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Best Practices of Successful Job Search 
 

Ten qualities of successful job searchers: 

1. Know what they want and what they have to offer 

2. Assess themselves honestly 

3. Prepare good written material 

4. Develop and execute a plan for progress with tracking and follow-up 

5. Network everywhere 

6. Show a genuine interest in everyone they meet 

7. Understand networking is about connection and reciprocity 

8. Interview successfully 

9. Negotiate desirable employment terms 

10. Have strategies to deal with the ups and downs of their transition 
 

 
What can undermine progress? 

Some common hazards to managing a job search are: 

• Unclear about their career focus 

• Ineffective research to know important hiring criteria 

• Insufficient time and skill developing relationships 

• Poor or no organization and contact tracking system 

• Lack of follow-up, follow-through 

• Focused on what others can do for them rather than mutuality of connection and service 
  

 
Questions to explore in this workshop: 

Is my resume an effective marketing communication? Does it 

convey my career focus, my qualifications and experience in a way 

that others value and can speak to? 

 

What will differentiate me from other candidates? 
 

How can my resume serve in an interview? What successes 

(C.A.R.s) will I highlight in past positions to evidence my capabilities 

and serve my career direction? 
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Writing and Practice 
 

Once you’ve identified your career direction, you will begin to create marketing 

materials based upon the alignment of your knowledge, skills, strengths and 

experience. Writing and practice is an opportunity to ensure that you are well 

positioned on paper, during phone conversations and in-person. Listed below are 

action steps clients may take in the Writing and Practice Stage. 

 
Step 1:   Create Your Resume 

• Confirm career focus/next best job 

• Complete the Activities to Results Worksheet for every position held 

• Partner with CTC coach to ensure key accomplishments are results-focused 
statements 

• Select a resume format that is the best fit There are several examples 

given in the materials and available in the library but the best is perhaps 

to see what format is most widely used in the particular field 

• Finalize resume and solicit feedback 

 
Step 2:   Create Supplemental Marketing Materials 

• Create a cover letter 

• Create a personal bio and/or business card size personal bio 

• Select the type of thank-you (handwritten, email, US mail) to send to 

prospective employers, connectors and individuals from informational 

interviews and create a script that can be customized accordingly 

 
Step 3:   Enhance Communication and Presentation Skills 

• Create a clear and concise value statement introduction using the value 

statement worksheet in the Building Skills Networking workshop 

• Solicit feedback and practice your value statement intro at least ten times 

• Sign-up for video mock interview at CTC 

• Ensure you have an appropriate wardrobe for informational meetings and 
interviews 

 
 

SESSION TWO:  Presenting Your Best Self in Writing | Resume | Cover Letters | Communications      4



 

The Purposes of a Resume 
 

Your resume serves many purposes. It is a written communication that uses 

your past experience and accomplishments to position you for future 

opportunity. 

 
Resume as Sales Brochure 

Your resume doesn’t get you the job. It can get you an interview and can help 

guide an interview but it is not an effective substitute for marketing yourself in 

person. A resume cannot and should not tell everything about you. It can serve 

as an effective direct marketing piece or a presentation outline, helping you 

direct an interviewer’s attention to key points of distinction that position you for a 

particular opportunity. 

 
At CTC, we feel like the process of creating your own resume is critical to self-

discovery, positioning and determining content that best supports your outreach. 

No one has your answers or can determine your career path better than you! The 

work involved in putting together your resume is well worth your investment of 

time, attention and effort. 
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A Results-Focused Resume 



 

 

A quick glance at a resume determines whether a candidate is worthy of further 

evaluation and an interview. The language in a resume should speak to the hiring 

managers/professionals, human resources professionals and other individuals who 

are part of the hiring process. The format should be consistent and conducive to a 

given industry or field. 

 
CTC supports a results-focused resume. A results-focused resume will stand a 

greater chance of being read because it lists your accomplishments in a way that 

shows the impact and/or contribution you made in your prior positions. What did 

you do that made a difference? 

 
The CAR Model includes details about the circumstance, the actions you took and 

the results that were achieved. The underlying philosophy is that the best predictor of 

future performance is past performance that was demonstrated by observable 

behavior. 

