
Landing Your Next Job
What does it take to get there ?



Workshop Guidelines

 Please be courteous and respectful to the host and 
other participants

 This is an interactive session – we welcome you to ask 
questions at any time (unmute your microphone or 
send questions via chat)

 The workshop presentation and other materials will be 
sent to all participants who provided an email address

 Follow up with your nearest Oakland County Michigan 
Works! service center for additional assistance



Landing Your Next Job
What does it take to get there ?
A presentation designed to help you focus on the key elements of 
successfully completing your next job interview…the end goal being to 
Land Your Next Job. 

• Your Resume

• Your online presence

• Your Networking Process

• Your Professional Appearance (For Him & Her)

• Navigating the Interview process 

• What you’ve learned today – Let’s Chat

Presenter
Presentation Notes
Presenting a professional image is necessary for success in life-- especially in the workplace.  Your professional image projects your character and determines others’ impression of you. 
While there are plenty of articles that teach you how to “dress for success,” or how to “dress to impress”- that’s only one part of the story in managing your professional image. 
In this workshop, I hope to inspire you and propel you to exude your best qualities through your appearance and your behavior.  

What if you got a call to start the perfect job Monday? 
 
Convenient location- perfect hours, the pay is great….. 
it’s something that you always wanted to do.  
Someone that you met while networking gave your name and number to a hiring manager for a position that just so happened to be exactly what you’re looking for!  

Imagine that!  
-Matter of fact-   can you come in this afternoon for an interview?  
It could happen...

Do you have any idea of what you would wear?  What’s in your closet? (pause)

When was the last time you updated your resume?  (pause)
If you haven’t already, make it a priority to update your resume and keep it current.
…stay ready so you don’t have to get ready! 
 
 

CLICK



Landing Your Next Job

Are You Ready?

Bill Lovelady 
Talent Development Specialist
Oakland County MI Works – Waterford

wlovelady@waterfordmiworks.org

linkedin.com/in/williameloveladyjr

 Sales
 Business Development
 Job Coach
 Retired Military
 Professional Photographer
 Certified Business Solutions Professional
 Master of Arts – Organizational Development

Presenter
Presentation Notes
 If the caller asks you that one interview question that gets you EVERY time….. can you speak calmly and confidently?  Think about that for a minute-

Getting ready for the next stage in your career can be over-whelming as well as intimidating.  The best way to eliminate apprehension and anxiety is to practice-    
Practice so that you’ll be prepared for the process.  You’re bringing your  “A” game and a professional image…
We’re all being watched- and judged in many instances.  - family, friends and co-workers are looking at our appearance, how we communicate and how we perform.
Your best performance comes through rehearsal!

Are you ready for your next opportunity?  Are you all set to land your next job?  
**Please feel free to share examples in the chat**

Personally, I’m a fan of consistency- For me it’s a given when it comes preparation-  
I have my routine and I stick to it- I know it’s predictable but that’s fine, I don’t like scrambling-  I don’t like getting caught off guard- I’m always thinking ahead--- what if this, what if that….constantly entertaining different outcomes and scenarios in my head.
I’ve already had a couple occasions where I unexpectedly had to take a new job.  One time because I relocated, another time because my position was eliminated.  This taught me more than ever to keep it together because you just never know….

Are You Ready?

If you’re not- it’s time.    Get ready… and STAY ready!  You’re selling yourself…professionally

Brian Tracey said on YouTube, “You are a salesperson selling yourself and you’re going to charge a lot of money for your product”.  
You’re selling YOU!  In order to sell yourself, you must be prepared…..PERIOD

Typically whatever you’re trying to accomplish requires 75% preparation and 25% execution.  
Don’t just throw yourself together!  Start now, work on yourself, develop yourself, invest in yourself.  A recent study (1/7/21) on indeed shows that it takes an average of 9 weeks to find a new job depending on the position and the industry.  Regardless, you are a salesperson selling yourself and you’re going to charge a lot of money for your product!
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Landing Your Next Job
Now we’re getting there…

Your Resume
The most important document you will be presenting to your next prospective 
employer. It is imperative that ample thought, effort and attention to detail has been 
invested in building it. It is your employment history and will likely be the first thing that 
starts making an impression for you, even before you arrive to the interview itself. 

