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Introduction
Choose a job you love and you'll never work a
day in your life – Unknown
100,000 hours, 6,000,000 minutes, 360,000,000
seconds...that’s the amount of time the average person
spends working at a job or building their career.
For most people, that amount of time means they will work
more than they eat, more than they play, even more than they
sleep.
It is the part of your life that you will sacrifice the most
important thing you have in exchange…your time.
So being happy and enjoying what you do for a living is a
very important decision, however, the reality is that most
people dream of a certain job or opportunity but are unable
to attain it.
They wish they could have it, they dream about getting it,
they dread their actual job every day and unfortunately end
up giving up on it and settling for whatever they believe they
can have or deserve.
Perhaps you’re in a situation that it always seems as if the
best jobs are only available when you aren’t looking, but
once you need one they are nowhere to be found?
Or maybe you’ve applied for your dream job but so did 100
other people and you are now in a dog fight to try to land the
position?

What if there was a proven method that would double, triple
or quadruple your chances to be the person that earns that
job, that comes out on top and beats out all the other
candidates? Wouldn’t it finally feel awesome to be the one
that wins in the end?
Throughout this book, you will discover all the secrets that
we’ve learned from experts and applied during our careers
to land great jobs and help others do the same.
Almost everybody eventually at some point in their careers
ends up losing a job and wondering ‘’what’s next’’? Where
do I start?
Feeling excited about the opportunities and confident they
would land an even better job within a few weeks, but their
excitement quickly turns to frustration, doubt, and fear.
You might be thinking, what if I don’t get another job? How
will I pay my bills? Maybe I should lower my standards?
Weeks turn to months.
That’s where Charles-Edouard’s journey began. He figured
out that his approach was failing so he had to do something
different.
He decided to look for some help and ended up online and
researched career consulting firms and found one that came
with good credentials. After meeting with the president of
the firm, he convinced him that they could help, and they
most certainly did.
Everything from putting together a powerful cover letter, to
a great resume, to interview skills and negotiating
techniques. He admits it was a lot harder and took much

longer than anticipated but the payoff was well worth it.
Taking a step back in this case truly paid off with many,
many steps forward.
The thing is, anyone can help you to find just an everyday
job. That’s not that hard and unfortunately not that exciting
either, but landing that DREAM job or that perfect position
for the career path you wish to embark on takes a little more
time and effort and the right steps and strategies.
Let that be an important life lesson for you: anything
worthwhile or meaningful in your life will require sacrifice,
patience and more effort than you anticipated, but it will be
SO worth it in the end.
Now you might say ‘’that
sounds like a lot of
Anything worthwhile or
work’’, or ‘’I don’t have
meaningful in your life will
time for this’’. OK…but
require sacrifice, patience
what if I told you that
and more effort than you
Charles-Edouard not only
anticipated, but it will be SO
landed a much better job,
worth it in the end.
he’s since been able to
land many more highlevel executive positions,
get promoted yearly and get paid more than any coworkers
in those same positions?
What if we told you that you could negotiate extra vacation
time, better perks, and 10’s of thousands of dollars of extra
salary, wouldn’t that be worth the effort? In one job, he
ended up negotiating a bonus structure that paid him over
50% more than the initial offer he had received by the
company.

We know these techniques and strategies work because
we’ve not only applied them ourselves but with the rest of
our coaching team at Career Year Academy we’ve helped
many others do the same for their careers.
We’ve also been able as high-level executives and business
owners for over 20 years to hire hundreds of people,
interview thousands and seen tens of thousands of resumes.
We’ve seen the good, the bad and the ugly!
Sometimes the thought of doing an ‘’American Idol’’ style
show recording the absolute funniest interviews seemed like
a great idea!
In this book, you will learn all the most up-to-date strategies
and techniques available on the market today. It’s been
designed to be simple yet effective.
Basically, taking out the guessing game of your job search.
Over the next 33 chapters you will discover the 5 KEYS that
will unlock your potential and open doors to unlimited career
opportunities!

1st KEY – The Starting Point
What job or career is for you? Let's find out using simple
concepts to make things clear, regardless if you don’t have
all the qualifications or if it’s for a new job or simply a
promotion within your own company!

2nd KEY – The Professional Portfolio
Should job titles be capitalized on a resume? Can a job
reference be a friend? Is leveraging social media the right
strategy? You'll discover 6 portfolio secrets that will
differentiate you from your competition.

3rd KEY – The Search
Where to look for and find the best jobs? How to be accepted
for an interview? Are consultants worth the money? All the
way to how to get several interviews lined up within weeks.

4th KEY – The Interview
What do I say? What do I wear? What do I do? Be prepared
like a champion with our ‘’real-life’’ proven method, that
creates results each and every time, guaranteed!

5th KEY – The Negotiation
Let's make a deal! Don't just be satisfied with what they give
you. We'll teach you several super-heroes hints to get 30%
to 50% more!
Now the part that we didn’t share with you is that the initial
program Charles-Edouard took cost him over $5,500 and
this is back in 2008.
He had just lost my job due to cutbacks, was moving into a
new custom built home with his wife, 2 kids and a 3rd on the
way, and all this with now no job or income!!
What would make him commit this kind of money to a
program?
He knew that to get his career path straight he needed to
invest in professional help.
Tough decision. Not many people would have thought it was
a good idea to invest that much money when they’ve just lost
their job.

But what if we told you that that program has paid itself off
many times over on the first job he got?
Where he was able to negotiate a $30,000 salary raise from
their last ‘’best offer’’. Later using those same strategies in
3 other companies he was recruited to join and got $18,500,
$27,000 and over $40,000 in annual salary, bonuses and
additional vacation time over and above their initial job
offers.
We can show you how to do the same, but this time we want
to do so without having to dish out $5,500. Not only that, but
we’ve built an even better, upgraded and updated program
that will be yours for a fraction of the cost. We want
everyone to get the absolute best chance at success at an
affordable price.
What if you could land your dream job you’ve always
wanted? Wouldn’t it be worth the time and money to
complete this book and perhaps join one of our many
advanced programs or masterclass?
What if we could help you negotiate an extra paid week’s
vacation, or the ability to work from home? Or get a
company car, paid cell phone or many other types of perks.
What if we can show you how to get an extra 10, 30 or even
50% increase or more in your starting salary or negotiate a
better raise or promotion?
What if the only thing you get out of this book is landing a
job a month, a week or a day earlier than you would have
without it…wouldn’t that be worth it?

If you follow these steps and they DON’T help you be fully
ready to land a dream job in 30 days after reading and
applying the concepts thought in this book we will refund
you 100% of the cost of purchase.
So, have we piqued your interest? Are you ready to get
started? Great! Then let’s get you that dream job, that dream
career and that dream life you’ve been waiting for!
We’re excited to be part of this journey with you. Let’s get
started.

Charles-Edouard McIntyre & Denis Leger

#1 KEY
THE STARTING POINT
Definiteness of purpose is the starting point of all
achievement. - W. Clement Stone
The 1st KEY of the Career Expert Secrets process will help
you unlock your potential and the mental foundation
necessary to steer your career in the right direction.
Just like the roots of a tree provides its strength, this KEY
will take you through a preparational journey that will fortify
your mindset, clarify your direction and establish a career
compass that will guide your occupational success.

CHAPTER 1.
THE RIGHT MINDSET
Don't let small minds convince you that your
dreams are too big
Several years ago, a team of researchers experimented by
advertising two job offers in a popular New York Newspaper
(before the advent of the internet). The experiment was to
find out if people would apply to jobs based on the
description and their level of qualifications for that said job,
or if they would apply based on the salary offered.
So, what they did, is place two separate job offers with
identical descriptions, same qualification requirements and
the same look. The only difference was the salary offered for
the position. The first one was for a salary of $30,000 per
year. The second was for $300,000 per year.
The results were stunning. Thousands of people applied to
the $30,000 per year job offer...5 applied to the $300,000 per
year offer.
The point of this story is very simple: most people sell
themselves short by not applying to a better paying job
because they don’t believe they would qualify for them.
We’ve seen this in our experience that there always seems to
be a lot more applicants for lower-paying jobs than higherpaying jobs. Part of it might be that the higher the salary, the
higher the qualification requirements tend to be thus offering
fewer potential candidates.

However, we also see that even when the participants
actually have the qualifications many still don’t believe they
could get the job.
Charles-Edouard once had 2 job offers opened for a
company he was hiring for. One was for an assistant
manager role and the other was for an operations manager
role.
The assistant manager role was offering around $40,000 per
year and the Operations manager role was around $70,000.
A candidate (let’s call him Patrick) applied for the assistant
manager role and Charles-Edouard brought him in for an
interview.
When digging more into his experience and capabilities, he
was clearly overqualified for the assistant manager role, and
perhaps slightly underqualified for the operations manager
role as he was missing a particular degree we had asked for
and fewer years of experience they had requested.
What happened was that they received about 10 times more
applicants for the assistant manager than they did for the
operations manager role and even fewer quality candidates.
They all had the right ''qualifications'' on paper but missing
some of the intangibles (people skills, personality, hunger
and desire to succeed) they were looking for.
When Charles-Edouard brought Patrick back in for a followup interview, he was asked why he had applied to the
assistant manager role and not the operations manager role.
He answered that he wanted to ‘’work his way up the
ladder’’ and that he didn’t think he had the right education
level for that role as per the job posting requirements.

What a surprise to him when he was offered the operations
manager role instead of the assistant manager role.
Newsflash...most job ads are written by the HR people and
not the actual managers hiring and making the final
decision.
These job ads often have high demands for education and
experience levels...and the truth is unless the job asks for a
very specific type of professional designation, most hiring
managers will overlook a few things missing (since there is
rarely the perfect candidate) for the person that they feel the
most compelled to hire.
Put it this way, we purchase on emotions and we rationalize
on facts. Our first impression is made very quickly as we will
touch base later on in this book, so the lack of a few small
technical qualifications will most likely be overlooked and
rationalized if the emotional connection was made between
you and the manager.
Again, if you are applying for a teaching job and you don’t
have a teacher’s diploma then it won’t work. Driving heavy
equipment without the proper license won’t work either.
But saying you need a specialized engineering degree for a
management or sales position probably can be overlooked
for the right combination of experience. And the lack of
years of experience can often be overlooked by the level of
education or quality work experience.
The bottom line is, don’t look at the job posting and think
you are underqualified simply because you don’t meet all the
requirements. As long as you can demonstrate enough to get

to the interview stage, there’s a good chance as any you
could get the job.
One of the most frequent issues we see is people going into
a job search with the wrong mindset.
Now we are not saying that if you have been in the workforce
for 2 years and are currently earning $30,000 per year you
should be going ahead and applying for a CEO position. That
might be a stretch, to say
the least, and the chances
that you have the From our experience, if you
qualifications
are take 2 people of similar
unlikely.
experience, age and education
There is a good chance
however, that with the
right preparation and
plan you could land a
$50,000 or $60,000 job
and double your income.

there is a very good chance the
only difference between the
person making $50,000 and
the one making $100,000 per
year…is their mindset.

A lot of people go into a job search and tend to look for
something comparable to their current level instead of
believing they could get more.
From our experience, if you take 2 people of similar
experience, age and education there is a very good chance
the only difference between the person making $50,000 and
the one making $100,000 per year…is their mindset.
One believes they are worth $100,000 and the other $50,000.
So, they tend to apply to jobs they believe they could qualify
for, not necessarily what they could get.

Remember, the average job ad receives 250 applicants, yet
only 4 to 6 will get to the final interview stage, and only 1
gets the job.
Having the right mindset will give you a competitive
advantage, in the end, to help you land that coveted job or
promotion.

CHAPTER 2.
HOBBY, AMATEUR, PROFESSIONAL
A professional is someone who can do his best
work when he doesn’t feel like it.
There are vast disparities in income levels between people,
industries and positions. Even amongst similar industries
and companies, you will find people struggling to make it,
others earning a living wage while a few are exponentially
higher up the pay scale.
The question is, can you choose which level you attain?
Let’s look at the following example as an analogy for this.
We are sports fanatics and love everything about it. The
competition, the comradery, the challenge, and the fun that
it provides.
We've had some success throughout our sporting careers in
various disciplines. Neither of us, however, have made it a
career.
In North America, a popular sport would be Ice Hockey.
Now, you could say that I have made it a hobby. We love to
play the sport, still participate in tournaments from time to
time and garage leagues. But we don’t get paid to play...we
pay to play!
Even as a Junior Hockey player, it was considered a sport
and not a career. This would be called a Hobby.

We play for fun, occasionally and don’t necessarily make
this our main thing. We're ok to pay for it for our
entertainment or pleasure and don’t expect to earn anything
in return for it. Our effort level and involvement are
reflective of the income we receive as well.
Applying this to a job or career would be the equivalent of a
‘’side job’’.
You do it for fun, make a few bucks and that’s about it. You
haven’t turned it into a business or career yet and your
income essentially pays for your hobby.
Now if we would have made it a few levels higher and
reached say the lower level leagues and play at the Amateur
level, we would have gotten paid perhaps a living wage and
perhaps use it to supplement my income from a day-to-day
job.
Many lower leagues in the world will pay anywhere from a
few hundred dollars per week to a few thousand. Allowing
the players to make ends meet but nothing more.
As a career, you will find here the people who went to
school, got good grades and gotten the degree, they work
hard and keep their nose clean but don’t go the extra mile.
They make a living but won’t ever get paid like a true
professional.
If we would have made it to the professional ranks however
and play in the top league in the world - the NHL, our income
as a Professional would have been many times that of an
amateur.

There are fewer than 700 players signed to professional NHL
contracts every year and even if you added the other
professional leagues from around the world, the number of
hockey players who could consider what they do as a career
would be less than 10,000.
Considering there are 1,7 million registered hockey players
in the world the odds are long against ‘’making it’’.
On the other hand, the ‘’Professionals’’ make way more than
your average amateur.
At the time of this writing, the average NHL player makes
over $3,500,000 with the highest-paid player being its
newest star Connor McDavid at an average annual salary of
$12,500,000 for 8 years making him a cool $100,000,000.00
not including any sponsorship deals.
Not bad!
This is the same area from a career perspective, you will find
the top income earners in any profession. They are the ones
making CEO money, are industry-leading experts and get
paid more for what they know than what they do.
The analogy of a Hobby - Amateur - Professional can also
apply to careers in various ways. It is important when
starting into a career path to figure out how far you want to
go, and what you are willing to do to earn it.
While some professions such as hockey described above
require specific physical skills that may not apply to all,
many are open to those who demonstrate the hunger and
work ethic to climb the proverbial career ladder.

Treating your career as a hobby will bring you hobby results
if you have a career at all. You will go from job to job
without ever finding any stability. Worst unlike a hobby, you
might enjoy where you might end up doing something you
don’t even like to do!
As an amateur, you will do 95% of what is required to
succeed and make a good living. But you will never push
through to the elite income levels of your industry.
Only those who treat their career as a professional can expect
to be paid like one. They go the extra mile, read more on the
industry, continue to educate themselves not only on the
topic at hand but also with all-around life skills, work skills,
and money skills to succeed.
They are willing to do
the extra 5% others
aren’t and by doing so
get into the top 5% of
earners. What you need
to understand is that
much
like
in
professional sports, the difference between being in the top
5% of earners is exponentially higher.
Only those who treat their
career as a professional can
expect to be paid like one.

The best of the best in any industry will get paid 10X more
even than those at the bottom of the top 5% and 100X more
than the average.
To wrap this up, the lesson here is that if you treat any job
search as a hobby, you will get paid like a hobby and it the
long run it will end up costing you money.

Bring it up one level to the amateur level and do most of
what we teach you in this book and you will get paid as an
amateur and most likely get a nice increase in salary and
benefits.
Be willing to do everything we suggest in this book, and
apply it diligently? We believe you will dominate your
industry over time, become a professional and get paid like
one!

CHAPTER 3.
IKIGAI – FINDING YOUR REASON
FOR BEING
Sometimes I pretend to be normal but it gets
boring so I go back to being me
Ikigai is a Japanese word whose meaning translates roughly
to – ‘’a reason for being’’, encompassing joy, a sense of
purpose and meaning and a feeling of well being.
The word Ikigai derives from a combination of the words Iki,
meaning life and Kai, meaning the realization of hopes and
expectations.

