feel "ready."

● Invest in your appearance and presentation. This does not mean expensive clothes — it means 

clean, pressed, well-fitting, and appropriate for the industry you are targeting.

Setting Realistic Expectations About the Job Search Timeline

One of the most damaging things a job seeker can do is expect immediate results. The job search is 

rarely fast — and that is not a reflection of your worth. It is simply the reality of the process.

Stage Realistic Timeline

Resume & materials ready 1–2 weeks

First applications sent Week 1–2

First response / interview request 2–6 weeks after applying

Multiple interview rounds 2–4 weeks per company

Offer received 1–4 months after beginning search (average)

Start date after offer 2–4 weeks



The average job search takes between 3 and 6 months in most industries. Senior roles, specialized fields, 

or competitive markets may take longer. This is not a sign that something is wrong — it is how the 

process works. Set your expectations accordingly, and build a plan that keeps you active and moving 

forward even when results are slow to arrive.

 COMMON MISTAKE: Applying Once and Waiting⚠

Many job seekers apply to a handful of positions and then wait, checking their email daily for a 

response. This is a recipe for frustration and stagnation. The job search is an ongoing, active 

process — you should be applying, networking, following up, and improving your materials 

simultaneously, every single week.

Daily Habits to Support Your Job Search Journey

Your job search is a job in itself. Treat it like one. Establish daily habits that keep you productive, 

organized, and psychologically resilient.

● Set a dedicated "job search window" of 2–4 hours per day, five days a week. Use this time for 

applying, researching, networking, and skill-building.

● Start each day with a small win. Answer one email, update one section of your resume, reach 

out to one contact. Small wins build momentum.

● Exercise, even briefly. Physical movement is proven to reduce anxiety and improve mental 

clarity — both of which you need during a job search.

● Limit social media comparison. Seeing others announce new jobs while you are still searching 

can be demoralizing. Curate your feed intentionally.

● Track your progress, not just your results. Celebrate the applications sent, the connections 

made, the skills learned — not just the offers received.

● Take genuine breaks. Job searching seven days a week leads to burnout. Build in rest. You will 

return sharper.



● Invest in learning. Use part of your search time to build skills relevant to your target role. Free 

platforms like Coursera, LinkedIn Learning, and Google Career Certificates offer valuable 

certifications.

Affirmations and Self-Talk Strategies

The words you say to yourself — the running commentary inside your head — shape your experience 

more than almost anything else. Negative self-talk ("I'm not qualified," "Nobody will hire me," "I always 

mess up interviews") creates a self-fulfilling prophecy. Positive, realistic self-talk builds the neural 

pathways that support confident action.

Affirmations are not about lying to yourself. They are about choosing the most empowering and truthful 

interpretation of your situation. Consider replacing these common negative scripts:

Instead of Saying... Try Saying...

"I don't have enough experience." "I have transferable skills and a willingness to 
learn."

"Nobody is going to hire me." "The right employer is looking for exactly what I 
offer."

"I failed that interview." "That interview taught me what I need to work 
on."

"I'm too old / too young / too different." "My unique perspective is an asset, not a 
liability."

"This is hopeless." "This is hard, and I am capable of doing hard 
things."

You Are Already Qualified to Begin: The Power of Transferable Skills

Here is something that might surprise you: every experience you have ever had has given you a skill 

that an employer values. Even if you have never held a formal job. Even if your work history has gaps. 

Even if you have been doing something entirely different from what you want to do now.



These are called transferable skills — abilities and qualities that can be applied across different roles, 

industries, and situations. They are the backbone of your value as a candidate, and they are more 

important than people realize.

 EXAMPLE: Transferable Skills in Action✓

Maria was a stay-at-home parent for 8 years before returning to the workforce. She had no formal 

work history during that time — but she had organized school events for 300+ families, managed a 

household budget, mediated conflicts, and volunteered as a classroom aide. Her transferable skills: 

project management, budget management, communication, conflict resolution, and education 

support. She landed a role as an administrative coordinator.

James served 10 years in the Army and had never written a corporate resume. But he had led 

teams of 20+ people, managed multi-million-dollar equipment, made high-stakes decisions under 

pressure, and trained junior personnel. His transferable skills: leadership, operations management, 

logistics, training and development, and decision-making under pressure. He was hired as an 

operations manager within two months.

No matter where you are starting from — you are already qualified to begin. The chapters ahead will 

show you exactly how to package and present everything you bring to the table. But it all starts here, 

with believing that what you have is worth sharing.

 CHAPTER 1 KEY TAKEAWAYS★

•  Mindset is the foundation of a successful job search — tend to it first.

•  Imposter syndrome is common and beatable; fear is not the same as fact.

•  A growth mindset transforms setbacks into stepping stones.

•  Confidence follows action — start before you feel ready.

•  The average job search takes 3–6 months; set realistic expectations.



•  Daily habits keep you productive and psychologically resilient.

•  Transferable skills mean you are already qualified to begin.

C h a p t e r  T w o

Know Yourself Before You Sell Yourself

"Knowing yourself is the beginning of all wisdom."

— Aristotle

Self-Assessment: What Do You Bring to the Table?

Before you can market yourself effectively to an employer, you need to know — deeply and specifically 

— what you have to offer. This is not about modesty or arrogance. It is about clarity. The job seekers 

who struggle most with resumes and interviews are often those who have never taken the time to truly 

inventory their strengths, skills, experiences, and values.

This chapter is your opportunity to do that work. Set aside time — an hour or two, without distraction — 

to work through these exercises honestly. The investment you make here will pay dividends in every 

resume you write, every interview you walk into, and every career decision you make going forward.

Identifying Your Skills: Hard Skills vs. Soft Skills

Skills fall into two broad categories, and you need both to be a competitive candidate:



Hard Skills

Hard skills are specific, teachable, measurable abilities. They are often technical in nature and can be 

demonstrated through credentials, tests, or portfolios. Examples include:

● Proficiency in Microsoft Excel, QuickBooks, or Salesforce

● Fluency in a foreign language

● Coding in Python, Java, or HTML

● Commercial driver's license (CDL)

● CPR/First Aid certification

● Welding, plumbing, or electrical skills

● Medical coding, phlebotomy, or nursing licensure

● Grant writing, legal research, or financial analysis

Soft Skills

Soft skills are interpersonal, behavioral, and attitudinal qualities that affect how you work and how you 

interact with others. They are harder to measure but often equally — or more — important to 

employers. Examples include:

● Communication (written and verbal)

● Problem-solving and critical thinking

● Adaptability and flexibility

● Time management and prioritization

● Teamwork and collaboration

● Leadership and initiative

● Empathy and emotional intelligence

● Attention to detail

● Reliability and follow-through



 PRO TIP: Don't Underestimate Soft Skills💡

A 2024 survey by LinkedIn found that 92% of hiring managers said soft skills were just as important 

— or more important — than hard skills when making a hiring decision. Many hard skills can be 

trained on the job; soft skills are what employers believe you either have or must work hard to 

develop. Lead with both.

Recognizing Your Values and How They Connect to Career Choices

Your values are the principles that guide your decisions, motivate your behavior, and define what 

matters most to you. When your career aligns with your values, you are more engaged, more 

productive, and more fulfilled. When it doesn't, no amount of salary or prestige will compensate for the 

disconnect.

Take a moment to circle or write down the 5–7 values that resonate most with you:

Work Values Inventory

Achievement Autonomy Balance Collaboration

Community Creativity Excellence Family

Financial Security Growth Helping Others Honesty

Impact Independence Innovation Justice

Leadership Learning Loyalty Recognition

Respect Security Service Stability

Once you identify your top values, use them as a filter when evaluating job opportunities. A job that 

pays well but violates your core values will be difficult to sustain. A job that aligns with your values will 

fuel your best work.



Personality and Work Style — How to Leverage Them

There is no "right" personality for career success. Introverts and extroverts, detail-oriented and big-

picture thinkers, independent workers and team players — all of these qualities have enormous value in 

the workplace when understood and positioned correctly.

Ask yourself these questions honestly:

● Do I recharge through time alone or time with others?

● Do I prefer structured routines or variety and change?

● Am I more energized by leading or by executing?

● Do I prefer working with data, people, ideas, or physical things?

● Am I most productive under pressure or with steady, predictable timelines?

● Do I prefer working independently or collaboratively?

Your answers will guide you toward roles and environments where you are most likely to thrive. An 

introvert who excels at deep analytical work may find an open-plan, constant-collaboration environment 

exhausting — and a remote or individual-contributor role energizing. Neither is better or worse; 

knowing yourself helps you find the right fit.

Your Career Story: Turning Gaps, Challenges, and Detours Into Strengths

Every career has twists. Gaps in employment. Periods of caretaking. Unexpected health challenges. 

Industries that changed. Opportunities that didn't work out. These are not blemishes on your career 

story — they are chapters. And every chapter has taught you something.

The key is learning how to narrate your career story in a way that is honest, forward-looking, and 

strengths-based. Instead of hiding or apologizing for the non-linear parts of your journey, own them — 

and show what you gained from them.

 EXAMPLE: Turning a Gap Into a Strength✓

Weak framing: "I wasn't working from 2021 to 2024."



Strong framing: "From 2021 to 2024, I served as the primary caregiver for my father during a 

serious illness. During that time, I developed skills in healthcare coordination, time management 

under pressure, and financial planning that directly apply to the role I am seeking today."

Skills Inventory Worksheet

Use the following worksheet to conduct a thorough inventory of your skills. Write your answers on a 

separate sheet of paper, in a journal, or on your computer. Be as specific as possible — vague answers 

produce vague resumes.

SECTION A: Work Experience (paid or unpaid)

1. List every job, volunteer role, internship, freelance project, or side hustle you have had in the 

last 10 years. For each one, write: Job Title | Organization | Dates

2. For each role, write 3–5 specific things you did regularly. What tasks did you perform?

3. For each role, write 1–3 accomplishments — things you did that made a difference, improved a 

process, served customers well, or were recognized for.

4. What tools, software, equipment, or systems did you use in each role?

5. Who did you work with? (Customers, patients, students, executives, colleagues, vendors?)

SECTION B: Education and Training

6. List all degrees, diplomas, certificates, or courses you have completed — including online 

courses and military training.

7. What subjects did you study or what skills did you develop?

8. Are there certifications or licenses you currently hold? When do they expire?

SECTION C: Life Experience and Informal Skills

9. What do people ask for your help with? What do they trust you to do?

10.What activities, hobbies, or personal projects require specific knowledge or skill?

11.What challenges have you overcome that required real strength, strategy, or skill?



12.Have you organized events, managed a budget, taught others, or led a group — formally or 

informally?

SECTION D: Skills Summary

Based on your answers above, list:

● Your top 5 hard skills

● Your top 5 soft skills

● Your top 3 accomplishments you are most proud of

● Your top 3 transferable skills

Your Value Proposition: What Makes You Unique?

A value proposition is a clear, compelling statement of the unique value you bring to an employer. Think 

of it as the answer to the question every hiring manager has: "Why you, and not someone else?"

A strong personal value proposition combines:

● Your top 2–3 most relevant skills

● A specific type of impact you are able to create

● Something that distinguishes you from a typical candidate

 VALUE PROPOSITION EXAMPLES✓

For a customer service role: "I combine 6 years of customer-facing experience with genuine 

empathy and bilingual communication skills to resolve complex issues while building customer 

loyalty — especially in high-pressure service environments."

For a data analyst role: "I translate complex data into clear, actionable insights for non-technical 

stakeholders. My background in both business operations and data analytics means I understand 

the 'why' behind the numbers — not just the numbers themselves."

For a first-time job seeker: "I bring fresh energy, a strong work ethic, and a quick-learning mindset 



to every task I take on. I am reliable, organized, and deeply motivated to grow within a team that 

values commitment and enthusiasm."

Researching Career Paths That Match Your Strengths

Once you have a clear picture of your skills, values, personality, and value proposition, the next step is 

identifying career paths that are genuinely aligned with who you are. The following free tools can help:

● O*NET Online (onetonline.org) — The most comprehensive database of occupations in the U.S., 

searchable by skills, interests, and values

● CareerOneStop (careeronestop.org) — Sponsored by the U.S. Department of Labor; includes 

interest assessments and career exploration tools

● My Next Move (mynextmove.org) — Simple interest profiler that suggests careers based on 

what you enjoy and what you are good at

● LinkedIn Career Explorer — Shows what careers people with your background have transitioned 

into

● Informational Interviews — Speak directly with people who do the work you are interested in 

(more on this in Chapter 8)

 CHAPTER 2 KEY TAKEAWAYS★

•  Self-knowledge is the foundation of an effective job search.

•  Both hard skills and soft skills are critical — lead with both.

•  Your values should guide your career decisions, not just salary.

•  Every experience — including gaps and detours — has given you transferable skills.

•  Your value proposition answers the question: "Why you?"

•  Use free tools like O*NET and CareerOneStop to explore career paths aligned with your 



strengths.

C h a p t e r  T h r e e

Understanding the Job Market

"It's not about what you know. It's about knowing how to find what you need."

— Career proverb

How Hiring Really Works (Behind the Scenes)

Most job seekers think of hiring as a straightforward process: a company posts a job, you apply, they 

interview you, and if they like you best, they hire you. In reality, the process is far more complex — and 

understanding how it actually works will make you a significantly more strategic candidate.

Here is what typically happens behind the scenes when a company has an open position:

13.The need is identified. A manager or department head tells HR they need to fill a role — either 

because someone left, a new project requires it, or the team is growing.

14.An internal search happens first. Most companies prefer to promote from within or refer 

someone they know. Only after internal options are exhausted — or sometimes simultaneously 

— do they post publicly.

15.A job description is written. This often takes days or weeks and may be written by someone 

who does not fully understand the day-to-day requirements of the role.



16.The job is posted — sometimes on the company's own site, sometimes on job boards, 

sometimes both.

17.Applications flow in and are screened — often by an ATS (automated system) before a human 

ever sees them.

18.A human reviewer shortlists candidates — typically 5–15 from hundreds of applicants.

19.Phone or video screens happen to narrow the field further.

20. In-person or deeper interviews with 2–4 final candidates.

21.An offer is made to the top candidate. If they decline, the second-choice candidate is contacted.

22.Onboarding begins — often weeks after the offer.

Understanding this process helps you see where the opportunities are and where the pitfalls lie. Let's 

dive deeper into the most critical parts.

The Hidden Job Market

Here is a statistic that surprises many job seekers: research consistently suggests that anywhere from 

50% to 80% of jobs are never publicly posted. These positions are filled through internal referrals, 

professional networks, recruiters, and direct outreach — before a job posting is ever created.

This is what career professionals call the hidden job market, and it is arguably the most powerful 

territory for your job search. Tapping into it requires a different strategy than simply searching job 

boards — it requires building and leveraging relationships (more on this in Chapter 8).

 PRO TIP: Network Your Way Into the Hidden Market💡

When someone at a company refers you for an open or upcoming position, you bypass the ATS 

entirely and often go straight to a human conversation. Being referred by a current employee is 

statistically the highest-converting method of landing a job. Start building relationships before you 

need them.



The Role of Applicant Tracking Systems (ATS) in 2025–2026

An Applicant Tracking System (ATS) is software that companies use to collect, organize, and screen job 

applications. In 2025–2026, virtually every mid-sized and large employer — and many small ones — uses 

some form of ATS. Popular systems include Workday, Greenhouse, Lever, iCIMS, Taleo, and BambooHR.

When you submit your application online, your resume is almost always processed by an ATS before a 

human ever reads it. The ATS parses your resume, extracts information into a database, and may score 

your application based on how well it matches the job description. If your resume does not score high 

enough, it may never be seen by a human reviewer.

This is why ATS optimization is one of the most critical resume skills in 2025–2026. Chapter 5 covers this 

in full detail.

How Companies Screen Candidates: From Application to Offer

Understanding the full screening funnel helps you prepare at every stage:

Stage Who Sees You What They're Looking For

ATS Screening Automated software Keywords, formatting, required 
fields

Resume Review HR recruiter (often 6–10 
seconds per resume)

Relevant experience, clear 
presentation, qualifications

Phone/Video Screen HR recruiter or coordinator Communication skills, basic 
qualifications, salary 
alignment, enthusiasm

Hiring Manager Interview The person you would report 
to

Technical fit, cultural fit, 
problem-solving, specific 
experience

Panel Interview Team members, senior leaders Fit with the team, 
communication, depth of 
experience

Reference/Background Check HR or third-party vendor Verification of stated 
experience, character 
assessment

Offer HR or hiring manager Salary negotiation, logistics, 



Stage Who Sees You What They're Looking For

start date

Reading and Decoding Job Postings Like a Pro

Job postings are not just announcements — they are documents packed with information about the 

company, the role, and what they truly value. Learning to read between the lines will give you a 

significant advantage.