 
C = Circumstance/Activity  
A = Action You Took 
R = Result 

 
 
Circumstance/Activity/Result

 
Developed client relationships 
 
 
Served on hiring committee

 
Streamlined hiring process to secure top 
talent and fit 
 
Developed client relationships that 
generated a 20 percent increase in revenue 
from 2006 – 2007 

 
 
Create CARs that reflect your past successes and build a compelling case to prospective 
employers and referral sources. 
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A Results-Focused Resume – Sample 1 
 

Robert Jones 
 robertjones@gmail.com 

502-502-5022 
 

PROFESSIONAL SUMMARY 
Experienced bilingual marketing and management professional with over eight years’ experience in food service 
and hospitality. Created and implemented marketing and sales campaigns and managed employees to increase 
revenue and profitability. 

 

PROFESSIONAL EXPERIENCE 
Marriott Hotels and Resorts                                                                           2002 – Present 
Event Manager, Marriot Honolulu Downtown (2007-Present) 
Honolulu, Hawaii 
Responsible for managing operations, catering, revenue, expenses, and billing; providing client service; and 
forecasting revenue for a downtown convention hotel 
 

 Managed 175 catering and citywide conventions ranging from weddings to annual conventions with over 
10,000 attendees 

 Raised catering revenue from $9.7 million to $11 million in 2007 by upselling and providing exceptional client 
service 

 Demonstrated strong leadership skills by winning the 2007 Marriott Event Management Team of the Year 
Award 

 Contributed to restaurant achieving a #3 ranking in event satisfaction in 2007 

 
General Manager and Director of Restaurants  (2005-2007) 
Marriott Honolulu Downtown  
Honolulu, Hawaii 
Opened a 616 room hotel and managed hotel and restaurant operations 
 

 Managed a staff of 70 with responsibilities for hiring, setting performance expectations, coaching, feedback 
and closing performance gaps 

 Managed a budget of $5 million and created weekly revenue forecasts that resulted in 98 percent accuracy 
and having the forecasting module adopted as a best practice by other Marriott hotels 

 Achieved Marriott’s 2005 Best New Marriott Award for operating procedures and customer service 

 Partnered with local businesses for special events generating revenue in off-peak periods 

 Created and implemented interview skills training for hotel and restaurant managers to enhance the caliber 
of new hires and ensure appropriate job fit 

 

Restaurant Manager, St. Kitts Marriott and Royal Casino (2004 – 2005)  
St. Kitts, West Indies 
Responsible for daily operations for resort’s flagship 24 hour restaurants with annual sales of $9 million 

 

 Managed a budget of $9 million that included inventory management, revenue forecasts, and staff 
management that resulted in a profit increase from 25 percent to 31 percent 

 Developed and implemented a four-week new-employee training program on hospitality protocols to 
maintain a consistent level of service 

 Managed a staff of 80 with responsibilities for hiring and performance management 
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A Results-Focused Resume – Sample 1 continued 
Robert Jones                                                                                                                 Page 2   
Experience (Continued) 

 

Assistant Restaurant Manager, Chicago Marriott Oak Brook (2002-2004) 
Chicago, Illinois 
Managed restaurant, room service, and food and beverage operations for a 347 room hotel 

 

 Responsible for managing a $3 million budget that resulted in exceeding budgeted profit by 20 percent. 

 Managed a staff of 30 that included hiring, setting performance expectations, coaching, providing feedback 
and training. 

 Created an associate retention program that resulted in increasing employee satisfaction by 

 12 percent, receiving the highest possible employee satisfaction scores and reducing employee turnover 

 Created an associate retention program that increased guest satisfaction scores by 3 percent 

 
Universal Financial Group (2001 – 2002) 
Mortgage Loan Officer, Chicago, Illinois 
Responsible for generating and executing loans for a mortgage brokerage firm, with an emphasis on the Latino 
community 
 

 Generated over $11.2 million in annual sales. 

 Averaged 80 cold calls a day that resulted in generating an average of 4.2 leads per day. 

 Enhanced the company’s visibility in the Latino community that resulted in generating new business, closing 
loans with clients and achieving an internal award for new market penetration. 

 Managed the entire process from sales to closing that resulted in 100 percent success at closing by building 
client rapport and trust. 

 

Four Points Sheraton                                                                                           2000 – 2001 
Business Travel Sales Manager, Oak Brook, Illinois 
Generated new business in the corporate market for a suburban three star hotel 

 

 Established relationships with local businesses and business associations that increased the hotel’s visibility 
and attracted business travelers. 

 Increased transient room bookings from 23 percent to 36 percent by improving market share. 

