
• Numerics •
10 til 2 placement service, 275

• A •
About.com Guide to Job Searching: Tools

and Tactics to Help You Get the Job You
Want (Doyle), 47

About.com job offer letter samples, 181
absolutes, 102
academics, 255, 261. See also education
acceptance, decision making process,

177–179
accomplishments, 218, 250
Ace the Corporate Personality Test

(Hoffman), 105
achievement orientation, 104
Acing the Interview, How to Ask and Answer

the Questions That Will Get You the Job!
(Beshara), 207–208

ad libbing, 291
ADA (Americans with Disabilities Act), 277,

282
age

addressing concerns, 204–205
attitude and, 203–204
health insurance and, 203
job performance and, 202
money and, 202–203
sample questions, 284

agency, 3
aggressiveness, 166
American City Business Journals, 93
American Journalism Review, 93
American Society of Association

Executives, 92

Americans with Disabilities Act (ADA), 277,
282

annual reports, 91
answering

broad questions specifically, 213–216
inappropriate questions, 279–285
questions about skills, 237

appearance. See also dress code
business casual, 132, 134–135
casual, 132, 136
conservative, 131–133
creative fashion, 132, 136–137
fragrances, 133
grooming, 136
overview, 60, 127
relaxed dress code, 130–131
style tips, 128–130
video interview, 48

applicant, 3
arbitration, 181
Archimedes, 295
arrest and conviction sample

questions/answers, 284
Art of the Business Lunch: Building

Relationships Between 12 and 2, The
(Jay), 79

Ask Andy About Clothes, 134
asking

self-interest questions after the offer, 149
selling questions before the offer, 147–149

attitude, age and, 203–204
audience reaction

measuring, 157–158
tips, 159

avatar, 54
avoiding negative words, 26
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• B •
Babich and Associates, 205
Baby Boomers. See also prime-timers

defined, 186, 251
education, 253–254, 256

Baby Busters (Generation X), 186
background

checks, 280
video interviews, 48

behavior-based competencies, 235–236
behavior-based interview, 73–75
benefits, 112
Beshara, Tony

Acing the Interview: How to Ask and
Answer the Questions That Will Get You
the Job!, 207–208

on health insurance costs, 203
on overqualified put-offs, 205–206

Blazing Saddles, 66–67
blogging, 197
body language, 25–26
Bonaparte, Napoleon, 295
Bonding Program (Federal), 265
book

conventions, 2
icons, 6
organization, 4–5
terms, 3

Book of U.S. Government Jobs: Where They
Are, What’s Available & How to Get
One, The (Damp), 209

Boomers. See Baby Boomers
brainteaser interview, 69
branding brief, 22–23, 226–227
Bringing Out the Dead, 85
Brown, James, 294
Bud, Matt, 201, 204–205
Buros Institute of Mental Measurements,

98–99
business casual appearance, 132, 134–135

business professionals (book
contributors). See also specific
publications

Beshara, Tony, 203, 205–208
Bud, Matt, 201, 204–205
Chapman, Jack, 112, 123
Cox, Jeffrey R., 293
Hawkinson, Paul, 40
James, Mark S., 52–54, 256
Krannich, Dr. Ron, 58, 189, 265, 274
Lemke, James M., 115, 225
McNulty, Neil P., 215, 220
Raphael, Todd, 92
Ryan, Liz, 207–208
Schmitt, Joseph, 100
Stewart, Jack D., 129–130
Troutman, Kathryn Kraemer, 209, 226–227
Weinhaus, Sheldon, 181
Williams, Wendell, 95
Woog, Dan, 268

Business Research Lab, 130
Business Week Magazine, 94, 135

• C •
Caesar, Julius, 294
candidate, 3
career

coach, 3
consultant, 3
objectives sample questions/answers,

218–219
plans sample questions/answers, 276
script, 176–177

career change
auditions, 200
basics, 193–194
entrepreneur to employee, 197
importance of education, 195
responding to questions about, 198–200
tips, 195–196

Carlin, George, 3
cash compensation, 112
Cassandra, 295
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Cassell, Scott, 35
casual appearance, 132, 136
cell phones, 50–51
Chapman, Jack