The Structure of a Typical Job Posting

● Job Title — Often inflated or unique to the company's internal system; compare to similar titles 

across the industry

● Company Summary — Tells you about the organization's focus and culture

● Role Overview/Summary — The "elevator pitch" of the position; read it carefully for keywords

● Responsibilities/Duties — What you will actually do; mirror these in your resume bullets

● Required Qualifications — Non-negotiable minimums (usually)

● Preferred Qualifications — Nice-to-haves; candidates who lack these can still be hired

● Benefits/Perks — Signals company culture and compensation philosophy

Required vs. Preferred: The Critical Distinction

"Required" qualifications are typically the baseline. "Preferred" qualifications are aspirational. If you 

meet 60–70% of the required qualifications, you should apply. Do not self-select out of opportunities 

because you don't meet every preferred criterion. Employers routinely hire candidates who meet most 

— not all — of the stated requirements.

 PRO TIP: Highlight the Keywords💡

Before writing or tailoring your resume for a specific job, copy the posting into a document and 

highlight every skill, tool, and qualification mentioned. These are your ATS keywords and your 

interview conversation guides. The more of these you can authentically reflect in your resume and 



cover letter, the stronger your application will be.

Industries With the Highest Demand in 2025–2026

The job market in 2025–2026 reflects significant demand across several sectors driven by demographic 

shifts, technology adoption, infrastructure investment, and ongoing workforce gaps. Understanding 

where opportunities exist can help you focus your search or make informed decisions about skill 

development.

Industry High-Demand Roles Why Demand Is High

Healthcare Nurses, medical assistants, 
home health aides, physical 
therapists, healthcare 
administrators

Aging population, post-
pandemic workforce gaps, 
expanded Medicaid/Medicare 
coverage

Technology Software engineers, 
cybersecurity analysts, data 
scientists, AI specialists, cloud 
engineers

Digital transformation across 
all industries, AI integration, 
cybersecurity threats

Skilled Trades Electricians, plumbers, HVAC 
technicians, welders, 
construction managers

Aging tradesperson workforce, 
infrastructure investment, 
housing demand

Logistics & Supply Chain Warehouse managers, logistics 
coordinators, truck drivers, 
supply chain analysts

E-commerce growth, supply 
chain modernization, reshoring 
of manufacturing

Education Teachers, special education 
specialists, school counselors, 
instructional designers

Post-pandemic enrollment 
recovery, special needs 
population growth

Clean Energy Solar installers, wind turbine 
technicians, energy auditors, 
environmental engineers

Federal infrastructure 
investment, corporate 
sustainability commitments

Financial Services Financial advisors, compliance 
officers, fintech developers, 
bookkeepers

Retirement wave among 
advisors, fintech disruption, 
regulatory complexity



Remote Work, Hybrid Work, and In-Person: What to Know

The landscape of where work happens has fundamentally changed since 2020 and continues to evolve. 

Here is what job seekers need to understand in 2025–2026:

● Fully Remote — Less common than at the height of the pandemic but still significant, especially 

in tech, finance, and digital marketing. Typically more competitive because the candidate pool is 

national or global.

● Hybrid — The dominant model for office-based roles. Expectations vary widely — some 

employers mean 1 day/week in office; others mean 4. Always ask for specifics.

● In-Person/On-Site — Required for healthcare, trades, education, manufacturing, hospitality, 

and most customer-facing roles. Becoming more common even in office environments as 

employers push return-to-office policies.

 COMMON MISTAKE: Assuming "Hybrid" Means Your Definition of Hybrid⚠

Always ask in the interview what the specific in-office expectations are. A company that lists 

"hybrid" may expect 3–4 days per week in the office. Before accepting any offer, clarify the 

schedule expectations explicitly.

Researching Companies: Culture, Reputation, and Fit

Applying to a company without researching it first is like accepting a dinner invitation without knowing 

who is hosting or what is being served. Before you apply — and certainly before any interview — 

research every target company thoroughly.

What to research:

● Mission and values — Does the company's stated purpose align with your own?

● Culture — Read employee reviews on Glassdoor, Indeed, and Comparably. Look for patterns in 

both positive and negative feedback.



● Financial health — Is the company growing, stable, or in decline? Check news articles, annual 

reports (for public companies), and LinkedIn growth trends.

● Leadership — Research the CEO and senior leadership. What do they stand for? What is their 

reputation?

● Recent news — Layoffs, acquisitions, new products, award recognitions — all of this tells you 

what kind of organization you are considering joining.

● Career advancement — Do people get promoted from within? How long do people typically 

stay?

 CHAPTER 3 KEY TAKEAWAYS★

•  Hiring is complex and rarely as simple as "apply, interview, hired."

•  50–80% of jobs are filled without ever being publicly posted — networking is essential.

•  ATS systems screen resumes before human eyes see them — optimize accordingly.

•  Job postings contain hidden information — learn to read and decode them.

•  Healthcare, tech, skilled trades, and logistics offer the strongest opportunities in 2025–2026.

•  Always clarify hybrid/remote expectations before accepting any offer.

•  Research every company before you apply — know who you are walking toward.

C h a p t e r  F o u r

Building Your Resume From Scratch



"You never get a second chance to make a first impression."

— Will Rogers

What Is a Resume and What Is Its True Purpose?

A resume is a professional document that summarizes your work experience, education, skills, and 

accomplishments. But here is what most people miss about its true purpose: a resume is not designed 

to get you the job. It is designed to get you the interview.

That distinction matters enormously. Your resume does not need to tell your entire life story. It does not 

need to include everything you have ever done. It needs to do one thing powerfully well: convince a 

hiring manager — in 6 to 10 seconds of initial review — that you are worth a deeper conversation.

Every decision you make about your resume should be filtered through that lens: "Does this help me get 

the interview?"

The Four Types of Resumes

1. Chronological Resume

The most common format. Lists work experience in reverse chronological order (most recent job first). 

Best for candidates with a consistent, linear work history in the same or related field.

Best for: Most job seekers with 2+ years of relevant experience and no major gaps.

2. Functional Resume

Organized by skills and accomplishments rather than job titles and dates. Downplays chronology in favor 

of capabilities. Note: Many ATS systems struggle to parse this format — use with caution.

Best for: Career changers, those with significant employment gaps, or those with very little formal work 

experience. However, many recruiters are skeptical of this format — use a combination resume instead 

when possible.



3. Combination (Hybrid) Resume

Merges the best of both formats — leads with a strong skills or summary section, then presents 

experience chronologically. Allows you to highlight your most relevant capabilities while still providing a 

clear work history.

Best for: Career changers, people re-entering the workforce, experienced professionals repositioning for 

a new direction.

4. Targeted Resume

A version of any of the above formats that has been specifically customized for a single job opportunity. 

Every word is chosen to align with that specific posting.

Best for: Dream jobs, highly competitive opportunities, or any application where you want to maximize 

your chances.

 PRO TIP: Build One Master Resume, Then Customize💡

Create one comprehensive "master resume" that includes everything — all jobs, all skills, all 

accomplishments. Then, for each application, create a targeted copy that trims irrelevant material 

and emphasizes what matters most for that specific role. Never send your master resume as-is.

Resume Length: The Real Rules

The one-page rule is one of the most persistent — and most misunderstood — pieces of resume advice. 

Here is the truth:

Experience Level Recommended Length

Student / Entry-Level (0–3 years experience) 1 page

Mid-Level Professional (3–10 years experience) 1–2 pages

Senior Professional / Executive (10+ years 
experience)

2 pages

Academic / Scientific / Federal Applications (CV 3+ pages may be appropriate



Experience Level Recommended Length

format)

The rule is not about page count — it is about relevance and density. A 2-page resume packed with 

relevant, accomplishment-driven content is far better than a 1-page resume padded with filler. 

Conversely, a 2-page resume where the second page is weak or irrelevant is worse than a tight 1-pager. 

Every line should earn its place.

The 7 Essential Resume Sections

1. Contact Information

This section should be at the very top of your resume and should include:

● Full name (use your professional name — the one you go by)

● Phone number (make sure your voicemail is set up and professional)

● Professional email address (firstname.lastname@gmail.com format — never a silly or outdated 

address)

● City and State (you do not need your full street address in 2025)

● LinkedIn profile URL (customize it so it reads linkedin.com/in/yourname)

● Portfolio or personal website (if relevant to your field)

 WHAT TO LEAVE OUT: Contact Information⚠

Do NOT include: your full street address (city/state is sufficient and safer), your age or date of 

birth, a photo (in the U.S. — this is standard), your Social Security number, marital status, or 

gender. These details are irrelevant to your qualifications and can open the door to unconscious 

bias or identity theft.



2. Professional Summary or Objective Statement

A 2–4 sentence paragraph at the top of your resume that tells the reader who you are, what you do, and 

what you bring to the table. This is your first impression — make it strong.

Professional Summary (for experienced candidates) — Highlights your background and what you offer:

 EXAMPLE: Professional Summary✓

"Results-driven customer service manager with 8 years of experience leading high-volume retail 

teams and consistently achieving top customer satisfaction scores. Skilled in conflict resolution, 

staff training, and process improvement. Committed to creating positive customer experiences that 

build loyalty and drive revenue."

Objective Statement (for entry-level or career changers) — States your goal and what you offer the 

employer:

 EXAMPLE: Objective Statement✓

"Motivated recent graduate with a degree in Business Administration seeking an entry-level 

marketing role where I can contribute strong analytical skills, social media proficiency, and a 

passion for brand storytelling to a dynamic and growing team."

3. Work Experience

This is the heart of your resume. List your jobs in reverse chronological order (most recent first). For 

each position, include:

● Job Title (bold)

● Company Name

● City, State

● Dates of Employment (Month Year – Month Year)



● 3–6 bullet points describing your key responsibilities and accomplishments

Bullet points should lead with a strong action verb and, whenever possible, include a quantifiable result 

(more on this below).

4. Education

Include your highest level of education. For degrees, list:

● Degree type and major (e.g., Bachelor of Science in Nursing)

● School name

● City, State

● Graduation year (or "Expected May 2026" if still in school)

If you did not complete a degree, list the school and years attended, or relevant coursework. If you have 

a GED, include it. If you have significant college experience without a degree, list the institution and any 

completed credits or relevant courses.

Note: If you have 5+ years of work experience, your education section should be brief and near the 

bottom of your resume. If you are a recent graduate, it may be near the top.

5. Skills

A concise list of your most relevant hard and soft skills. In 2025–2026, this section is particularly 

important for ATS optimization. List skills in a clean, scannable format — either as a bullet list or in 

columns.

6. Certifications and Licenses

If you hold any professional certifications or licenses, list them here with the certifying body and 

expiration date if applicable. Examples: PMP, CPA, SHRM-CP, CompTIA Security+, Certified Medical 

Assistant, OSHA 30, Real Estate License.

7. Optional Sections

Consider adding these when relevant:

● Volunteer Work — Especially valuable when it demonstrates relevant skills or fills a gap

● Projects — Personal, academic, or freelance projects that show real-world capability



● Languages — List your language and proficiency level (Conversational, Professional, Fluent, 

Native)

● Awards and Honors — Professional recognition that adds credibility

● Publications or Presentations — Relevant for academic, research, and creative roles

● Professional Affiliations — Membership in relevant industry organizations

Writing Powerful Bullet Points Using the CAR Method

The CAR method is one of the most effective frameworks for writing strong resume bullet points. CAR 

stands for:

● C — Challenge: What was the problem, situation, or need?

● A — Action: What specific action did you take?

● R — Result: What was the measurable outcome?

You don't need to write out all three elements every time — the goal is for your bullet points to convey 

the story implied by the CAR structure. In practice, bullets often lead with the Action and end with the 

Result, with the Challenge implied.

 WEAK VS. STRONG BULLET POINTS✓

Weak: "Responsible for managing social media accounts."

Strong: "Managed company social media presence across 4 platforms, growing combined following 

by 40% and increasing web traffic by 22% over 6 months."

Weak: "Helped customers with their questions."

Strong: "Resolved an average of 50+ customer inquiries daily with a 97% satisfaction rating, 

consistently ranked among the top 3 performers on a team of 20."

Weak: "Was responsible for training new employees."

Strong: "Designed and delivered onboarding training for 15+ new hires, reducing average time-to-



proficiency from 6 weeks to 3.5 weeks."

How to Quantify Achievements Even When You Don't Have Numbers

Many people say, "I can't quantify my work — I don't have numbers to use." But almost every role has 

some way to add specificity and impact. Try these approaches:

● Estimate ranges: "Served approximately 100–150 customers daily"

● Use percentages: "Improved team efficiency by approximately 20%"

● Reference team size: "Led a team of 8 across 3 departments"

● Reference volume: "Processed 200+ invoices weekly"

● Reference scope: "Managed a portfolio of 25+ client accounts"

● Reference time saved: "Streamlined a manual process, reducing processing time from 3 days to 

same-day completion"

● Reference frequency or consistency: "Maintained 100% on-time delivery record over 2-year 

tenure"

Action Verb Lists Organized by Skill Type

Leadership & 
Management

Communication Analysis & Problem-
Solving

Operations & 
Execution

Led, Managed, 
Supervised, Directed, 
Coached, Mentored, 
Developed, 
Motivated, Guided, 
Oversaw, 
Spearheaded, 
Championed

Presented, 
Negotiated, 
Persuaded, 
Collaborated, 
Facilitated, Mediated, 
Trained, 
Communicated, 
Authored, Drafted, 
Pitched, Consulted

Analyzed, Assessed, 
Evaluated, Identified, 
Diagnosed, 
Researched, 
Investigated, 
Resolved, Solved, 
Streamlined, 
Optimized, 
Recommended

Executed, 
Implemented, 
Coordinated, 
Organized, 
Administered, 
Processed, Managed, 
Delivered, 
Maintained, Oversaw, 
Established, Launched

Sales & Customer 
Service

Finance & Data Creative & Innovation Healthcare & 
Education



Leadership & 
Management

Communication Analysis & Problem-
Solving

Operations & 
Execution

Acquired, Grew, 
Expanded, Retained, 
Exceeded, Generated, 
Negotiated, 
Converted, 
Prospected, Closed, 
Developed, Increased

Forecasted, 
Reconciled, Audited, 
Budgeted, Allocated, 
Calculated, 
Monitored, Tracked, 
Reported, Analyzed, 
Reduced, Maximized

Designed, Created, 
Developed, Innovated, 
Reimagined, 
Revamped, Produced, 
Built, Conceptualized, 
Launched, 
Transformed, Crafted

Assessed, Treated, 
Educated, Supported, 
Counseled, Diagnosed, 
Monitored, 
Coordinated, 
Facilitated, Advised, 
Guided, Advocated

What NOT to Include on a Resume

● The word "Resume" as a title — everyone knows what it is

● References or "References Available Upon Request" — outdated and wastes space

● An unprofessional email address — create a simple, name-based address

● Irrelevant personal information — age, gender, marital status, religion, photo (in U.S.)

● Responsibilities only, no accomplishments — telling what you did without showing what you 

achieved

● Every job you've ever had — focus on the last 10–15 years and the most relevant roles

● Salary history or requirements — never include these on a resume

● Reasons for leaving a job — save this for the interview if asked

● Graphics, photos, or icons — these confuse ATS systems and look unprofessional in most fields

● Clichés like "team player," "hardworking," or "detail-oriented" without supporting evidence

Full Sample Resumes

Sample Resume 1: First-Time Job Seeker (High School/College Student)

ALEX MARTINEZ



Atlanta, GA  |  (404) 555-0192  |  alex.martinez@email.com  |  linkedin.com/in/alexmartinez

Objective

Enthusiastic and dependable recent high school graduate seeking a part-time retail or customer 

service position where I can contribute a strong work ethic, a positive attitude, and a genuine 

desire to help customers have an excellent experience.

Education

Clarkston High School — Clarkston, GA | Graduated: May 2026

GPA: 3.4 | Relevant Coursework: Business Fundamentals, Microsoft Office Applications, Public 

Speaking

Relevant Experience

Volunteer, DeKalb County Food Pantry  |  September 2024 – May 2026

•  Assisted in sorting and distributing food donations to an average of 200+ families weekly

•  Trained 6 new volunteers on pantry procedures and safe food handling practices

•  Maintained organized inventory of 1,000+ items, ensuring accurate tracking and 

first-in/first-out rotation

•  Recognized as "Volunteer of the Month" twice for exceptional reliability and positive 

attitude

Babysitter / Childcare Provider (Self-Employed)  |  June 2023 – Present

•  Provided regular childcare for 3 families with children ages 2–10, managing schedules, 

meals, and activities

•  Maintained open communication with parents, building trust and repeat clientele

•  Managed $50–$100 weekly budgets for activity supplies and snacks responsibly

Skills

Customer Service  |  Microsoft Office (Word, Excel, PowerPoint)  |  Cash Handling  |  Spanish 



(Conversational)  |  Time Management  |  Teamwork  |  Dependability

Activities & Honors

Honor Roll (4 semesters)  |  National Honor Society  |  Student Council Treasurer (2025–2026)  | 

DECA Club Member

Sample Resume 2: Career Changer

DIANA THOMPSON

Decatur, GA  |  (678) 555-0347  |  diana.thompson@email.com  |  linkedin.com/in/dianathompson

Professional Summary

Former elementary school teacher with 9 years of experience transitioning into corporate 

training and instructional design. Proven track record of developing curriculum, engaging 

diverse learners, and measuring educational outcomes. Combines classroom expertise with 

strong communication skills and a passion for adult learning and workforce development.