• Clean, concise, and spellchecked

• Length? Let’s talk about that…

• Gaps? Can you tell me about those? 

• Is it targeted/customized for the job you are applying for?

• What do they really want to see? It’s all in the numbers…

Presenter
Presentation Notes
Tailored Resume – Your first step—a rather obvious one—is to update your resume.  Resumes are not one size fits all either.  You’ll have to tweak and customize your resume for each position that you’re applying for.
Don’t waste your time sending out hundreds of generic resumes. Take a strategic approach. Identify a few positions every week that you feel you’re a good fit for and tailor your resume and your cover letter to meet the experience as well as the skill set of the particular position that you’re applying for. I’m not suggesting that you completely rewrite it for every position you apply for, instead, spend a few minutes ensuring that your resume highlights the required skills that match the job you’re applying for.  Provide specific examples of how you demonstrated those skills in a few bullets. Use measurable examples …-for example “I utilized on-line marketing tools to increase applications by 25% over a 3 month period.”   
Tell what you did, how you did it, the time you did it in, and also how you exceeded the expectation-  

 
Impeccable online presence - What does your online presence say about you? 
Hiring managers will almost always Google search job candidates. 
Before you begin job searching, make it a priority to clean up your profiles on social media. Make sure that they’re set to private so that anything on your page – such as personal photos- reflect an image of you that would not potentially be held against you


It’s very important to Network!
ALL the time, …any time…every time!  I have a stack of business cards- I go through it every so often- send a note out to the contacts, just keep in touch so they will remember me. 
Everyone that you know, and everyone that you meet- could lead you to your next opportunity-   
They know somebody that knows somebody that is a possible connection to landing your next job!  …like the unexpected call I mentioned earlier- 

Start with personal connections (family, friends, neighbors). 
Lookout for events held by businesses and professional organizations like Oakland County MI Works! Job Fairs posted on their website. 
If you’re a college graduate, connect with your university’s alumni center.  
When networking, keep conversations short, entertaining and relevant.       If you are uncomfortable going to networking events, you can prepare by selecting some business-related articles to mention, or something interesting you read in the paper that day, or even a few harmless jokes.  Just be yourself, that will make you feel more comfortable when you meet someone new and can’t think of something to say to them.

Do Rehearse how you might start a conversation:
Some examples:    So what do you do?   What line of work are you in?
Oh wow, what do you like most about what you do?  Get them talking and engaged..
If you’re at an event you could say, “have you been to one of these events before?
How’d you find out about it?
Do you find it to be beneficial?
Ask whatever makes you feel comfortable.  I’m on the wedding ministry at my church and find myself at a lot of bridal events.  Gotta keep that smile on my face= look approachable and don’t forget to ask for that business card!
I also recommend that you start preparing some points that summarize who you are, how long you’ve been in your industry, and what you enjoy most about working in this particular field. Ideally, these points should showcase your personality and skills, and tell what you can bring to the table. 
Here’s my example:
I finished my undergrad and graduate degrees at Eastern Mi University with an emphasis on human research management and organizational development.  I’m a board certified life coach, a wife and mom -it’s my passion to motivate and encourage others, to bring out their maximum potential.  I deliver everything in the spirit of excellence and I’m probably one of the hardest working people you’ll ever meet!
Practice , practice practice until you have this summary memorized. Get it down to about 20-30 seconds.  It’s your elevator pitch!  Keep it at your disposal to use at networking events and interviews, or even on an elevator! 
 
Stay alert, stay ready Stay Informed. There are so many resources out there- Pure MI Talent Connect, Indeed, Zip Recruiter, LinkedIn, Glass Door, Career Builder and so on and on…
When you’re searching for jobs, create alerts.  You can set the notifications to daily or weekly- however often you like.  Research the labor market, see what jobs are trending and have a bright outlook.  https://www.onetonline.org/ is an excellent resource for that.  The Workforce Intelligence Network (WIN) is another great resource- You can sign up for their electronic newsletter https://winintelligence.org/
Keep a look out for job fairs, as well-     Go to OaklandCountyMIWorks.com   			
Alright!   Your resume is updated, your online presence is unblemished, you’re networking-
You’re ready, right !!! 
Are you?