Negotiating Your Salary: How to Make
$1,000 a Minute, 112

Salary Negotiations, 123
checklist

post-interview, 172–173
pre-interview, 162

Children of a Lesser God, 13
citizenship sample questions, 284
Cleopatra, 294
closed-end question, 76
Clunkers and Bloopers, 218
Collamer, Nancy, Jobs and Moms Web site,

275
college graduates (new/recent). See also

education
stereotypical assumptions, 185–188

Columbus, Christopher, 295
combination interview, 67
combination tests, 102
communication skills, 27
company

defined, 3
financials, 90
history, 89–90
knowledge, 229–230
plans, 87–88
sample questions/answers, 231–233
size, 87

compensation. See also pay; salary
cash, 112
exploding bonus, 109
exploding offer, 176
fixed pay, 112

compensatory response, 39
competencies

behavior-based, 235–236
defined, 235
work-based, 235

competency-based interviewing approach,
235–236

Competency-Based Interviews: Master the
Tough New Interview Style and Give
Them the Answers That Will Win You
the Job (Kessler), 236

competition sample questions/answers,
231

competitive profile, 88
conflict resolution sample

questions/answers, 246–247
conservative appearance, 131–133
consulting scam, 29
contact information

author Web site, 200, 269
Copyright Office, 29

content review, 48
contingency recruiter, 68, 112
contracts, 180–181
conventions, book, 2
Copyright Handbook: What Every Writer

Needs to Know, The (Fishman), 29–30
Copyright Office contact information, 29
copyright plans, 29–30
Corleone, Don Vito, 293
costs

hiring, 42
webcam, 44

counteroffers, 177
country research

International social networking, 61–62
International Web sites, 60–61

Cover Letters For Dummies (Kennedy), 198
Cox, Jeffrey R., 293
creative fashion appearance, 132, 136–137
credit record sample questions, 284
criminal record sample questions/answers,

284
critical incident, 75–76
cross-cultural interviewing norms, 59–60
crossover skills

defined, 40
examples, 197
leveraging, 196–198

cultural norms, 58–59
culture, 88–89
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• D •
Damp, Dennis V., Book of U.S. Government

Jobs: Where They Are, What’s Available
& How to Get One, The, 209

David, 294
decision interview. See selection

interviews
decision-maker, 3
decision-making manager, 3
delegation sample questions/answers,

240–241
demotions sample questions/answers,

273–274
department manager, 3
directive interview, 75–76
disabilities

Americans with Disabilities Act (ADA),
277, 282

overview, 277
sample questions/answers, 277–278, 284

discrimination laws, 282. See also sexual
orientation

Diversity Working, 270
Doyle, Alison, About.com Guide to Job

Searching, Tools and Tactics to Help You
Get the Job You Want, 47

Dracula, 295
dress code. See also appearance

relaxed, 130–131
dress code checklists

business casual, 134–135
casual, 136
conservative, 132–133
creative fashion, 137

dress rehearsal, 49
Dress for Success, 137
drug testing policy sample

questions/answers, 275

• E •
EDGAR government database, 91
education. See also academics

Baby Boomers, 253–254, 256
enrolling in higher, 252–253
free online course materials, 253
Massachusetts Institute of Technology

(MIT) OpenCourseWare, 253
Millennials, 256
obstacles, 252
overview, 251
sample questions/answers, 254–261, 257,

260, 284
Einstein, Albert, 294
elevator speech, 22–23, 226–227
e-mail follow-up, 170
empathy, 104
employee message boards, 92
employer, 3
employment background checks, 280
Employment Personality Tests Decoded

(Hart & Sheldon), 96, 100, 105
ERE Media, 92
eTest, 104
Ex-Offender’s Job Hunting Guide: 10 Steps to

a New Life in the Work World
(Krannich), 265

expats, 61
experience

relevancy, 243–244
sample questions/answers, 244–250

experience-based knowledge and skills, 252
exploding bonus, 109
exploding offer, 176
expungement, 265
external recruiter, 108
extracurricular activities sample

questions/answers, 259–260
extreme wireless, 42

• F •
facial expressions, 49–50
failures (previous) sample

questions/answers, 222–223
family situation sample questions/answers,

276–277, 284
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Fashion.About.com, 134
Faust, 295
Federal Bonding Program, 265
Federal Government jobs, 209
Federal Resume Guidebook: Strategies for