 Teamed with sister properties to develop joint marketing campaigns that  

 Resulted in increasing market share and visibility 

 

EDUCATION 
 
Bachelor of Science in Spanish, June, 2000 
University of Michigan, Ann Arbor, Michigan 

 
 

VOLUNTEER AND PROFESSIONAL 
 

Member of the Greater Honolulu Chamber of Commerce 
Volunteer for Families for Effective Autism Teaching 
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A Results-Focused Resume – Sample 2 

 

CLIENT NAME 
clientname1@gmail.com 

312-555-9898 
 

PROFESSIONAL SUMMARY 
Senior media sales executive offering consistent, leading performance in sales to 
Fortune 100 companies for media’s largest conglomerates. Success attributed to 
innovative leadership and negotiation expertise; well-disciplined, analytical methodology; 
and in-depth product knowledge in all forms of electronic and digital media. 

 
Key strengths include: 
• Developing sales forecasts and implementing business plans 
• Structuring/presenting innovative multi-platform marketing  concepts 
• Negotiating strategic solutions among clients and sales management 
• Cultivating and leading results-driven field sales force 
• Leveraging account profitability and driving sales volume 

 
PROFESSIONAL EXPERIENCE 

 
Senior Vice President, Midwest Sales       2005-2009  
Lead Media Company, Chicago 

• Increased regional sales from $10 to $20.5 million in 18 months 
• Exceeded 2006 revenue goal by 50% generating $7 million in new business 
• Monetized cross-media digital platforms to enhance dollar volume 
• Recruited and currently manage a team of 12 sales 

professionals, effectively developing sales talent and leading 

results 

• Improved operating expense budgets and corporate profitability margins 
• Create and maintain revenue forecast plans for 18-state 

sales region, set corporate example/standard 

 
National Account Manager        2002-2005  
Growth Cable Network, Chicago 

• Grew $2 million sales territory to $6 million in two years 
• Created strategic integrated marketing plan to 

leverage opportunity in Chicago/Minneapolis markets 

• Developed unique category-specific sales offerings for key Mid-West clients 
 

Account Executive, XYZ Networks       1990-2001 
Chicago 

• Grew Midwest sales from $3 million to $15 million in two years 
• Achieved Division’s highest profitability record,1996 
• Recognized in Myers Report for exceptional client service, 1993 
• Launched advertising sales for The Cartoon Network, 1992 
• Recipient, National Sales Performance Award,1992 
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A Results-Focused Resume – Sample 2 continued 

 

CLIENT NAME                                                                                                               Page 2 

 
Local Sales Account Executive        1988-1990  
Local Station, Chicago 

• Generated more than 60% of all dollars in station’s top billing  category 
• Developed client contacts that resulted in sponsorship 

sales for Olympics, Super Bowl, World Series, and 

local Chicago Emmys 
 

PREVIOUS EXPERIENCE 
 
Sales Representative, NYC Radio, INC.       1985-1988 
 
Sales/Research Assistant         1984-1985 
Syndicated Radio Company 

 
EDUCATION  B.A., Economics, with honors, 1984 

 State University of New York College, Oneonta, NY 
  
 Professional Development and Continued Education: 

 Harvard University Executive Leadership 

Programs in Negotiation and Conflict 

Resolution 

 Media/Marketing’s Media School Workshop 

 American Management Association’s Presentation Skills 

 Getting to YES Negotiating Practices 

 General Electric’s W.I.N.S. Negotiating Practices 

 Coaches Training Institute: Pre-Certification course 

 Internship at the National Broadcasting Company, New York 
 

PROFESSIONAL AFFILIATIONS AND VOLUNTEERISM 
Current Member, American 

Advertising Federation Current 

Member, Chicago Advertising 

Federation Board Member, Arts 

Education Foundation for Children 

Board Member, Interactive Media 

Education Company Member, 

Economic Club of Chicago  
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Action Words for Your Resume 
 
accelerated, achieved, added, administered, advised, analyzed, applied, appointed, appraised, 
approved, arranged, assembled, assisted, assured, awarded 
 
balanced, bought, briefed, budgeted, built 
 
changed, chaired, coached, collaborated, compiled, conceived, concluded, condensed, 
converted, controlled, corrected, counseled, created, cut 
 
decided, defined, delivered, demonstrated, designed, determined, developed, diagnosed, 
directed, discovered, distributed, diverted, documented, doubled, drafted, drove 
 