(CLICK)	




Online Presence & Networking … Does it really matter?

A survey conducted in 2020 of 1005 hiring decision-makers by the Harris poll found 
that 67% of employers use social media to research potential job candidates.

According to the U.S. Bureau of Labor Statistics, about 75-85% of jobs are found 
through Networking. 

54% of employers have eliminated candidates based on their social media content. 

Top 3 reasons employers search social media profiles:
• 51% to see if you fit the culture
• 45% look for qualifications
• 44% look for creativity

IT MATTERS MORE THAN YOU THINK 

Landing Your Next Job
Keep moving ahead…

Presenter
Presentation Notes
(QUICKLY CLICK AGAIN!!!!!)

I’m a huge promoter of these three attributes...                                                                   ….APPEARANCE, COMMUNICATION & PERFORMANCE 
Keep in mind; if any of these are not presented with confident self- assurance,  it could really be a deal breaker!  

(CLICK)



Landing Your Next Job
That winning appearance

Presenter
Presentation Notes
APPEARANCE
Image is everything /  Attitude is everything and Perception is everything.
Your 1st impression makes all the difference!  You get ONE shot at a first impression!
You might be the most talented, experienced, and brilliant applicant that your potential employer has ever met, but there's a chance those factors won't be enough to land your dream job. Even if you're perfectly qualified for a position and nail every interview question, you might not get the job if you're not dressed appropriately for the occasion. 
According to one study, 37% of bosses said they decided not to hire an applicant based on the way he or she dressed. Meanwhile, 65% of hiring managers say that clothes can be the deciding factor between two very similar candidates.   
The way you dress for an interview gives the potential employers their first impression of how you present yourself professionally. Even if you look great on paper, if you don’t dress appropriately for an interview, you might be perceived as lacking respect for yourself and for those you are meeting with.
Choose a Color That’s not Distracting 
You want the hiring manager to focus on you. 
Instead of busy patterns, choose solid colors that reflect your personality but aren't too loud or too dull. 
Black and navy are popular choices for interview attire.  They say black is a commanding color.  Dark blue makes you seem calm, controlled, trustworthy, and secure. Gray also works- It conveys confidence and sophistication and won't distract the interviewer. 
If the company you're meeting with requests that you adhere to its "smart casual" dress code, you can get away with ditching a formal suit for the interview.    Follow what they have defined as appropriate.
A jacket or blazer over a polo or collared dress shirt works fine in most situations. Pair that with a nice pair of pants- they can be khaki, corduroy, wool or cotton and you'll have a perfectly presentable look.   
Women can get away with a skirt or a pair of pants, but try to avoid flashy fabrics such as satin, lace, or chiffon if you can…. Not to be over-dressed!
My go to is a pair of black pants and a white shirt… simple, clean, CLASSIC
You can add a jacket, tie, jewelry… dress it up or down…

A polished appearance immediately speaks to your attention to detail. For example, shoes are polished, clothes are free of wrinkles, and don't forget the lint roller if you have pets!  
My brother was a marine, he used to polish his patent leather shoes with furniture polish.  With all the snow, if you’re wearing rubber boots, as I often do, just clean them up with soap and water and then try armor all. – it works! 
No matter where you're interviewing, dress for the job you want, not the one you have. Also- make sure you're wearing something that makes you feel confident and comfortable. Don't buy an outlandish outfit to make a statement if that's not your style, ….save your money. 

Your choice of clothing might seem like a small factor in the larger scheme of landing a job, but making a winning impression with your wardrobe is more important than you think. It's also a factor that's completely within your control, so why not do everything that you can to dress the part? Once you have the job, then you can let your skills do the talking.