Writing a Winning Federal Electronic
Resume, KSAs, and Essays, The
(Troutman), 209

feedback, 178
Financial Executives Networking Group,

The (FENG), 201, 204–205
Financial Times, 94
firings

sample questions/answers, 266–267
sidelining, 267

Fishman, Stephen, Copyright Handbook:
What Every Writer Needs to Know, The,
29–30

fit, 16–17
Fit In! The Unofficial Guide to Corporate

Culture (Williams), 17
fixed pay, 112
flextime, 275
follow-up

e-mail, 170
interview closings, 166–172
letters, 167–169
overview, 166–167
recruiters, 166
references, 171–172
telephone calls, 170–171

Forbes, 94
Fordyce Letter, The, 40
fragrances, 133
Funny Thing Happened on the Way to the

Forum, A, 195

• G •
Gay Financial Network, 270
gay, lesbian, bisexual and transgender

(GLBT), 268
GayJob.biz, 270
Generation X (Baby Busters), 186

Generation Y (Millennials)
defined, 186, 251
education, 256
scripts, 189–190
stereotypes, 187–188
tips, 188–189

GLBT (gay, lesbian, bisexual, and
transgender), 268

global interviews
overview, 19, 57–58
preparation, 62

Godiva, Lady, 294
Going Global, 60–61
Google search, 91
government

EDGAR database, 91
federal jobs, 209

GPA sample questions/answers, 258–259
grooming, 136. See also appearance
group interview, 71–72
growth opportunity, 109
growth patterns, 87
Guide to Researching Companies, Industries,

and Countries (Quintessential
Careers), 90

Guillotine, Joseph, 295

• H •
Halleland Lewis Nilan & Johnson firm, 100
halo effect, 127
hard copy research, 94
Hart, Ann, Employment Personality Tests

Decoded, 96, 100, 105
Hawkinson, Paul, 40
headhunter, 3
health insurance, age and, 203
Helen of Troy, 295
hidden objections, 150–151
high-end video interview, 44
higher education, 252–253
higher-calling offer, 109
Hire Consulting Services, 43, 256
HireVue, 43

307Index

36_177488 bindex.qxp  11/26/07  6:08 PM  Page 307



hiring
costs, 42
manager, 3

hobbies/interests sample
questions/answers, 221

Hoffman, Edward, Ace the Corporate
Personality Test, 105

holograms, 54
home sample questions, 284
Hoover’s, Inc., 93
HotJobs Yahoo!, 92
How to Ace the Brain Teaser Interview

(Kador), 69
How to Master Psychometric Tests

(Parkinson), 105
How to Research Employers

(Riley Guides), 90
HR manager/specialist, 3
human resources (HR), 3
Human Rights Campaign

Foundation (2006) report, 268
Web site, 270

• I •
icons, book, 6
illegal questions. See also inappropriate

questions
defined, 281
sample, 283–285

Impact Publications, 58
inappropriate questions. See also illegal

questions
answering, 279–285
defined, 281
interviewers, 281–282
overview, 279–281
redirecting, 282–283
sample, 283–285

independent recruiters, 3, 108
industry knowledge, 229–230
insurance (health, ), 203
integrity test

defined, 96
sample questions, 103–104

interactive selling, 164
interests/hobbies sample

questions/answers, 221
intergenerational workplaces. See also

Baby Boomers; prime-timers
Millennials (Generation Y) scripts,

189–190
Millennials (Generation Y) stereotypes,

187–188
Millennials (Generation Y) tips, 188–189
overview, 185–186

internal recruiters, 3
international social networking, 61–62
international Web sites, 60–61
Internet research, 86
interview closings

aggressiveness, 166
follow-up, 166–172
post-interview checklist, 172–173
strategic exit, 164–166
tips, 160–161