The concept is an intersection, a common ground between
the following:
What you love
What you are good at
What the world needs
What you can get paid for
What you love could be a hobby, something you enjoy doing
and would do for free.
What you are good at could be related to specific skills you
have like data, math, speaking in public, photography.
What the world needs are more ‘’bigger picture’’ things like
‘’peace, environmental issues, world hunger, homelessness,
etc.
What I can get paid for would be things you are qualified to
do like teaching, research, project management.
When you combine what you love with what you are good
at…you find your passion.
I love bugs and sharing knowledge. OK, maybe you got a
blog on bugs. But does the world need it and can you get
paid for it?
When you combine What you are good at with what you can
get paid for, you get a profession.
I’m good at math and teaching so I’m a math teacher. I get
paid for it…it’s a job, but I’m not necessarily passionate
about it and the world has many math teachers as it is.

Matching what I can get paid for and what the world needs
becomes a vocation.
So, I’m good at it, the world needs it, I’ll coordinate efforts
to eradicate homelessness in my city. But that’s not my
passion and really, I’m not that good at it.
Matching what you love and what the world needs is a
mission.
You are an advocate for biodiversity and you decide to take
a mission into the Amazon to save the forest. It’s awesome,
the world needs it. But perhaps you don’t have that many
skills in this area to make a really big impact and it doesn’t
pay well if at all.
If you have 3 of the 4, for example, …you are close but not
all the way.
As we look at the image again, you will see that if you have
what you love, what you are good at and something you can
get paid for…but that the world doesn’t necessarily need
more of (I’m awesome at numbers and love spreadsheet so
I’m an accountant).
Great profession but unless you are an accountant for a cause
or a mission that is important to you and the world needs,
you will find satisfaction but a feeling of uselessness.
What you love, what the world needs and what you are good
at…but can’t get paid for it? Missionary in Africa to teach
English as a 2nd language. You love it, you are good at it,
the world needs it…but doesn’t pay well.

You will have delight and fullness, but no wealth. Which
can be fine for some…not for others.
What the world needs, You CAN get paid for it and you are
good at it…but it’s not something you love?
You will be comfortable, but you will have a feeling of
emptiness.
And finally have something that you love, the world needs it
and you can get paid for it…great! But you aren’t good at it,
at least not yet…
It will be exciting and complacency, but a sense of
uncertainty.
The goal with finding your IKIGAI, is to look at all 4 circles
and through a process of trial and error, elimination, the
pursuit of experiences and being able to self assess what you
want, what your skillset is, what things in the world you are
passionate about and can earn a living doing it.

That is the person who
never works a day in their
life for what they do isn’t
considered a job to them.

Then you have found
your ideal dream career
path.

That is the person who
never works a day in
their life for what they
do isn’t considered a
job to them. It’s what they love to do and they are good at it,
have found their purpose and the world needs what they must
offer.

Now don’t despair if it doesn’t happen right away. A lot of
people only have 1 of the 4, most probably have 2 of the 4,
and a few more might get to 3 of the 4 aspects.
Only a select few people have made it to a point that they
have all 4, but that doesn’t take away the idea that you should
pursue your IKIGAI to live a fulfilled life.
Many have been able to do so by matching a career that they
are good at and perhaps they get paid for very well, then
finding a hobby, pass-time, passion or cause that covers the
other 2 aspects of their IKIGAI making them happy and
fulfilled in the process.
A mentor of mine once said that finding your true meaning
in life is like an archeology project. For most people, you
discover and uncover it a little at a time.

CHAPTER 4.
THE CAREER SATISFACTION
INDEX FORMULA
Passion is the difference between having a job and
having a career.
The fact of the matter is that we need to work to live. It’s hard
to buy groceries on an empty bank account but if you are
going to commit that much time into something wouldn’t it
be important that it’s something that you enjoy? That gives
you great satisfaction and joy?
Many people simply grind out a living working a job that
does not get them jumping out of bed in the morning.
But how do you know if you are satisfied? What factors
should you consider when trying to evaluate this? And more
importantly, what steps do you take to improve your
satisfaction level?
Please allow us to introduce to you a ground-breaking new
concept: The CSI Formula.
No not the crime television show, but rather the Career
Satisfaction Index. Now there are a few parallels between the
two, let me explain.
In the CSI TV shows basically, the cops must scour the crime
scenes to find clues that eventually lead to the bad guys. Well,
the CSI concept scours and investigates different areas that
make up your workplace environment, your workplace
mentality, and your overall satisfaction level.

This allows you to assess where you need to focus on to get
yourself into a zone in your career where you are not only
performing at a high level, but you are also highly engaged
and happy with your choices and your career direction.
So, if we would use the CSI formula in your career, would
we find clues that would lead us to believe that you are
satisfied and happy?
The CSI concept takes into consideration 3 factors that
contribute to your overall workplace satisfaction and
success. These 3 factors are:
- Compensation
- Competency
- Culture
Now believe it or not it’s not just a lack of these factors that
contribute to negativity and frustration. The pendulum can
swing the other way.
You could be stuck in a situation simply because one or a few
of these factors are too strong and are basically keeping you
trapped in a job that is not fulfilling.
Once you’ve been able to establish where you stand with all
3 of these factors you can then begin the amazing journey to
total personal and professional satisfaction.

CSI TERMINOLOGY GUIDE
For any method to provide accurate results, it is important for
the individual using it to properly understand its testing
method. This one is no different.
You will first need to properly understand how we describe
each of the 3 factors of the formula.

COMPENSATION
Getting paid! For many people, it’s all about the money…as
Tom Cruise and Cuba Gooding Jr famously coined the
phrase: SHOW ME THE MONEY!!
Obviously, the two extremes in this component are pretty
obvious: you can be Underpaid or Overpaid.
Most people would react instantaneously to that last one:
overpaid??
Is that really possible? Of course, it is.
Certain tasks or responsibilities are only worth so much
money but some people get opportunities in their careers
where they are overpaid for these tasks, or overpaid
compared to their competition or even their colleagues.
Hard to believe that this could be a negative thing but being
overpaid in a job could trap you for years.
Maybe you don’t love what you do or you just don’t believe
in the mission of the company anymore but you also realize
that if you leave you would have to accept a pay decrease
which isn’t the easiest decision in the world to accept.
Also, compensation is not entirely just salary. You would
need to consider benefits and how much value do you extract
from the work that you do and feeling of accomplishment.
Basically, everything about the job that rewards you could be
considered compensation. The key is finding the sweet spot
between avoiding being underpaid but also avoid the
trappings of being overpaid.

A great example of being trapped in an overpaid situation is
professional athletes.
You will hear often now how a certain player has an
“unmovable contract” so even if there was a better situation
available for them on another team, their contract traps them
with their current team.
And many times, because they are trapped with their current
team and that the circumstances are not totally satisfying for
neither the player or the team, their performance struggles
and then even once their contract expires many times their
other opportunities expire with it.
I’m sure many people would love to have the ‘’problem’’ of
being overpaid, however, once you know that you can’t make
that same amount of money elsewhere it can possibly keep
you trapped in an organization that you are unhappy working
for.
Again, just like in a CSI investigation you need to find the
clues.
Are you truly happy with the overall compensation (i.e.
salary, benefits, bonus structure, commissions, etc)?
Are you paid appropriately in comparison to your peers, your
competitors in the market?
How much value to do you extract from what it is you do?
Do you feel valued?
Do you feel as if you are truly doing what you were made to
do?

Do you get properly recognized for the work you do and the
value you bring to the organization?
These are all key questions that are directly linked to your
overall happiness.

COMPETENCY
Competency is the second component in our CSI index.
Competency is your abilities to skillfully do the job.
How does your education match up with your tasks and
responsibilities?
How does your personal skill set lineup with what is required
of you to be successful?
Are you truly happy with what it is that you do and does it
fulfill your passion and your life objectives?
In this component, you can be Overqualified or
Underqualified.
Being over-qualified for a job can lead to frustration.
Knowing that your skillset is being underutilized diminishes
motivation and can lead to the development of bad work
habits.
On the flip side, knowing that you are underqualified for a
certain position can evoke feelings of pressure and fear.
Nobody likes failing at what they do.
The key, once again, is finding that sweet spot. Finding that
job or career that maximizes your skillset but still challenges
you to become better and keep improving.

First of all, it is essential to know what you want out of your
job.
Does it fit what you really want out of your career? You need
to define your career priorities.
How much do you enjoy the day to day tasks? Obviously, it
would be a very rare situation where you would love every
task involved in a certain position however, there also must a
limit of how many displeasing tasks you must accomplish
regularly.
Eventually, you will become resentful of the work and your
performance will diminish and that could affect many
different things.
Does your education fit your position? Are you doing what
you studied to do?
Is your investment in time and money towards your
education paying you dividends? That is also an important
criterion to consider.
How does your skill set get utilized? Do you feel that your
organization is maximizing what you bring to the table?
Do you feel that you could better perform in a different role?
And at the end of the day, are you really happy?
Do you get back home after your workday and feel energized
and fulfilled?
Are you looking forward to attacking it again the next day?

Answering these questions and others throughout the test will
help you define your CSI score.

CULTURE
The final component of the CSI test is Culture. This is related
to the company or organization you are a part of.
Do you believe in the company values, mission and reason
for being?
Or is it just words on the wall somewhere that some
executives in their ivory tower put together and don’t really
represent, and the integrity of people inside the organization
is lacking?
Is the leadership team of the company people you are proud
to associate with and are willing to follow?
Would you be fine with having your spouse, kids, and friends
around them?
Do you enjoy the people you work with?
You’ve made best friends with a lot of them and are happy to
hang out with them outside of work hours…or is there is
tension in the air and you feel stress when around the office?
Some of us have been blessed to be part of great
organizations led by quality people that provide a fantastic
company culture.
A place where you are proud to represent. They look after
people, they care for their employees and will always go the
extra mile to do the right thing.

There’s an environment of respect and family values that
make you want to go the extra mile. Leaving this place would
break your heart as you would lose some of your best friends
in the process.
Some of us have had the unfortunate experience of living
through the flip side in terrible culture type companies.
People lie, steal, cheat to get ahead. Backstabbing is often
found between coworkers and conflict is even encouraged as
a strategy by the quote, leadership team.
Turnover of people in these organizations is constant and
there’s no sense of security.
On one extreme of the scale, you will have a culture that is
Dis-like. Easy to describe, and figure out you don’t want to
be there.
At the other end of the scale, you might have something we
call Cult-like.
Perhaps the culture encourages certain behaviors that aren’t
healthy or that would be seen as extreme by anyone else
outside that organization.
Companies that pride working extreme amounts of hours,
taking risks or that convince you that this is the best and only
place to work and everywhere else is bad. Us vs the world
mentality.
Constantly making promises of future promotions and raises
for more work today. A culture or promotions in the title not
in raises.

It might also be a situation where the leader, founder or
president of the organization is idolized to a point where
people will be willing to break their morals and values to
please that individual.
The goal is to find a sweet spot between the two. A place
where you can be proud to work, but that respects you as an
individual and allows you to grow to your full potential.

CHAPTER 5.
CSI SCORING, RESULTS AND
ANALYSIS GUIDE
Pleasure in the job puts perfection in the work
- Aristotle
We use the phrase ‘’I feel…like this’’ for a reason. This is
subjective and must reflect your true feeling.
Each of the 3 factors Competency, Compensation, and
Culture are ranked on a scale of 0 to 10.
As you score them they will fall in 1 of 5 categories that help
put words to feelings.

WARNING: The biggest mistake people make when taking
the test is giving it a much higher score than they really, truly
feel! Make sure to score accordingly.
Take a few minutes to score each of the 3 key factors right
now based on your initial gut feeling.
9–10 Awesome: Scoring a 9 or a 10 is way up the scoring
ladder. You really can’t wait to wake up every morning to
your dream job. This a very high score that a small
percentage of people ever reach.
7–8 Happy: Things are good, not perfect, would take a
tremendous offer to take you away.
5–6 Comfort Zone: It's not bad, could be worse. Not looking
but…if the right offer would come around I would consider.
Most people fall around this zone. It’s why we call it the
comfort zone 😉
3–4 Frustration: Always something that bothers you in one
of the 3 components. Working for the weekend is you’re your
favorite song and you have a TGIF bumper sticker on your
car.
1–2 Misery: Nothing you can do will change it. Not the right
fit. Hoping to get fired and can’t wait to get out of this spot.

THE FORMULA
Now that you have put a number on each category, it’s time
to put these numbers into the Career Satisfaction Index
Formula to find out your total CSI score.

The formula itself is quite simple. First insert your personal
score ranging from 0 to 10 in each of the 3 factors
Competency, Compensation, and Culture.
You can either use your gut feeling scores or we recommend
using the scores from the CSI test results for more accurate
results.
You then multiply all 3 results together to get your total score
on a scale of 0 to 1000. The higher the total score, the more
satisfied you are in your current job or career.
Here’s an example:

CSI SCORING RESULTS
Any surprises in your results? Is there one category that sticks
out more than the others?
If your score is very high then chances are you are happy and
satisfied in all 3 factors.

One bad score will bring down the total score even if you are
happy in the other 2 and vice versa.
Any score x zero is still zero!
Now that you have your test results and know which category
you fall into; the goal is to review them properly and figure
out what are your next career steps.

CSI SCORING ANALYSIS

You’ve taken the test. You’ve received your results. Perhaps
you are one of the few who is in the Happy and Awesome
zone, but if not and you are like most people in the Comfort,
Frustration or Misery zones what does this mean?
What can I do to improve my score and ultimately my Career
Satisfaction results? Here I will help you understand those
results and provide possible explanations and solutions. Let’s
break this down factor by factor.

COMPENSATION

UNDER PAID
What are your options if you find yourself in a situation
where you are underpaid for your talent and skills? The first
option would be to go to your current employer and attempt
to negotiate a better compensation package.
This might require that you also commit to increasing your
value to the company by taking a new course, or more
responsibilities.
You can work towards a promotion within your current
company and see if that is a possibility. This option might not
be available, or at least not at the current time.
Your final option is to start looking outside your current
company. Some industries pay better than others. Find a
reputable placement agency or head hunter firm to see what
would be available on the market for your services and at
what rate.
Same as you would evaluate your home before selling it, you
need to know the true value of your services on the market.

OVER PAID
If you find yourself in the rare but possible position that you
are overpaid then it might just be that you are new to the role
and haven’t had the chance to raise your game to the level of
your pay.
It is, however, a dangerous spot to be in. People in these
positions are often the first to be let go or moved when times
get tough.
Your options are to raise the value you bring to the company
by taking on a larger role, increasing your skill set through
new courses or qualifications or to move to a role that is more
appropriately paid to your value.
If you’ve simply been in a role for so long that your annual
raises have brought you to the top of the chart but you haven’t
moved on to a role that is better matched to your experience
and qualifications it’s time to move to a new role.
Either within this company or a new one.

COMPETENCY

UNDER QUALIFIED
If your results bring you on the dial shows that you are UnderQualified then you have a few options. First, if you might
simply be new to the role and need training.
This might be available internally at the company level or
through outside sources. If you like what you do but simply
need to improve your skillset then focus on that as a first step.
If you are in a role that doesn’t fit your skillset or you simply
don’t like what you do then you have to start looking at either
a change or role/responsibility within your current
organization or at a new one that would be a better fit.

OVER QUALIFIED
If you find yourself in this category, there are a few possible
reasons. First, you simply have been in the same role for so
long that your skillset and experience has surpassed your
current position.
The second might be a situation where you needed to find a
job in an emergency situation and took the best you could
find at the time but are now stuck there.
Your options here in this position are limited.
You need to find a way to make better use of your talent
either through a promotion, a change of role that better fits
what you can do or to look.
This might only be possible by finding a new job at a different
company.

CULTURE

DIS-LIKE
A bad culture is usually easy to determine. You feel it every
day.
We find that people will endure bad pay or a bad fit for their
skill set much longer than they can a bad culture.
If you find yourself stressed, borderline depressed or worst
you need to get out of this toxic environment.
Abuse in any form is not worth accepting regardless of how
well you get paid or like the actual work you do.
If this situation is caused by a single individual or group of
individuals then it might not be a lost cause.
IF for example you’ve enjoyed a good career so far in that
company but there’s a new boss or new coworker that is
wreaking havoc on you through bad behavior then you have
a few options.

If things can’t be fixed by addressing the behavior of these
individuals via upper management or human resources, then
you might have to look at changing departments.
If the culture issues are more far-reaching throughout the
organization or industry in general then your only option is
to look at a change of company or career.