Why is Attitude Everything?
According to The Center for Work Ethic Development- A positive attitude benefits both the employee and employer.  It leads to greater happiness, fulfillment, and productivity.  Stay positive and understanding that the only person who can change your attitude is you.  Switching your frame of mind to become more positive is possible, but it does take some practice. 
A helpful technique you can use to keep your spirits up during the job search is making lists. As you are applying for jobs and receiving interview requests, write out a pros and cons list. Write down all of the things you like at your current job, such as an easy commute or a thriving culture. Then, think of things you’d want in your next job, maybe more room for development and growth or an exciting chance to learn a new industry or career field. This will help you keep a positive attitude because you’ll be able to rationalize the outcome with positives on either side.
You should also practice sharing your accomplishments and positive attributes and get comfortable with how you will answer those questions. Create lists of the points you want to make and rehearse them with friends or family to gather feedback on where you may need to strengthen or clean up your explanation. If you can get comfortable talking about yourself and have your strongest points at the top of your mind, this will be a huge confidence boost.
Angelique, leader of the mental health collective, Gray Matters, shared a simple but powerful reminder. If you’re feeling defeated or rejected after receiving an unfavorable decision, ask yourself a few simple questions. “Did you do everything that you could? Did you do the best you could do to show your skills and knowledge for the role? If the answer is yes, then you have to accept that it just wasn’t the right position for you and you may not know the whole story,” suggests Angelique. Assess whether or not you put your best foot forward, identify what you’d do differently next time, and put the past behind you so you can move forward.  She also cautions that before even starting your job search, you’ll want to shift your focus into a positive mindset. The job you hold and your position in the working world aren’t the sole indicators of your value. Remind yourself that your job is something you are good at but it doesn’t define you. As such, not receiving a response or landing an interview does not make you less of a person. You have so many other positive attributes, so try not to let your professional life define your mood or feelings outside of the work day. Keep the focus on things you are good at or that bring you joy. If you are disappointed during your job search, allow yourself time to process and shift your attention to something that brings you happiness, like a walk or time with loved ones.
Perception is everything in the job search.
Fact is— perception is a BIG part of how you are looked at as a candidate. Everything you do during your job search from how your resume is developed to your online brand and persona as presented on LinkedIn and any other social media channel, is all a part of how you are perceived as a candidate in your job search.
Just as if you went into an interview with poor hygiene and in filthy clothes, speaking only in slang or bad talking your last boss – the perception is likely to be negative. The opposite is totally true… if you show up looking like the polished  ideal candidate that stands out as a leader, you have a positive attitude and reveal how you will fit in the role of the company… the perception is likely to be positive.
You have the Power of Perception in your hands and if you use it correctly, it will result in a better outcome in landing your next job.  Have faith in what you know you can do!!!

Image is everything, 
Attitude is everything
Perception is everything   
 
 
You are a brand, your own personal brand-  invest in yourself

(Click)




That Winning Appearance

 Hair
 Makeup/Fragrances
 Tattoos
 Fingernails
 Clean / Fresh Breath
 Jewelry
 Proper Fit
 Well Rested & Energized
 Earbuds/Headphones/Cell Phones
 An Extra !!! – Body Language

Presenter
Presentation Notes
Being able to articulate all you know and can do, whether in spoken or written form, goes a long way in the application process. 
Do you have great problem solving skills? or a passion for information technology?                   Let your future employer know what you’ve already accomplished in the field and the unique skillset that you’ll bring to their company. Be honest and be sure to communicate that you’re always willing to learn more! 
Good communicators can explain their ideas to others in ways that make sense and are easy to understand. 
It’s important to KNOW in advance (in your head) what you are going to say. Knowing what you want to say before you begin to speak will help prevent you from backtracking or using filler-words in your sentences  - “um”, “like”, or “uh”.
If you need to take a pause-  just a brief moment before speaking.  This will help you speak with clarity and prevent you from talking too fast. Talk deliberately, but not so slow that you sound like a robot. 
To improve your diction and articulation- try tongue twisters… they’re a great way to improve your speech:
Try it:
How can a clam cram in a clean cream can?
Which wristwatches are Swiss wristwatches?
Fred fed Ted bread, and Ted fed Fred bread!
 
Also, try reading aloud.   So you can hear how you sound when you speak.  
While speaking to others is important, you won’t be a good communicator unless you have good listening skills.  There’s a Proverb 18:13 that says “While the fool gives an answer before he hears, the wise person tries to resist defensiveness, and to listen from a non-judgmental stance… training him/herself not to formulate opinions or responses until the full update is on the table and the whole story has been heard.”

Focus on what the speaker says
Notice the speaker's body language
Wait for the speaker to finish, without interrupting
Ask questions to clarify any unclear points
Repeat the message you heard back to the speaker. Phrases such as "I understand you want to ..." and "So you're saying that ..." are good starting points.
People love it when others listen to them actively.