Core Competencies

Instructional Design  |  Curriculum Development  |  Adult Learning Theory  |  LMS Platforms 

(Canvas, Google Classroom)  |  Facilitation & Presentation  |  Needs Assessment  |  Microsoft 

Office Suite  |  Data Analysis  |  Project Management

Professional Experience

3rd Grade Teacher  |  Clarkston Elementary School, Clarkston, GA  |  Aug 2016 – Jun 2025

•  Designed and delivered differentiated lesson plans for 25–28 students with varying learning 

needs and styles

•  Improved classroom reading proficiency rates by 34% over three years through targeted 

intervention strategies



•  Mentored 5 student teachers and 2 paraprofessionals, creating structured onboarding 

guides adopted school-wide

•  Developed and piloted a project-based learning curriculum approved by district leadership 

for adoption in 12 classrooms

•  Collaborated with cross-functional team of 15 educators to align curricula with state 

standards and assessment goals

Freelance Instructional Designer  |  Self-Employed  |  Jan 2024 – Present

•  Developed 3 online courses for small business clients using Articulate Storyline and Google 

Slides

•  Conducted learner needs assessments and translated findings into measurable learning 

objectives

•  Reduced client onboarding time by an average of 30% through interactive digital training 

modules

Education & Certifications

Master of Education, Curriculum & Instruction — Georgia State University, Atlanta, GA | 2016

Bachelor of Science, Elementary Education — Kennesaw State University | 2014

Google Project Management Certificate (Coursera, 2025)  |  ATD Instructional Design Certificate 

(2024)

Sample Resume 3: Person Re-Entering the Workforce After a Gap

PATRICIA JAMES

Stone Mountain, GA  |  (770) 555-0458  |  patricia.james@email.com  |  linkedin.com/in/patriciajames

Professional Summary



Detail-oriented administrative professional with 7 years of pre-gap experience in office 

management and executive support, returning to the workforce after 4 years serving as a full-

time family caregiver. During this period, managed complex healthcare coordination, financial 

planning, and household operations — skills that directly translate to high-level administrative 

work. Proficient in Microsoft Office Suite, QuickBooks, and project coordination.

Professional Experience

Family Caregiver (Career Break)  |  2021 – 2025

•  Coordinated medical care across 6+ specialists, managing appointments, records, insurance 

claims, and medication schedules for a family member with a chronic illness

•  Managed household budget of $4,000+/month, maintaining meticulous records and 

negotiating with service providers

•  Completed two online professional development courses: Project Management (Coursera) 

and Advanced Excel (LinkedIn Learning)

Office Manager  |  Sunrise Medical Group, Decatur, GA  |  2014 – 2021

•  Oversaw daily operations for a 12-physician medical practice, managing a staff of 8 

administrative employees

•  Reduced accounts receivable aging by 42% by implementing a new patient billing follow-up 

protocol

•  Negotiated vendor contracts resulting in $18,000 in annual cost savings

•  Managed scheduling for 400+ patient appointments weekly, achieving 95% on-time start 

rate

•  Served as liaison between clinical staff and administration, resolving workflow bottlenecks 

and improving team communication

Education & Skills

Associate of Applied Science, Business Administration — Georgia Perimeter College | 2013



Skills: Microsoft Office Suite  |  QuickBooks  |  Medical Billing Fundamentals  |  Project 

Coordination  |  Scheduling & Calendar Management  |  Team Leadership  |  Budget 

Management

Sample Resume 4: Veteran Transitioning to Civilian Work

MICHAEL D. WASHINGTON

Clarkston, GA  |  (404) 555-0671  |  m.washington@email.com  |  linkedin.com/in/michaelwashington

Professional Summary

Highly disciplined logistics and operations professional with 10 years of U.S. Army experience 

managing multi-million-dollar supply chains, leading teams of 20+ personnel, and delivering 

mission-critical results in high-pressure environments. Proven expertise in inventory 

management, process optimization, and cross-functional team leadership. Seeking a civilian 

Logistics Manager or Supply Chain Coordinator role where military-honed precision and 

leadership can drive organizational performance.

Professional Experience

Logistics Sergeant (Staff Sergeant, E-6)  |  U.S. Army — Fort Campbell, KY & Deployed Locations  |  2015 

– 2025

•  Managed inventory and accountability of $4.2M in equipment and supplies across 3 

deployments with zero loss or discrepancy

•  Led a team of 22 soldiers in daily logistics operations, including receiving, warehousing, 

distribution, and transportation

•  Reduced supply requisition cycle time by 18% by implementing a digital tracking protocol 

adopted across the battalion

•  Trained and evaluated 30+ junior enlisted personnel on standard operating procedures, 



achieving 100% certification rate

•  Coordinated complex logistics for operations involving 500+ personnel across 5 forward 

operating bases

•  Received Army Achievement Medal (x3) and Army Commendation Medal for operational 

excellence and leadership

Education & Certifications

Associate of Applied Science, Logistics Management — American Military University | 2022

Certified in: Defense Transportation Regulation (DTR)  |  HAZMAT Handling  |  Forklift Operation 

|  Microsoft Office Suite  |  Currently pursuing APICS CSCP certification

Sample Resume 5: Experienced Professional

RENATA L. FOSTER

Marietta, GA  |  (770) 555-0829  |  renata.foster@email.com  |  linkedin.com/in/renatafoster

Professional Summary

Strategic human resources leader with 15+ years of progressive experience in talent acquisition, 

employee relations, and organizational development across healthcare and technology sectors. 

Proven ability to build high-performing HR teams, design equitable compensation structures, 

and align people strategy with business objectives. SHRM-SCP certified. Track record of reducing 

turnover, improving engagement scores, and scaling HR infrastructure during rapid 

organizational growth.

Professional Experience

Director of Human Resources  |  Northside Medical Partners, Atlanta, GA  |  Jan 2019 – Present

•  Lead HR operations for a 1,200-employee healthcare organization across 8 regional 



locations

•  Reduced voluntary turnover from 28% to 14% over 3 years through a redesigned employee 

engagement and retention program

•  Built and led a team of 12 HR professionals, establishing clear performance metrics and 

development pathways

•  Directed an organization-wide compensation equity audit, resulting in adjustments 

affecting 340 employees and improving pay equity scores by 22%

•  Implemented an ATS (Workday), reducing average time-to-fill from 62 days to 38 days

•  Negotiated a new benefits package with 5 vendors, achieving 12% cost reduction while 

improving plan quality for employees

HR Manager  |  TechPath Solutions, Atlanta, GA  |  Mar 2013 – Dec 2018

•  Managed full-cycle recruiting for 200+ positions annually across engineering, sales, and 

operations

•  Launched a management development program adopted by 40 leaders that improved 360-

degree feedback scores by 31%

•  Partnered with legal counsel to update 60+ HR policies ensuring EEOC and FLSA compliance

Education & Certifications

Master of Business Administration (MBA) — Emory University, Goizueta Business School | 2013

Bachelor of Science, Psychology — University of Georgia | 2009

SHRM-SCP (Society for Human Resource Management — Senior Certified Professional)  |  HRCI-

SPHR (Senior Professional in Human Resources)

Sample Resume 6: Person With a Non-Traditional Background



SAMUEL A. ROBINSON

Atlanta, GA  |  (404) 555-0913  |  samuel.robinson@email.com  |  linkedin.com/in/samuelrobinson

Professional Summary

Dedicated and community-rooted individual re-entering the workforce with a background that 

includes peer support work, community organizing, and entrepreneurial experience. Certified 

Peer Specialist with lived experience that drives deep empathy, strong communication, and 

authentic relationship-building skills. Committed to contributing to organizations that value 

second chances and invest in their people.

Professional Experience

Peer Support Specialist (Volunteer)  |  Fresh Start Community Center, Atlanta, GA  |  2023 – Present

•  Provided one-on-one mentoring and support to 15+ individuals navigating reentry, 

housing, and employment challenges

•  Facilitated weekly group workshops on job readiness, financial literacy, and life skills for 

groups of 10–25 participants

•  Connected clients with 30+ community resources including housing programs, healthcare, 

and employment services

•  Maintained accurate case notes and progress tracking in compliance with program 

guidelines

Independent Contractor / Small Business Owner  |  SR Home Services  |  2021 – 2023

•  Operated a residential cleaning and handyman service, managing all aspects of the 

business independently

•  Managed a client base of 20+ recurring customers, generating $2,500+ in monthly revenue

•  Handled scheduling, invoicing, supply procurement, and client communication with 95% 

client retention rate

Education & Certifications



Georgia Certified Peer Specialist (CPS) — 2023  |  OSHA 10-Hour Construction Safety — 2024  |  

ServSafe Food Handler Certificate — 2024  |  High School Diploma / GED — 2019

Skills

Case Management  |  Community Outreach  |  Motivational Interviewing  |  Workshop 

Facilitation  |  Customer Service  |  Scheduling & Coordination  |  Small Business Operations  |  

Microsoft Word & Google Docs

 CHAPTER 4 KEY TAKEAWAYS★

•  A resume's job is to get you the interview — not tell your whole story.

•  Choose your format based on your situation: chronological, functional, combination, or 

targeted.

•  The 7 essential sections are: Contact, Summary, Experience, Education, Skills, Certifications, 

and Optional sections.

•  Use the CAR method to write accomplishment-driven bullet points.

•  Quantify your impact whenever possible — even approximations are better than nothing.

•  Strong action verbs make your bullets come alive. Weak verbs make you invisible.

•  What you leave off your resume is just as important as what you include.

C h a p t e r  F i v e

Writing a Resume That Beats the ATS



"Work smarter, not just harder."

— Common wisdom

What Is an ATS and Why Does It Matter?

As we briefly introduced in Chapter 3, an Applicant Tracking System (ATS) is software that automates 

the collection, organization, and pre-screening of job applications. When you click "Submit" on most 

online job applications, your resume goes directly into an ATS before a human ever sees it.

The ATS does several things: it parses your resume into structured data fields (name, contact info, job 

titles, dates, skills), stores it in a searchable database, and — critically — may score or rank your 

application against others based on how well it matches the job description. Low-scoring applications 

may be automatically filtered out before a recruiter reviews them.

In a world where popular job postings can receive 300–1,000+ applications, the ATS is the gatekeeper. 

Your resume must be built to pass through it before a human eye has any chance to be impressed by it.

How ATS Systems Score and Rank Resumes

Different ATS platforms use different algorithms, but most share common scoring principles:

● Keyword matching: Does your resume contain the words and phrases found in the job 

description?

● Section recognition: Can the system identify standard sections (Experience, Education, Skills)?

● Required qualifications matching: Do your stated qualifications meet the requirements listed?

● Recency and relevance: Is your most recent experience relevant to the role?

● Completeness: Are all required fields populated (contact info, dates, etc.)?



Keywords: How to Find Them and Use Them Properly

Keywords are the specific words and phrases an ATS searches for in your resume — typically pulled 

directly from the job description. They include job titles, skills, tools, certifications, and industry-specific 

terminology.

How to Find the Right Keywords

23.Read the job description carefully and highlight: job title, required skills, preferred skills, 

tools/software mentioned, and any specific qualifications (e.g., "Bachelor's degree required," 

"3+ years experience")

24.Note phrases that appear multiple times — repetition signals importance

25.Look at 3–5 similar job postings and identify terms that appear consistently across all of them — 

these are your "core keywords" for that role/industry

26.Check LinkedIn profiles of people currently in similar roles for additional terminology

How to Use Keywords Properly

● Integrate naturally — Keywords should appear in your summary, experience bullets, and skills 

section in a way that reads naturally, not as a stuffed list

● Match exact phrasing — If the job says "project management," don't just write "managing 

projects." If it says "Microsoft Excel," don't write "MS Excel" (or include both)

● Use them in context — "Managed cross-functional teams using agile project management 

methodology" is far stronger than just listing "agile" in a skills list

● Don't keyword stuff — Inserting irrelevant keywords or hiding white text on white background 

is unethical and increasingly caught by modern ATS systems

 KEYWORD EXAMPLE: Before and After✓

Job posting says: "Seeking a customer success manager with experience in Salesforce CRM, client 

onboarding, and retention strategy."

Before (weak): "Managed accounts and helped customers with their software needs using 



company tools."

After (ATS-optimized): "Managed a portfolio of 40+ accounts using Salesforce CRM, leading client 

onboarding from contract to full activation and developing retention strategies that reduced churn 

by 18%."

Formatting Rules for ATS Compatibility

The visual choices you make in your resume — fonts, columns, graphics — can significantly affect how 

an ATS reads your document. Follow these rules:

ATS-Friendly ATS-Unfriendly (Avoid)

Standard fonts (Calibri, Arial, Times New Roman, 
Cambria)

Decorative or unusual fonts

Single-column layout Multi-column or newspaper-style layouts

Standard section headers (Experience, 
Education, Skills)

Creative section names ("My Journey," "What 
I've Done")

Simple bullet points (•) Icons, images, or graphic bullets

Standard date formats (Jan 2023 or 01/2023) Unusual date formats or ranges without years

Contact info in the body of the document Contact info in a header or footer (often ignored 
by ATS)

Saved as .docx or .pdf (check job posting for 
preference)

.jpg, .png, or other image formats

Clean white background with black text Colorful backgrounds, shading, or text boxes

Spell-checked, error-free text Typos and misspellings (ATS won't match 
misspelled keywords)

 PRO TIP: When to Send PDF vs. DOCX💡

If the job posting does not specify a file type, send both or ask. In 2025, most modern ATS 

platforms handle PDFs well — but some older systems still prefer .docx. When in doubt, .docx is 



the safer choice for applications submitted through online portals. PDFs are preferred for emailed 

applications or creative roles where formatting matters.

The Mirror Method: Matching Your Language to the Job Posting

The "mirror method" is a simple but powerful technique for tailoring your resume to a specific job:

27.Copy the job description into a document

28.Go line by line through the requirements and responsibilities

29.For each item, ask: "Do I have this experience? Can I authentically reflect this in my resume?"

30.Where the answer is yes, revise your bullet points to use the same or similar language as the 

posting

31. If the job says "cross-functional collaboration," your bullet should use "cross-functional" — not 

"worked with different departments"

This is not about lying — it is about speaking the employer's language. Your experience is real; the 

mirror method simply ensures you are presenting it in the vocabulary that the company, the industry, 

and the ATS all recognize and respond to.

Free Tools to Test Your ATS Score

● Jobscan (jobscan.co) — Upload your resume and a job posting; get a compatibility score and 

keyword gap analysis. Free for a limited number of scans.

● Resumeworded (resumeworded.com) — AI-powered resume feedback and ATS scoring. Free 

tier available.

● Rezi (rezi.ai) — Builds ATS-optimized resumes from scratch or uploads. Free tier available.

● LinkedIn's Resume Builder — Pulls from your LinkedIn profile to create a simple, ATS-

compatible resume.



Common ATS Mistakes and How to Fix Them

Mistake Why It's a Problem Fix

Using tables or text boxes ATS often cannot parse text 
inside tables or boxes

Replace with simple bulleted 
lists or plain text

Putting contact info in a header Many ATS systems skip 
headers and footers entirely

Move all contact info into the 
main body of the document

Using acronyms without 
spelling them out

ATS may search for the full 
term, not the acronym

Write both: "Certified Public 
Accountant (CPA)"

Leaving dates off of jobs or 
education

ATS requires dates to calculate 
experience length

Always include month and year 
for every position

Using a visual or graphic 
resume template

ATS cannot read images, icons, 
or visual layouts

Use a clean, text-based 
template

Not tailoring for each 
application

Generic resumes miss job-
specific keywords

Customize your summary and 
bullet points for every 
application

ATS-Ready Checklist

 IS YOUR RESUME ATS-READY?☑

•  Contact information is in the body of the document (not a header/footer)

•  Standard section headers are used (Experience, Education, Skills, etc.)

•  Single-column, simple layout — no tables, text boxes, or graphics

•  Standard, readable font (Calibri, Arial, Times New Roman, Cambria)

•  Font size between 10pt and 12pt for body text

•  Keywords from the job description are integrated naturally

•  All job titles and dates are clearly formatted

•  Acronyms and abbreviations are spelled out at first use



•  No photos, icons, or images

•  Saved in .docx or .pdf format (check posting for preference)

•  Spell-checked and proofread — all words correctly spelled

•  Resume has been tested with a tool like Jobscan

 CHAPTER 5 KEY TAKEAWAYS★

•  ATS systems are the gatekeepers between your resume and a human reader — optimize for 

both.

•  Keywords from the job description are the single most important ATS optimization tool.

•  Use clean, simple formatting — no tables, graphics, columns, or unusual fonts.

•  The Mirror Method helps you speak the employer's language authentically.

•  Always tailor your resume for each specific application.

•  Free tools like Jobscan can show you exactly how your resume stacks up against a posting.

C h a p t e r  S i x

Your Cover Letter — Your Voice on Paper

"The two most powerful warriors are patience and time."