CULT-LIKE
You started in this organization as a young graduate and have
been a part of the company for a while. You believe in what
you do and enjoy the people you are working with.
The leader is a strong personality but is good at selling a
vision for the future and convincing you that your future is
bright with them.
However, the raises aren’t there even if you keep working
hard and ‘’paying your dues’’, putting in the overtime and
taking one for the team.
Working 100 hours a week is a badge of honor and you
believe in the cause but it’s affecting your health and your
family life.
But you know if you cut back you will be left behind and lose
all chances of advancement so you keep going.
If you find yourself in a similar position then the only real
option for you is to settle for less or find a better working
environment that will allow for better work-life balance.

WARNING:
The other danger in a culture that is ‘’too good’’ may not be
negative in and of itself.
People might be great, leadership is awesome, you love the
people and there actually is a good work-life balance in place.
The values are strong and you believe in the company’s
mission and vision. So good…maybe too good. How could
this be?
It’s a perfect culture and environment which means you are
probably overqualified and/or underpaid for the role that you
are currently doing.
But because you are comfortable and the culture is SO good,
you overlook the fact that you are stagnant in your career and
not reaching your full potential.
Finding a great culture is fantastic and something everyone
should strive for, but beware of the side effect and stay
cognizant of how it impacts the other factors of your CSI
score.

CHAPTER 6.
WHAT COULD BE HOLDING YOU
BACK?
Sometimes the only person holding you back is
yourself
We hope you now have a better understanding of your
feelings towards your current job or career.
The first step in any plan to move forward is recognizing
where one is at and accepting its reality.
The next step is to take action towards a better future.
From our experience, there are 3 major reasons however
that tend to hold people back from fulfilling their calling and
pursuing their dream career.
- Fear of change
- Lack of belief in themselves
- Don’t know what to do or how to do it

FEAR OF CHANGE
It is not unusual for people to stay in a bad situation rather
than pursue one that is clearly better out of fear of the
unknown.
The best way to conquer fear is to do the thing you fear the
most.

Easier said than done!
When you get to do it with other people however it tends to
make change less fearful. Knowing you are not alone is
important.
A program such as the Quit your job find your Career
challenge which is done with other like-minded people in the
same position can help.
Having the support of a group and being able to share your
struggles and challenges with them and seeing others do the
same will be of great value as you move towards your dream
career.

LACK OF BELIEF IN THEMSELVES
You only have one life to live, and getting the most
fulfillment out of your career should not be shortchanged.
It’s normal and common to have doubts and not being sure if
you are doing the right thing in leaving a safe job to pursue
what you’ve always wanted to do…can be tremendously
rewarding!
Having multiple examples of people in your exact situation
who have been through the same challenges and came out
loving their current job or career is important.
Positive testimonies are powerful. Find a program or career
coach such as with the team at Career Year Academy that
will have produced tangible results for many other people
such as yourself.

DON’T KNOW WHAT TO DO OUR HOW TO
DO IT
Unfortunately, schools are not designed or at least not
operated in a way that properly prepares us to make smart
career choices.
Many make life-changing decisions about the rest of their life
and pick a career with little to no knowledge at 17 or 18 years
old.
It’s ok to make a change along the way and pursue your true
calling and passion.
Not knowing HOW to do it however can be a showstopper
for many.
What if a program existed that could take you, step by step
throughout a condensed amount of time and provide you with
all the knowledge and tools you need to make finding your
dream job a reality?
I’m being somewhat sarcastic…and serious at the same time!
The team at Career Year Academy has prepared such
a program for anyone who finds themselves with a CSI score
lower than they are ready to accept and want to move forward
towards a dream Career.

CHAPTER 7.
YOUR CAREER MAP
Failure to plan is a plan to fail
So where do we start? In the beginning, of course! So many
people try to rush straight into the action of getting the job
rather than invest the proper time in building the proper
foundation for their career.
In Steven Covey’s famous book 7 habits of highly successful
people, Habit #2 is titled - Beginning with the end in mind
and it’s based on imagination, more specifically, the ability
to envision in your mind a future that you can’t see at the
present with your own eyes.
So, in his book, Covey gives an example that puts this
concept into perspective, allow us to paraphrase it for you:
Imagine you are at a funeral, and everyone around you that
you know is present. You go to the casket to pay your last
respects…and when you look inside…you see…you!
At that moment, you realize this must be a dream but you
roll with it. So, you sit back and see how people react, what
they say about you, the stories they share.
Now, the question becomes…what would you WANT them
to say?
Will they talk about how many lives you impacted
positively?

The accomplishments you earned?
The charities you supported?
Or will they barely have anything to say and hurry up to go
eat the potato salad in the church basement?
People who know what they want to accomplish in life have
a much better chance of doing it. Seek out the most
successful people you know and ask them yourselves, they
will tell you that they chased down a dream, they had a vision
of what they wanted their future to be and that they made a
plan and took daily positive steps to accomplish it.
So, beginning with the end in mind means to begin each day,
task or project with a clear vision of your desired direction
and destination and then to continue doing the work to
accomplish it.
Now that’s easier said than done! So often people start
something with a ‘’hope for the best’’ attitude or with the
mindset of ‘’we’ll figure it out when we get there’’? That
screams of lack of vision and lack of a plan.
Our goal with this information that we are sharing
throughout our program is to make the concept of beginning
with the end in mind a clearer task and then provide you with
what we call a Career Map to help you along the way.
We want our information to be simple and
applicable. Sometimes you don’t need the big in-depth
explanations and analysis. Sometimes you just need a few
pointers and examples that can allow you to put thought and
focus into your future and finally get the career that you’ve
always desired.

We’re excited to share this journey with you!
So now that we’ve covered the concept of beginning with
the end in mind, and you’ve looked at some of the paths that
are available to you…now what? What do I do next? How
do I choose when faced with all these options? Sounds like
you need a map, more specifically, a career map...keep
reading!
Before the advent of
Google Maps and GPS, we
used to have something
called maps…I know they
still exist just not as
popular.

Asking
for
directions
requires 2 things – Knowing
where you are (starting
point) and where you want
to go (the end in mind).

But the idea of a map was to look at the entire landscape and
pick a route to get to our destination.
Asking for direction requires 2 things - Knowing where you
are (starting point) and where you want to go (the end in
mind).
So, the Career map is a guide that you will develop
throughout this entire book.
Each Key helps you identify the type of person you want to
become and follow. Each chapter uncovers new secrets that
allow you to have a clearer vision to what you want out of
life and your career. And each new concept you learn
provides you with the necessary tools to make it happen for
you.

8 MAIN CAREER OPTIONS
For most people, fortunate enough to live in free countries
with the ability to choose one’s own career, there are many
options and opportunities that present themselves. So much
so that most of us have a hard time choosing which direction
to pick as a chosen career.
To help you start identifying which ones would you be your
top choices, here are the 8 main options that are offered to
you when starting or re-starting your career:

1. DO NOTHING
Ok, that’s not really an option, especially if you are taking
this course I’d be hard-pressed to believe you would be
someone who would sit home and do nothing, but…it’s still
an option, just not one we hope you will consider.

2. GO STRAIGHT INTO THE WORKFORCE
There is still about 30% of students who go straight into the
workforce. This could be a good option if you aren’t sure yet
which direction you want to take and want to gain valuable
work experience plus earn some income. There might also
be a career you want to pursue that does not require any
additional schooling.

3. TAKE A GAP YEAR
Like going straight into the workforce, a popular option in
Europe and gaining popularity in North America, The Gap
Year allows for travel, volunteer or missionary work, and
trying out some various work options before going into a
career. Close to 90% of people who have taken a Gap year
said it has helped them make a better decision in their career
choice.

4. COLLEGE/TRADE SCHOOL
Perhaps you want to pursue a profession that requires a
college degree or a trade certification. There is a growing
shortage right now in the workforce for qualified
tradespeople and many opportunities for those who want to
look at them.
5. UNIVERSITY/PROFESSIONAL DEGREE
This would be for people who are choosing professions that
require a professional degree such as law, medicine,
education. A popular choice of career by many.

6. ENTREPRENEURSHIP
Although this path used to be reserved for more seasoned
veterans and accomplished business people. The advent of
social media, YouTube and the internet has provided
opportunities to get involved in business for people who
weren’t there even just 10 years ago. Today it can be for the
right people a viable and lucrative career path.

7. VOLUNTEER / MINISTRY
A noble and worthy cause is on your heart that is near and
dear to you. You have a passion for it and giving of your
time and talents towards it’s advancement is of great
importance to you. A possibly very rewarding career path for
those who are called to it. .

8. ARTS & ENTERTAINEMENT
You like to draw, paint, sing, dance, act, design or entertain
people. Bottom line you are an artist at heart. This is another
career path that you can chose to pursue.

Any of these 8 choices could be the right one for you. Let’s
continue this discovery journey together throughout this
book to find out which is the best for you.

THE WORST JOB EVER
If you had to pick what would be the worst job ever what
would it be? For some, it might have something to do with
heights since that’s a fear of yours.
Perhaps being a public speaker since you would rather die
than speak in public. But let’s use something more relatable.
When I was in university a friend a mine got a contract from
a local bar to do it’s cleaning maintenance.
Now, this was a big country dance club with several
hundreds of patrons every week and while you might be able
to picture this on a good Saturday night when drinks are
flying and the music is blaring...it’s not as nice the next
morning!
From sticky floors, and the stench of beer to broken glasses
and worst of all...the bathrooms! Not a pretty sight. Now I’m
sure there are worst jobs in the world than this but for me at
the time as a 19-year-old student that was about as bad as It
could get...especially for $10/hour.
Imagine with me for a moment that I would offer you this
job right now. I have my lawyer with me, you have your
lawyer with you and we make sure it’s all legit.
The job description is as such: For the next year from 3 AM
to 5 AM for 2 hours per night, 7 days a week, 365 days a
year you will be responsible for cleaning the dirty, stinky,
lonely bar.

In exchange for doing this, I will NOT pay you anything,
nada, zilch. BUT...IF you do this for 1 full year, I will pay
you $10 per month, every month...for the rest of your life!
Deal? Would you take this? No? I didn’t think so and neither
would I.
What if I made you a different offer. This time the same job
description applies, but if you are willing to do everything as
described every day for 2 YEARS for which I will not pay
you at all during this time...I will pay you $100 per month,
every month thereafter for the rest of your life!
Still no deal? Hard bargain…
What if I said 3 years or your work and then I’ll guarantee
you every month after for the rest of your life $1000! If you
are in your 20’s this could easily be worth a half-million
dollars!
Mmmm...got you thinking, now right? A cool grand every
month for as long as you live in exchange for 3 years of your
life, part-time. Sure, you’ll lose some sleep, sure it will stink
but you’ll get used to it, of course, it’s a big
commitment...but geez...3 years is a short amount of time to
get that extra security of $1,000 the rest of my life!
But you say ok...I’m still not convinced.
So, here’s my final offer to you: Clean the bar, 360 days a
year (I’ll give you a few days off to take each year), 2 hours
from 3AM to 5AM each night, sticky floor, stinky bathroom
and all...you’ve got your lawyer, I’ve got my lawyer we sign
off on the contract that I will not pay you anything during
the next 4 years of your life...but will pay you $10,000 per
month for THE REST OF YOUR LIFE after!!

Got you REALLY thinking now? Would you do it? 4 years
go by fast right...cash for life, $120,000 per year guaranteed
forever!
The goal here is to figure out how badly are you willing to
do what it takes to win. What are you willing to do for a 6figure job or more and your freedom for the rest of your life.
We call this Delayed Gratification. The ability to do now
what you don’t want to do, in order to have the ability to do
later what you want.
We call this delayed
gratification. The
ability to do now what
you don’t what to do,
in order to have the
ability later to do
what you want.

Think about this...I went to
university for more than 4
years (6 in total), and worked
many nights from 3 AM to 5
AM on projects and studying
for tests...with absolutely no
guarantee of success or even of
landing a job.

My point here is to encourage
you to look long term for your
career. Perhaps the current job isn’t what you truly want.
Perhaps doing an intern doesn’t pay the bills short term.
Perhaps studying more and learning more and doing all the
little things we recommend in our program to become the
best in your field is not easy and there are NO
GUARANTEES...but IT IS the SHORTCUT to making it
big.
You can choose to take the easy way out early on, and simply
do a basic resume, take the first job offer you get, and work
your way up the ladder doing what everybody else is doing.

Enjoying your weekends and not learning more about your
craft, or improving your skillset in your chosen profession.
OR...
You can take the time to figure out your career map and
make a solid career plan.
You can develop your professional portfolio in full, with all
6 tools we propose and stand out from the competition.
You can apply all the search secrets and tips we will provide
you within this book to find the perfect company, role, and
job for you.
You can practice and prepare for your interview like a pro
and NAIL it, laying the groundwork for a negotiation that
will increase your salary and benefits over an above any of
your colleagues in the industry.
It will take a little more time, some effort and focus on your
part. But it is a SHORTCUT to your job success and the key
to a long, fulfilling and financially rewarding career.

CHAPTER 8.
DO YOU HAVE WHAT IT TAKES
Unsuccessful people make decisions based on
their current situation, successful people make
decisions based on where they want to be
The flip side of having the right mindset is understanding
and fully evaluating if you have the necessary skillset,
education, experience to qualify for a particular job you
would apply for.
You’ve gone through the IKIGAI test, you have a much
clearer vision of what you are looking for as a career but
realize you will need specialized training to make it work.
Imagine showing up at the airport and the attendant asks you
what you are looking for. I want to purchase a ticket. Great,
she says, where to? I don’t know comes your
response…wherever! What are the odds you will end up in
a good spot?
Most people before taking a trip or vacation will take the
time to plan an itinerary, pack what they need, make
reservations, make sure the vehicle is in good working order
if they plan to drive, pack food and supplies if going
camping, look at the weather.
Planning one’s life and career should get at least the same
amount of attention if you want it to turn out good.

Before starting the job search, certain questions would be
useful to ask yourself regarding where you are and where
you want to go.

LOCATION
Now, this has multiple aspects to it. The first would be to
determine the geographical area you are willing to work
within.
How far are you willing to drive?
Are there certain parts of town due to traffic you would
rather not go?
If the job requires you to show up at the place of work at a
certain time each day this is an important consideration.
If you don’t have a vehicle do they have transit close to it
(bus routes, train, metro, subway).

TRAVEL
Are you willing to travel during the day but only if you can
get back home every night?
Is traveling outside of town occasionally or you are perfectly
fine traveling all the time as you enjoy it and your lifestyle
and home situation make it ok.
These are not only questions you want to answer upfront to
filter out job opportunities that might not be a good fit for
you but also to know how to answer if brought up by a
potential employer.

RELOCATION
Although this might not apply right away, it is a
consideration to keep in mind for 2 reasons.
#1 – If you are willing to relocate then your chances of
landing the job you want increase dramatically as your
options will grow exponentially.
There are certainly more Information Technology
opportunities closer to Silicone Valley than there are in
Northern Ontario for example. But if your goal is to work in
the mining or forestry industry perhaps the reverse might
also apply.
#2 – If you are looking at working for a large multi-national
company with offices all across the country or even the
world, being mobile increases your chances of landing a
position and also for advancement opportunities.
When making a list of places you would be willing to
relocate, identify a list of your top spots and start from there.
SMALL LOCAL FAMILY BUSINESS VS LARGE
MULTI-NATIONAL CORPORATION
There is a difference between working for a large
multinational company and working for a small familyowned business.
Each has pros and cons depending on your preference.
The large multi-national company offers more choices,
opportunities long term perhaps and room for growth. But
you might feel like just a number.

The smaller family-owned company should offer you
opportunities short term you might not get at a larger firm
since you get to touch way more things. People tend to be
involved in more aspects of the business in a smaller
company than a large one.

PUBLIC SECTOR VS PRIVATE SECTOR
The public sector covers anything related to government
and their agencies. This can be Federal, provincial or state,
municipal, or other government-funded agencies.
The private sector covers any other organization both for and
non-profit that are privately owned or run like a corporation.
Both have pros and cons and it comes down to what your
goal is. A set profession, for example, can be practiced in
either or.
A teacher can work for the school board, but could also work
for a private school. A lawyer can work for the federal
government or a private firm.
Public sector jobs tend to offer more security of
employment, better benefits and a higher floor of earning,
but also less flexibility in your ability to do creative work
and tend to have a lower earning ceiling.
Private sector jobs tend to offer less security, fewer benefits
and a lower floor of earning capability. On the other hand,
the possibilities are endless and the higher-end incomes tend
to be in this sector.
Transitioning from the public sector to the private sector and
vice-versa has been an adjustment period for a lot who have
experienced the change.