earned, edited, eliminated, encouraged, endorsed, enlisted, ensured, established, evaluated, 
examined, executed, expanded, expedited, extended 
 
facilitated, finalized, financed, focused, forecasted, fostered, found, founded gathered, 
generated, governed, guided 
headed, helped, hired 
 
identified, implemented, improved, increased, influenced, informed, initiated, innovated, 
installed, instituted, interpreted, introduced, invented, invested, involved, issued 
 
joined, judged 
 
launched, learned, lectured, led, leveraged, licensed, liquidated, located 
 
made, maintained, managed, matched, measured, mediated, merged, met, monitored, 
motivated, moved 
 
named, navigated, negotiated, notified 
 
observed, opened, operated, orchestrated, organized, outlined, overhauled, oversaw 
 
participated, performed, persuaded, pioneered, piloted, planned, positioned, prepared, 
presented, produced, programmed, projected, promoted, provided, published, purchased, 
pursued 
 
qualified, questioned 
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Action Words for Your Resume (Continued) 
 
 
raised, ranked, rated, realized, received, recommended, reconciled, recruited, redesigned, 
reduced, refined, regulated, replaced, reported, represented, researched, responded, restored, 
restructured, revamped, reviewed, revised 
 
saved, scheduled, selected, served, shaped, showed, simplified, sold, solved, sought, sparked, 

specified, staffed, started, streamlined, strengthened, structured, submitted, succeeded, 
superseded, supervised, supplied, supported, systematized 
 
tailored, targeted, taught, tested, tracked, traded, trained, transacted, transferred, transformed, 
tripled 
 
uncovered, undertook, unified, updated, upgraded, utilized verbalized, verified 
weighed, won, worked, wrote 
 
 
 
What word(s) would you use to express accomplishment in action, be it in management, 
teaching/ training, communication, administration, operations, technical or operations functions, 
in finance, research, collaborations, innovations, company change? 
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Putting Your Best Self in Your Resume 
 

Step One 
Once you have a good idea of what you want, create an objective that speaks to your career 

aspirations and what you do that contributes to an organization or group of individuals. 

 
Your Career Summary 
Similar to your Value Statement (an ―Elevator Speech‖ or ―20-Second 

Commercial‖ that describes how you contribute based upon past experience 

and what you do best). 

 
Draft 1: Strategic Marketing Communications Manager able to help global 

companies significantly increase brand awareness and gain share in multiple 

geographic markets, leveraging internal synergy and achieving greater overall 

marketing ROI. 

 
Draft 2: Certified Project Management Professional serving companies requiring 

high level project management expertise and experience. Managed multiple projects 

involving cross-divisional key contributors and various external resources to succeed 

in completion well within deadlines 

and budgets. 

 
Draft 3: Human Resources leader of business and organizational change with a 

record of achievement at the organization, team and individual levels. Able to 

deliver results in large systems change, organization design, change management, 

team effectiveness, and broad leadership development initiatives. Excels in talent 

management and acquisition, action learning, coaching, facilitation, performance 

management, and forward thinking consulting. 

 
These statements convey career aspirations and capabilities in a way that positions 

the candidate effectively in today’s competitive business environment and job market. 

 
Draft your Career Summary: 
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Putting Your Best Self in Your Resume continued 

 

Step Two 

You want to make sure that you highlight the best you have to offer with respect to 

knowledge areas, credentials, skills sets, qualifications and accomplishments in a way 

that supports your professional objective and can be referenced as part of your written 

and verbal communications. 

 
Knowledge Assets 

Relevant areas of knowledge (law, economics, accounting, marketing) 

 
 
 
 
 
 
Skill Assets 

What are you skilled at doing? (project planning/management, client relations, sales/proposals, 
etc.) 

 
 
 
 
 
 
Degrees and Credentials 

What educational degrees or professional designations have you earned? 
 
 
 
 
 
 
Talent Assets 

What are you naturally good at doing that has made a positive impact and proven valuable? 
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Putting Your Best Self in Your Resume continued 

 
Step Three 
For each position you’ve held (over the past 10 years) cite 3 accomplishments that 

made a positive difference — something that was important to you as well as your 

organization. 