interview opening tips, 154–156
interview questions. See also questions

broad, 213–216
overview, 213
personal commercials, 216–218

interview questions/answers
education, 254–261
experience, 244–250
job/company knowledge, 230–233
personal, 218–225, 227
skills and competencies, 238–241
special situations, 266–268, 270–278

interview review tips, 289–292
interview scenarios

audience reaction, 157–159
closing interview, 159–161
during interview, 156–157
opening interview, 154–156
post interview, 161
pre-interview, 153–154

interview screening, 116
interviewee, 3
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interviewer
defined, 3
inappropriate questions, 281–282
offensive, 31
role, 263–264
types, 15

interviewer personality types
Cold Contemplator, 299
Incompetent Interviewer, 300
overview, 297
Person Talks a Lot, 301
Potential Boss, 298
Professional Recruiter, 300–301
Serious Businessperson, 298
Serious Intimidator, 300
Strictly Technical Person, 301
Warm Fuzzie Person, 299
Young Achiever, 297

interviews
behavior-based, 73–75
brainteaser, 69
combination, 67
competency-based approach, 235–236
cultural norms, 59–60
decision, 65–67
directive, 75–76
disruptions, 144
do’s and dont’s, 145
global, 19, 57–58, 62
group, 72
job fair, 80, 82
job offer, 173
mealtime, 78–80
nondirective, 76–77
on-campus, 80
one-to-one, 71
patterned, 75–76
promotion, 67
recruiter courtesy, 68
recruiter general screening, 68–69
recruiter search, 69–70
screening, 64–65
second, 70
selection, 65–67
serial, 72

silent treatment, 144
stress, 77
structured, 75–76
styles, 63
tips, 81, 156–157

• J •
James, Mark S., Hire Consulting Services,

52–54, 256
Jay, Robin, Art of the Business Lunch:

Building Relationships Between 12 and
2, The, 79

Joan of Arc, 294
job

fair interview, 80, 82
Federal Government, 209
history sample questions/answers,

272–273
knowledge, 229–230
performance and age, 202
sample questions/answers, 230–231
seeker, 3
sharing, 275
skills sample questions/answers, 238–241
status sample questions/answers, 245
stretch, 109

job acceptance decision making process,
177–179

job hopping
overview, 271
sample questions/answers, 271–272

Job-Hunt.org, 61
Job Interview Tips for People With Not-So-

Hot Backgrounds (Krannich), 274
job offers

acceptance decision, 177–179
career script, 176–177
counteroffers, 177
exploding offer, 176
immediate reaction, 175–176
at interview, 173
letter, 181
negotiating, 179
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Jobstar Central, 91
Jobster, 91
Joker, The, 294

• K •
Kador, John, How to Ace the Brain Teaser

Interview, 69
Kai-Shek, Chiang, 296
Kennedy, John F., 295
Kennedy, Joyce Lain

Cover Letters For Dummies, 198
Resumes For Dummies, 21, 34, 153, 167

Kennedy’s Directory of Executive
Recruiters, 70

Kessler, Robin, Competency-Based
Interviews: Master the Tough New
Interview Style and Give Them the
Answers That Will Win You the Job, 236

Khan, Genghis, 294
Kirk, Captain, 293
Knock ’em Dead, The Ultimate Job Seeker’s

Guide (Yate), 245
Kogan Page, UK, 104
Krannich, Caryl

Ex-Offender’s Job Hunting Guide: 10 Steps
to a New Life in the Work World, 265

Job Interview Tips for People With Not-So-
Hot Backgrounds, 274

Krannich, Dr. Ron
on employee selection, 58
Ex-Offender’s Job Hunting Guide: 10 Steps

to a New Life in the Work World, 265
on Generation Y (Millennials), 189
Job Interview Tips for People With Not-So-