Again, it’s not good or bad, just different and up to you to
decide which type of work environment suits you best and
the opportunities you are looking for.
EDUCATION, LICENCES AND CERTIFICATIONS
Perhaps you’ve determined your career path and have a
clear direction you want to take, but it will require some
additional schooling, training, licencing or certification you
currently don’t have.
It might be costly financially, you may have to leave your
current job to get enrolled in post-secondary education to get
it done faster or do it at nights and weekends but take longer
to complete.
Some professions might require specific physical
requirements that you will need to train and qualify for.
Think military, first responders, construction, etc.
Our recommendation here is to talk to people who have gone
before and taken different routes but have made it to the
career positions you aspire to reach.
Find out what they did, ask what they would do differently
on their way and any advice they would have for you on your
journey.

2ND KEY
THE PROFESSIONAL PORTFOLIO
A professional is someone who can do his best
work when he doesn’t feel like it.
A professional is someone who can do his best work when
he doesn’t feel like it.
The 2nd Key will provide you with the knowledge to
develop and perfect the essential tools to create the best
impression with your future employer. As the workplace
continues to change and evolve so too must you and your
communication methods and strategies.
In a worldwide workplace, your competition is everywhere
and you must be able to stand out from the crowd if you want
to be the last candidate standing.
Once you’ve determined what is the right career path for you
and have a clearer idea of what profession would fit that
description, it’s now time to prepare your professional
portfolio.
Remember – The goal of building your professional
portfolio is getting lots of top-end interviews.
We say ‘’professional’’ portfolio because a simple resume
in this case probably won’t do if you want the DREAM job.
This is not a hobby, this is your career. Don’t be an amateur
about it...be a professional!

Chapter 9.
SOCIAL MEDIA
Don’t use social media to impress people; use it to
impact people – Dave Willis
With the rise of social media, new opportunities have also
been created to network. It is also a challenge as the rules of
the game are still being figured out.
The fact that it’s so much easier to find something about you
can be good to get exposure to potential hiring managers, but
it can also be bad if your online social profile is not
professional.
One of the first things a lot of hiring managers and business
owners do when looking at potential hires is an online
search. If your profile pops up and is all about partying and
rude or controversial posts it may not help and probably will
hurt your chances.
On the other hand, a well put together online social profile
can help your cause. Remember, once you post something
online, it’s very difficult, almost impossible, to take back. Be
cognizant of what you put out and the image you portray.
To get started, we would suggest having a look at your
current social media platforms and see if there’s anything
that would be too provocative or that would put you in a bad
light with a potential employer.

The next step would be to update the platforms you want to
use going forward as part of your job search. Here are a few
good ones that are currently popular:

LINKEDIN
It is currently the world’s largest professional network on the
internet. It is an important tool to get your name out and
increase your profile and credibility as a potential candidate
for a job. LinkedIn also acts as a great resource for job
postings.
You can get registered and build a profile for free and start
adding friends and contacts to your list. Having more
contacts will help you by showing you are well connected.
The goal is to get at least over 500 contacts which is the limit
LinkedIn will show. You also want to make sure your profile
is fully updated with your education and past jobs you have
held. You can ask people to provide you recommendations
& endorsements as well to boost your profile.
LinkedIn also has a few cool features you can activate called
Career Interests which lets recruiters know you’re open and
looking, and there is also the Career Advice Hub which gives
you a chance to help others with your experience thus
increasing your profile.
There’s also a premium paid offer which can be helpful in
your job search. The added extra options are available in
different packages you can choose based on your needs.

SHAPR
The equivalent of Tinder but for business would be the best
way to describe this app. It’s more so a platform that allows
people to meet others of the same interest.

You fill in your interests, and goals in your profile within the
app and you have other people connect with you. The way it
works is you get a group of say 15 profiles that are sent to
you regularly, and you either swipe right if you would like
to meet/connect with them, or you swipe left if you don’t.
If the person on the other side also swiped right to meet you
then you have a match. The profiles you will get to see will
usually closely match your interest levels and geographical
area you picked to connect.
It’s a great way to meet people from your industry, and
create a larger network and who knows your profile might
attract a potential employer as you can indicate you are
looking for work.
As with LinkedIn, there is a pro version you can pay to
unlock more features. Have a look at the various packages
and options to find out what suits you the best.

FACEBOOK
The largest social media platform offers many options.
Although it isn’t necessarily a professional social network,
many people do use it to connect and communicate with
other people within their industry.
You can still benefit from its large following to find other
people in your circle of friends and contacts to share your
interest in finding employment and find out who might be
able to help you in your search.
The most important aspect of Facebook in our opinion is that
it highlights who you are in your social setting.

You want to make sure that your profile doesn’t hurt you by
having too much negativity, provocative posts and extreme
partying.

MEETUP
This one could fall under traditional networking as you still
have to attend the events in person. But we felt this was the
best place to share its details.
Meetup is an app that connects people of similar interests.
There is an almost endless number of meetings available to
attend and from an almost endless number of interests.
Pick the ones that fit best with what you are looking to be
involved in your career and start connecting with people in
that field. If you are up to it you could even initiate a meetup
yourself to attract potential employers or people within the
industry of your calling who could help you in your search.
Other platforms such as Twitter, Instagram, Tumblr and
many more exist and new ones are coming out all the time
so stay up to date on your technology.
For all of your social media platforms, have good quality
professional profile pictures, keep things clean and up to
date.
Post things related to your industry or the one you have an
interest in joining. Make yourself attractive to your potential
employer by showcasing who you are in and out of your
work environment.
At the bare minimum, ensure your online social profile
doesn’t negatively hurt your application and as a
professional make it a positive impact on your career.

Chapter 10.
COVER LETTER
You never get a second chance to make a good first
impression
We’ve all heard the saying ‘’You never get a second chance
to make a good first impression’’ and although many would
believe that we would be talking about the interview as being
the first impression, the truth is your cover letter is the
proverbial foot in the door.
It’s the first opportunity to differentiate yourself from the
rest of the competition.
When writing a cover letter there a few very important
things.
In the title, indicate the position you are applying for. Use
the exact words that the job posting had so that there is no
confusion.
If the job posting had a specific code or number, include that
as well.
In your first paragraph, indicate where you found the job
posting (newspaper, online job posting, specific website).
Recruiters and HR managers like to know where the
applications come from, especially in larger companies that
may have multiple roles open.
Make sure you have the name of the company and full
address as well.

If there was a name or specific department indicated in the
job posting refer to it in your letter.
The cover letter is a chance to briefly explain a few key
points that make you a great candidate for the position. But
it’s important not to simply copy your resume here.
Add something more tangible or highlight a specific role you
have had that explains why you would be a good fit for the
role.
2 to 3 paragraphs here are all that it takes. If too long, most
hiring managers will simply not read it or will simply gloss
it over.

LETTER OF INTENT
A letter of intent follows the same approach as a cover letter
but is sent to a company for which they may or may not have
an available position.
You are simply inquiring if they are hiring and are offering
your services and showing interest in their company and
indicating what type of role you would be able to fill if they
ever had an opening.
Surprisingly, these types of approaches can and do work if
done right and in the proper circumstances.
Be advised however that this approach is usually more
successful if you are not in a rush to land a role and in the
exploratory part of your job search as it might take longer
for that company to make a spot for you.
I’ve seen this happen personally where a manager was on the
verge of letting a person go but not sure and you just show
up at the right time making their decision easier.

Or perhaps they hadn’t thought about a certain role and you
show up with a set of skills that they see as valuable and
create a role for you.
Maybe it’s a new project they have underway and it was
scheduled to start in 6 months but you show up just at the
right time and they accelerate the process.
If you know exactly which company you want to apply to,
this is a great way to do it.
We highly recommend applying in person and with a
portfolio ready in hand. This will greatly increase your
chances of the letter being taken seriously and received by
the right person.
Finding out who the manager is ahead of time, and trying to
meet them face to face is a great way to sell yourself and
make a good impression.
(See sample letter on next page)

February 27th, 2019

CHARLES-EDOUARD
MCINTYRE

Career Year Academy International Inc.
Corporate Headquarters
450 Somewhere Road,
Orleans, Ontario
K5K 3K3
Tel: (613) 592-6666

RE: Regional Sales Manager – Role AB22

EXECUTIVE
MANAGER

Dear Mrs. Smith,
The requirements for the above position advertised through the career
section of your website closely match my experience and qualifications,
as the attached résumés indicate.

My previous experience as a small business owner and various other
business-to-business sales management positions will prove valuable in
succeeding in as a Regional Sales Manager for Career Year Academy
International. I look forward to presenting further details of my
experience and capability to your organization in a personal interview.

Regards,

Charles-Edouard McIntyre
309 Dew Ave.
Rockland, ON, K4K 0A2
Tel.: (613) 446-0599
mcintyre@hotmail.com

CHAPTER 11.
THE RESUME
The point of a resume is NOT to write a personal
biography, the point is to sell YOU.
The resume is essentially a history of what you have done
professionally up until now in your career. Your resume is
your golden opportunity to showcase how you could fill the
needs of the employer.
You are a solution to their problem. If you truly want to get
through the employer’s resume filtering process then your
resume can’t be a one size fits all document.
Unless you are applying to all similar jobs, you will want to
modify and use your roster of options to fill up your template
to best fit the specific position you are applying for.

A resume alone won’t get
you the job, but a bad one
can certainly ruin your
chances.

We will provide you with
a template that we’ve used
in the past with great
results. Although there are
lots of great templates out
there, our experience
shows that there isn’t one
that is necessarily perfect.

Now here is an interesting fact: Recruiters spend, on
average, seven seconds reviewing your resume. Translation:
A resume alone won’t get you the job, but a bad one can
certainly ruin your chances.

In our experiences, we’ve seen situations that we would
sometimes receive hundreds of resumes for a job. Needless
to say, most times we didn’t go through all of them in detail.
We would do a first surface read to remove all those that
either didn’t meet the requirements or had red flags in them
(we’ll go through red flags a little later) and discard those
right away. That would usually clear up 50% or more of the
resumes.
Then the next level of elimination would be to pick the top
10-20 who would meet all or almost all of the posted
requirements and who would qualify for a phone interview.
The phone interview would reduce the number to usually 4
or 5 top candidates who would then be interviewed face to
face and usually we’d take the top 2 to upper management to
make the final decision.
We will dive into further details about the interview process
in the 3rd KEY, but for now, we want you to understand that
unless you capture the person looking over your application
right away, you probably won’t even make it to the
interview.
So instead of offering 22 different ones, let’s pick one that
has proven results and keep it simple, so here goes.

NAME AND CONTACT INFO
We suggest always making sure that the letters in your name
are all in caps, but that the first letter of your first and last
name is in larger fonts than the others. The reasoning behind
this is that if the HR Director has to find your resume in a
pile of other applicants you want your name to stand out and
be easy to find.

Another thing in the header is that I also gives you the
opportunity of adding your personal webpage address, and
links to your social profiles.
Some job boards and companies will force you to fill out
their own template and this can be a pain sometimes. You
might have to copy-paste and fill up your profile there, but
in any case, I still send a version of my full resume if
possible.
Now this may sound crazy but we’ve seen it many times
believe it or not, always stop and make sure that your email
address is professional adequate.
Emails such as hotstuff12345@hotmail.com and
Ih8work@aol.com, will easily fall into the group of 76% of
resumes that are thrown out simply because their email
address was unprofessional.
I know that seems like an unbelievably high number, but the
good news is, it should cut down on the competition from
the many other people applying to the same job as you!

OBJECTIVE
Now it’s important to match this with the type of role you
are applying for and the qualifications that are listed in the
job posting. This isn’t a ‘’one size fits all’’.
For example, if you are applying to a manager role, talk
about management. If sales, talk about sales. Also, if you are
looking for a job in a different city or province this would be
a great place to indicate your intentions.

CAPABILITIES PROFILE
This section is short phrases that best describe the type of
person you are in a personal and professional setting. When
indicating your strengths make sure they are legitimate and
that you can back up those claims.
Again, these need to highlight and answer specific things
that the employer is looking for. You want to put 7 phrases
here, but It makes sense to have more at your disposal prepicked that fit what the job post has indicated.
For example, if the job is asking for a bilingual rep, and you
happen to speak more than one language, this would be a
great spot to indicate that. A useful tip is to use the actual
words from the job posting and repeat them here.

SELECTED ACHIEVEMENTS
In this section, you want to have a bank of about 8 to 10
different achievements and include 5 of them on your
resume. Once again using the ones you feel will best fit and
show yourself in a positive light versus the job requirements.
It’s a great opportunity to highlight things you would have
accomplished that may not be obvious in your previous job
title or experience but match up with what the employer is
looking for.
Perhaps you are applying in an industry you’ve never
worked in or a role you’ve never officially held, but by
sharing specific achievements you’ve done in the past you
can overcome this perceived lack in the eyes of the recruiter
or hiring manager.
It’s a chance to brag a little but still staying truthful.

EMPLOYMENT HISTORY
Here is where you will show your work experience and your
goal is to show it in a way that best matches what your
potential employer is looking for.
Title, company, and date of employment. If you don’t have
any gaps in employment you can use months, but preferably
use years, easier to cover up for some prolonged time off
between jobs (a potential red flag).
Other red flags are too many jobs and not staying long at the
same job. If it was contract work indicate it so people
understand you completed the contract.
Descriptions are important and must describe the tasks and
responsibilities that you accomplished at your previous
employers.
Keep in mind that everybody may not be able to make the
link between what you’ve done, and what they are asking for
so it would be in your best interest to properly indicate this
in your descriptions.
Basically, make it easy for the employer to see how your
experience is relevant to them.
I would max it out to 5 jobs, and if you’ve had a long career
it’s ok to put the most recent but perhaps some of the ones
that are further in the past pick and choose.
For example, if you’ve been working for fifteen years and
had six different jobs. You don’t simply have to put the five
most recent.
You might want to put the two most recent ones but then
highlight the next three that best fit what the job description
is looking for.

EDUCATION
This is a chance to put your credentials and any type of
courses, certifications, and programs you would have taken
that enhance your application. Even if you have followed
some personal development programs or seminars I would
add it here regardless if it was an officially accredited
system.
Even if not accredited it will show that you are open to
learning and growing on your own. Don’t go overboard here,
but put what adds value. Any internships can be put here as
well if you are just in the beginning stages of your career.

PERSONAL
This isn’t a dating site. You aren’t trying to impress someone
to go out on a date and ramble about how you love animals
(unless it’s relevant to the job).
Key points here would be languages spoken and fluent if
more than one, computer and software skills, willingness to
travel if that’s the case, willing to relocate if you are, key
interests that would show you in a positive light and relatable
to the job in question.
For example, if I’m applying to a role that requires a lot of
working outside, then I might put an interest in hiking if I
have that or sports.
If the role is academic or governmental, I might put things
like reading and learning.
Charitable work or organizations is a good place to put it.
Any type of awards you might have won that put you in a
positive light.
See the template for examples and options.

EXTRA TIPS
Even though it might be old school, there is still value in
bringing a resume or a professional portfolio in person.
Included in this folder should be a cover letter, a short
resume, and a long-form resume.
Also take every opportunity, big or small, to stand out, such
as using high-quality linen or parchment paper. Good quality
paper looks professional and feels good on the hands. Again,
differentiating yourself from the competition is the name of
the game.
Print out business cards and make it look professional. You
can find simple templates online and business card stock at
your local office supply store.
Don’t use staples but rather paperclips. The reason is many
times you will be interviewed by more than one person and
it makes it easier to make photocopies than to take out
staples.
Remember, everything you can do to put the odds in your
favor is a bonus for you.
Using a matching colorful portfolio will stand out in a pile
of 100 resumes! Go the extra mile, it won’t always pay off
but it will never hurt your chances. It’s the extra details that
can make a difference in the big picture.

CHAPTER 12.
REFERENCE LETTERS
Successful people never reach their goals alone
The word reference has many meanings, but when used in
combination with a job search, it typically means what the
Merriam-Webster dictionary refers to it as a person to whom
inquiries as to character or ability can be made
Or
A statement of the qualifications of a person seeking
employment or appointment given by someone familiar with
the person.
So why do companies ask for references? Well...simply put,
unfortunately, not everyone is honest. Therefore, simply
relying on the word of the applicant for many companies
isn’t enough to make an important decision to hire someone.
It’s the same as in a court of law when a lawyer will bring in
a credible witness to ‘’vouch’’ on behalf of either the
plaintiff or the defendant's credibility.
The goal from the company’s standpoint to contact
references, as they often do, is to corroborate the details of
your interview, find out more about who you are, your
character and credibility. It's also to confirm if their
perception of you is the same after talking to other people
who know you and may have either worked with you or
perhaps have been your supervisors in the past.