— Leo Tolstoy



Why Cover Letters Still Matter (And When They Don't)

There is a persistent debate in career circles: are cover letters dead? The honest answer is: it depends — 

but when in doubt, write one.

Here is what the data tells us: surveys of hiring managers consistently show that while some don't read 

them, a significant portion do — and for those who do, a strong cover letter can be the differentiator 

that moves you from the "maybe" pile to the "yes" pile. A weak or generic cover letter, on the other 

hand, can actively hurt your candidacy.

When a cover letter matters most:

● When the job posting explicitly asks for one

● When you are applying to smaller companies or nonprofits where the hiring process is more 

personal

● When you are making a career change and your resume alone won't tell your full story

● When you have a gap, unique background, or situation that needs brief context

● When you know or were referred by someone at the company

● When applying to senior or leadership roles

When a cover letter matters less:

● When the job posting specifically says "no cover letter"

● When applying through platforms that don't have a cover letter field

● When applying through a staffing or temp agency

The Anatomy of a Strong Cover Letter

A professional cover letter has a clear, consistent structure:

32.Header — Your name and contact information

33.Date



34.Recipient's Name and Title (or company name if unknown)

35.Salutation

36.Opening Paragraph — Hook and purpose

37.Body Paragraph(s) — Your value and story

38.Closing Paragraph — Call to action

39.Sign-off and Signature

Addressing the Hiring Manager (When You Don't Know Their Name)

Whenever possible, find the name of the hiring manager or recruiter and address your letter to them 

specifically. This small detail signals that you did your homework and that you see this as a real 

opportunity — not just another application.

How to find the hiring manager's name:

● Check the job posting — sometimes the recruiter's name is listed

● Search LinkedIn for the company name + "HR Manager" or the relevant department head

● Call the company's main number and ask: "Could you tell me who the hiring manager is for the 

[position] role?"

● Check the company's "About" or "Team" page on their website

If you cannot find a name after making a reasonable effort, use: "Dear Hiring Manager," — not "To 

Whom It May Concern" (outdated) or "Dear Sir or Madam" (outdated and makes assumptions).

How to Open With Impact

The most common cover letter mistake is opening with: "I am writing to apply for the [Position] role at 

[Company]." This opening is passive, generic, and wastes the one sentence where you have the reader's 

full attention. Instead, open with something that immediately communicates your value or creates a 

genuine connection.

 STRONG OPENING EXAMPLES✓



For an experienced candidate: "In eight years of customer experience leadership, I've learned that 

the difference between a customer who stays and a customer who leaves often comes down to a 

single interaction. Building teams that consistently deliver those difference-making moments is 

exactly what I do — and exactly what I'd bring to the Customer Experience Manager role at 

Northside Solutions."

For a career changer: "Teaching 28 third-graders simultaneously for nine years required skills I 

never found in a textbook: rapid needs assessment, real-time instructional adaptation, and the 

ability to explain complex ideas in a way that makes a lightbulb go on. These same skills, I've come 

to realize, are precisely what exceptional corporate trainers do — and I'm ready to bring them to 

your organization."

For a first-time job seeker: "I've spent the last three years watching my volunteer work at the food 

pantry transform people's days — and realizing that the organizational systems, team 

coordination, and genuine care for others I've developed there are exactly what a great customer 

service representative brings to every shift."

The 3-Paragraph Formula That Works

Paragraph 1 — The Hook: Who are you and why are you writing? What excites you about this specific 

role at this specific company? (Not generic excitement — specific, researched enthusiasm.)

Paragraph 2 — The Evidence: What 2–3 specific accomplishments or experiences make you an excellent 

fit for this role? This is where you connect your story to their needs. Do not repeat your resume word-

for-word — expand on it and connect it to the role.

Paragraph 3 — The Ask: Express confidence, thank them for their time, and request the interview. Tell 

them you will follow up, or simply make clear you are eager for the conversation.

 COMMON MISTAKE: Making the Cover Letter About You⚠



A common error is writing a cover letter entirely about what you want — your goals, your needs, 

your interest. A strong cover letter is focused on what you bring to THEM. For every sentence you 

write about yourself, ask: "So what does this mean for the employer?" The best cover letters 

connect your story to their needs at every turn.

Sample Cover Letters

Sample 1: Standard Professional Cover Letter

Diana Thompson

 Decatur, GA | (678) 555-0347 | diana.thompson@email.com

September 8, 2026

Ms. Jennifer Cole

 Director of Learning & Development

 Greenfield Healthcare Systems

 Atlanta, GA 30309

Dear Ms. Cole,

Nine years of teaching taught me that the most effective learning happens when instruction is 

designed around the learner — not around the content. That belief has driven my transition into 

instructional design and corporate training, and it is the same belief that drew me to this 

Instructional Designer role at Greenfield Healthcare Systems.

In my classroom, I developed differentiated curriculum for learners with vastly different needs 

and learning styles, achieving a 34% improvement in reading proficiency over three years. More 

recently, as a freelance instructional designer, I have translated this capability into the corporate 

training environment — building eLearning modules using Articulate Storyline that reduced 

client onboarding time by an average of 30%. I am proficient in ADDIE and SAM methodologies 

and experienced with Articulate 360, Google Classroom, and Canvas LMS. I understand that at 



Greenfield, you are in the process of redesigning your clinical onboarding experience — and I 

believe my combination of design expertise and deep understanding of how adult learners 

process new information positions me to make an immediate and meaningful contribution to 

that effort.

I would welcome the opportunity to discuss how my background aligns with Greenfield's 

learning and development goals. Thank you sincerely for your time and consideration — I hope 

to speak with you soon.

Warm regards,

Diana Thompson

Sample 2: Career Gap Cover Letter

Patricia James

 Stone Mountain, GA | (770) 555-0458 | patricia.james@email.com

September 8, 2026

Hiring Manager

 Premier Medical Associates

 Decatur, GA 30030

Dear Hiring Manager,

With seven years of office management experience in a high-volume medical practice and a 

reputation for turning operational chaos into smooth, patient-centered systems, I was excited to 

discover the Office Manager opening at Premier Medical Associates. After four years away from 

formal employment to care for a seriously ill family member, I am eager — and more capable 

than ever — to return to the work I love.

During my caregiving period, I managed the complexity of coordinating care across six medical 



specialists, navigating insurance systems, and maintaining detailed records — all while managing 

a household budget and keeping everything organized under pressure. These are not "soft" 

skills; they are exactly what an office manager at a busy practice needs every single day. Before 

my career break, I reduced accounts receivable aging by 42% and negotiated vendor contracts 

that saved $18,000 annually — while managing daily operations for 12 physicians and a staff of 

8. I am proficient in Microsoft Office Suite and QuickBooks, and I have spent the last year 

completing professional development in project management to ensure my skills are fully 

current.

I am eager to bring this combination of proven results and renewed perspective to your team. I 

would be grateful for the opportunity to discuss my background and how I can contribute to 

Premier Medical Associates. Thank you so much for your consideration.

Sincerely,

Patricia James

Sample 3: Email Cover Letter (for submitted via email)

SUBJECT LINE: Application: Customer Service Representative — Alex Martinez

Dear Ms. Rivera,

I'm reaching out to apply for the Customer Service Representative position at Horizon Retail, 

which I found posted on Indeed. I'm a motivated, detail-oriented recent graduate with a 

demonstrated record of reliability and a genuine passion for helping people — and Horizon's 

reputation for customer-first culture is exactly the kind of environment where I thrive.

Through nearly two years of volunteer work at the DeKalb County Food Pantry, I developed the 

skills that customer service demands daily: clear communication, patience under pressure, the 

ability to serve a wide range of people with different needs, and a consistent, dependable 

presence. I was recognized as Volunteer of the Month twice for my reliability and positive 



attitude. Additionally, I managed independent childcare for multiple families simultaneously — 

building trust through consistent communication and always showing up when counted on.

I'd love the chance to bring that same energy and work ethic to your team. I've attached my 

resume for your review. Thank you for taking the time to consider my application — I would be 

happy to connect at your convenience.

Best regards,

 Alex Martinez

 (404) 555-0192 | alex.martinez@email.com

Common Cover Letter Mistakes to Avoid

● Opening with "I am writing to apply for..."

● Copying your resume bullet points verbatim

● Making the letter too long (more than 3/4 of a page)

● Addressing the wrong company name (copying from a previous application)

● Using a generic, non-tailored letter for every application

● Focusing entirely on what you want from the company

● Sounding desperate or overly apologetic

● Leaving typos, grammar errors, or inconsistent formatting

● Ending without a clear call to action

 CHAPTER 6 KEY TAKEAWAYS★

•  Cover letters still matter — especially for career changers, gap returnees, and competitive 

roles.

•  Open with impact — not "I am writing to apply for..."



•  Connect your accomplishments specifically to the employer's needs.

•  The 3-paragraph formula: Hook → Evidence → Ask.

•  Always address a specific person when possible.

•  Tailor every cover letter to the specific company and role.

•  End with a clear, confident call to action.

C h a p t e r  S e v e n

Your Digital Presence & LinkedIn

"Your personal brand is what people say about you when you leave the room."

— Jeff Bezos

Why Your Online Presence Matters Before You Apply

Here is a fact that surprises many job seekers: over 90% of recruiters report using LinkedIn to research 

candidates, and a significant number Google every finalist before making a hiring decision. Before you 

ever walk through a company's door — or log into a video interview — your digital footprint has already 

introduced you.

The question is not whether employers will search for you online. They will. The question is: what will 

they find?

This chapter will help you ensure the answer to that question is: something impressive.



Setting Up or Improving Your LinkedIn Profile (Step-by-Step)

Profile Photo

Your LinkedIn profile photo is your first impression — and profiles with a photo receive 21 times more 

views than those without. Your photo should:

● Show your face clearly — front-facing, well-lit, smiling naturally

● Have a neutral or professional background (solid color is ideal)

● Be recent — within the last 2–3 years

● Be dressed appropriately for your target industry

● Not be a cropped group photo, a selfie in a casual setting, or a very old image

 PRO TIP: You Don't Need an Expensive Photographer💡

A smartphone on a timer in front of a window with natural light and a blank wall produces a 

professional-quality LinkedIn photo. Clean background, good lighting, confident but natural smile. 

That's it.

Headline

Your LinkedIn headline appears directly below your name and is one of the most visible — and most 

underused — pieces of LinkedIn real estate. Most people use their current job title. Effective job seekers 

use a keyword-rich, value-packed statement.

Headline Formula: [Your Role / Target Role] | [Key Skill or Specialty] | [Value You Deliver] | [Optional: 

Industry or Certification]

 HEADLINE EXAMPLES✓

Generic: "HR Manager at Northside Medical"

Strong: "HR Director | Talent Strategy & Employee Experience | Reducing Turnover & Building 



High-Performance Culture | SHRM-SCP"

Generic: "Teacher"

Strong: "Experienced Educator Transitioning to Corporate Training & Instructional Design | 

Curriculum Development | Adult Learning | ATD Certified"

Generic: "Looking for work"

Strong: "Logistics & Supply Chain Professional | Army Veteran | Operations Management | Team 

Leadership | APICS (Pursuing CSCP)"

About Section

Your LinkedIn About section is the most personal part of your profile — and one of the most powerful. 

Unlike your resume (which is formal and bulleted), your About section should be written in first person 

and tell your professional story in a way that is engaging, authentic, and searchable.

About Section Formula:

40.Opening hook — What drives you? What are you passionate about?

41.What you do — Your professional identity and core expertise

42.What you have accomplished — 2–3 quantified highlights

43.What you are looking for / what you bring — Forward-looking statement

44.Call to action — Invite connections or conversations

Experience Section on LinkedIn vs. Resume

Your LinkedIn experience section does not need to be identical to your resume. LinkedIn gives you more 

space — use it to tell more of the story. You can include more context, more accomplishments, and even 

media (presentations, projects, portfolios) that you cannot attach to a traditional resume. Your resume 

should be concise and tailored; your LinkedIn can be more expansive and comprehensive.



Skills and Endorsements

LinkedIn allows you to list up to 50 skills. Prioritize the top 3 skills that are most important for your 

target role — these are featured prominently. Ask colleagues, managers, and classmates to endorse 

your key skills. Endorsements add social proof to your profile.

Recommendations

LinkedIn recommendations are one of the most powerful credibility builders on the platform. They are 

visible to anyone who views your profile and provide third-party validation of your skills and character.

How to ask for a recommendation:

● Reach out personally (message or email — not just the LinkedIn button)

● Remind the person of a specific project or accomplishment you shared

● Let them know you are actively job searching and a recommendation would be meaningful

● Offer to write a recommendation for them in return

LinkedIn Networking Strategies

LinkedIn is not just a digital resume — it is a networking platform. Active engagement dramatically 

increases your visibility to recruiters and hiring managers.

● Connect intentionally. Personalize every connection request with a brief note. ("Hi [Name], I 

came across your work at [Company] and would love to connect. I'm exploring opportunities in 

[field] and value connecting with professionals in this space.")

● Engage with content. Like, comment, and share posts from your industry. Thoughtful comments 

on relevant posts put your name in front of people in your field.

● Post your own content. Share insights, lessons learned, articles, or updates about your job 

search journey. This builds visibility and demonstrates expertise.

● Follow target companies. Turn on notifications for their posts to stay informed and be ready to 

engage quickly when they post openings.

● Join LinkedIn Groups relevant to your industry or target role. These are excellent for networking 

and staying informed about industry trends.



● Use "Open to Work." LinkedIn's green #OpenToWork banner or the private setting that notifies 

recruiters (without showing to your current employer) that you are available is a powerful 

signal.

Google Yourself — What Employers See and How to Manage It

Right now, open a browser and Google your full name. What comes up? Employers will do exactly this — 

and what they find will form part of their impression of you before you ever speak.

If the results are neutral or positive (LinkedIn profile, relevant articles, professional social media), you 

are in good shape. If they reveal unflattering social media posts, controversial statements, or anything 

you would not want a hiring manager to see, it is time to clean up.

Managing your online presence:

● Set your Facebook, Instagram, and TikTok profiles to private

● Review old posts and delete anything that could be misinterpreted professionally

● Ensure any content that IS public reflects you positively

● If you have a common name, make sure your LinkedIn profile is specific enough to be easily 

identifiable

Building a Professional Online Brand

Your personal brand is the professional reputation you actively build and manage. It answers the 

question: "What do I want people in my field to know, think, and feel about me as a professional?"

A strong professional brand is:

● Consistent — Your LinkedIn, resume, portfolio, and any public-facing content all tell the same 

story

● Authentic — It reflects who you genuinely are, not a persona you are performing

● Visible — You are active enough that people in your field actually encounter your name and 

work



● Specific — You are known for something in particular, not just "a professional"

Online Job Platforms: Where to Look

Platform Best For Free to Use?

LinkedIn All industries, networking, 
professional connections

Yes (premium features cost 
extra)

Indeed Broad search across all 
industries and levels

Yes

Glassdoor Company research, salary data, 
job postings

Yes

ZipRecruiter Entry-to-mid level roles, 
employer-driven matching

Yes

USAJobs.gov Federal government positions Yes

Handshake College students and recent 
graduates

Yes

Dice Technology and engineering 
roles

Yes

Health eCareers Healthcare and medical roles Yes

Idealist Nonprofit, social impact, and 
mission-driven work

Yes

VetJobs Veterans and military spouses Yes

 CHAPTER 7 KEY TAKEAWAYS★

•  Recruiters and hiring managers will search for you online — make sure what they find 

impresses them.

•  LinkedIn is your most important professional online presence — invest in it.

•  A keyword-rich headline dramatically increases your searchability.

•  Engage actively on LinkedIn — connections, content, and comments build visibility.



•  Google yourself now and address anything that could hurt your candidacy.

•  Use niche job boards in addition to major platforms to find less competitive opportunities.

C h a p t e r  E i g h t

The Job Search Strategy

"A goal without a plan is just a wish."

— Antoine de Saint-Exupéry

Why Random Applying Rarely Works — And What Does

The most common job search strategy — which we might call the "spray and pray" approach — goes like 

this: search job boards every day, apply to as many postings as possible, and hope that volume produces 

results. It feels productive. It rarely is.

Here is why: the online application process, while necessary, is also the most competitive and least 

reliable way to land a job. When a popular job posting attracts 500 applications and the ATS filters out 

80% of them before a human reviews them, your odds of getting through on a generic application alone 

are genuinely slim.

Effective job searching is strategic, targeted, and relationship-driven. It balances applications with 

networking, active outreach, and continuous skill-building. The people who land jobs fastest are usually 

not those who apply the most — they are those who apply most smartly.



Building a Targeted Job Search Plan

45.Define your target. What specific roles are you targeting? What industries? What size 

companies? What geography or remote preference? The more clearly you define your target, 

the more focused and effective your search will be.

46.Build a target company list. Identify 20–30 companies where you would genuinely like to work. 

Research them deeply. Follow them on LinkedIn. Look for people you know or could connect 

with who work there.