 
These are very brief statements (think bullets) that can include quantifiable 

results. For now, just jot down the position title and 3 accomplishments for the 

past 2 positions you’ve held: 

 
 

 

 

 
 

 
 
 
 

 
 

 
 

 
 
 
 

 
 

 
 

 

 
 
These accomplishments will tee up what we refer to at CTC as you ―C.A.R.s‖ 

(Circumstance, Action, Results). C.A.R.s help you build a compelling case in 

your written and verbal communications. 
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Putting Your Best Self in  
Your Resume continued 

 
 

Step Four 

 

Often, we lean into that which we are most passionate about in our volunteer 

work and affiliations beyond our jobs. What academic, professional or 

community affiliations or activities are important to you that might serve your 

positioning or make a connection with a prospective employers or referral 

source? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Five 

Different fields have requirements or particularities regarding resumes. It is 

important that your resume contain the right information presented in the right 

way to support your marketing outreach in your field or profession. What might 

be critical to your resume and the information you provide others about yourself? 
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Tips on Cover Letters 
 

Human Resources professionals receive hundreds of resumes without cover 

letters. In part, postings and electronic submissions may not allow for a cover 

letter. At CTC, we encourage clients to include well-crafted cover letters whenever 

possible. 

 
Cover letter as the point of connection 

 
A recent New York Times interview offered the following advice regarding cover letters and 
emails: 

• In a competitive job market, cover letters and emails can connect the 

job seeker with the individual who receives the letter and resume. 

The cover letter can serve to: 
❑ Convey professionalism by way of a gracious introduction 
❑ Align the prospective candidate with the organization and 

opportunity (underscore relevance and distinction) 
❑ Indicate interest in the organization and opportunity 
❑ Help the recipient make an effective referral. 

 

• How a cover letter should be organized, how long should it be and what should it say? 
❑ Best to identify the recipient but if unable, still include a 

salutation such as, ―To the professional responsible for hiring.‖ A 

generic salutation is better than no salutation. 
❑ Cite a referral source or connection in the initial sentence — if you have one. 
❑ Very succinctly, highlight key qualifications in your resume — be as 

relevant and closely aligned as possible. You can also indicate 

qualities or qualifications not covered in your resume but 

nonetheless relevant and valuable to the company and 

opportunity. Why should you be hired? Here’s a chance to build 

your case! Customize your content. 
❑ Finish with an indication of follow-up such as, ―I will contact you in the next two 

days.‖ 
❑ Close with ―Thank you for your consideration. Sincerely,‖ and 

include your contact information—mobile phone and email 

address. 

 

• A cover letter with typos, misspellings and poor sentence structure may 

take you out of the running for a job. 

 

 
– excerpted, “A Cover Letter Is Not Expendable,” by Phyllis Korkki, Sunday, February 15, 2009 
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STRENGTHS IN ACTION WORKSHEET 
 
 
       List your accomplishments for your resume using the CAR Model.   
 
 Position _________________________________________________________________________  
 

1. Circumstance/Activity __________________________________________________________  
 
 Action/How I Served  _______________________________________________________________  
 
 Result ___________________________________________________________________________  
 

Results-focused accomplishment statement 

 
 
 

 
 

2. Circumstance/Activity __________________________________________________________  
 
 Action/How I Served  _______________________________________________________________  
 
 Result ___________________________________________________________________________  

 
Results-focused accomplishment statement 

 
 
 

 
 

3. Circumstance/Activity __________________________________________________________  
 
 Action/How I Served  _______________________________________________________________  
 
 Result ___________________________________________________________________________  

 
Results-focused accomplishment statement 
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Sample Cover Letter – Transferring Skills 
 

 
Name 

Email Address 
Phone Number 

 
DATE 
 
 
Dear Ms. Warren, 
 
I am interested in the position of Program Manager in the Child Life Department of your 

hospital. Looking at my resume, you may wonder why a former banker would be applying for 

the position. I have had a successful career in relationship banking and have come to two 

important realizations. First, my greatest, most consistent contribution has been enhancing 

client experience, using relationship-building skills with both colleagues and clients to 

facilitate comfort, confidence and connection. Second, I am passionate about serving 

children and wish to make a greater, more direct contribution to the well-being of sick 

children. 

 
After my niece was hospitalized for several months, I began volunteering as a Child Life 

Volunteer at Children’s Memorial Hospital in Chicago. Five years of volunteering has afforded 

me an even deeper appreciation of the role that Child Life plays in helping young patients 

cope with hospitalization, prepare for surgery and achieve a relative level of normalcy in living 

with life-threatening illnesses. I have completed numerous child development courses as an 

undergraduate major and am pursuing graduate work at DePaul University. 