So, what type of references and how many would do
companies ask for?
The standard answer here for your basic job interview will
be 2 to 3 references and
typically they will ask for
references from different We could describe this as
sources to get a better a 360-degree evaluation
feeling of who you are.
We could describe this a 360-degree evaluation of at least
1 previous employer/supervisor, perhaps a past or current
co-worker or subordinate, and 1 personal reference.
Let’s break down each of these in more detail:

PREVIOUS EMPLOYER / SUPERVISOR
In this case, potential employers want to see and hear how
you worked under the supervision of someone else. This
could be the owner of a company you worked for, a direct
supervisor or manager. Bottom line, someone you reported
directly to and who can speak to your skill set, work ethic
and attitude.
This one is very important as your potential new boss will
want to know how you will be as a potential future employee
working for them. This speaks a lot to the concept of
‘’leaving on good terms’’ which we cover in full on how to
do it in a later chapter.

COWORKERS
Continuing with the 360-degree concept, another type of
reference that would be frequently asked is the coworkers.

In this case, future employers want to find out how you work
with other people, and if you would have a management role
what type of manager you are.
Coworkers would preferably be people at the same level as
you (the closer to you the better).
Although someone who works at the same company but in a
different department might be your friend and talk highly
about you, it’s always better to have someone that can speak
to your person having worked directly with you on a daily
basis.
If you are currently hired then this would be the only
reference you would normally even consider using from the
company you are working in right now since you wouldn’t
want to tip off your current employer.
You might think you can trust your ‘’buddy’’ at work, your
‘’nice’’ boss or your assistant manager. But the safe play
unless you are prepared to leave faster than expected and on
their terms, better to stay quiet about your intentions.
From our experience, two things are more often than not a
reality
1 - People can’t keep a secret and the word will get around
fast that you are looking for something else putting you in a
difficult situation if you aren’t sure yet.
2 - Companies tend to do what is in their best interest...not
yours.
The worst-case scenario is that you end up losing your
current job before landing the next one.

An example of another situation would be when you feel like
you are on the way out, you’ve just had a great interview and
feel like the job is yours.
You haven’t signed the final contract yet but start talking
about it at work. Next thing, you find out the offer doesn’t
work out or isn’t what you expect and now you are
committed. Best to stay quiet till everything is done and
leave like a pro and on good terms.

SUBORDINATES / EMPLOYEES
Former subordinates and employees that worked for you
while you were their manager is also a great reference. These
references might be asked if you will be in a management
position yourself in your new role and have had employees
working for you in the past.
Future employers want to get a feel for what type of boss you
are yourself and asking key questions to someone who has
worked for you in the past and willing to act as a reference
is a plus.

PERSONAL
This would be perhaps a client of yours or someone you’ve
had to work with on a project or in other terms. It could be a
friend of yours or a friend of the family. Someone you
associate with in various sports, school, associations, and
church. In this case, the credibility of the reference plays a
big role in the credibility of the testimony.
Using your best buddy from 20 years unless they have a
position or role in society viewed at a high level.
In this case, employers want to see a reference of someone
with a high level of credibility who would only put their own

reputation on the line to refer you if they believed in you as
such.
In all cases, having strong references is an important part of
any job search process.
Even though employers expect them to be positive since you
pick them yourself, we have seen many cases where they
have either helped close the deal or worked against the
applicant.

A FEW MORE TIPS ON REFERENCES…
START YOUNG
Even during your first jobs, coaches you’ve played for in
sports, volunteer work you’ve been a part of. There are
people around you that you have left a good impression on.
Asking them if they would act as a reference is important.
Don’t wait till you are looking for a new job. If you left a
job on good terms and had a great relationship with current
coworkers, subordinates or even your boss, ask them for
reference letters upon your departure.
Trust us, in a few years when you have left and moved on,
so will they and the great reference they will give you now
will be harder to recall when their image of you isn’t as fresh
in their mind.

GET ACTUAL REFERENCE LETTERS
The written word lasts longer and it adds some credibility
and weight to the reference.
Receiving and accumulating references from different types
of people is important. When applying for jobs in various

fields having references from various people will be of
value.

DON’T OVERUSE REFERENCES
If you keep applying and changing jobs faster than you are
changing cell phones then your same references will grow
tired. Remember, every time they vouch for you and act as a
reference they put their name and reputation on the line.
If you don’t respect that, they will not continue to give you
good references.
Only give the references at the very end of an employment
process when you are confident there’s a good chance you
have an offer waiting or are one of the finalists and this is a
formality step.

PREPARING YOUR REFERENCES
Properly preparing your references before your potential
employer calling is absolutely a key part of this process. We
have made this mistake in the past and it didn’t turn out well.
A potential employer calls your reference and they aren’t
expecting the call and have no reference of what the job is
for is a recipe for disaster. What you expected to be a positive
reference now turns into hesitation and uncertainty.
Perhaps what you’ve shared at the interview and their
recollection of your role 4 years ago don’t perfectly match
up since they don’t remember the details as well as you do.
Our best advice here is to call your references before the
employer calling them. Prior preparation is important. You
want to explain to your references what is the company and

the job role you are applying for so they have some frame of
reference to go from.
You also want to share with your references what
information you have told the potential employer about your
relationship with each other (previous employer, coworkers,
associates, etc.) and it what conditions you worked together
in the past or how you know each other.
The better prepared your references they are before talking
to a potential employer of yours, the more credible they will
be and the better the references will work in your favor.
Remember, employers expect references to be good even
excellent since you get to choose them so make sure they
don’t disappoint and reinforce the good opinion they have of
you so far and leave no doubt you are the best candidate for
the job.
The last point, you will sometimes get people ‘’call/ask
around’’ about you or check out your social profile as we
discussed in other chapters.
Who you know and associate with does speak to the type of
person you are. Making sure to protect that reputation of
yours from a young age and accumulating fans of yours and
positive references.

CHAPTER 13.
RESUME VIDEO
Well done is better than well said – Benjamin
Franklin
In an ever more competitive job market, if you truly want to
stand out you have to do more than what everyone is doing.
This one here is something new but we’re seeing it more and
more often with forward-thinking companies.
We would qualify this as going over and above. It can
backfire if done badly but can be a great tool if done
properly.
Resume videos have started to become more and more
popular. What used to be a challenging experience to
produce and edit, now almost anyone with a smartphone or
tablet and free software can make a good quality
presentation video.
The idea is that you can’t explain all about you in a simple
resume and cover letter. Especially if you are going after a
high-level job with quality candidates. Some industries this
might not be necessary or even in some cases recommended
as a stand-alone tool.
However, we feel that combined with a well-built resume
webpage this will help you land that awesome job you
desire!

A short, well-prepared video showcasing your personality
and positive attitude. It’s essentially a cover letter in a video
format. A sales pitch of why you are the best candidate for
the job.
You are selling yourself as to why the company should at
least give you a serious look and the goal is to get the
interview.
There are a few things to keep in mind to make it a success:

SCRIPT IT, DON’T READ IT…SORT OF
You want to be prepared and have your message on point,
precise and each word planned to make an impact and share
the message you truly want to deliver.
Avoiding the stammer that can come with performing in
front of a camera if you are not used to it is an important part
of this short video.
There are great apps that act as a teleprompter on your phone
such as Parrot and BigVu that make the job a lot easier if you
want to write out the info in a long-form format and read it.
However, a word of caution, like the title said...read it but
make it seem like you aren’t otherwise it won’t come off as
genuine.
Read it multiple times to make it look natural and smooth.
Show the preview not the movie
Have you ever watched a movie preview then went to see it
and figured they’ve already shown all the best parts? How
did you feel? Probably disappointed.

The goal of the preview (good ones at least) is to entice you
to go watch the movie. Saying just enough to create intrigue
but keep some things for your interviewer to want to find out
the rest.

SHORTER IS BETTER
Point being...keep it short. We would recommend between 1
to 2 minutes unless you have a more elaborate production
that would keep a viewer entertained.

The goal of the
preview is to entice
you to go watch the
movie.

Blaise Pascal a famous French
inventor and writer once said
after writing a long letter to his
friend ‘’ I apologize for writing
you this long of a letter, I didn’t
have the time to write a shorter
one’’.

Counterintuitive as this line is, trying to write a precise and
short letter forces one to get right to the point and choose
your words carefully without getting all over the place in
your message.

VIDEO
As stated earlier, the quality of recording capabilities of
smartphones and tablets today are so much better than
before.
You don’t need an expensive camera to make a good video
so no need to go out and make a big purchase for this.
The best camera you can use is the one you have. On the
other hand, if you do have access to one, why not use it?

Editing the video will be a big part of this as well. If you
don’t know how to do this you could probably ask a few
teenagers you know since most of them already know how
to make and edit videos with simple and free editing online
tools.

AUDIO
You might be able to get away with a lower quality picture
for the video, but if you have bad quality audio will not help
your case.
We recommend having an external mic or lapel mic to
improve the quality of the audio for your resume video.
Keep background noise to a minimum when recording
avoiding any distractions.
Adding an audio music track to the video is also a good way
to make it memorable and entertaining but make sure it isn’t
so loud and funky that it takes the focus away from you.

LIGHTING
The importance of lighting in a video is an art form all of its
own. Entire books are written on the topic and people take
professional degrees on the subject. So needless to say, we
won't be able to cover it here in a short chapter.
However, it's important that you understand the value of
proper lighting when shooting your video. Bad lighting will
make you look either too bright or too dark and take away
from your message. Proper lighting can enhance the viewer's
experience and make you look like a superstar!

Take the time to go online and read some expert articles for
home videos and watch a few simple tutorials on the subject
so your video will look and feel great.

BACKGROUND SETTING
Picking the background and proper setup for your video is
also important.
Imagine you shoot a video and people see your kitchen with
dirty dishes on the counter, or in your home office with a
messy desk in the background.
Not a good first impression.
An office setting for a professional or a nice clean neutral
background can work well. Use a creative background for a
marketing position.
If you are a truck driver perhaps have shots of you actually
driving a truck or in front of one. You get the picture.
Putting yourself in the environment you are applying to work
in already sends a subliminal message that you are qualified
for the job.

DRESS
How you dress is also part of the package. Our best advice
here is to dress for the position above the one you want.
Professional, clean, well thought out look the same as if you
would be arriving for an interview as this is an important
impression you will be making on potential hiring managers.

IT’S A SALES VIDEO
You are not here rambling on about all the facts and features
of what you’ve accomplished. All of this will be already
available to read in the resume, web page resume, and cover
letter.
Don’t bore your audience and put your chances to sleep. This
is as much about the potential company hiring you as it is
about yourself.
You are offering your services to meet a need that they have
and you want to sell them on the idea that you are the
solution.
You are telling a story
about you and them and
how it will be a big
success.

Facts tell and stories sell.
Become a storyteller.

Going over an above the average applicant will not only help
you stand out from the crowd, but it will also put you in the
0.1% of people who did more to make more.
The quality of jobs you will be able to attract and the
financial benefits you will extract from this will be well
worth it.
Shooting videos is an art form all on its own and this book is
too short to cover all of its particularities in details but we
hope these tips will help you make a successful one.
Remember… Facts tell and stories sell. Become a storyteller.

CHAPTER 14.
WEBPAGE RESUME
The key to success is to start before you are ready
For the ones out there who want to go the extra mile and truly
run after that dream job, we recommend taking this extra
step and completing their professional portfolio.
This is where you will host all of your tools (cover letters,
resumes, sales videos, professional headshot pictures,
recommendations, career highlights and any other
accomplishments you may have earned (paper articles,
videos, awards, etc.).
You are creating a biography of YOU INC.
Doing this will put you in the 0.1% of people out there. This
approach might not be for everyone, but if you want that
dream job and that dream career then you need to go for it
and put forward a worthwhile effort.

You are creating a
biography of YOU INC.

Complete your portfolio and
promote it to people who
could help you get the inside
track of the types of roles you
are interested in.

You will be a much more marketable candidate than 99.99%
of people out there. Every extra step will help you get the
interview, now obviously, all the steps have to match up but
why not put all the chances in your favor.

There are some clear advantages to you as a candidate
having a webpage resume, let’s look at a few of them:

YOU CONTROL THE INFORMATION
A basic resume is a static document and most HR managers,
recruiters and head-hunters will typically spend time online
searching the top candidates.
You want them to find your site first before anything else
where you can have them get a good impression of you.

SHOW MORE OF WHO YOU ARE
Although you can add a few things on your resume regarding
extra-curricular activities, they would be limited in detail
and quantity.
You may not want to make this the focus of your webpage
but this gives you a chance to outline more of who you are,
your personality and your passions outside of work.
We’ve all hired people in the past whose passion for a
particular interest that was the same as ours and that made
the balance tip on their side.

BOOST YOUR CREDIBILITY
There is no doubt that in 99% of the cases until the rest of
the population picks up on this and it becomes the norm, you
will be the exception to the rule, by having gone over and
above and building a resume webpage.
It will increase your credibility in the eyes of the company
looking to hire you and may even improve your chances of
faster advancement based on your level of initiative.

Here are a few recommendations of what we would put into
the webpage resume but be creative as it’s a chance to
showcase yourself, your personality and what you are all
about.

SALES VIDEO
We cover this in full in another chapter, but here is where
you would want to host it.
It should be one of the first things people see and want to
watch when jumping on your website.
This should sell them on wanting to learn more about you.

RESUME
In chapter 11 - the Resume, we discuss how having
personalized resumes are important when applying to jobs.
Obviously, this can't be the case here as different people
might search you out from different organizations.
Our advice would be to either have a generic copy of your
resume with a pdf downloadable version (not ideal but can
still work).
Or outline key highlights of your resume that you want to
showcase and then have a request link so people can ask for
the full resume. This way you will have a chance to know
who is requesting it and adjust your resume accordingly
before sending it.

REFERENCES
In chapter 12 we covered how important it was to keep your
references until the last minute, so what should you do here?
The idea was that you don't want your references to be
contacted multiple times as it can be time-consuming for

them and look bad on you. However, if you have written
references, a copy of it minus the contact information of the
person who provided it can be a good way to do it.
It acts as a testimonial for you that people can see as social
proof. Any other referrals, such as the ones you would have
through social media like LinkedIn when people recommend
you for certain skills you have demonstrated are good to add
here and highlight them.

LINKS TO SOCIAL MEDIA
Limit this to the links that make sense from a work
perspective but if your social media platforms put you in a
good, positive light then go for it!
Especially if you have followed our social media tips
illustrated in an early chapter in this book.

PICTURES
Professional pictures only. It’s not time to save a few dollars
here and attempt to crop out a badly taken picture.
Make sure the chosen main profile picture highlights the
type of look you want to show.
Professional in business attire, perhaps if you are an artist
it’s time to show more creativity, etc.
Hiring a professional here would be worth the investment.
Adding additional pictures that put you in a positive light,
perhaps in a work environment, receiving an award, doing
volunteer work, etc.
Again, don’t overdo it but add anything that would make you
look good in the eyes of a potential employer and highlight
your skillset.

Articles, awards, videos
Here’s your chance to expand on your extracurricular
activities. Put any awards you might have won, articles that
have been written about you or that you may have written
yourself, videos online if you have any from talks you might
have given or produced.
Depending on your field of work, any studies you have done,
productions or projects you have participated in or have lead
yourself.
There are various options for building a web page resume.
You can build one yourself if you have the skills required to
do so.
There are a few good companies online that will specifically
help you do the same and you can always keep it simple with
a Wordpress or Wix type of site.
Take it a step further and be part of the 0.1% of candidates
who will have a web page resume and smoke the
competition!

3RD KEY
THE SEARCH
What you seek is seeking you - Rumi
What do I do? Where do I start? Where do I look?
The 3rd KEY has you covered by providing strategies and
proven methods in order to guide you in the right direction
with the right people.
Job hunting is very much a modern day battlefield and you
must be prepared for war if you want to get that coveted
position.
In the next few chapter we will cover all of the best methods
to ensure there are no stones left unturned to find that dream
job.
We will also share with you all of our best secrets to
uncovering those hidden jobs and opportunities you may
have missed otherwise.

CHAPTER 15.

TRADITIONAL METHODS
You don't have to have it all figured out to move
forward
When we talk about traditional methods, what we mean is
that they are job search methods that predate the internet.
Although they have lost some of their luster over the past
decade, newspapers and job fairs are tried and true methods
that still hold an important place in the job search for certain
markets and types of jobs.