47.Set weekly application goals. Quality beats quantity. A target of 5–10 tailored applications per 

week is more effective than 50 generic ones. Each application should have a customized resume 

and (when appropriate) a tailored cover letter.

48.Parallel-track your networking. For every application you send, make one networking effort — a 

LinkedIn message, an informational interview request, a follow-up with a former colleague.

49.Track everything. Use a spreadsheet or app to track every application, contact made, and 

follow-up needed. Organized job seekers are more effective and less stressed.

Tracking Your Job Search: Sample Application Tracker

Company Job Title Applied 
Date

Applicati
on 
Method

Contact 
Name

Status Follow-
Up Date

Notes

Greenfiel
d 
Healthcar
e

Instructio
nal 
Designer

09/01/20
26

Company 
website

Jennifer 
Cole

Applied 09/08/20
26

Cover 
letter 
sent; 
reference
d their 
clinical 
onboardi
ng 
initiative

Premier 
Medical 
Assoc.

Office 
Manager

09/03/20
26

Indeed Unknown Applied 09/10/20
26

Tailored 
to 
medical 
office 
experien
ce



Company Job Title Applied 
Date

Applicati
on 
Method

Contact 
Name

Status Follow-
Up Date

Notes

Atlanta 
Tech 
Group

Logistics 
Coordina
tor

09/05/20
26

LinkedIn Robert 
James

Phone 
Screen 
Schedule
d

09/09/20
26

Screen at 
2pm; R. 
James is 
on 
LinkedIn 
— 
researchi
ng his 
backgrou
nd

The Power of Networking

Networking gets a bad reputation because people imagine it as awkward cocktail parties where you 

thrust business cards at strangers. Real professional networking is nothing like that. It is simply building 

and nurturing authentic relationships with people in your field — and it is the single most effective tool 

in your job search arsenal.

Studies consistently show that referrals convert to hires at a dramatically higher rate than cold 

applications. A referred candidate is often fast-tracked through the process, bypasses the ATS entirely, 

and enters the conversation with built-in credibility.

Networking for Introverts

You do not have to be an extrovert to network effectively. In fact, introverts often excel at the deeper, 

more meaningful one-on-one connections that produce the best networking results. Try:

● Sending a thoughtful LinkedIn message (low pressure, asynchronous)

● Attending small, topic-focused professional events rather than large mixers

● Conducting informational interviews (structured, purposeful conversations)

● Joining online communities and LinkedIn Groups in your field

● Offering value first — sharing an article, making an introduction, offering feedback — before 

asking for anything



Informational Interviews: What They Are and How to Request One

An informational interview is a conversation — usually 20–30 minutes — where you ask someone about 

their career path, their company, or their industry. You are not asking them for a job. You are building a 

relationship and gathering insight. And here is the magic: these conversations frequently lead to job 

referrals and opportunities that are never publicly posted.

How to Request an Informational Interview

Email Template: Informational Interview Request

SUBJECT: Quick Question About Your Career Path — [Your Name]

Dear [Name],

I came across your profile on LinkedIn and was genuinely impressed by your career journey, 

particularly your transition into [specific area/industry]. I am currently [brief description — e.g., 

"transitioning from classroom teaching into corporate training and instructional design"] and 

would greatly value the perspective of someone who has navigated a similar path.

I am absolutely not looking to ask for a job — I just have a few questions that I believe only 

someone with your experience could answer thoughtfully. Would you be open to a 20-minute 

phone or video call at your convenience in the coming weeks?

Thank you so much for your time. I genuinely appreciate it.

Warmly,

[Your Name]

[Phone] | [Email] | [LinkedIn URL]

 PRO TIP: Great Informational Interview Questions💡

•  "How did you get to where you are today?"



•  "What does a typical day look like in your role?"

•  "What skills do you think are most critical for success in this field?"

•  "What do you wish you had known when you were starting out?"

•  "Are there any companies or roles in this space you would recommend I explore?"

•  "Is there anyone else you think I should connect with?"

Reconnecting With Old Contacts Professionally

Your existing network — former colleagues, managers, classmates, professors, neighbors, fellow 

volunteers — is your most immediate job search asset. Do not overlook it out of fear of seeming 

opportunistic. Most people are genuinely happy to help if asked respectfully.

Reconnection Email Template

Hi [Name],

I hope you're doing well! It's been a while since we worked together at [Company/context], and 

I've always valued our connection.

I'm reaching out because I'm currently exploring new professional opportunities in [field/type of 

role]. I remembered your expertise in [their field] and thought of you immediately. If you 

happen to hear of any relevant openings — or if you'd be open to a brief catch-up conversation 

— I'd truly appreciate it. No pressure at all.

Either way, I hope things are going great for you. Looking forward to reconnecting!

Warmly,

[Your Name]



Following Up After Applying: When and How

Following up after submitting an application shows initiative and genuine interest — but timing and 

approach matter. Here are the guidelines:

● Wait 5–7 business days after applying before following up (unless the posting says "no follow-

up calls")

● Send a brief, professional email to the recruiter or hiring manager if you can identify them

● Keep it short — reiterate your interest and ask if there is anything else they need from you

● Follow up no more than twice — once after applying and once after an interview

Follow-Up Email Template (After Applying)

SUBJECT: Following Up — Application for [Job Title]

Dear [Hiring Manager's Name],

I submitted my application for the [Job Title] position on [date] and wanted to briefly follow up 

to confirm receipt and reiterate my genuine enthusiasm for this opportunity.

I am particularly excited about [specific aspect of the role or company] and believe my 

background in [relevant experience] positions me well to contribute meaningfully. I would 

welcome the chance to discuss how I can add value to your team.

Please let me know if there is any additional information I can provide. Thank you so much for 

your time.

Best regards,

[Your Name]

[Phone] | [Email]



Dealing With Rejection: Strategies to Keep Going

Rejection is not the opposite of success in job searching — it is part of the path to it. Every "no" narrows 

the field and moves you closer to the "yes" that is meant for you. But that does not mean rejection is 

painless, and it should not be dismissed as unimportant.

● Feel it, then release it. Acknowledge the disappointment. Then choose not to carry it into the 

next application.

● Ask for feedback. If you interviewed before being rejected, it is appropriate to politely ask: 

"Could you share any feedback that might help me improve for future opportunities?" Not all 

employers will respond, but some will — and that feedback is invaluable.

● Track your progress, not just your results. Celebrate every application sent, every interview 

completed, every new connection made. Progress is not only measured in offers.

● Protect your energy. Job searching is emotionally draining. Build in rest, joy, and support 

systems.

● Return to Chapter 1 whenever the self-doubt gets loud.

Red Flags in Job Postings

Red Flag What It May Signal

"Fast-paced environment" with no other culture 
context

Potentially chaotic, understaffed, or high-
turnover environment

Job has been posted for 3+ months High turnover position, unrealistic expectations, 
or internal conflict over hiring

Requires 5+ years experience for an entry-level 
salary

Employer undervalues the role or has misaligned 
expectations

No salary range listed May indicate low compensation or evasiveness 
about pay

Vague or extremely broad responsibilities Role is not well-defined; risk of "catch-all" job 
with no support

Consistently negative Glassdoor reviews 
mentioning same issues

Culture or leadership problems that are 
systemic, not isolated



Red Flag What It May Signal

Interview process is disorganized or 
disrespectful

Often reflects how the organization operates 
overall

 CHAPTER 8 KEY TAKEAWAYS★

•  Strategic, targeted job searching outperforms volume-based applications every time.

•  Networking is the single most effective job search strategy — start building relationships 

today.

•  Informational interviews open doors that public job postings never could.

•  Track every application, follow-up, and contact to stay organized and proactive.

•  Follow up after applying — it shows initiative and genuine interest.

•  Rejection is part of the process. Learn from it, release it, and keep moving.

•  Know the red flags — not every job posting is worth pursuing.

C h a p t e r  N i n e

Mastering the Job Interview

"Luck is what happens when preparation meets opportunity."

— Seneca



Types of Interviews

Interview Type What to Know

Phone Screen Usually 15–30 minutes with HR. Purpose: 
confirm basic qualifications and salary 
alignment. Speak clearly, have your resume in 
front of you.

Video Interview Test your technology beforehand. Dress 
professionally head-to-toe. Look at the camera 
(not the screen) to simulate eye contact. Choose 
a clean, quiet background.

In-Person Interview Arrive 10–15 minutes early. Greet the 
receptionist warmly — they often share 
feedback. Bring printed copies of your resume. 
Firm handshake, confident posture.

Panel Interview Multiple interviewers at once. Briefly 
acknowledge each person when entering. 
Address your answers to the person who asked, 
but make eye contact with all panelists 
throughout.

Behavioral Interview Questions begin with "Tell me about a time..." 
Use the STAR method (below) to structure your 
answers.

Technical Interview Common in tech, finance, and engineering. May 
include coding challenges, case studies, or 
technical problem-solving. Prepare by practicing 
your technical skills and talking through your 
thought process.

Group Interview Multiple candidates are evaluated 
simultaneously. Be collaborative, not 
competitive. Lead where you can, but actively 
listen and support others' contributions.

Before the Interview: Research, Preparation, and Practice

Thorough preparation is the single greatest predictor of interview success. Before any interview, you 

should know:



● The company's mission, products/services, and recent news — Read their website, press 

releases, and Glassdoor reviews

● The role in depth — Reread the job description multiple times; know every responsibility and 

requirement

● Your interviewer(s) — Research them on LinkedIn; note their background, tenure, and any 

shared connections

● Your own resume — Be prepared to speak to every line in detail

● Your top 5 stories — Prepare 5 specific work anecdotes that demonstrate your key skills and can 

be adapted to multiple questions

● Your salary range — Research the market and know your number before you go in

Understanding the STAR Method

The STAR method is the gold-standard framework for answering behavioral interview questions. It keeps 

your answers structured, specific, and compelling:

● S — Situation: Describe the context. Where were you? What was the challenge or scenario?

● T — Task: What was your specific responsibility in that situation?

● A — Action: What specific steps did YOU take? (Focus on your individual contribution, not the 

team's)

● R — Result: What was the outcome? Quantify it when possible. What did you learn?

 PRO TIP: Keep STAR Answers to 2 Minutes💡

A well-crafted STAR answer should take approximately 90 seconds to 2 minutes to deliver. Shorter 

risks lacking depth; longer risks losing the interviewer's attention. Practice timing your answers out 

loud before the interview.



The 30 Most Common Interview Questions — With Full Example Answers

1. "Tell me about yourself."

This is not an invitation to narrate your life story. It is your professional "elevator pitch" — a concise, 

chronological summary of your relevant background that ends with why you are here for this specific 

role.

 EXAMPLE ANSWER✓

"I have spent the last eight years building expertise in human resources, with a particular focus on 

talent acquisition and employee retention in healthcare settings. At Northside Medical Partners, 

where I have served as Director of HR for the past five years, I have led our HR function through a 

period of significant growth — growing from 800 to 1,200 employees — while reducing voluntary 

turnover from 28% to 14%. Prior to that, I managed full-cycle recruiting and built a management 

development program at TechPath Solutions. What excites me about this opportunity at 

[Company] is your commitment to employee experience and the scope to drive meaningful change 

at the organizational level. I believe the work I have done aligns directly with what you are building 

here, and I am genuinely excited to have this conversation."

2. "What is your greatest strength?"

Choose a strength that is directly relevant to the role and back it up with a specific, brief example.

 EXAMPLE ANSWER✓

"My greatest strength is my ability to build trust quickly with a wide range of people. Whether I am 

working with frontline staff, senior leadership, or new hires on their first day, I am able to connect 

authentically and create an environment where people feel genuinely heard. I saw this most clearly 

when I was brought in to manage a difficult team restructuring — morale was low, and trust in 

leadership had eroded. Within 90 days of intentional one-on-ones and transparent 

communication, we saw our team engagement scores improve by 24 points. I believe that trust is 



the infrastructure that every organizational goal is built on."

3. "What is your greatest weakness?"

This question is not a trap if you answer it correctly. Choose a genuine weakness, then immediately 

show what you are actively doing to address it. Avoid clichés like "I work too hard."

 EXAMPLE ANSWER✓

"Early in my career, I struggled with delegation. I was a perfectionist, and I often found it easier to 

just do things myself rather than trusting others with important tasks. Over time, I realized that 

this was both inefficient and unfair to my team — it deprived them of growth opportunities. So I 

deliberately practiced delegation — starting small, being explicit about my expectations, and 

following up without micromanaging. Now it is actually one of my strengths as a manager. I have 

built teams where people grow significantly because they are given the trust and responsibility to 

do so."

4. "Why do you want to work here?"

Never say "the salary" or "it seemed like a good fit." This answer must be specific and research-based.

 EXAMPLE ANSWER✓

"Honestly, I have admired [Company] for the last two years — specifically because of your 

investment in employee development and your track record of promoting from within. I read your 

recent piece about [specific initiative, value, or news item], and it resonated deeply with the work I 

want to be doing. I am also drawn to the scale of this role — the opportunity to [specific aspect of 

the position]. These are not things I say to every employer. This is a company and a role I actively 

sought out."



5. "Tell me about a time you faced a challenge and how you handled it."

 EXAMPLE ANSWER (STAR FORMAT)✓

Situation: "When I joined my current organization, the HR team had a significant backlog — over 

60 unfilled positions across 8 locations, and an average time-to-fill of 62 days."

Task: "As the incoming HR Director, it was my responsibility to address this without additional 

budget for external recruiting support."

Action: "I conducted a full audit of our recruiting process and identified three major bottlenecks: a 

slow job description approval process, an ATS that was not being used consistently, and hiring 

managers who were not given clear interviewing protocols. I standardized the job description 

process, retrained all 12 HR team members on Workday, and implemented a structured interview 

guide for hiring managers."

Result: "Within 6 months, we reduced average time-to-fill from 62 days to 38 days — a 39% 

improvement — and filled all but 7 of the open positions."

6. "Where do you see yourself in 5 years?"

 EXAMPLE ANSWER✓

"In five years, I hope to be recognized as a trusted leader in this organization — someone who has 

made a meaningful impact on the team and has grown significantly in both scope and 

responsibility. I am genuinely excited about the learning opportunities this role offers, and I can see 

myself deepening my expertise in [specific area of the role] while contributing to larger 

organizational initiatives. I am committed to building a long-term career here — not using this as a 

stepping stone."



7. "Why are you leaving your current job?"

Always frame this positively — never speak negatively about a former employer, no matter what the 

real reason is.

 EXAMPLE ANSWER✓

"I have genuinely valued my time at [Company] and learned a great deal. At this point in my career, 

I am looking for an opportunity that offers [specific growth opportunity, challenge, or environment 

that the new role provides] — and after researching this role carefully, I believe this is exactly the 

right next step for me."

8. "Why should we hire you?"

This is your closing argument. Be direct, confident, and specific.

 EXAMPLE ANSWER✓

"You should hire me because I bring a combination of [Skill 1], [Skill 2], and [Skill 3] that directly 

addresses the needs you have described for this role. More importantly, I bring [specific 

accomplishment or quality] that I believe will have immediate impact here. I have spent my career 

building toward a role like this one, and I am confident that within the first 90 days, you will see 

that this was the right decision. I am not looking for just any job — I am looking for this one."

Additional Common Interview Questions

Question Key Advice for Your Answer

"Tell me about a time you worked on a team." Emphasize collaboration, your specific 
contribution, and the collective result. Use STAR.

"How do you handle stress or pressure?" Give a specific strategy (prioritization, breathing, 
breaks) and an example of using it successfully.

"Describe a time you disagreed with a Show you can be professional, diplomatic, and 



Question Key Advice for Your Answer

supervisor." solution-focused when in disagreement. Never 
trash the supervisor.

"What motivates you?" Be genuine. Connect your motivation to the 
work of the role, not just external rewards like 
money.

"How do you prioritize when you have multiple 
deadlines?"

Describe a specific system (lists, calendars, 
communication with stakeholders) and show it 
with an example.

"Tell me about a time you failed." Choose a real failure, own it fully, show what 
you learned, and describe how you changed as a 
result.

"What are your salary expectations?" Research the range for the role first. Provide a 
researched range rather than a specific number. 
(See Chapter 10 for full salary negotiation 
guidance.)

"Tell me about a time you showed leadership." Leadership doesn't require a title — show 
initiative, decision-making, or rallying others 
around a common goal.

"How do you handle difficult coworkers?" Show professionalism, direct communication, 
and a willingness to seek resolution. Avoid 
gossiping or blaming.

"Are you applying to other companies?" You can be honest: "Yes, I am exploring a few 
opportunities — but I want you to know that this 
role and this company stand out to me as 
particularly aligned with my goals."

Questions YOU Should Ask the Interviewer

At the end of every interview, you will be asked: "Do you have any questions for us?" The worst answer 

is "No, I think you covered everything." Always have questions prepared — asking thoughtful questions 

demonstrates curiosity, preparation, and genuine interest.

50. "What does success look like in this role in the first 90 days?"

51. "What are the biggest challenges the person in this role will face?"

52. "What do you enjoy most about working here?"

53. "How would you describe the team culture?"