 
I am an experienced manager, a detail-oriented, motivated self starter with demonstrated 

enthusiasm and passion for working to benefit children and their families. My knowledge, 

strengths and skills would make me an asset to your organization as a Child Life Program 

Manager. I would welcome the opportunity to speak with you regarding this position and my 

experience and will contact you in the next few days to determine when we can speak further. 

 

Sincerely, 
 

Carolyn Neiman, M.S. 
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Sample Cover Letter – Responding to an Ad 
 

 
Name 

Email Address 
Phone Number 

 
DATE 
 

Dear Mr. Thibault, 
 
I am writing in response to your advertisement in the Wall Street Journal for a Vice President, 

Midwest Regional Sales. I have been following the growth of Knowledge Factor with great 

interest over the past year, particularly your success in changing the way organizations train 

for competency and performance. I had the opportunity to speak with Bob Ernst at the 

December HR Tech Conference in Chicago and hear his demonstration of your Confidence-

Based Learning program. 

 

Most recently, as Vice President Field Sales for Interactive Training Solutions, Inc., I managed 
a team of 8 national sales professionals generating $120 million in annual sales. I also 

helped the successful launch of two distinct development programs while at Integrity 

Interactive selling to Fortune 500 companies. Two of our initial clients included Grainger and 

Walgreens. My prior experience was fifteen years as in-house training and development 

manager, General Growth Management, where I coordinated over 120 training and 

development events annually for nearly 1,500 sales professionals across the US, negotiating 

and managing several external training provider relationships for the company. 

 

Having proven myself on both sides of training sales, my greatest contribution is helping all 

on the sales team achieve success growing important relationships, positioning solutions and 

closing deals. I look forward to meeting with you to discuss in more detail how my 

background and qualifications can work for Knowledge Factor. I appreciate your 

consideration and will call you next week to see when we can meet. 

 

Sincerely, 
 
Taylor Smith 
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Personal Bio 

 
Job seekers may consider creating a handbill to leave with connectors (people who 

can lead them to people who can hire them) that provides a summary of his/her 

experience and career focus area(s). A personal bio makes it easy for people to help 

and make introductions. Having a personal bio with specific people or organizations 

to target will make it easy for the reader to determine if he/she can help and make an 

introduction. 

 
A personal bio should not exceed one page and can include: 

• A summary of your background 

• Significant achievements 

• What you would like to do 

• Whom you want to meet (titles and names) 

• Companies you wish to contact 
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Personal Bio 

 
jcutter@yahoo.com 

777-277-2705 
 
 
 

PROFESSIONAL 
SUMMARY 

 
Accomplished human resources consultant who drives change and improves results by closing 

performance gaps. Initiatives included optimizing HR processes and systems and increasing 

individuals’ capabilities. 

Experience at C level and with all levels of employees and management, US and globally. 
Assets 

• Performance management  • Project management 

• Change management  • Consulting skills 

• Leadership development  • Competency definition 

• Employee engagement  • Program design 
Objective 
Secure an organization development position in a midsized or large company or in a consulting 

organization focused on human capital development 

Accomplishments 

• Designed innovative performance management system that became base for 

corporate-wide program applicable to 130,000 employees 

• Catalyzed major change by designing and facilitating cross-level visioning sessions, 

resulting in greater support for Division President’s strategic renewal 

• Created executive development program charter by taking 30 top VPs through process 

linking business strategy and development needs 

• Increased employee engagement by developing integrated feedback, coaching and 

career development program 

• Project managed global implementation of new HR system, including design, logistics, 

communication, management liaison, training support and follow-through 

• Consulted closely with line management to align training content, feedback, management 
coaching and reward systems in way that ensured performance change 

Employment History 
ABC   Corporation    2002– 2005 
Invest Management Consultants 2000 – 2002 
Large   Corporation 1986 – 2000 
YBC I n s u r a n c e  1978 – 1986 

Ideal Prospective Employers 
XYZ Corporation, Chicago, Illinois 
Mid-Size Company B, Schaumburg, Illinois  

Right Consulting, Chicago, Illinois 
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A Few Words on Job Search Communications 
 

Your ability to communicate speaks volumes about your professionalism and helps 

convey your brand. Throughout your search, you will be communicating in person, over 

the phone and in writing. Consider each and every communication important — it is! 
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Working with Your CTC Coach 
 

Questions and Areas of Focus to strengthen your communications campaign and   
resume: 
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