NEWSPAPERS
This used to be the best place to find job postings. Not so
much anymore now that the internet has taken the world by
storm.
Gone are the days where most job seekers would wait for the
Saturday paper with a red pen in hand circling the job ads
you thought would be a good fit for you.
On the other hand, there is still a good number of job ads
posted in newspapers and trade magazines to be overlooked.
The key for newspapers is that they can still be effective for
certain types of jobs. Employers still use this method
especially for jobs that concern the following types of jobs:

• Temporary work - odd jobs, contract work, day work.
• Part-time jobs that are typically minimum wage.
• Jobs that require more manual workers tend to still be
placed in newspapers.
• Jobs that tend to attract older workers who are more likely
to search in a physical newspaper than online (no offense).
Another aspect of newspapers is that most offer a physical
and digital version. This means that you can look up the web
version of the newspaper to look for local job ads as well.
Local publications tend to have lower paying, part-time and
contract type want ads. National publications and trade
publications will still contain higher level job postings and
are worth having a look.

JOB FAIRS
Job fairs used to be a great way to land a job. These days
they don’t seem to be as popular however in certain circles
they can still have value if done right.
For example, if you are a young graduate and need to sell’
yourself face to face, looking for part-time work, or retirees
looking for work in later years.
It’s a quick way to go and meet a lot of people face to face
in a short amount of time and to see what is available in the
market. Sort of a speed-dating type of model.

Some job fairs can be very varied in terms of the types of
potential employers in attendance, while others might be
more trade or industry specific. Go with what is available
and fits what you are looking for.
Potential employers typically won’t invest time, resources
and money to attend a job fair unless they have multiple
positions to fill in order to make it worth their while.
You’ll normally find banks, financial services (insurance
and financial services), large car dealerships, government
agencies looking to fill up roles, military, large tech
companies doing a big hiring push, call centers starting up in
a new area, big-box retail companies (new Costco store
opening and looking to fill key positions), trucking
companies, etc.
Most of the jobs might
If you show up prepared and not
be
top-level
qualified there is a very good positions however the
chance you will leave with fact that these are often
either a job offer or at a large corporations or
organizations there is
minimum an interview.
always a good chance
to meet someone or at a
minimum get some tips on how to get an interview.
If you show up prepared and qualified there is a very good
chance you will leave with either a job offer or at a minimum
an interview.

Find out ahead of time who will be there and have a game
plan to research the companies before showing up.
Basically, do your homework. This isn’t the home and
garden show where you are going to browse. You are here
to find a job or at least find out what’s available.
Have printed resumes in hand ready to hand out. Be a
professional. Dress like you are going for an interview.
Many people will show up to these shows, you want to stand
out.
They may not be the most popular methods anymore but
don’t overlook them. Putting all odds in your favor is always
the best way to go.

CHAPTER 16.
DIRECT TO COMPANIES
The best way to predict the future is to create it – Peter
Drucker
Sometimes you just know what you want, so why no straight
to the point?
If you've gone through the Ikigai process and CSI formula
we've outlined in the 1st KEY chapters perhaps it is clear
what you want and what you are looking for. In this case, it
will make it easy to identify the exact companies or
organizations to target for potential roles.
Many companies, especially the larger ones, have job boards
on their website. That would be the first step to find out if
there are roles advertised that fit what you are looking for.
A word of caution though, with larger companies, they
sometimes have to put up the roles to follow company
policy. They are posted for all to see, including employees,
and they do open it up to the public, but it can sometimes be
a simple formality as they have already chosen someone
internally but are ‘’following procedure’’.
So, don’t be too disappointed if you don’t get called back. It
shouldn't, however, deter you from applying and making
your availability known.
You would however be surprised to realise how many good
quality jobs are found directly on company websites, and

how few people actually take the time to look them up and
apply externally.
Again, the clearer you are on the specific industry you are
looking for the better. You can then make a search of all the
top companies in your area that would fit your criteria.
For example, if you’d love to get a job in the fitness industry,
do a search online for all the gyms, fitness equipment, fitness
supplements, and fitness consulting firms in your area. Great
place to start and you might be surprised what comes up.
In Chapter 10 we discussed the concept of the Letter of
Intent. A great tool to use when going directly to a company
and applying for a position that might not be advertised.
This can be used if you are applying in person to the
company, or if they aren't local and you want to send
something at the head office for example then via email.
If you want to be a professional and go the extra mile,
prepare a full portfolio including a folder containing your
resume, letter of intent printed on quality paper and a
business card. We would also suggest including a USB key
containing your video resume, as well as the link to your
webpage resume if you have it done.
Then send it via a courier company including a signature
request. It will cost you a little more than regular courier but
at least you know it will have been received, and the fact you
went through this trouble will make your application stand
out that much more.

TAKING A CHANCE ON YOURSELF
Charles-Edouard was working for a company once where a
gentleman by the name of Richard stopped by and set up an
appointment to meet.
When he came in he didn't ask if we had a job opening, he
already knew we didn't. What he did in our meeting however
was proceed to sell him on the idea of what services he could
provide to the company.
He shared how he would drive in front of the offices every
day and stop by after hours to look at the almost empty
showroom at the time through the office windows. He would
envision himself selling the product line for which at the
time they didn't have a residential sales model in place to
support.
Richard didn't have any previous sales experience but
something about him made it hard to refuse. Call it passion,
perseverance, conviction or confidence but it was there. He
shared about himself, his vision his game plan and convinced
Charles-Edouard to give him a chance. He was also willing
to bet on himself and work 100% commission so what did
they have to lose!
Now, this was a large multi-national company CharlesEdouard was working for as a manager and they didn't have
any other commission-based sales rep anywhere else in the
company. Neither did they have any residential equipment
sales representatives since their current team was mostly
focused on commercial and industrial equipment sales.
Did it work out? Well, within 1 year, sales had increased
dramatically, the showroom was now full of residential

equipment and regular traffic flow to the office had started
to grow for the first time in decades.
The concept and Richard did so well that the company
reviewed the model for the company and this became the
template for other branches to follow.
There wasn't a role available, but Richard SOLD CharlesEdouard on the idea of what could be. The company
benefited with increased sales, and in return created a career
opportunity for Richard spanning over 15 years now and
over $2 million in commissions for himself.
The best part is the friendship that was also created between
the two of them that is still strong today. Not bad for a chance
on a job that didn’t exist!
If you can demonstrate that you can add value to others, there
will always be opportunities available for you. The clearer
the picture of your future the harder it will be for others to
resist not being part of the success story you will create.

CHAPTER 17.
TOP JOB SEARCH WEBSITES
It is not necessary to do extraordinary things to get
extraordinary results – Warren Buffett
The first place most people start to look for a job is online. I
will break this down into different options.
There are job boards which typically include positions
posted by employers.
Job search engines aggregate job listings from job boards
and company websites.
Although there are some large national job boards and job
search engines available, a lot of them are local or niche. It’s
important at this stage to understand a few things.
Companies don’t necessarily advertise on all job boards so
you’ll probably have to look at more than one to find them
all.
The more specific you can be on the job search, the less time
you will waste. Job searching online can be a little of a vortex
sucking your time and energy with it. Spending all day on
here looking and applying for positions.
The reality is a lot of jobs end up being found through other
means such as networking, contacts, placement agencies and
going to companies of interest directly.

There are search engines that focus more on specific
industries such as tech, engineering, executive search, temp
work, etc.
So, spending a lot of time on say a site that specializes in
temp work searching for an executive position.
Also, most of these job search engines will make you fill up
all sorts of different templates which can be timeconsuming.
Here are the current top job search engines
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

www.indeed.com
www.glassdoor.com
www.linkedin.com
www.jobs.google.com
www.monster.com
www.ziprecruiter.com
www.simplyhired.com
www.careerbuilder.com
www.workopolis.com
www.us.job

We realize that there are more of these types of websites on
the internet and more will continue to pop up as well but if
you at least begin your job search with these main sites you
will be able to find different opportunities that should tickle
your fancy.
Apply to many, get to the interview stage if for nothing else
just to better understand the company, what they do and
especially what they stand for.

The worst-case scenario is that it will give you more
interview experience and allow you to continually sharpen
your skills on this very important step in the hiring process.

CHAPTER 18.
HEAD-HUNTERS AND PLACEMENT
AGENCIES
Your attitude not your aptitude will determine your
altitude
HEAD-HUNTERS
Head-hunters are typically paid by companies to do the
candidate searching for them. They get paid either from a %
of the position’s salary for a certain amount of time, a flat
rate, or say 6 months’ salary.
The person getting the job doesn’t pay the fee, it’s the
employer. It’s an interesting dynamic at play. The headhunter is paid to fill positions. However, if the recruits he/she
brings to the table aren’t high quality then he won’t get
repeat business.
He wants to find you a job and a good one (since that’s how
he gets paid), but you need to be a good candidate otherwise
they end up wasting their time.
Think about it as if you are a free agent pro hockey player
and the head-hunter is the agent.
Working with a head-hunter often provides a few
advantages:

Many jobs aren’t posted simply because the job itself is still
being filled by someone, the person you would be replacing
to be exact.
How would you feel if you looked up a job board and saw
your position being advertised! ‘’Hey boss what’s
this?’’ ‘’Well…we are looking to replace you but keeping
you on board till we find someone better!’’
Like keeping a dating profile up even though you are in a
relationship, just in case you find someone better? How
would that work? All in all, this basically means that the
head-hunters will often have some of the best, unadvertised
roles available.
Head-hunters (the good ones at least) are also privy
sometimes to the inside scoop of companies. Perhaps
they’ve done multiple mandates and have a good rapport
with the HR manager. Their word goes a long way.
This can help in the case where you may not check marked
all the boxes they are looking for or may not have the perfect
resume for the job, but because you bring certain intangibles
the head-hunter can sell you on your behalf and at a
minimum get you inside the door.
Head-hunters are also often in the know as to finding out if
there is a lot of competition for the position, or what angle to
take with a particular HR manager.
Charles has built a network of 5-6 head-hunters that he stays
in touch with. Sometimes they pitch him jobs that they think
he might be interested in, but most of the time because they
know he’s recommended some high-quality candidates in
the past, they reach out to him when they are looking for

good candidates to see if he would have anybody to
recommend.
It’s a win-win relationship. By becoming a connector, he
gets to see the best opportunities first hand.

PERSONNEL PLACEMENT SERVICES
Personnel placement service have a lot of similarities with
head-hunters, but are often used by large companies to filter
through resumes, find the ones who qualify, process them
through the testing requirements and dwindle it down to a
few final candidates for the HR professionals.
They are less on the recruitment front. They can still be
helpful in many ways, but will rarely have the top end jobs.
Some niche industries are smaller and most people know
each other. In many instances roles are not posted so having
contacts there will help your cause.
Other industries and roles are very specific (example: dental
hygienist) and that simplifies the search. However, that
doesn’t mean you can’t get in a better firm or earn a higher
salary by being better prepared.
Specific professions also have different application methods
such as teachers, nurses, doctors etc. Working for the
government is also a whole different game all on its own.
If your goal is to get in with civil services then find a firm
that specializes in that field to help you navigate that specific
mind field.

CHAPTER 19.
NETWORKING
Its not who you know its who knows you
Word of mouth has always been, and will always be the best
way to sell a product, including yourself. Developing a solid
network is a key tool in your success. Everybody has a
network but some people work harder to continually grow
their circles of influence.
For now, you are in your job search so let’s focus on the
people you do know. The first target is your inner circle. This
is where it’s important to know clearly what you are looking
for. If you are looking for ‘’any job’’, that’s exactly what
you’ll end up getting.
So, you need to let people know that you are looking, and
more specifically WHAT you are looking for. We suggest
making a list of all your contacts and see if anyone on that
list are currently working or have worked at a company you
have interest in joining.
Also think of people that you would know who could help
you get into some of the companies you’ve targeted through
their own contacts. Be the friend of a friend.
Networking events such as the chamber of commerce,
business networking international (BNI) are also good
places to mingle, meet people and communicate that you are
in the looking zone.

There are industry specific events that could put you in front
of the right people. Find out where and when those are
happening and make sure to attend.
There are also volunteering opportunities through
internships or events where you could make some key
contacts.
Secondary contacts such as sports teams or clubs you are a
part of could have inroads to certain companies. You could
also contact past employees of the company you are
applying at to get a real feel for the company and perhaps get
some inside information that could help you get an inner
track on that prized position.
At worse case, these past coworkers might be able to guide
you to the right contact in order to open up a door for you.
Networking is a key strategy in landing a job, so the key is
to start building that network early and consistently, both
online and in real-life. Keep contact info of people you meet
as you never know when they might be of use.
A good way to maintain that network is by being active
within your circle of contacts and doing positive things to
help others.
This could be connecting two of your contacts that have
mutual benefits or helping others in situations or events that
could benefit from your help.
The old adage of ‘’give and you shall receive’’ still rings true
today.

Did you know that a typical corporate job posting will attract
250 resumes on average? With that in mind, you might want
to think twice before just throwing your resume in with the
other 249 again and again.
I know, that number’s scary, but it’s a good reminder of why
you do need to tailor your application and put in that extra
energy and use every tool at your disposal and your network
is probably the biggest lever you can use.

4TH KEY
THE INTERVIEW
Job interviews are like first dates. Good
impressions count. Awkwardness can occur.
Outcomes are unpredictable.
There is no better feeling than walking out of a job interview
knowing that you nailed it! However, success rarely happens
without preparation.
The 4th KEY will go through every part of the interview from
preparation, to dress and posture, all the way to the different
types of interviews and what to focus on and what to avoid.
Each chapter will provide you the secrets that will
dramatically increase your confidence and your ninja skills
to ensure that the interview process is where you truly shine!
You are one step closer to your dream career…keep reading!

CHAPTER 20.
THE PREPARATION PHASE
If you just communicate you can get by, if you
communicate skilfully you can work miracles
Here’s what you need to know before you get to the actual
interview.
First thing: study the company. As a manager, there was
nothing more telling of the actual interest of the candidate
than the efforts he put in to prepare for the actual interview.
If a candidate shows up and doesn’t even know what
products or services the company offers, or what it produces,
how interested is he really? Is he legitimately interested in
the company or is he or she just looking for a job?
On the other hand, when a candidate shows up and knows a
lot about the company it goes a long way telling the powers
to be that he or she did their homework.
So how can you study the company and what are certain
things that are important to look for? The good news here is
that it’s a lot easier today than it was 20 years ago preinternet.
Today most if not all companies have a quality website that
normally contains the information you are looking for.
A few key things we would normally try to take note on and
study would be the following:

COMPANY HISTORY
How old is the company, where do its roots come from, who
are or were the founder(s), are they still involved, what’s
their story, have they grown a lot throughout the years, etc.

COMPANY SIZE
is it a small medium or large company? Privately owned or
large corporation? Mainly family driven where a lot of
family members are involved or is it investors who own the
company at a distance and its managed by executives?

COMPANY CULTURE / VISION
Not always available on smaller companies but a lot of them
have some of this information on their websites. Are they
sponsoring a certain charity, what are their company values
and any other indication that could bring out what kind of
culture they have is always good to know.
Why is this important? If your goal is to become a CEO of a
company and it’s all family members involved or privately
owned smaller firms that probably won’t work and you
would be better off working in a larger corporation with
more opportunities for advancement.
On the other hand, if you enjoy the stability and culture of a
family or small town company perhaps working at an
international global headquarters isn’t the best for you either.
It’s also a good icebreaker when starting an interview
because everybody likes to talk about themselves and their
accomplishments. Pointing those out at the start of the
interview and how impressed you are with the company and
what they’ve accomplished can definitely kick things off the
right way.

PRODUCTS OR SERVICES THEY OFFER
Learn the basics, get informed if they have some sort of
competitive advantage, what differentiates them from the
competition? If you are applying for a teaching position, for
example, learn about the school and their history, awards,
etc.
If for a government agency, find out what projects they’ve
completed in the past, do they have accomplishments you
could bring up, any key agenda they are working on that
might be public?
The more interest that you will show towards the company
as a whole, the better.

COMPETITION
Who are they, what’s their market, are they present online,
any comments good or bad or reviews about the company or
competition? A local shop creates awesome sports
equipment shipped worldwide.
Who are they competing with, in what areas do they seem to
be doing well? When you go above and beyond learning
about the company, and you now look at the competition,
other people that are in the same industry, and you can point
out what the company you are applying for is doing well and
why you feel good about being part of it.
Finally, look for opportunities that you have from either
previous employment or that you might have found in your
market research to provide suggestions at the interview. This
is not for you to ‘’tell them how it should be done’’, but if
the opportunity arises and the question is asked, it’s always
good to have things you could bring to the table and offer
value to the employer.