Hot Backgrounds, 274

• L •
Labor Department Office of Disability

Employment Policy, 277
lag time, 45
language

fluency, 59–60
sample questions, 285

law, discrimination, 282
leadership positions sample

questions/answers, 259–260
Lecter, Hannibal, 295
legal exposure, 178
Lemke, James M., 58, 115, 225
letters

follow-up, 167–169
job offer samples, 181

leveraging
crossover skills, 196–198
defined, 30

Lewis & Clark, 296
LinkedIn, 91
listening skills, 28
locating salary information online, 111
longevity sample questions/answers,

264–265
long-term incentive pay, 112
low end video interview, 45
low offer tactics, 108–109
lowball offers, 112
loyalty, 17

• M •
major (academic) sample

questions/answers, 257, 260
management style sample

questions/answers, 276–277
Manta Company Profiles, 91
market

pay rates, 111–113
value, 124

marketing pitch, 216–217
Massachusetts Institute of Technology

(MIT) OpenCourseWare, 253
McNulty, Neil P., 215, 220
mealtime interview, 78–80
measuring

audience reaction, 157–158
personality test traits, 98–99

MensFashion.About.com, 134
Mental Measurements Yearbook (Buros), 99
message boards, 92
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Michelangelo, 295
mid-level video interview, 44
military record sample questions, 285
Millennials (Generation Y)

defined, 186, 251
education, 256
Krannich, Dr. Ron, 189
scripts, 189–190
stereotypes, 187–188
tips, 188–189

mirroring, 79–80
MIT (Massachusetts Institute of

Technology) OpenCourseWare, 253
mobile phones. see cell phones
money

age and, 202–203
stalling talk about, 117–118

Monster.com, 92, 270
moral waiver, 266
Moses, 295
movements, video interviews, 49

• N •
National Association of Colleges and

Employers (NACE), 131, 136, 176
national origin sample questions, 284
negative

traits, 103
word avoidance, 26

negotiating
job offers, 179
salary, 113–117

Negotiating Your Salary, How to Make
$1,000 a Minute (Chapman), 112

neophobia, 208
networking, international social, 61–62
New York Times, 94
Newton, Isaac, 294
non-compete clauses, 181
nondirective interview, 76–77
nondisclosure answer, 270
norms

cross-cultural interviewing, 59–60
cultural, 58–59

note taking, video interviews, 48
nouveau omniscient, 151

• O •
Odysseus, 295
offers

counter, 177
higher-calling, 109
lowball, 112

Office of Disability Employment Policy, 277
on-campus interview, 80
one-to-one interview, 71
online

applications salary boxes, 111–113
course materials, 253
salary calculators, 123
training program sample

questions/answers, 255
OpenCourseWare, 253
open-end questions, 76
Opportunity International, 115, 225
oral presentations sample

questions/answers, 239
organization

book, 4–5
defined, 3
sample questions, 285

Othello, 296
overqualified

overview, 205
responses to the put-off, 206

Oya’s Directory of Recruiters, 70

• P •
Pandora, 294
Parkinson, Mark, How to Master

Psychometric Tests, 105
parting sales pitch, 164–165
patterned interview, 75–76
pausing, 17–18
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pay. See also compensation; salary
factors, 119–120
long-term incentive, 112
market rates, 111–113
short-term incentive, 112
variable, 112

Payscale, 111
performance

interview, 29–30
reviews, 225

personal branding
defined, 22
message, 22–23, 226–227

personal commercials sample, 217–218
personal sample questions, 59, 285
personality tests

civil rights, 99–100
overview, 95–96
practice, 104–105
pre-test questions, 97
privacy issues, 100–101
sample questions, 105
statistically validated, 98
tips, 101–105
traits measured, 98–99
users, 99

personality types
Cold Contemplator, 299
Incompetent Interviewer, 300
overview, 297
Person Talks a Lot, 301
Potential Boss, 298
Professional Recruiter, 300–301
Serious Businessperson, 298
Serious Intimidator, 300
Strictly Technical Person, 301
Warm Fuzzie Person, 299
Young Achiever, 297