Active listening' means, as its name suggests, actively listening. That is fully concentrating on what is being said rather than just passively 'hearing' the message of the speaker. Active listening involves listening with all senses. When you demonstrate “active listening”, you're making others feel valued. You're also learning what they need from you, which will help you do your job better no matter what industry you work in.

Highlight your communication skills. 
How well you speak, write and listen will be revealed throughout your interactions with your interviewer. Any written communication, even a brief email confirming your interview time, must be error free, no casual abbreviations, …. all names spelled correctly (don't guess; always double-check).
You also have to adapt the things you say and write to fit different contexts. Know your audience. This means that you'll need to adjust your communication style to fit who you are speaking to, or writing to. 
In the workplace, this means going out of your way to be clear, respectful, and professional.   
 
(CLICK)	




Landing Your Next Job
The interview is here!!!!

Again, you can learn a great deal from the numbers. Just take a look at these… 

The Non-Verbal Mistakes
• 67% Fail to make eye contact
• 47% show lack of company knowledge
• 38% don’t smile during interview
• 33% have bad posture

First Impressions are Determined By
• 55% by the way you dress, act and walk through the door
• 38% by quality of voice, grammar and confidence
• 7% by the words you choose to say

In a survey of 2000 hiring Managers, 33% claimed to know whether they would 
hire someone within 90 seconds!!!!!

Presenter
Presentation Notes
Your PERFORMANCE is how well you execute (for example time management, customer service, flexibility or even accepting feedback)

(CLICK) know your value

When up against the open-ended question of “… tell me about yourself”—where should you begin? 
Speak to what you know and what is it applicable.  
Interviewers don’t really want a recap of your whole resume. They want to know why you’re the most relevant and interesting person for the job. 
So give them what they want. You’re in control. You get to decide what parts of your story to emphasize—and in turn, what they should focus on. 
Storytelling is your secret weapon.  It helps to connect with the interviewer and make you a much more memorable candidate.   
What do you want them to know about you?



(Click) sell your strengths


Talking about your strengths isn’t obnoxious. It’s not bragging or being too forward. It’s an essential skill to master if you want the job. 
Take advantage of the opportunity to highlight your strengths and experience and go into your interview prepared to discuss: “Here are the top three reasons why I would be awesome at this job.”
Even if you’re an introvert or a modest person by nature, there are ways to communicate your strengths without going against your personality. 
First, state the facts of what you accomplished:
I “led a multi-million dollar project” that “we delivered two weeks ahead of deadline” and that “got amazing feedback from the client."
Second, quote others:
In my performance review, I got great feedback from my manager "about my ability to mentor junior associates and motivate my team.” 
And practice aloud, do it in front of a mirror. Before you know it- you can go from stumbling to polished! And it keeps getting easier…


(Click)  set goals


PREPARE your speaking points—  think about your personal goals and how you will communicate your objectives.  This is your plan of action.   I know what I want, and I know what I don’t want.   An on-call position wouldn’t work for me.  I don’t want a long commute.  Would I commute, I sure would if the job is doing what I want to do--- something I’m really good at and would feel valued by my contributions.  
Think about your experience and how can you boost your skills?  What professional and personal development do you need?  
Do you need to take a class?  What steps are you willing to take to get yourself ready?  You can certainly take advantage of the other virtual workshops that we offer on oak.gov.com.

(Click) plan and prioritize
No need to  script your responses word for word. Simply capture a few bullet points that communicate the most important points for commonly asked questions. 
Sometimes it can feel like you’re at the mercy of the interviewer, but if you go in feeling comfortable with your speaking points and the things that you want them to remember about you, it gives you an opportunity to be strategic and proactive.
This can be especially helpful if there’s an area you’re sensitive about, like a gap in your resume. Don’t stick your head in the sand and hope they don’t ask. 
Prepare and practice so you’ll be in control of your message no matter what the interviewer throws your way.