Find things from your past that have worked well (or not)
and that you can use as a suggestion or a warning.
Another thing we would suggest to do is search social media
for the company or employees who work there. Check out
Facebook and LinkedIn and see if they have a presence or
not.
Maybe even try to find the profile of the person who will be
conducting the interview, the VP of the division or president
CEO of the company to learn more about them.
Get a feel for what type of person they are if they post
pictures of kids, hobbies, etc. Don’t go creepy but it’s
another way to engage in a positive conversation.
Remember, you are trying to make a good impression, and
if they like you they are more likely to overlook certain
things and hire you…even if you are not the best candidate
or that you might be asking for a higher compensation
package.
Knowing more about them and engaging in conversation
around things they like, believe in and are passionate about
can only help your candidacy.
If you know anyone who has previously worked for or with
this company, this would be a good time to reach out to them
(#1 for a potential reference if needed, but #2 for the inside
scoop).
Make up your own opinion and don’t let their feedback sway
you too much one way or another but it’s still a solid starting
point.

Chapter 21.
DRESS, GROOM AND POSTURE
Most people do not listen with the intent to
understand; they listen with the intent to reply
Have you ever arrived at a party or an event and felt either
overdressed or underdressed...or simply out of place? You're
not alone, we probably all have at one point or another.
An interview, however, probably isn't the place to try it out.
What we mean by this is it's better to dress the part.
It's always easier to dress down once you get there than to
dress up after the fact. Easier to take off a suit jacket, a tie or
a fancy scarf than to add it to your attire once you get there.
For sure not all interviews require a suit and tie or
professional attire. Applying for a position to work in a
factory may not require you to show up dressed like you are
going to the prom. But you do want to make a good first
impression, and that requires a minimum of effort in the
areas of grooming and your choice of clothing.

DRESS
One of the important parts of how you will dress and groom
is not attracting any negative attention to yourself.
That Hawaiian shirt you bought on a trip down south or that
favorite 80's band T-shirt might be great for the weekend,
but not so much for an interview.

Wearing white socks with a suit and dress shoes attract
attention and frankly doesn't look good. If you’re wearing a
shirt or tie, make sure it’s not too flashy. If wearing a dress,
keep it at a respectable length.
A lady coach friend of ours used to say regarding how her
students show dress when going for an interview was ''don't
advertise what's not for sale''. We'll leave it at that.
Unless you are applying for a marketing or fashion job, it’s
best to keep things non-provocative. There are great tutorials
online depending on your gender and body style that will
help you know what’s in style and the best for the type of
interview you will be going for.
You want to project an image of trust. Showing with wrinkly
or dirty clothes, a hat on or with your hair all looking like
you just got out of bed a few minutes ago sends the message
that you aren't organized. If you can't take care of yourself,
how will you take care of the responsibilities this job entails
might be what the interviewer is thinking.
The goal is to look clean, professional and not have the
attention diverted to the way you dressed instead of your
qualifications. That means pressing your clothes before the
interview. If you have pets, take a lint brush to it so you don't
dog or cat hair all over. Not only does it look bad, but it's
even worse if your interviewer is allergic to pets!
Shoes…clean shoes. It seems like a small detail but I’ve seen
people not get hired even though they were qualified because
they had unkempt shoes during the interview. It showed
sloppiness on their behalf.

Especially if you live in Winter weather as we do in Canada
where the salt and snow will kill your dress shoes and leave
stains on them. Bottom line, make sure your footwear is
clean before your interview.

GROOM
Hygiene is also an important consideration. There are more
and more people who are sensitive to odor and perfume. So
be cognizant of this when getting ready for your interview.
A good shower, proper hair grooming and making sure your
breath is fresh is important. Ditching the strong cologne
would be a smart move.
You don’t want the attention of the people interviewing you
being distracted by how you smell…good or bad.
Check your nails to make sure they are clean and not too
long. We would also suggest getting a fresh haircut if you
haven't in a while to look fresh and at your very best.
A first interview is like a first date. You want to put your
best foot forward.

POSTURE
The last part of this chapter is regarding proper posture.
Some people walk into a room and are immediately noticed
positively even if they don't say a word.
They walk straight at a fast pace and keep their shoulders
back straight and their head up. You notice them, and your
first impression is usually one of confidence and respect.

Compare that to the person who walks in and is barely
noticed. Which one will be remembered and trusted for a job
when in an interview.
So, when you first get to an interview walk with confidence
and a little bit of swagger.
Your posture can say a lot about you and as we’ve mentioned
before, your non-verbal is almost as important as your verbal
communication. When you are meeting the people for the
interview, you will give a handshake, make it firm.
Some people have to soft of a handshake and are perceived
as weak, while others have a bone crushing handshake that
leaves you wondering if they have a temper or are too
aggressive. Keep it firm like you would to open up a door
handle, give it a single pump and let go.
While you are giving the handshake, and throughout the
interview, keeping eye contact is important. Now don’t make
it weird and stare at the depth of their pupils without blinking
the whole time. You don't want to look like a stalker here!
But if you keep looking away every time they ask you a
question you may seem to lack confidence. So, make sure
you maintain good eye contact.
When more than 1 person is interviewing, you make sure to
go back and forth to look at all of the people in the room.
Your posture can say a lot about you and as we’ve mentioned
before, your non-verbal is almost as important as your verbal
communication.

MIRRORING AND MATCHING
Body language experts have long used a technique called
mirroring and matching. Some might do it out of instinct,
and others are absolutely oblivious to it. The good news is,
it's something that can be learned and mastered.
The concept of mirroring and matching is that people react
positively to others when their body language, posture, and
speech is similar to theirs. The idea is that when you are
having a conversation, or in this case being interviewed by
someone else, you want to start mimicking (mirroring and
matching) their behavior.
If they lean back, you lean back. They lean forward you do
the same. If they cross their legs, you cross your legs. If they
talk loud and fast, you talk loud and fast. Soft and detailed
speech...you copy and do the same.
We recommend going online and watching a few tutorials
on the subjects by experts and trying it out before going into
your first interview. You don't want that potential dream job
to go away because you decided to practice the strategy for
the first time on the interviewer and made things weird and
uncomfortable. It takes some getting used to so practice,
practice, practice.
For many, these tips may seem like a no-brainer or even
childish but we all blind to our blind spots. Do not take any
of these for granted. It’s the small things that add up to the
big ones and it doesn’t take much to create a bad first
impression.
From the way you dress, to your grooming to proper posture,
the goal is to feel and look your best. To increase your
confidence and your odds of getting hired at the same time.

CHAPTER 22.
UNDERSTANDING PERSONALITIES
Most people do not listen with the intent to
understand; they listen with the intent to reply
How many of you has someone in your life you love but
sometimes wonder…what’s wrong with them?
How many of you have a sibling that is the total opposite of
you and you wonder…do we have the same parents? Surely,
they made a mistake at the hospital!
Or perhaps a co-worker or schoolmate who you simply don’t
understand or have a hard time getting along with?
I could go on with more examples but you get my point…we
are not all the same…people are different!
In this chapter, we will talk about personalities. The different
types of testing, helping you figure out and understanding
your personality, and help decipher and understand others as
well.
See, your personality from what we’ve read and know so far
seems to be something we are either born with or develop at
a very early age. And as fathers of 7 kids between the both
of us, we can attest to that fact as in our experience at least
that all of them have always had different personalities even
as babies and now as young children.

But why is it important to learn about this, and what can I do
with that knowledge once I have it?
#1 - Knowing your own personality trait will help you
understand who you are better, know your strengths and be
aware of your weaknesses.
#2 - Knowing other people’s personalities will help you deal
with situations and issues better. They’re not weird, or trying
to be rude, or indecisive, of too excited…they’re different
personalities and that affects how they deal with various
situations.
#3 - More and more workplaces administer personality tests
to see if you’re a good fit for their company or the type of
person they are looking for to fill the role. Understanding
testing methods and who you are as a person will allow you
to stay true to the results instead of trying to answer what
you think they want to ear.
#4 - Although anyone with enough passion & dedication
could succeed in most careers, certain personality traits tend
to do better than others in certain fields or roles. Matching
your passion with your personality trait will help your
chances of success.
#5 - KNOWING who you are will help ACCEPTING who
you are. That doesn’t mean using it as a crutch or
excuse…well that’s just my personality, that’s just who I am.
What it means is that you know who you are, what your
tendencies are, and either work at overcoming your
shortcomings or surround yourself with people with those
strengths and continue to win with the strengths that you
have personally.

#6 - Being able to quickly determine with a certain level of
accuracy what is the personality of your interviewers, it will
help you relate to them and improve your chances of making
a good impression.
So, there are many types of tests out there that divide people
into personalities. The first ones’ date back to the Greeks in
460AD. The most recent and popular ones are Trima, MyersBriggs, DISC, True colors, Gary Smalley, and Personalities
profile.
Let’s dig in shall we.

As you look at this graph, we encourage you to take a piece
of paper and do this exercise with us. Draw a line top to
bottom, and one side to side. On the top write the word

OUTGOING and at the bottom RESERVED. Then on the
left side write TASK and on the right-side PEOPLE.
The first question you need to answer is this…if we would
ask you tonight some question and we are doing some small
talk and eventually we would ask you – are you more
outgoing or reserved.
Not good or bad, not right or wrong…not 100% of the time
could be 51 - 49%. But most of the time which one would
you say you would be? And checkmark the top or bottom on
your page.
The second question you need to answer is this…if we would
ask you when we met some questions, and we are doing
some small talk and eventually, we would say – are you more
task-oriented, or people-oriented?
Not good or bad, not right or wrong…not 100% of the time
could be 51 - 49%. But most of the time which one would
you say you would be?
A good way to figure out if you are more people or task is
what do you think about when you go to bed at night. Task
people who are more oriented towards getting things done
will think something like this…I did this today, got this
done, would have done that but Joe distracted me.
People-oriented people go to bed and say…I met John and
Marie, and it was awesome and I’ll see them tomorrow again
when we go to dinner!
Task people are happiest when they get results, peopleoriented people are happiest when everyone gets along.

Mark on the sheet which one represents you the most.
If you are said outgoing and task as your two choices, you
find yourself in what Dr. Rohm the author of the book
Personality Profiles calls the D quadrant which stands
for Dominant.
If you chose outgoing and people you would fall in what is
called the I quadrant which stands for Inspiring.
If you chose the reserved and people options you would fall
in the S quadrant which stands for Supportive.
And finally, if you chose the reserved and task options you
would fall in the C for Cautious quadrant.
This is called the DISC model by Dr. Rohm the author of the
book Positive Personality Profiles.
Other terms which you will find in various other tests with
slight variations but a lot of similarities would be the
following: Choleric, Sanguine, Phlegmatic and
Melancholy from the Personality Plus book by Florence
Littauer.
Others tests such as the True colors test with the Orange,
Blue, Gold and Green colors attributed to the quadrants and
finally the animals which best represented the 4 basic
personalities, the Lion, the Otter, the Golden Retriever, and
the Beaver are similar in nature.
We find the Myers-Briggs test which describes 16 different
personality types is probably the most complete, detailed and
precise. It is often used in hiring process by large
corporations.

On the other hand, it’s also more challenging to figure out
and use in a fast 1 on 1 interview. So for the purpose of this
book we will focus on the first 2 test descriptions to simplify
things for you in your everyday life and throughout your
interview process.
What does this all mean? Let’s go through the 4 most
common personalities types and see which one fits you the
most.

DOMINANT or POWERFUL CHOLERIC
The dominant or powerful choleric personality are the
outgoing and task people…Be a leader, be a follower or get
out of the way! I’ve got things to do, people to see.
These people are high achievers, they want to control, be in
charge. They are strong powerful people. Leadership can be
learned but they have the natural born traits in them.
They can also be a challenge to deal with as their attitude can
be abrasive. They usually have an opinion and aren’t afraid
to share it.
Three out of Charles-Edouard's four children have a lot of
this personality in them, so does his wife and so you can
imagine the sparks can fly in the house. But his youngest
daughter has probably the most. She likes to think she runs
the house, hates to lose and is very driven.
Strengths are ambitious, passionate, leader-like, focused,
efficient, confident. Weaknesses are domineering, impatient,
argumentative, low on empathy, and inflexible.
What motivates a dominant type more than anything else…is
getting results. If not, they are in the dumps. You will never

connect with someone of this personality if you don’t
remember this about them.

INSPIRING OR POPULAR SANGUINE
Let’s move on to the Inspiring or popular sanguine which are
the ones on the outgoing and people quadrant.
This group is typically the ones involved in clubs, sports,
extracurricular activities. Whatever they do, it has to be fun!
They don’t go to school to learn…they go to school to see
their friends!
Very unlikely to be in careers that require a lot of structure
such as accounting, engineering or science. But very likely
the talk show host, the singer or creative designer.
Strengths of the I personality are charismatic, outgoing,
confident, fun-loving, spontaneous, everywhere they go they
make friends.
Weaknesses are that they tend to be unfocused, are often late,
and tend to have big swings in emotions.
If you are of this personality type, can be dangerous if not
aware cause you tend to talk more than you should and not
listen enough.
What makes you tick and gives you energy…is having fun!
One of Denis' daughters has a lot of this personality in her.
Everywhere she goes, she has a new best friend. Always fun
to be around, creating new shows and funny stories.
But on the flip side, her room is a mess, and she can never
remember where she puts her things.

The motto of the I personality is – enough talking about
me…now it’s your turn to talk about me 😊

SUPPORTIVE OR PEACEFUL PHLEGMATIC
So, moving on to the 3rd personality which is the S for
supportive type or peaceful phlegmatic. This is the quadrant
that intersects those who are people-oriented and reserved.
This is the stable, supportive type. Sweet, kind friendly.
Probably has the best heart of anybody you would want to
meet.
This personality is all about getting along with each other.
They absolutely hate conflict.
When talking to this personality, we usually slow down how
we talk, lowering our tone of voice. They don’t like to be
rushed, or pushy people or conflict. They want relationships,
teamwork, peace, and harmony.
They are most likely to be working in careers like nursing,
teaching, social work where they can help other people.
Strengths of this personality are kind,
peacemaking, faithful, quiet and calm.

consistent,

Weaknesses are sometimes shy, prone to laziness, stubborn,
indecisive, not goal-oriented.
Both of us have daughters that have a lot of the strengths of
this personality. Calm, kind, very persistent and trying to
make peace in the family.
What makes this group of people happy is peace and
harmony.

CAUTIOUS OR PERFECT MELANCHOLY
Last but not least the cautious or perfect melancholy
personality which is in the task and reserved category.
This is the group that most likely ends up in science,
engineering or math majors. Very detailed oriented, smart
and organized. They will, however, analyze things too much
sometimes and take forever to make decisions. They are the
kids that ask 8,453,239 questions.
Charles-Edouard's son for example when growing up would
have 42 plush animals on his bed. One night at age 3 after a
bed wetting accident when he was just out of diapers went to
the bathroom and Charles-Edouard ripped the covers off his
bed to change them…and all the toys with it.
Needless to say, he wasn’t happy. It took 20 minutes to
replace each plush toy on his bed…in exactly the same spot,
with an explanation as to why it was there.
This personality needs to have quality answers, provide
value (always looking for a deal) and being correct.
Strengths of the Cautious type are detailed, organized,
creative, cautious and good at preventing problems.
Weaknesses would be prone to depression and moodiness,
pessimistic, perfectionist and can be obsessive.
It’s normal if you have traits in more than one quadrant or
strengths of one and weaknesses of the other. The idea is to
better understand who you are so you can prevent on one
hand, and empower on the other.

PERSONALITIES IN AN INTERVIEW
Now that we've given you a quick crash course on
personalities, here are some of the things you want to keep
in mind when going into an interview.
Knowing which personality type is sitting across from you
and asking the questions is an important skill to develop if
you want to nail an interview.
But how can you figure this out in such a short period of
time? Well, certain clues can be discovered that can help you
formulate your answers and leave a great impression.
Let’s examine each of the 4 main personality types as
described in the Personality Plus and Personality Profile
books we’ve highlighted.