Pharaoh (Ramses II), 295
phone screening, 116
Plunkett Research Online, 91, 93
Plunkett’s Industry Almanacs, 94

portfolio scam, 29
positive resilience, 104
positive traits, 102
post-interview

checklist, 172–173
tips, 161

posture, video interviews, 49
pre-employment

contracts, 180–181
tests, 27

pre-interview
checklist, 162
salary talk, 115
tips, 153–154

preparation tips, 20
presenting qualifications in targeted job

interviews, 35–39
presumption-phrasing, 150
prime-timers. See also Baby Boomers;

intergenerational workplaces
attitude, 203–204
health insurance, 203
job performance, 202
money, 202–203
overqualified put–off, 205–206
overview, 201
tips, 207–208
young bosses, 208

prison time sample questions/answers,
265–266

privacy, 59
private equity firms, 89
products, 88
profile summary, 22–23, 226–227
Progayjobs.com, 270
programs, theatrical stimulation, 12
promotion interview, 67
protocol variations, 59
Pryne, Hester, 293
Public Register’s Annual Report Service, 91
publications. See business professionals

(book contributors)
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• Q •
qualifications

making up missing, 39–40
presenting in targeted job interviews,

35–39
sample questions/answers, 246
tips to promoting, 21–22

questions. See also interview
questions/answers

to ask potential employers, 87–90
closed-end, 76
illegal, 281
integrity test, 103–104
open-end, 76
personal, 59
replayed, 103
sample personality test, 105
sample work-related, 148–149
self-interest, 149
selling, 148–149
skills, 236–237

Quintessential Careers, Guide to
Researching Companies, Industries, and
Countries, 90

• R •
Radio Babies (The Silent Generation)

defined, 186
retirement reversal, 207

Raiders of the Lost Ark, 243
Ramses II (Pharaoh), 295
Raphael, Todd, 92
recruiter(s)

comebacks, 109–110
contingency, 112
courtesy interview, 68
defined, 3
external, 108
follow-up, 166
general screening interview, 68–69
independent, 3, 108
internal, 3

low offer tactics, 108–109
overview, 108
retained, 68
salary history, 117
search interview, 69–70

recruiting fatigue, 120
recruitment videos, 92
redirecting inappropriate questions,

282–283
references, 171–172
rehearsing

interview situations, 144
out loud, 142
tips, 143
video camera, 142–143

relaxation, 141
relaxed dress code, 130–131
religion sample questions, 285
replayed questions, 103
reputation, 88–89
research

Google search, 91
hard copy, 94
international social networking, 61–62
international Web sites, 60–61
Internet, 86
sample questions/answers, 238–239

resignations sample questions/answers,
267–268

resources. See business professionals
(book contributors)

Resume Place, Inc., The, 226
resumes, video, 55
Resumes For Dummies (Kennedy), 21, 34,

153, 167
retained recruiter, 68
retirement reversal, Radio Babies, 207
reviews, performance, 225
Richard III, 296
Riley Guides, How to Research

Employers, 90
Robin Hood, 295
Rutgers University Libraries, 91
Ryan, Liz, 207–208
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• S •
salary. See also compensation; pay

boxes on online applications, 111–113
compression, 120
history, 117, 119
information online, 111
negotiating, 113–117

salary negotiations
company Web site, 123
creative suggestions, 124
dramatic silences, 123
finding a range, 120–121
plotting salary history, 121–122
straightforward response, 123
upgrade the job, 122–123
Web-based help, 123

salary question avoidance, 24–25
Salary.com, 111
SalarySearch, 111
sales pitch, parting, 164–165
salespeople tips, 104
sample

company knowledge questions/answers,
230–233

competencies questions/answers,
238–241

education questions/answers, 254–261
experience questions/answers, 244–250
illegal questions, 283–285
inappropriate questions, 283–285
integrity test questions, 103–104
job knowledge questions/answers,

230–233
job offer letter, 181
language questions, 285
military record questions, 285
national origin questions, 284
organization questions, 285
personal commercials, 217–218
personal questions, 285
religion questions, 285
self-interest questions, 149

skills questions/answers, 238–241
special situations questions/answers,

266–268, 270–278
thank-you letter, 169
worker’s compensation questions, 285

Sauron, 294
saving hiring costs, 42
scam

consulting, 29
portfolio, 29
training, 29

scenarios
audience reaction, 157–159
closing interview, 159–161
during interview, 156–157
opening interview, 154–156
post-interview, 161
pre-interview, 153–154