54. "How has this role evolved, and where do you see it going?"

55. "What does professional development and growth look like for someone in this position?"

56. "How does performance get measured in this role?"

57. "What does the onboarding process look like for new employees?"

58. "What are the team's current priorities and biggest initiatives?"

59. "What do the most successful people on your team have in common?"

60. "How does leadership support work-life balance here?"

61. "Is there anything in my background I can clarify or expand on for you?"

62. "What are the next steps in the interview process, and when can I expect to hear back?"

What to Wear and How to Present Yourself

Setting Recommended Attire

Corporate / Finance / Law / Healthcare Admin Business formal: suit or blazer, dress shoes, 
minimal accessories

General Office / Healthcare Frontline Business casual: clean, pressed slacks, button-
down or blouse, closed-toe shoes

Tech / Creative / Startup Smart casual: neat jeans acceptable, but avoid 
overly casual tops or sneakers

Skilled Trades / Labor / Manufacturing Neat, clean casual: pressed pants, company-
appropriate top

Video Interview (All Industries) Dress as you would in person for that industry — 
at least from the waist up

 PRO TIP: When in Doubt, Overdress💡

If you are unsure of the dress code, it is always better to arrive slightly overdressed than 

underdressed. You can always remove a blazer; you cannot add one. Before the interview, look at 

the company's LinkedIn photos, website, and Glassdoor reviews for culture clues.



Virtual Interview Tips

● Test your technology the day before — camera, microphone, internet connection, and the 

video platform (Zoom, Teams, etc.)

● Choose a neutral, uncluttered background. If your space is untidy, use a virtual background that 

is professional and simple.

● Light from the front, not behind you. A window behind you creates a silhouette. Face a light 

source.

● Look at the camera (not at your own image on screen) to simulate eye contact.

● Eliminate distractions — notifications, pets, children, background noise. Use headphones if 

possible.

● Have your resume and notes nearby, but don't read from them directly.

● Log in 5 minutes early to handle any last-minute technical issues.

After the Interview: The Thank-You Note

Sending a thank-you email within 24 hours of your interview is not optional — it is expected, and it can 

genuinely make a difference, especially in competitive decisions. Keep it concise, warm, and specific to 

the conversation you had.

Thank-You Email Template

SUBJECT: Thank You — [Job Title] Interview

Dear [Interviewer's Name],

Thank you so much for taking the time to speak with me about the [Job Title] role at [Company] 

today. Our conversation genuinely deepened my enthusiasm for the position — particularly 

when we discussed [specific topic from the interview, e.g., "your team's approach to employee 



onboarding" or "the clinical training redesign initiative"].

After our conversation, I am even more confident that my background in [relevant experience] 

and my commitment to [relevant value/goal] position me to make a meaningful contribution to 

your team. I am very excited about this opportunity.

Please don't hesitate to reach out if you need any additional information. I look forward to 

hearing about the next steps.

Warm regards,

[Your Name]

[Phone] | [Email]

 CHAPTER 9 KEY TAKEAWAYS★

•  Preparation is the most powerful interview strategy — research deeply before every 

conversation.

•  The STAR method (Situation, Task, Action, Result) structures strong behavioral answers.

•  Practice your top 5 stories out loud until they feel natural and confident.

•  Always have 5–10 thoughtful questions ready to ask your interviewer.

•  Dress appropriately for the industry — when in doubt, overdress.

•  Send a personalized thank-you email within 24 hours of every interview.

•  Virtual interviews require technical preparation as much as content preparation.

C h a p t e r  T e n



Understanding Job Offers & Negotiating Your Salary

"Don't be afraid to ask for what you're worth — someone has to be in your corner, 

and that someone is you."

— Noah Sanders

Reading and Understanding a Job Offer Letter

A job offer is an exciting moment — and also a moment that requires careful, clear-headed evaluation. 

Do not let excitement (or desperation) rush you into accepting without fully understanding what you are 

agreeing to.

A standard offer letter will include:

● Job title and department

● Start date

● Base salary (annual or hourly)

● Employment classification (full-time, part-time, exempt/non-exempt)

● Benefits overview (health insurance, retirement, PTO)

● Reporting structure (who you report to)

● At-will employment statement (meaning either party can end employment at any time)

● Contingencies (background check, drug test, reference verification)

● Offer expiration date



What to Evaluate Beyond Salary

Total compensation is about far more than your base pay. When comparing offers or deciding whether 

an offer is fair, evaluate the full package:

Benefit Category What to Consider

Health Insurance Monthly premium cost, deductible, out-of-
pocket maximum, network quality, dental and 
vision inclusion

Retirement/401(k) Does the employer match? At what percentage 
and up to what limit?

Paid Time Off (PTO) Total days, accrual method, rollover policy, sick 
leave separate or combined

Remote/Flexibility How many days per week in office? Schedule 
flexibility? Compressed workweek options?

Professional Development Tuition reimbursement, training budget, 
conference attendance, certification support

Bonus Structure Performance bonus percentage, timing, and 
whether it is guaranteed or discretionary

Other Perks Parental leave, childcare benefits, commuter 
stipends, gym memberships, equipment

The Art and Science of Salary Negotiation

Here is one of the most important facts in this entire book: salary negotiation is expected. The vast 

majority of employers make an initial offer with room built in for negotiation. The first offer is rarely the 

final offer. And the cost of not negotiating — over a lifetime career — can be hundreds of thousands of 

dollars.

Why Negotiating Is Always Worth It

● The worst they can say is no — and you still have the offer

● It signals confidence and professionalism (qualities employers want)

● Your starting salary sets the baseline for every future raise, bonus, and offer

● Most employers expect it



How to Research Salary Ranges

● Glassdoor Salary Explorer (glassdoor.com) — Search by job title, company, and location

● LinkedIn Salary (linkedin.com/salary) — Premium feature but often accessible for limited 

searches

● Bureau of Labor Statistics (bls.gov/oes) — Occupational Employment and Wage Statistics; free 

and authoritative

● Payscale (payscale.com) — Personalized salary reports based on your profile

● Levels.fyi — Particularly strong for tech roles

● Ask people in your network — Salary transparency is growing; many professionals will share 

ranges if asked respectfully

Scripts for Negotiating Salary

Script 1: Negotiating a Higher Base Salary

"Thank you so much — I am genuinely excited about this offer and about joining [Company]. I 

have done extensive research on compensation for this type of role in [city/region] and, based 

on my [X] years of experience in [specific area], I was hoping we could discuss a base salary 

closer to $[your target number]. Is there any flexibility there?"

Script 2: When Salary Is Fixed but Benefits Are Not

"I appreciate that transparency. Given that the base is fixed at [X], I'd love to explore whether 

there's flexibility in other areas — specifically around [additional PTO / signing bonus / remote 

days / professional development budget]. Would any of those be possible to discuss?"



Script 3: Responding to "What Are Your Salary Expectations?" (Before an Offer)

"Based on my research into this role and its scope, and my [X] years of relevant experience, I am 

targeting a range of $[low end] to $[high end]. I'm flexible and open to discussing the full 

compensation package. What's the budgeted range for this position?"

 PRO TIP: Always Negotiate in the Range, Not a Single Number💡

Give a salary range with your target number at the low end, not the middle. If you want $70,000, 

say you are targeting $70,000–$80,000. This positions you to negotiate upward, not just defend a 

single number.

How to Ask for More Time to Decide

Script: Asking for Time to Consider an Offer

"Thank you so much — I am genuinely thrilled about this opportunity. This is an important 

decision, and I want to give it the consideration it deserves. Would it be possible to have until 

[specific date — ideally 3–5 business days] to review the offer and get back to you with my 

decision?"

This is always a reasonable request and virtually always granted. Never let pressure (real or perceived) 

rush you into a hasty decision.

How to Accept a Job Offer Professionally



Email Template: Accepting a Job Offer

SUBJECT: Job Offer Acceptance — [Your Name]

Dear [Hiring Manager's Name],

I am writing to formally and enthusiastically accept the offer for the [Job Title] position at 

[Company]. Thank you for this opportunity — I am genuinely excited about joining the team and 

contributing to [specific team goal or company initiative].

As we discussed, my start date will be [date], and I am looking forward to all the details of 

onboarding. Please let me know if there is anything you need from me in the meantime.

Thank you again for your confidence in me. I cannot wait to get started.

Warmly,

[Your Name]

How to Decline a Job Offer Gracefully

Email Template: Declining a Job Offer

SUBJECT: [Job Title] Offer — [Your Name]

Dear [Hiring Manager's Name],

Thank you sincerely for offering me the [Job Title] position at [Company]. After careful 

consideration, I have decided to respectfully decline the offer. This was not an easy decision — I 

have great respect for the team and the work you are doing.

I hope our paths cross again in the future, and I wish you and your team continued success.

With gratitude and respect,

[Your Name]



 NEVER BURN A BRIDGE⚠

Always decline offers professionally and graciously. Industries and professional networks are 

smaller than you think. The hiring manager you decline today may be your future employer, client, 

or reference. Leave every interaction on a positive note.

 CHAPTER 10 KEY TAKEAWAYS★

•  Read every offer letter carefully before signing — understand every element.

•  Total compensation includes health, retirement, PTO, flexibility, and development 

opportunities.

•  Negotiation is expected — the first offer is rarely the best offer.

•  Research salary data before negotiating so your request is grounded in market reality.

•  Use clear, professional scripts to negotiate — confidence is key.

•  Always ask for time to decide. It is both reasonable and expected.

•  Accept and decline offers in writing, warmly and professionally.

C h a p t e r  E l e v e n

Your First 90 Days on the Job

"The beginning is the most important part of the work."



— Plato

The Importance of a Strong Start

Research consistently shows that the impressions you make in your first 90 days on a new job have a 

lasting impact on your career trajectory at that organization. The way you show up in those early weeks 

— your reliability, your attitude, your learning speed, your relationship-building — creates a reputation 

that can take years to reverse if it starts on the wrong foot, or can accelerate your growth dramatically if 

it starts on the right one.

Your first 90 days is not the time to coast. It is not the time to wait for instructions. It is the time to listen 

deeply, contribute meaningfully, and demonstrate exactly why the hiring manager made the right 

decision.

First-Day Survival Guide

● Arrive early — but not too early. 10–15 minutes before your scheduled start is ideal.

● Dress slightly more formally than you think is necessary until you have a clear read on the 

culture.

● Introduce yourself proactively to everyone you encounter — receptionist, office neighbors, 

people in the break room. First impressions are formed by everyone, not just your manager.

● Listen more than you speak. Your first day is about absorbing, not demonstrating. Ask good 

questions and take thorough notes.

● Learn names quickly. Repeat people's names when you meet them. Write them down 

immediately after. People notice when you remember their name.

● Bring what you need — a notepad, your IDs for I-9 purposes, lunch (or enough cash for 

unexpected costs), and a fully charged phone.

● Do not share strong opinions on the first day. You don't yet know the full context of anything 

you observe.



● Thank your manager at the end of the day for the warm welcome and express your genuine 

excitement about being there.

The 30-60-90 Day Plan

A 30-60-90 day plan is a structured framework that outlines your goals and focus areas for your first 

three months. Many employers will ask for this — others will not. Either way, building one for yourself 

demonstrates strategic thinking and commitment to excellence.

Period Primary Focus Key Actions

First 30 Days Learn and Listen Complete all onboarding tasks. 
Meet with every key 
stakeholder. Learn the tools, 
systems, and processes. 
Observe the team dynamics 
and culture. Ask clarifying 
questions. Avoid suggesting 
major changes yet.

Days 31–60 Contribute and Connect Begin making meaningful 
contributions to projects. 
Establish yourself as reliable 
and responsive. Start building 
relationships beyond your 
immediate team. Identify quick 
wins — areas where you can 
make a visible, positive 
difference.

Days 61–90 Lead and Deliver Take ownership of specific 
responsibilities. Begin 
proposing improvements 
based on what you have 
learned. Have a check-in with 
your manager about how 
things are going. Set goals for 
the next quarter. Position 
yourself as a valued team 
member.



Building Relationships With Your Team and Manager

In a new job, your relationships are your infrastructure. The work you do is important — but the 

relationships you build determine how much support, opportunity, and visibility you receive to do that 

work well.

● Schedule 1:1 meetings with your direct manager early. This is your most important relationship 

at work — invest in it intentionally from day one.

● Ask good questions. "What does success in this role look like to you?" "What should I know 

about how this team works best?" "Are there any common challenges I should be aware of?"

● Be genuinely curious about your colleagues — their roles, their history, what they're working 

on. People remember those who show interest in them.

● Be helpful without being a pushover. Offer to assist, share resources, and collaborate. But also 

maintain appropriate boundaries around your capacity.

● Follow through on everything. Nothing builds trust faster in a new environment than being 

someone who does what they say they will do.

Managing Expectations and Communicating Proactively

One of the most common new-job mistakes is failing to communicate proactively. If you are stuck, say 

so early. If a deadline is at risk, give your manager advance notice. If you need clarification, ask — never 

assume. Proactive communication demonstrates maturity and prevents small problems from becoming 

large ones.

 PRO TIP: The Weekly Check-In Email💡

In your first 90 days, consider sending your manager a brief weekly email every Friday that covers: 

(1) What you accomplished this week, (2) What you are working on next week, and (3) Any 

questions or things you need their input on. This builds visibility, demonstrates accountability, and 

keeps communication flowing proactively.



How to Handle Feedback and Constructive Criticism

In a new job, feedback is a gift — even when it stings. Your first performance feedback is an opportunity 

to demonstrate the growth mindset from Chapter 1. Here is how to receive it well:

● Listen fully before responding. Do not get defensive.

● Thank the person for the feedback, genuinely.

● Ask clarifying questions to make sure you fully understand the concern.

● Commit to a specific action — "I will work on [X] and check back with you in two weeks."

● Follow through on your commitment. This transforms feedback from a moment of discomfort 

into evidence of your professionalism.

Learning the Unwritten Rules of a New Workplace

Every organization has a formal culture (what is on the website and in the employee handbook) and an 

informal culture (how things actually work). The informal culture — the unwritten rules — is often what 

determines success or struggle in a new environment.

Observe carefully in your first 30 days:

● When do people arrive and leave? What is the actual norm vs. stated hours?

● How formal or informal is communication — email, chat, in-person?

● Who holds influence, regardless of their title?

● How are meetings run? Is it okay to push back? How?

● What is valued and rewarded here, really?

● What topics are politically sensitive?

● How do people socialize — lunches, team events, happy hours?

 CHAPTER 11 KEY TAKEAWAYS★

•  The first 90 days create a reputation that has lasting impact — show up with intention.



•  The first 30 days are for listening and learning, not changing things.

•  A 30-60-90 day plan demonstrates strategic thinking and commitment.

•  Your relationship with your manager is the most important professional relationship to invest 

in from day one.

•  Proactive communication builds trust and prevents problems.

•  Receive feedback with gratitude, follow through with action.

•  Learn the unwritten rules — they govern far more than the written ones.

C h a p t e r  T w e l v e

Building a Long-Term Career

"Success is not a destination; it's a direction."

— Noah Sanders

The Difference Between a Job and a Career

A job is a specific position you hold at a specific time. A career is the arc of professional growth, skill 

development, and purposeful progression that unfolds over years and decades. A job is where you are. 

A career is where you are going — and how intentionally you get there.

Many people spend their entire working lives moving from job to job reactively — taking whatever is 

available, whatever pays more, whatever offers escape from the current situation. The result is often 



professional fragmentation: a resume that tells no coherent story and a career that has gone nowhere 

intentional.

Building a long-term career requires something different: intentionality, vision, and the willingness to 

invest in yourself even when no one is requiring you to.

Career Planning: Short-Term and Long-Term Goals

Effective career planning operates on two horizons simultaneously:

Short-Term Goals (1–2 years): What do you want to accomplish in your current role? What skills do you 

want to develop? What accomplishments do you want to have on your resume?

Long-Term Goals (3–10 years): Where do you want to be professionally in five years? Ten years? What 

title, what type of organization, what scope of impact? What do you want your career to have meant?

 PRO TIP: Write Your Goals Down💡

Studies consistently show that people who write down their goals are significantly more likely to 

achieve them than those who don't. Write your short and long-term career goals. Review them 

quarterly. Update them when your vision changes. Treat them like a living document — not a wish 

list.

Continuing Education and Professional Development

The most successful professionals never stop learning. In a world where industries evolve, technologies 

change, and job requirements shift constantly, continuous learning is not optional — it is a survival skill.

Free and Low-Cost Learning Resources:

● Coursera (coursera.org) — University-level courses and certificates from top institutions; many 

free to audit

● Google Career Certificates (grow.google/certificates) — Industry-recognized certificates in tech, 

UX, data, project management, and more



● LinkedIn Learning (linkedin.com/learning) — Professional development courses in hundreds of 

topics

● edX (edx.org) — University courses from MIT, Harvard, and others; free to audit

● Khan Academy (khanacademy.org) — Free foundational education in math, science, computing, 

and more

● YouTube — An underrated professional development resource; search for any skill and find 

expert tutorials

● Public Libraries — Most offer free access to LinkedIn Learning and other digital learning 

platforms with a library card

Mentorship: Finding a Mentor and Being One

A mentor is someone who has walked further down the road you are on and is willing to share what 

they have learned. Having a good mentor can accelerate your career development dramatically — they 

can help you avoid costly mistakes, open doors, provide honest feedback, and expand your network.