(Click) 

Don’t lose focus!  
Research the company and be able to discuss why you’re a good fit.  Think about:
How am I uniquely qualified for this job? 
Why would I be motivated to succeed if they hired me? 
How does this job fit into my career goals and what I love to do?
You don’t want to ramble- confidently stick to the point!
Interviewers are trying to get a feel for whether or not you would be a passionate, strong performer if you were hired.
Tell your story
highlight the details about what happened, the obstacles you faced, and how you addressed them.
End with positive outcomes—we increased revenue by 8% or an anecdotal result OR we came in under budget and the customer renewed their contract
Keep it short- 
Use “I” when appropriate………….e.g. “I came up with the solution” …”I developed the program”  (only if you actually did it!)

 If they ask if you have questions, I like to ask: “Have I answered all of your questions?”  OR  “What do you think are the most important qualities for someone in this role?” or “How would you describe the company’s culture?”
That’s it.  If you take to heart everything that I’m suggesting…walk away and feel good about it, don’t second guess or beat yourself up.  
Nelson Mandela said, -“I don’t lose.   I either win or I learn”.


(Click)   stay ready PERFORMANCE COMES THROUGH REHEARSAL!
 
Know your value, Acknowledge your strengths & opportunities, Set goals, Plan & Prioritize
Don’t lose focus-    STAY READY so you don’t have to get ready
I have a portfolio- I started keeping track of everything over 30 years ago- …many different resumes, copies of my credentials, degrees and certificates.   /all the letters of recommendations that I have received over the years, past performance appraisals, articles where I made the company newsletter, all the trainings I’ve participated in,… offices I’ve held in my sorority and my church.  I have it all in one folder so I can put my hands on it quickly if I need to.  Something else I have on hand is my bio, and career auto biography.  The career autobiography was a great exercise to reflect back to my very first job and the various industries I’ve worked in and how I’ve progressed.
It’s really a good idea-  what if I get that call?  I’m ready.  
 
Got My  outfit… CHECK
Set the alarm…. CHECK
GPS is set- commute/ transportation figured out, I know I have gas!
 Prepare/make breakfast- I’m already thinking about what I’m going to eat
 Portfolio is in order (passport/photo ID/visa, money, notebook, pen, stain stick, sweater, snack) 
I have questions that came to mind when I looked at the company website.
And I know why I’m applying for this job!  #1 I’m qualified- 
it’s in a great location, there’s room for growth,… think about all the reasons. What’s your motivation?
 Go to sleep!
 
If you don’t take anything else from this workshop-
Remember You have to stay ready, so you don’t have to get ready.  From your resume, to your appearance-stay ready!
LAND YOUR NEXT JOB 

(Click)




Landing Your Next Job
You are not alone

Now that you are better prepared to 
begin your process, use the resources, 
ask the questions and Work Hard to 
Make it Happen. 

Finding a job can be a challenge and is 
a job all on its own but you don’t have to 
tackle it alone. 

Thank you for your time today and be 
sure to come and see us soon.

Presenter
Presentation Notes
Thanks again and all the best to you in landing your next job!!!



Presenter
Presentation Notes
At your service are the six (6) locations of the Oakland County MI Works offices….
We are not currently open to the public; however you may contact any office via telephone, or by appointment.


(FINAL CLICK)
 




Resources

 O*NET OnLine https://www.onetonline.org/
 Pure MI Talent Connect https://www.mitalent.org/
 Career Dress https://www.careerdress.org/
 Save A Suit https://www.saveasuit.org/
 Toastmasters  www.toastmasters.org/

 Virtual Workshops  
https://www.oakgov.com/workforce/education/Pages
/virtual-workshop-program.aspx

 Hot Jobs  https://www.oakgov.com/workforce/job-
seekers/Pages/employers-hiring.aspx

https://www.onetonline.org/
https://www.mitalent.org/
https://www.careerdress.org/
https://www.saveasuit.org/
http://www.toastmasters.org/
https://www.oakgov.com/workforce/education/Pages/virtual-workshop-program.aspx
https://www.oakgov.com/workforce/job-seekers/Pages/employers-hiring.aspx

	Slide Number 1
	Workshop Guidelines
	Slide Number 3
	Landing Your Next Job
	Landing Your Next Job�Now we’re getting there…
	Slide Number 6
	Landing Your Next Job�That winning appearance
	That Winning Appearance
	Landing Your Next Job�The interview is here!!!!
	Landing Your Next Job�You are not alone
	Slide Number 11
	Resources