Schmitt, Joseph, 100
screener, 3
screening, phone, 116
screening interviews, 43

overview, 64–65
selection interviews versus, 20–21, 38–39

scripts, Millennials, 189–190
SEC (Securities Exchange Commission), 91
second interview, 70
Securities Exchange Commission (SEC), 91
selection interviews

overview, 65–67
screening interviews versus, 20–21, 38–39

self-control, 104
self-efficacy, 104
self-improvement sample

questions/answers, 254
self-interest sample questions, 149
self-monitoring, 104
self-promotion, 60
selling

interactive, 164
questions, 148–149

serial interview, 72
services, 88
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sexual orientation
interview tips, 269–270
overview, 268–269
sample questions/answers, 270–271

Sheldon, George, Employment Personality
Tests Decoded, 96, 100, 105

SHL Group, 104
short-term incentive pay, 112
showoffs, 151
Silent Generation, The (Radio Babies)

defined, 186
retirement reversal, 207

skills
answering questions about, 237
communication, 27
crossover, 40, 196–198
defined, 235
experience-based knowledge and, 252
listening, 28
question recognition, 236–237
sample questions, 238–241
selling, 148–149
social, 237
soft, 237
special, 120
storytelling, 18
transferable, 197

small-business jobs, 18–19
social networking, international, 61–62
social skills, 237
Society for Human Resource Management,

131
soft skills, 237
Soprano, Tony, 294
speaking, video interviews, 49–50
special situations

demotions, 273–274
disabilities, 277–278
family, 275–277
firings, 266–268
job history gaps, 272–273
job hopping, 271–272
longevity, 264–265

prison time, 265–266
substance history, 274–275

special skills, 120
stage fright, 139–140
stalling money talk, 117–118
Standard & Poor’s Industry Surveys, 94
State government rip-off, 29
statistically validated personality tests, 97
Stewart, Jack D., 129–130
storytelling skills, 18
strengths

overview, 220
sample questions/answers, 219, 223–225,

227
stress

interview, 77
relievers, 141
sample questions/answers, 223

structured interview, 75–76
successes, sample questions/answers,

222–223
supervision, sample questions/answers,

248–249
supplies, interview, 28
supply and demand, 120

• T •
targeted job interviews

overview, 33–34
presenting qualifications, 35–39

teamwork sample questions/answers, 222,
241, 247

technical check, video interviews, 48
telecommuting, 275
telephone call follow-up, 170–171
telephone interview

making phone appointments, 52
preparing, 51–52
tips, 52–54

Tell, William, 296
10 til 2 placement service, 275
terms, book, 3
Test Reviews Online, 99
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tests
combination, 102
integrity, 96, 103–104
pre-employment, 27

Tests in Print, 99
thank-you letter sample, 169
theatrical stimulation programs, 12
themes, 74
third-party recruiters, 3, 108
time limits, video interview, 47
time management sample

questions/answers, 240
tips

audience reaction, 159
career change, 195–196
follow-up letters, 168
interview, 81, 156–157
interview closing, 160–161
interview opening, 154–156
interview review, 289–292
Millennials, 188–189
personality tests, 101–105
post-interview, 161
pre-interview, 153–154
preparation, 20
prime-timers, 207–208
prison time, 265–266
promoting qualifications, 21–22
rehearsing, 143
salespeople, 104
sexual orientation interview, 269–270
style, 128–130
telephone interview, 52–54

training scam, 29
traits

negative, 103
positive, 102

transferable skills, 197
Transitions Abroad, 61
Troutman, Kathryn Kraemer

on branding briefs, 226–227
Federal Resume Guidebook: Strategies for

Writing a Winning Federal Electronic
Resume, KSAs, and Essays, The, 209

Tubman, Harriet, 294
Turner, Joe, 289

• U •
University of Southern California, 54
urgency, 120
U.S. Military moral waiver, 266