How to Find a Mentor

● Look within your current organization — senior colleagues, managers, leaders in other 

departments

● Reach out through LinkedIn or professional associations

● Join formal mentoring programs through nonprofits, alumni associations, or industry groups

● Attend industry events and follow up with people who inspire you

How to Be a Good Mentee

● Come prepared to every conversation with specific questions and updates

● Follow through on their advice (or be honest about why you didn't)

● Respect their time — keep meetings focused and on schedule

● Express genuine gratitude for their investment in you

● Update them on your progress — they want to see how you're growing



Being a Mentor

As you gain experience, becoming a mentor is one of the most powerful things you can do — both for 

others and for yourself. Teaching what you know deepens your own understanding, builds your 

leadership reputation, and creates meaningful connections. You do not have to be a senior executive to 

mentor someone. If you are even one step further along than someone else, you have value to offer 

them.

Performance Reviews: How to Prepare and Advocate for Yourself

Performance reviews should never be surprises — and if you have been communicating proactively with 

your manager throughout the year, they won't be. But preparation still matters significantly:

● Track your accomplishments year-round. Keep a running document of your wins, metrics, 

projects, and positive feedback. Don't rely on your memory when review time comes.

● Prepare your self-evaluation thoughtfully. Describe your accomplishments with specific 

evidence. Quantify wherever possible.

● Be honest about growth areas. Acknowledge where you fell short and what you are doing 

about it. Self-awareness is a sign of maturity.

● Come with ask. Know what you want from the review — a raise, a promotion, expanded 

responsibilities, or simply clarity about what success looks like in the year ahead.

When to Ask for a Promotion or Raise

Waiting to be noticed is not a career strategy. If you believe you deserve a raise or promotion, you need 

to make the case for it clearly and proactively.

When to ask:

● During or just before your annual performance review

● When you have taken on significantly more responsibility

● When you have achieved a major, visible accomplishment

● When the market rate for your role has significantly increased



● When your tenure and performance clearly exceed your current compensation

How to ask: Request a dedicated meeting (not a casual conversation). Come with documented evidence 

of your accomplishments. Research the market rate. Make a direct, confident ask for a specific amount 

or title. Be prepared to discuss and negotiate.

Career Pivots: How to Change Industries Strategically

Changing industries is more possible than most people believe — but it requires strategy, patience, and 

investment. The key steps:

63. Identify your transferable skills (back to Chapter 2) and how they apply in the target industry

64.Get educated about the new field — read, listen to podcasts, follow industry publications

65.Build credentials through courses, certificates, volunteer work, or side projects

66.Network into the industry through informational interviews and LinkedIn connections

67.Look for bridge roles — positions that are closer to your new target than your current field

68.Be patient and persistent. Most successful career pivots take 1–3 years of intentional effort

Knowing When It's Time to Move On

Not every job is meant to be forever. It is important to know the difference between normal workplace 

challenges (that can be addressed) and genuine signs that a job is no longer serving your growth.

Signs it may be time to move on:

● You have stopped learning and growing

● Your values are fundamentally misaligned with the organization's direction

● Your compensation significantly lags the market with no path to correction

● Toxic culture or leadership that is affecting your health or well-being

● There is no path to advancement in sight

● The role no longer aligns with your long-term goals



If any of these apply, begin your job search strategically — while still employed. It is far easier to find a 

new job when you already have one. Do not resign without something lined up unless the situation is 

genuinely untenable for your health and well-being.

 CHAPTER 12 KEY TAKEAWAYS★

•  A career is an intentional arc of growth — not just a series of jobs.

•  Write down and regularly review your short and long-term career goals.

•  Continuous learning is a career survival skill, not optional.

•  Mentorship accelerates growth — seek it out, and give it back.

•  Track your accomplishments year-round and advocate for yourself at review time.

•  Career pivots are possible with patience, strategy, and investment in your transferable skills.

•  Know the signs that it's time to move on — and search while still employed.

C h a p t e r  T h i r t e e n

Special Situations & Unique Job Seekers

"What makes you different makes you valuable."

— Noah Sanders

Every job seeker's situation is unique. This chapter addresses specific circumstances that require tailored 

strategies and awareness of special considerations. If you see yourself in one of these sections, read it 



knowing that your situation does not disqualify you from career success — it simply means you may 

need to approach certain aspects of your search differently, and you deserve to know how.

Job Searching With a Criminal Record

Having a criminal record is a genuine challenge in the job market — but it is not a permanent barrier. 

Millions of people with records are employed across every industry, and laws and employer attitudes 

are evolving.

Know Your Rights

● Ban the Box laws: Many states and cities have enacted "ban the box" legislation that prohibits 

employers from asking about criminal history on initial job applications. Know whether your 

state has these protections (as of 2026, over 35 states have some version of ban-the-box 

legislation).

● EEOC Guidelines: The Equal Employment Opportunity Commission (EEOC) has issued guidance 

stating that blanket exclusions of people with records may constitute discrimination. Employers 

are generally required to consider the nature of the offense, how long ago it occurred, and how 

it relates to the job.

● Record Expungement: Depending on your state and the nature of your record, you may be 

eligible to have certain offenses expunged (removed) or sealed. Contact your state's public 

defender's office, legal aid, or organizations like the Reentry Council for information.

Where to Start Your Job Search

● Fair Chance employers — Many companies have explicitly committed to "fair chance hiring" 

(also called "second chance hiring"). Search "fair chance employers" on Indeed and LinkedIn.

● Federal Bonding Program (bonds4jobs.com) — Provides fidelity bonds at no cost to employers 

who hire people with records; reduces employer risk and makes you a less risky hire

● Work Opportunity Tax Credit (WOTC) — Employers receive a tax credit for hiring individuals 

with records; use this as a conversation point

● Nonprofit reentry organizations — Organizations like Chrysalis, Televerde Foundation, and local 

workforce development agencies specialize in placing individuals with records



How to Address It in Interviews

If asked about your record, be brief, honest, and forward-looking. Do not volunteer more detail than 

necessary, and do not be defensive. Frame it as a chapter that is behind you and position the growth, 

skills, and resilience you have developed since.

 EXAMPLE: Addressing a Record in an Interview✓

"Yes, I do have a [type of offense] from [year]. I take full responsibility for that chapter of my life. 

Since then, I have [specific positive actions — completed a certification, volunteered, held steady 

employment]. I am committed to bringing integrity and strong work ethic to every opportunity, 

and I am confident that my recent track record demonstrates that."

Job Searching With a Disability — Know Your Rights (ADA Overview)

The Americans with Disabilities Act (ADA) is one of the most important pieces of civil rights legislation 

for job seekers and employees with disabilities. Here is what you need to know:

● The ADA prohibits discrimination against qualified individuals with disabilities in hiring, 

promotion, pay, and all other terms of employment at companies with 15 or more employees

● Employers are required to provide reasonable accommodations — adjustments to the work 

environment or job requirements — unless doing so causes undue hardship to the employer

● You are not required to disclose your disability during the application process or before a job 

offer is made

● You can request accommodations at any time during employment

● Employers can only ask about your ability to perform specific job functions — not about your 

disability or medical history prior to making a job offer

Practical Tips

● Focus your resume and interviews on your qualifications and accomplishments — not your 

disability



● Decide strategically when and whether to disclose — you are under no obligation to disclose 

before receiving an offer

● Use the Job Accommodation Network (askjan.org) — a free consulting service from the U.S. 

Department of Labor offering guidance on workplace accommodations

● Connect with Vocational Rehabilitation (VR) services in your state — they offer free career 

counseling, job placement support, and assistive technology to eligible individuals

● Seek employers who have made explicit commitments to disability inclusion (Disability:IN at 

disabilityin.org maintains a list)

Returning to Work After Caregiving or Medical Leave

Caregiving and medical leave — whether planned or not — are among the most common career 

interruptions. And the good news: employers are increasingly aware that these gaps are a reality of life, 

not red flags.

● Name the gap honestly. You do not need to overshare personal details. "I took time away from 

work to care for a family member" or "I took a leave of absence to address a health matter that 

is now fully resolved" are complete, professional answers.

● Emphasize your skills maintenance. Did you take any courses, do any volunteer work, or keep 

any professional skills active during your leave? Highlight these.

● Consider returnship programs. Many large employers now offer structured returnship programs 

specifically for people re-entering after a career break. Companies like Amazon, Goldman Sachs, 

and IBM have run notable programs. Search "returnship programs [your field]" for 

opportunities.

● Use your network. The people who know you professionally are your fastest path back into the 

workforce.

Veterans and Military Spouses: Translating Military Experience

Veterans bring extraordinary skills to civilian workplaces — leadership under pressure, logistics 

expertise, mission-driven work ethic, team cohesion, and technical training that is often unmatched. The 



challenge is translation: civilian employers may not immediately recognize the value of military titles and 

jargon.

Translating Military Experience

Military Term Civilian Translation

Non-Commissioned Officer (NCO) Team Leader / Front-Line Supervisor

Operations Sergeant Operations Manager / Operations Coordinator

Supply Sergeant Logistics Manager / Inventory Manager

Military Occupational Specialty (MOS) Professional Specialty / Job Function

After-Action Review (AAR) Performance Debrief / Process Improvement 
Review

Battle Rhythm Operational Cadence / Meeting Rhythm

Resources for Veterans

● American Job Center (careeronestop.org) — Free career services including veteran-specific 

support

● Hire Heroes USA (hireheroesusa.org) — Free career coaching, resume assistance, and job 

search support for veterans and military spouses

● VetJobs (vetjobs.com) — Job board focused exclusively on veteran-friendly employers

● Soldier for Life (sfl.army.mil) — Army transition assistance program

● Skillbridge (skillbridge.osd.mil) — DoD program allowing transitioning service members to do 

civilian internships during their last months of service

Recent Graduates With Little Experience

Having little work experience does not mean having nothing to offer. It means you need to be strategic 

about presenting what you do have:

● Lead with your degree and GPA (if strong) — education carries more weight early in a career

● Highlight internships, projects, and course work that demonstrate relevant skills



● Include campus leadership, clubs, and activities — these demonstrate soft skills and initiative

● Use your network. Alumni from your school are often among the most accessible networking 

contacts — they remember being in your position

● Consider entry-level certifications (Google Career Certificates, CompTIA, AWS) to build 

credentials quickly

● Apply for rotational programs — many large companies offer formal programs designed 

specifically for recent graduates

Older Workers and Age Discrimination

The Age Discrimination in Employment Act (ADEA) prohibits discrimination against workers 40 years of 

age and older. Despite this, age bias — subtle and overt — exists. Here are strategies to minimize its 

impact:

● Modernize your resume. Remove graduation years for degrees received 20+ years ago. Only go 

back 10–15 years in your work history. Use a current, clean formatting style.

● Update your tech skills. If there are current tools or platforms common in your field that you 

have not used, invest time in learning them and adding them to your resume.

● Emphasize currency, not tenure. Focus on what you are doing and learning now, not just your 

long history.

● Be aware of your LinkedIn and digital presence — ensure your profile looks current and active.

● Network strongly. Older workers often have deep, extensive networks that are an enormous 

job-search asset. Use them.

● Target employers known for valuing experience. Some industries — healthcare, financial 

services, government, and nonprofits — particularly value seasoned professionals.

Immigrants and Non-Native English Speakers

If English is not your first language, the job search may feel more challenging — but your multilingual 

background is a genuine asset in many workplaces. Here are key strategies:



● Highlight your language skills prominently — many employers actively seek multilingual 

candidates, especially for customer-facing roles

● Research credential recognition. If you hold professional credentials from another country, 

research whether they are recognized in the U.S. or whether equivalency processes exist 

(especially important for healthcare, engineering, and education)

● Seek immigrant-serving workforce organizations in your community — many offer free resume 

help, English language support, and job placement services

● Lean on your community network. Ethnic community organizations, faith communities, and 

cultural associations are often powerful job-search networks

● Practice English communication in professional settings — informational interviews are 

excellent low-pressure practice environments

People in Recovery

Recovery is one of the most demanding and courageous journeys a person can undertake — and the 

skills developed through recovery (honesty, accountability, commitment, community) are genuinely 

valuable in the workplace. Key strategies for job seekers in recovery:

● You are not obligated to disclose your recovery status to an employer

● Seek employers who have explicit wellness and EAP (Employee Assistance Program) benefits — 

these often include support for ongoing recovery

● Consider whether your recovery experience could be professionally applicable — peer support, 

counseling, social work, and community health roles are growing fields

● Connect with recovery community organizations that offer employment support

● If a gap exists due to addiction or treatment, use the framing guidance from Chapter 2 to 

address it forward-lookingly

Single Parents and Those With Complex Schedules

● Be upfront about your scheduling needs — but at the right moment (during offer negotiation, 

not in early interviews)



● Research companies known for family-friendly policies — flexible schedules, remote options, 

generous parental leave

● Explore childcare resources: Head Start, Child Care and Development Fund (CCDF), and local 

nonprofit childcare assistance programs

● Consider roles with schedule predictability — some industries (healthcare, retail) require odd 

hours, while others (tech, finance, education) offer more stable schedules

● Network with other parents in your field — they often have the most useful, real-world advice 

about which employers genuinely support family needs

Resources and Organizations That Can Help

Organization Who It Serves Website

American Job Centers All job seekers — free career 
services, resume help, training

careeronestop.org

Hire Heroes USA Veterans and military spouses hireheroesusa.org

Job Accommodation Network Workers and job seekers with 
disabilities

askjan.org

Reentry Council (local 
chapters)

People with criminal records Varies by location

Chrysalis People experiencing 
homelessness, re-entry, 
poverty

changelives.org

SCORE Entrepreneurs and small 
business owners

score.org

National Urban League African Americans and 
underserved communities

nul.org

Dress for Success Women entering or re-entering 
the workforce

dressforsuccess.org

Goodwill Career Centers All job seekers — free job 
search and training support

goodwill.org

AARP Foundation Workers 50 and older aarp.org/work



 CHAPTER 13 KEY TAKEAWAYS★

•  Your situation — whatever it is — does not disqualify you from career success. It requires a 

tailored approach.

•  Know your legal rights: ADA, ADEA, EEOC, Ban the Box — these protections exist for you.

•  Veterans have exceptional transferable skills; the key is translation into civilian language.

•  Recent graduates should leverage education, projects, campus activities, and alumni 

networks.

•  Gaps in employment can and should be framed forward-lookingly and honestly.

•  Free resources and organizations exist to support every unique job seeker situation.

B a c k  M a t t e r

Quick-Reference Tools & Resources

Quick-Reference Checklists

Resume Checklist

● Contact info is complete and professional (name, city/state, email, phone, LinkedIn)

● Email address is professional (firstname.lastname format)

● LinkedIn URL is included and customized

● Professional summary or objective is tailored to the target role



● Work experience is listed in reverse chronological order

● Every job has the correct title, company name, location, and dates

● Bullet points lead with strong action verbs

● Bullet points include specific, quantified accomplishments (not just duties)

● Education section is complete with degree, institution, and graduation year

● Skills section reflects the keywords from the target job posting

● Certifications and licenses are listed with issuing body and dates

● Resume is tailored with keywords from this specific job posting

● Resume length is appropriate (1 page entry-level; 2 pages experienced)

● No graphics, columns, photos, or unusual fonts

● ATS-friendly formatting (simple layout, standard headers)

● Spell-checked and grammar-checked — zero errors

● Saved in correct file format (DOCX or PDF per job posting)

● Tested with an ATS tool (e.g., Jobscan)

● A trusted person has reviewed the final version

Cover Letter Checklist

● Addressed to a specific person (not "To Whom It May Concern")

● Opening paragraph does NOT start with "I am writing to apply..."