• V •
variable pay, 112
Vault, 92
verifying job information, 21
video

camera rehearsals, 142–143
interviewing advantages and

disadvantages, 45–46
recruitment, 92
resumes, 55
trends, 42

video interviews
background, 48
content review, 48
dress rehearsal, 49
during, 49–50
facial expressions, 49–50
high-end, 44
low-end, 45
making an impression, 46–47
mid-level, 44
movements, 49
note taking, 48
overview, 15–16, 44
posture, 49
preparation, 47–49
speaking, 49–50
technical check, 48
time limits, 47
types, 44–45
virtual handshake, 50

videoconferencing, 43–44
visualization, 141
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• W •
Wall Street Journal, 94
Washington, George, 295
weaknesses, sample questions/answers,

220–221
Web sites (Appearance)

Ask Andy About Clothes, 134
Dress for Success, 137
Fashion.About.com, 134
MensFashion.About.com, 134
Women’s Alliance, The, 137

Web sites (Job Postings)
10 til 2, 275
collegegrad, 191
collegerecruiter, 191
erecruiting, 191
Federal Job Boards, 209
Job-Hunt.org, 34, 61
JobsandMoms.com, 275
jobsearch.about.com, 191
Monster.com, 92, 270
monstertrak, 191
nacelink, 191

Web sites (Legal Issues)
Copyright Office, 29
exoffenderreentry.com, 265
Federal Bonding Program, 265
Labor Department’s Office of Disability

Employment Policy, 277
Work Opportunity Tax Credit, 265

Web sites (Message Boards)
HotJobs Yahoo!, 92
Vault, 92
WetFeet, 92

Web sites (Miscellaneous)
Dr. Ron Krannich, 189
George Carlin, 3
Hire Consulting Services, 43, 52, 256
HireVue, 43
International, 60–61
Jack Chapman, 112
Joe Turner, 31

John Kador, 69
Neil P. McNulty, 215
Scott Cassell, 35
Second Life, 54
sunfeatures, 200, 269
Swenson Turner, Inc., 289

Web sites (Research)
About.com, 181
American City Business Journals, 93
American Journalism Review, 93
American Society of Association

Executives, 92
Annual Report Service, 91
Annual reports.com, 91
Buros, 98
Business.com, 91
Diversity Working, 270
EDGAR government database, 91
ERE Media, 92
eTest, 104
experience, 191
Gay Financial Network, 270
GayJob.biz, 270
geteducated.com, 195, 253
Going Global, 60–61
Hoover’s, Inc., 93
Human Rights Campaign, 270
Human Rights Campaign Foundation, 268
Impact Publications, 58
Jobstar Central, 91
Jobster, 91
Kogan Page, UK, 104
LinkedIn, 91
Manta Company Profiles, 91
Nolo Press, 30
Payscale, 111
Petersons, 253
Plunkett Research Ltd., 93
Progayjobs.com, 270
Public Register’s Annual Report

Service, 91
Riley Guides, 90
Rutgers University Libraries, 91

317Index

36_177488 bindex.qxp  11/26/07  6:08 PM  Page 317



Web sites (Research) (continued)
Salary Negotiations, 123
Salary.com, 111
SalarySearch, 111
SHL Group, 104
Transitions Abroad, 61
WorldatWork, 112
Yahoo Finance, 91
ZoomInfo, 94

Web-based salary negotiation help, 123
webcams. See also video interviews

cost, 44
trends, 42

Weinhaus, Sheldon, 181
WetFeet, 92
William the Conqueror, 293
Williams, Mark A., Fit In! The Unofficial

Guide to Corporate Culture, 17
Williams, Wendell, 95
wireless trends, 42
Women’s Alliance, The, 137

Woog, Dan, 268
Work Opportunity Tax Credit, 265
work-based competencies, 235
worker’s compensation sample questions,

285
workplaces, intergenerational, 185–190
World at Work Web site, 112
writing marketing pitch, 216–217
writing skills, sample questions/answers,

239

• Y •
Yahoo Finance, 91
Yate, Martin, Knock ’em Dead: The Ultimate

Job Seeker’s Guide, 245

• Z •
Zeus, 294
ZoomInfo, 94
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