● Opening paragraph creates a genuine, compelling hook

● Body paragraph(s) connect specific accomplishments to the employer's needs

● The company's name, job title, and relevant details are correct and specific

● Closing paragraph includes a clear call to action

● Length is no more than 3/4 of a page

● Tone is warm, confident, and professional

● No negative comments about current or previous employers



● Spell-checked and grammar-checked — zero errors

● Matches the formatting style and font of your resume

Interview Checklist

● I have thoroughly researched the company (mission, news, culture, products/services)

● I have researched my interviewer(s) on LinkedIn

● I have re-read the job description multiple times and know it inside and out

● I have prepared my top 5 STAR method stories

● I have practiced answers to the most common questions out loud

● I have prepared 10+ questions to ask the interviewer

● I know my target salary range and how I will respond to salary questions

● I have laid out (or prepared) my interview attire

● I have confirmed the interview time, location, and format

● I have printed extra copies of my resume

● For virtual interviews: camera, mic, background, and connection are tested

● I have planned to arrive / log in 10–15 minutes early

● I have a thank-you email drafted and ready to send within 24 hours

First-Day Checklist

● I have my government-issued ID(s) for I-9 verification

● I know exactly where I am going and how long it will take

● I have appropriate attire prepared (slightly overdressed is fine)

● I have a notebook and pen for taking notes

● I have contact information for my manager or HR contact

● I have eaten breakfast and prepared for a full day

● I have reviewed my offer letter to confirm my start time and location



● I have planned to introduce myself to everyone I meet

● I have set an intention: Listen, observe, and absorb more than I speak

● I have planned to thank my manager at the end of the day

Master Action Verb List

Leadership & Management

Accelerated, Championed, Coached, Cultivated, Directed, Empowered, Executed, Facilitated, Founded, Governed, 

Guided, Headed, Influenced, Inspired, Led, Managed, Mentored, Mobilized, Motivated, Orchestrated, Oversaw, 

Pioneered, Prioritized, Recruited, Spearheaded, Steered, Streamlined, Supervised, United, Unified

Communication & Collaboration

Addressed, Advocated, Authored, Briefed, Collaborated, Communicated, Consulted, Corresponded, Delivered, 

Drafted, Educated, Facilitated, Informed, Liaised, Mediated, Negotiated, Presented, Persuaded, Publicized, Trained, 

Translated, Wrote

Analysis & Problem-Solving

Analyzed, Assessed, Audited, Benchmarked, Calculated, Determined, Diagnosed, Evaluated, Examined, Forecasted, 

Identified, Investigated, Mapped, Measured, Modeled, Monitored, Prioritized, Projected, Researched, Resolved, 

Reviewed, Surveyed, Synthesized

Operations & Execution

Administered, Coordinated, Delivered, Deployed, Developed, Established, Executed, Implemented, Improved, 

Installed, Launched, Maintained, Managed, Operated, Organized, Processed, Produced, Scheduled, Secured, 

Standardized

Sales, Growth & Customer Success

Acquired, Closed, Converted, Cultivated, Developed, Drove, Earned, Expanded, Generated, Grew, Increased, 

Maximized, Negotiated, Prospected, Retained, Scaled, Sold, Surpassed, Upsold

Finance & Data



Allocated, Analyzed, Audited, Budgeted, Calculated, Consolidated, Decreased, Eliminated, Forecasted, Managed, 

Maximized, Minimized, Monitored, Optimized, Reconciled, Reduced, Reported, Tracked

Creative & Innovation

Conceptualized, Crafted, Created, Designed, Developed, Envisioned, Founded, Generated, Innovated, Launched, 

Overhauled, Produced, Redesigned, Reimagined, Revamped, Shaped, Transformed

Technology & Engineering

Automated, Built, Coded, Configured, Debugged, Deployed, Designed, Developed, Engineered, Implemented, 

Installed, Integrated, Maintained, Migrated, Optimized, Programmed, Tested, Upgraded

50 Sample Bullet Points by Role Type

Administrative / Office Support

● Managed executive calendar for C-suite leader, coordinating 50+ weekly appointments across 6 

time zones with zero scheduling conflicts

● Processed 300+ invoices monthly with 99.8% accuracy, reducing accounts payable cycle time by 

30%

● Coordinated logistics for 15 annual company events including venue booking, catering, AV 

setup, and post-event reporting

● Implemented a new digital filing system that reduced document retrieval time from 15 minutes 

to under 2 minutes for a team of 12

● Drafted and edited executive correspondence, proposals, and reports with consistently high 

accuracy and professionalism

Customer Service

● Resolved an average of 60+ customer inquiries daily via phone, email, and chat with a 96% first-

contact resolution rate



● Maintained a customer satisfaction (CSAT) score of 4.8/5.0 over a 12-month period, ranked #1 

on a team of 18

● De-escalated complex customer complaints by applying active listening and empathy 

techniques, retaining 90% of at-risk accounts

● Trained 8 new customer service representatives on CRM systems and service protocols, 

reducing onboarding time by 2 weeks

● Identified and reported a recurring billing error affecting 400+ customer accounts, preventing an 

estimated $35,000 in chargebacks

Healthcare

● Provided direct patient care for 8–12 patients per shift in a high-acuity medical-surgical unit, 

maintaining accurate documentation in Epic EHR

● Administered medications, performed wound assessments, and coordinated discharge planning 

for diverse patient populations

● Achieved a 100% patient ID verification compliance rate over 18 months, contributing to zero 

medication administration errors

● Coordinated scheduling for 400+ patient appointments weekly, achieving a 94% on-time start 

rate and reducing wait times by 20%

● Assisted in developing a new fall-prevention protocol adopted unit-wide that reduced patient 

fall incidents by 35%

Sales & Business Development

● Exceeded annual sales quota by 127%, generating $2.4M in new business revenue in FY2025

● Prospected and closed 30+ new accounts per quarter through cold outreach, referrals, and 

LinkedIn networking

● Grew a territory from $800K to $1.6M in annual recurring revenue over 18 months through 

strategic account development

● Negotiated multi-year contracts with enterprise clients averaging $250K in annual contract value



● Maintained a pipeline of 80+ active opportunities with a 34% close rate, consistently 

outperforming team average of 21%

Technology / IT

● Developed and deployed a customer-facing web application serving 50,000+ monthly active 

users using Python, Django, and PostgreSQL

● Reduced system downtime by 42% by implementing a proactive monitoring and alerting 

framework using Datadog and PagerDuty

● Led migration of legacy on-premise infrastructure to AWS cloud environment, reducing hosting 

costs by $180,000 annually

● Resolved 95% of IT help desk tickets within SLA, supporting a 600-person organization across 4 

office locations

● Conducted quarterly cybersecurity vulnerability assessments, identifying and remediating 120+ 

critical risks over 2 years

Education / Training

● Designed and delivered differentiated instruction for 28 students across 4 learning levels, 

improving standardized test proficiency by 29%

● Developed an 8-module eLearning onboarding curriculum using Articulate Storyline that 

reduced new hire ramp time from 6 to 3.5 weeks

● Facilitated 40+ instructor-led training sessions annually for groups of 15–30 employees across 3 

regional locations

● Evaluated training effectiveness using pre/post assessments, achieving an average knowledge 

gain of 38% across all programs

● Mentored and coached 5 junior educators, 3 of whom earned "Highly Effective" ratings in their 

first formal evaluations



Logistics & Operations

● Managed inbound and outbound logistics for a warehouse processing 2,000+ units daily, 

maintaining a 99.4% order accuracy rate

● Reduced shipping costs by 18% by renegotiating carrier contracts and consolidating freight 

routes

● Implemented an inventory tracking system that eliminated $40,000 in annual shrinkage losses

● Coordinated cross-border supply chain operations across 6 countries, ensuring 97% on-time 

delivery performance

● Supervised a team of 25 warehouse associates across two shifts, achieving zero recordable 

safety incidents for 14 consecutive months

Human Resources

● Managed full-cycle recruiting for 150+ positions annually across engineering, operations, and 

corporate functions

● Reduced average time-to-fill from 58 days to 34 days by implementing a structured interview 

process and talent pipeline strategy

● Designed and launched an employee recognition program that increased engagement survey 

scores by 19 points over 12 months

● Investigated and resolved 30+ employee relations cases annually in compliance with EEOC and 

state employment law guidelines

● Conducted compensation benchmarking analysis across 200 roles, resulting in market-aligned 

salary adjustments for 85 employees

Finance & Accounting

● Prepared monthly financial statements and variance analysis reports for a $50M division, 

presented to executive leadership and board

● Reduced monthly close cycle from 10 business days to 6 by redesigning reconciliation workflows 

and eliminating redundant approval steps



● Identified $220,000 in cost-saving opportunities through detailed expense analysis and vendor 

contract review

● Managed accounts receivable for 300+ client accounts, reducing DSO (Days Sales Outstanding) 

from 48 to 31 days

● Supported external audit process with zero material findings for 3 consecutive fiscal years

Glossary of Career Terms

ATS (Applicant Tracking System): Software used by employers to collect, sort, and screen job 

applications before a human reviewer sees them.

Behavioral Interview: An interview technique in which questions ask about past experiences to predict 

future behavior, typically beginning with "Tell me about a time when..."

CAR Method (Challenge–Action–Result): A framework for writing resume bullet points that 

communicate impact rather than just responsibility.

Cover Letter: A professional letter submitted alongside a resume that introduces a candidate, explains 

their interest in a role, and highlights their most relevant qualifications.

CSAT (Customer Satisfaction Score): A metric used to measure customer satisfaction, often referenced 

on resumes for customer-facing roles.

Exempt vs. Non-Exempt: Under the Fair Labor Standards Act (FLSA), exempt employees are not entitled 

to overtime pay; non-exempt employees are. Know which classification applies to your offer.

Growth Mindset: The belief, articulated by Dr. Carol Dweck, that abilities and intelligence can be 

developed through dedication and hard work — in contrast to a fixed mindset.

Hard Skills: Specific, teachable, and measurable abilities, such as coding, data analysis, or operating 

specific equipment.



Hidden Job Market: The large portion of job openings — estimated at 50–80% — that are filled through 

internal referrals and networking rather than public postings.

Hybrid Work: A work arrangement in which an employee splits time between working remotely and 

working in a physical office location.

Imposter Syndrome: The psychological experience of feeling like a fraud despite evidence of 

competence; extremely common among high achievers and job seekers alike.

Informational Interview: A structured conversation in which a job seeker speaks with a professional in 

their target field to gather career insights — not to ask for a job.

Keywords: Specific words and phrases from a job description that an ATS searches for in resumes; often 

include job titles, required skills, and tools.

Mirror Method: A resume tailoring technique in which you use the same language and terminology 

from a job posting in your resume to improve ATS matching and relevance.

Networking: The intentional process of building and nurturing professional relationships for mutual 

benefit, career development, and job discovery.

Offer Letter: A formal written document from an employer detailing the terms and conditions of a job 

offer, including salary, title, start date, and benefits.

On-Site / In-Person: A work arrangement in which the employee is physically present at the employer's 

location for all or most of their working hours.

Professional Summary: A brief 2–4 sentence section at the top of a resume that captures the 

candidate's professional identity, key experience, and unique value.

Reasonable Accommodation: Under the ADA, a modification to the work environment or job duties that 

enables a qualified person with a disability to perform the essential functions of their job.

Referral: A recommendation made by a current employee or professional contact that introduces a job 

candidate to a hiring manager, often bypassing the ATS entirely.



Remote Work: A work arrangement in which the employee performs their job entirely outside of the 

employer's physical office, typically from home.

Resume: A professional document summarizing a candidate's work experience, education, skills, and 

accomplishments — designed to secure a job interview.

Returnship: A structured employment program designed specifically for professionals returning to the 

workforce after an extended career break.

Salary Range: A span between a minimum and maximum pay rate for a given role; used by both 

employers and candidates during compensation discussions.

Soft Skills: Interpersonal and behavioral qualities that affect how a person works and interacts with 

others, such as communication, adaptability, and emotional intelligence.

STAR Method (Situation–Task–Action–Result): A framework for answering behavioral interview 

questions with a structured, story-based response.

Tailored Resume: A version of your resume that has been specifically customized — with relevant 

keywords, reordered bullet points, and a targeted summary — for a single job application.

Transferable Skills: Abilities and qualities developed in one context (a job, volunteer role, or life 

experience) that can be applied effectively in a different role or industry.

Total Compensation: The full value of an employment package, including base salary, bonuses, health 

insurance, retirement contributions, PTO, and other benefits.

Value Proposition: A concise statement of the unique value a candidate brings to an employer — the 

answer to the question "Why should we hire you?"

Work Opportunity Tax Credit (WOTC): A federal tax credit available to employers who hire individuals 

from certain targeted groups, including veterans and people with records — a tool job seekers in these 

groups can reference to reduce employer hesitation.



Recommended Free Resources

Resource What It Offers Website

American Job Centers In-person career coaching, 
resume help, interview prep, 
job search assistance — 
completely free

careeronestop.org

O*NET Online Comprehensive career 
exploration database — search 
careers by skills, interests, or 
industry

onetonline.org

Google Career Certificates Industry-recognized certificates 
in tech, data, UX, project 
management — often 
completable in under 6 months

grow.google/certificates

Coursera University-level courses and 
certificates — many free to 
audit

coursera.org

Jobscan ATS resume scoring tool — 
compares your resume against 
job descriptions and identifies 
keyword gaps

jobscan.co

Bureau of Labor Statistics — 
OES

Free, authoritative salary and 
employment data by 
occupation and location

bls.gov/oes

Glassdoor Company reviews, salary data, 
interview questions submitted 
by real employees and 
candidates

glassdoor.com

Khan Academy Free foundational education in 
math, writing, computing, 
finance, and more

khanacademy.org

LinkedIn Learning Professional development 
courses — free access available 
through most public library 
systems

linkedin.com/learning

My Next Move Simple interest profiler that 
suggests careers based on your 

mynextmove.org



Resource What It Offers Website

interests and strengths

Hire Heroes USA Free career coaching, resume 
help, and job placement for 
veterans and military spouses

hireheroesusa.org

Job Accommodation Network Free consulting on workplace 
accommodations for 
individuals with disabilities

askjan.org

Goodwill Career Centers Free job search support, 
resume assistance, and skills 
training at locations 
nationwide

goodwill.org

Dress for Success Professional attire and career 
resources for women entering 
or re-entering the workforce

dressforsuccess.org

Noah Sanders Advocacy Free career resources, guides, 
tools, and community support 
for all job seekers

noahsandersadvocacy.com

About Noah Sanders Advocacy

Noah Sanders Advocacy is a mission-driven organization built on a single, unshakeable belief: 

every person — regardless of background, education, history, or circumstance — deserves 

access to the knowledge and tools needed to build a career they are proud of.

We exist to close the information gap that keeps talented, hardworking individuals from 

reaching their potential. Through free publications like this book, community workshops, online 

resources, and direct advocacy, we work to level the playing field — one job seeker at a time.

Our resources are designed with the full spectrum of the job-seeking public in mind: first-time 

job seekers and seasoned professionals, veterans and immigrants, people with disabilities and 

people with records, parents returning from caregiving and executives navigating career pivots. 



We see you all — and we are committed to serving you all.

Our programs and resources include:

•  Free career guides, workbooks, and templates (including this book)

•  Community job search workshops and seminars

•  Online career education resources

•  Advocacy for fair hiring practices and equitable workplace policies

•  Partnerships with employers committed to diverse and inclusive hiring

All resources are available free of charge. Share this book freely. Print it. Pass it on. Post about 

it. The more people who have access to these tools, the stronger our communities become.

Website: noahsandersadvocacy.com  |  All rights to share and distribute freely with 

attribution.

F i n a l  W o r d s

From Noah Sanders — A Closing Message to You

You made it to the end of this book.

That alone tells me something important about you: you are someone who finishes what they start. 

Someone who invests in themselves. Someone who, even when the job search feels overwhelming or 

discouraging, keeps showing up and keeps learning. That quality — that persistence — is more valuable 

than any certification, more impressive than any title, and more predictive of your success than almost 

anything else.



I want to leave you with a few truths that I hope you carry with you long after you have closed these 

pages:

You are not your resume. Your resume is a tool — a carefully crafted marketing document. It is not your 

worth, your intelligence, or your potential. It is a door-opener. What happens once that door opens is all 

you.

Rejection is redirection. Every "no" in a job search is simply the universe steering you toward the "yes" 

that is actually meant for you. The hiring manager who passed on you may have done you the greatest 

favor of your career. Stay open. Keep going.

Your story is not a liability. The gaps, the detours, the non-linear path — these are not weaknesses to 

be ashamed of. They are chapters of a story that has made you uniquely capable, deeply resilient, and 

genuinely interesting as a human being. Learn to tell that story with confidence.

This process is temporary. The job search feels endless when you are in the middle of it. I promise you, 

it is not. Every single day that you show up, apply thoughtfully, network authentically, and keep 

improving your materials is a day that brings you closer to the right opportunity. It will come.

You deserve good work. Not just any job that will take you — but work that respects you, compensates 

you fairly, uses your talents, and allows you to grow. Do not settle for less out of fear. Use this book to 

position yourself for what you actually deserve.

And when you land that job — when you get that offer, sign that letter, and walk through those doors 

on your first day — I want you to remember this moment. Remember how hard you worked to get 

there. And then, when you are ready, reach back and help someone else get there too. That is how we 

build communities that work for everyone.

The title of this book is Success Is Yours — and I chose those words deliberately. Not "Success Could Be 

Yours" or "Success Is Possible." Success Is Yours. It is already in your possession. This book is simply the 

map to claim it.

Now go get what is yours.

With belief, with pride, and with every ounce of hope I have —



Noah Sanders

 Founder, Noah Sanders Advocacy

 noahsandersadvocacy.com

SUCCESS IS YOURS: How To Write Resumes, Get The Job & Career

 By Noah Sanders | Noah Sanders Advocacy

 noahsandersadvocacy.com

 © Noah Sanders Advocacy — Free to share and distribute with attribution.

 All commercial reproduction rights reserved.

 First Edition, 2026