THE INTERVIEW FROM A DOMINANT /
CHOLERIC PERSONALITY PERSPECTIVE
If your interviewer is a dominant, choleric type, they will
have a confident presence in the room. The handshake will
be firm. The tone of voice will exude confidence. They will
get right to the point and not a lot of chit chat.
If you are in their office there will probably be some visual
clues of accomplishments they’ve earned. Plaques, photos or
other awards will probably be adorning his or her walls.
When dealing with dominant choleric personalities you must
realize that they often have very high self-value. They see
themselves as the ideal candidate for any type of position or
opportunity. Try to make them see similar traits within
yourself without seeming overconfident or overbearing.

They will be direct and to the point with their questions and
you should do the same with your answers as people who
have this personality type do not like to waste time.
When we have any kind of interactions with a dominant
choleric we usually ask a lot of questions about them and
what they do for a living. This personality type is usually
very proud of their career and accomplishment and always
love the opportunity to speak about themselves and let
people know how successful they are in their careers.
Therefore, when walking into an interview with a dominant
choleric, make sure you are dressed sharp, have a solid
handshake, speak with confidence and keep good eye
contact. They will not have any love or respect for someone
who lacks confidence.
They want to hire themselves or the next best thing if
possible.

THE INTERVIEW FROM A INSPIRING /
SANGUINE PERSONALITY PERSPECTIVE
If your interviewer is an inspiring sanguine, they will be very
outgoing and will present a very positive and energetic vibe.
Inspiring sanguine people are very talkative and are usually
easily recognizable simply by their energy and mannerisms.
An inspiring sanguine personality would greet you with a
huge smile and almost immediately make you feel totally
comfortable. They will probably be the one doing most the
talking and might even crack a joke or talk to you as if
you’ve known each other for years.
Their desk or office space would not be categorized as
organized or neat. The odds are it would be filed under

‘’organized chaos’’. They are people-focused more than
task-focused. If you are being interviewed by an inspiring
sanguine they will be more interested in the connection
between you and them, rather than all of the individual
qualifications required for the position.
The small talk that precedes the interview is more important
than you may realize and could majorly impact the success
of your interview. Finding common ground with a Sanguine
can set yourself up for an awesome interview experience.
When we are in contact with an inspiring sanguine
personality we don’t hesitate to be chatty, and give extensive
and expressive answers. Inspiring sanguines relish great
conversations. They will hire people they like and connect
with.
Be prepared to possibly be one-upped on your examples or
stories and it’s all good, it’s part of the dance. The interview
question may start in one direction and finish in a totally
different one.
They may even interrupt you in the midst of your answer
because they have a connecting story, and if so, let them keep
going. Let them talk and make sure you are speaking with
your non-verbal. Laugh, nod, make eye contact, show them
that you are interested in them and their stories.
Don’t be afraid to ask follow-up questions to their stories,
you’d be surprised how much information they will share
with you about the position, what they are looking for and
even how you can fit the bill.

THE INTERVIEW FROM A SUPPORTIVE /

PHLEGMATIC PERSPECTIVE
Supportive phlegmatic personalities are salt-of-the-earthtype people. They are people-oriented and usually
introverted. We would say that this personality is probably
the least likely to be the one interviewing you.
However, the way to recognize if your interviewer is a
supportive phlegmatic, will be at how soft spoken and quiet
they are. They will typically be very approachable and will
let you lead the conversation.
We would dare say that this personality is the hardest one to
impress because it’s tougher to get information out of them
and probably won’t provide you many non-verbal giveaways. They are just even keel, soft-spoken people.
They highly dislike conflict so when we get interviewed by
a Phlegmatic we stay away from examples that touch on
controversy or conflict. We try to match their energy and
answer their questions concisely.
In the early part of the interview when you do some small
talk, your goal is to make a personal connection but just
know that you will probably have to lead the conversation a
little bit, and they will be perfectly ok with that.
THE INTERVIEW FROM A CAUTIOUS /
MELANCHOLY PERSONALITY PERSPECTIVE
Cautious melancholy personalities are very task-oriented
people. They are usually very intelligent and proficient in
their jobs. They will be looking to see if you check off every
qualification they are looking for to fill the position.

They usually aren’t very talkative unless it is directly
involving the job, the company or the expected tasks. They
are ‘’to the point’’ kind of people. When interviewed by a
cautious melancholy we would make sure that we have
everything in order. Make sure that your cover letter and
resume are mistake-free as they will notice these things.
You can identify a cautious melancholy by their orderly
ways. Their office space is meticulous and in order.
Everything is labeled, stacked and organized. The small talk
will probably be kept to a minimum and they will get right
to the point.
Odds are they will probably have all their questions written
down on paper and they will be taking a ton of notes as you
answer each one. You want precise and concise answers
when dealing with a cautious melancholy. They are looking
for technical answers. They will not respect answers that
seem to beat around the bucket.
They are usually intellectuals that respect proper education
and attention to detail. A cautious melancholy person will
put a lot more weight in your verbal answers than your nonverbal. The firm handshake, constant eye contact may not be
as much of a deal maker than with the dominant choleric and
the inspiring sanguines. Chances are your cautious
melancholy interviewer will spend more time looking at
their page as they write down their notes then focusing on
you.
So, take the personality tests, have friends take it on your
behalf, study personalities and read the books we’ve
recommended. It will not only help you understand yourself,
but it will also help you in your relationships, and your
career.

CHAPTER 23.
10 INVALUABLE PEOPLE SKILLS
LESSONS TO SUCCEED IN YOUR
LIFE AND CAREER
You must either modify your dream or magnify
your skills – Jim Rohn
You’re going through all this effort to land the dream job,
now you want to put all the odds in your favor to keep it!
Statistics show that most people lose their job or end up
leaving due to their lack of ability in dealing with people
more so than their lack of technical skills.
As our book’s sub-title suggests we want to help you get
hired, but also to stay hired and get promoted! This chapter
if applied in your life will be a good start to do so.
Social interactions are a vital and important part of our lives.
Solitary confinement is used in prisons as one of the worst
forms of punishment since the mental pain of not being able
to see or talk to someone else for long periods of time is worst
in many ways than actual physical pain.
But dealing with people isn’t necessarily easy, because
people are well…people. This means we are all unique,
different and don’t all have the same values, backgrounds,
and personalities.
On the other hand, learning how to deal with people is
extremely important to our well being, our level of general

happiness and career success. More specifically, so much of
career success is due to people skills and the ability to get
along with other people. Studies show only 15% of success
in a career is due to technical ability and training, and 85% is
due to the ability to deal with other people.
Dr. Albert Wiggam did a study of 4000 people who had lost
their job. Only 10% (or 400) of them had lost their
employment because they couldn’t do the job properly from
a technical standpoint and 90% (3600) of them lost their jobs
because of issues in dealing with other people.
Let’s start by looking at what are the 3 ways you can deal
with people.
You can take what you need from others by force, threats,
intimidation or by outsmarting them.
Criminals for sure fall into this category, bullies, but some
are subtler and will do so for their own benefits.
You can become a human relations beggar and beg other
people to give you the things you want.
This is the opposite of the taker, in that they would rather
appease and lose all freedom of choice in exchange for the
other person to like them.
You can operate on a basis of fair exchange, give-andtake…or what I like to call ‘’win-win’’.
You make it your business to give other people what they
want and need, and in return, they give you what you want
and need.
Taking by force can work for a short while, but you aren’t
making any friends and anytime you operate in a win-lose
relationship, eventually, you both lose.

Same with being a beggar. If you operate in a lose-win
relationship where you always give up making others like
you, eventually you run out of you to give, and you lose
respect at the same time.
Two of the most important books you can read on the subject
of people skills are How to win friends and influence
people by Dale Carnegie, and How to have confidence and
power in dealing with people by Les Giblin.
These 2 books, in our opinion, should be mandatory reads for
every high school student, and certainly a must-read for
anyone who wants success in their careers and overall good
relationships with people in their lives.
In addition to these 2 classic books, we’ve taken lessons from
many other readings, seminars and leadership workshops to
compile this list of my Top 10 Invaluable People Skills
lessons to succeed in your life & career.

#1 – UNDERSTANDING THE NEED OF
OTHER PEOPLE TO FEEL IMPORTANT
I guess this should be one of the easiest ones to
understand…since we all have an innate desire to feel
important. Sometimes though, people think that the only way
to feel important is to bring others down and lift themselves
up.
But if you can get over your own need to feel important and
help others feel important themselves…guess what will
happen? They will usually return the favor.

3 steps to make others feel important.
Step

1—

Think other people ARE Actually
important…crazy right, what a concept! Actually, caring
enough about others. It will be hard to fake it if you don’t
really believe people are important. So That’s the first step

Step 2 — Notice other people. Pay attention to how they
feel, their attitude, try to be a good-finder and provide sincere
compliments to them. Again mind-blowing…taking time to
think of others and not just yourself? Sorry for the sarcasm as
I know as self-evident as these points are, I had to learn them
the hard way.

Step 3 — Don’t try to impress them…be impressed by
them. Now that doesn’t mean to give fake compliments or to
try to schmooze others just to get something from them. This
comes down to simply trying to find something about them
that you find impressive and letting them know. Meet truly
successful people and they will more than likely try to build
you up and talk about you more than talk about themselves.

#2 – DON’T TRY TO WIN ALL THE LITTLE
BATTLES
This one as well can be a tough one, especially for certain
personalities. If you tend to be hard on yourself and hard on
others, a stickler for rules and have zero flexibility, it will be
difficult to maintain good relationships over the long term.
You might get people to do what you want them to do for a
while but they won’t for long. I remember having an
argument with a gym teacher in high school about tennis. He
was saying a certain shot was named a certain way. And
being a tennis player and a big follower of the sport at the

time I proceeded to correct him in front of the entire class….3
times.
Now I was right…but sometimes you can be right and still be
wrong at the same time. I made the teacher look bad in front
of the entire class and lost much respect from him.
Not only did it not help the teacher or the class, but the
importance of that little battle was also pointless. I had to
learn to let go of little things that didn’t matter in the grand
scheme of things.

#3 – STORY TOPPING
Have you ever been at a dinner, party or social setting and
someone there is always trying to top everybody else’s story?
If not… then maybe you’re that person! Ouch…
Story toppers will always have something better than you. It
doesn’t matter the subject. You bought a car…they got a
better one. You build a house…they’ve got a nicer bigger
one. Your kids played A level hockey…but their kids played
AA hockey. And if they can’t top your story…they know
someone better that has done so and they’ll tell you about it.
Just…don't…Please.
It’s perfectly OK to be proud of your kids, and as parents, I
think most of us do this without even realizing it. We want to
encourage them and brag them up to build their confidence.
But trust me, my mom often used to share at family parties
all about mine and my sister’s accomplishments, and
although she did it in with good intentions and because she
was proud of both of us…it made me uncomfortable as heck
and probably sounded like story topping to my aunts, uncles

and cousins who had to listen in and compare to us (mom if
you read this, love you…you’re the best)!
It’s OK to be proud of what you’ve accomplished, but
bragging about it won’t attract you with praise. This is the
place to be humble. Praise and recognition will be much more
appreciated when it comes sincerely.
Besides, nobody wants to hang around with a know it all.

#4 – BE A GOOD LISTENER
You have 2 ears and one mouth to be used in proportion.
Becoming a good listener is something that can be learned
and developed. It’s the antidote to the story topper.
To be a good listener, start by looking at other people. If you
are talking to other people and looking up your phone, the
TV or surroundings, how interested are you really in the other
person?
Actually, be interested…even if the subject of conversation
isn’t…try to be engaged.
Lean towards in a friendly way, ask questions to maintain the
conversation and show interest, don’t interrupt but ask them
to tell more. I remember the first time I learned this concept
and figured I would try it out.
I was at a business convention and had a conversation with a
new person I had just met through a common friend. My
friend had to excuse himself for a while leaving just the 2 of
us together.
For 30 minutes, I didn’t get a chance to talk about me at all…I
asked questions, showed interest and kept the conversation

going. After 30 minutes, he finally asked something about me
and when I went to give the answer my friend showed up.
I thought he wouldn’t think much of me…but come to find
out the next day that person called our common friend to tell
him how much he enjoyed our conversation and how smart
he thought I was.
Remember…I didn’t really say anything! But because I
agreed with him, let him talk about his favorite subject…him,
he thought I must be a smart person.

#5 – THE TRIPLE A FORMULA – ACCEPT,
APPROVE, APPRECIATE
This comes from the book How to have confidence and
power in dealing with people. Les Giblin kind of wraps up a
lot of what we talked about so far but it acts as a good
reminder.
When we accept others for who they are without judgment
when other people can feel that we approve of them as a
person and that we appreciate who they are…there is a very
good chance that it will be much easier to deal with them in
any situation.
So, remember the Triple-A formula in your relationships
with others…Accept, Approve, Appreciate and you will be
the all-star of People Skills.

#6 – THE TRIPLE C FORMULA – NEVER
CRITICIZE, CONDEMN, COMPLAIN
This one comes from How to win friends and influence
people by Dale Carnegie and is sort of the flip side of the

Triple-A formula. The Triple C’s are Never Criticize,
Condemn, Complain.
Here’s a little challenge: Try to go for 24 hours straight
without criticizing, condemning or complaining to anyone
about anything…trust me…it’s a lot harder than it looks. I bet
you will be thinking to yourself at some point in time during
the day…I can’t talk!!!
Now this works for others…but also for ourselves. We talk
to ourselves more than anybody else does.
And if we keep criticizing condemning and complaining to
ourselves we can’t expect to be positive with others. So it
starts with us, then with others.

#7 – LET OTHERS SAVE FACE
Imagine you are in a situation where you are either having an
argument, or an ‘’I told you so’’ moment where you advised
someone to either do or not do something and they went the
other direction.
Now they have failed and you get the bragging rights to put
it back in their face…right?…Wrong!
See the biggest mistake people make in trying to win an
argument is attacking the other person’s ego. Our ego’s,
regardless if we want to admit it or not is an extremely strong
motivator.
People have kept grudges for decades, even generations over
arguments.

Divorces, company breakups. Revenge is often the response
to a hurt ego. So let the other person save face, don’t brag that
you were right, and especially don’t say ‘’I told you so’’.
By negotiating with people in a way that you leave a back
door open for them to take and still protect their ego will go
a long way to preserving a good relationship with people.

#8 – A PERSON CONVINCED AGAINST THEIR
WILL IS OF THE SAME OPINION STILL
This goes back to the original ways of dealing with people. If
you are in a position of authority or power you can easily get
people to do things out of fear, or intimidation.
But that doesn’t mean it will last. The minute you are gone,
or not in power anymore your influence over them is gone
with it as well.
Charles-Edouard remembers his 5-year-old son was being a
typical boy and was being obnoxious to his sisters or
something and we put him in timeout up the stairs.
He didn’t want to sit down and eventually with enough
threats and raising his voice he ended up sitting down. When
him and his wife Manon returned a few minutes later to let
him get back to playing, they asked him if he had learned his
lesson.
His response was the following: Well…I’m sitting on the
outside but I’m still standing on the inside.
He had succumbed to the authority, but he hadn’t changed his
mind or opinion of the situation one bit.

It’s much easier to let the other person feel like the idea was
theirs in the first place and let them take credit for it than to
try and force your opinion upon others.

#9 – PRAISE AND APPRECIATION
Dr. Henry Goddard used an instrument called an Ergograph
to measure fatigue during a series of experiments in the early
20th century. What he found is that when kids came in and
showed a certain level of energy, and were given a sincere
compliment and word of encouragement, their levels of
energy would suddenly go up and stay higher.
However, whenever a word of criticism was given to the
same child…their level of energy would go down.
Words we say to ourselves have a big influence on our own
attitudes and our attitude towards others. If you want good
harmonious relationships with others in your school, your
family your place of work, be a good finder and provide
sincere praise to others. You’ll find that people will want to
be around you to get that energy.
But if you keep critiquing everything, they will want to avoid
you like the plague. Some people when they come into a
room it lights up…Other, it’s when they leave.
We would rather you light up the room. If you must provide
constructive criticism, do so in small doses, and only if
necessary. Do so in private, not in front of others. Always
critique the action…not the person.
Bob, I appreciate all the good work you’ve done lately,
however showing up late for work (the action), is not
acceptable. I’m confident you will step up and be on time
going forward.

This is called the sandwich technique…a constructive
criticism sandwiched in between two positive affirmations.

#10 – EMAILS AND MESSAGES
We’ll wrap this up with a few tips on your written
communications. In a world of texting, instant messaging and
emails, it’s easy to make relationship mistakes in this area.
First tip is when writing a message…DON’T USE ALL
LARGE CAPS LETTERS…It sounds like you are yelling.
we remember a new job where the sales rep kept writing to
us in cap letters…after a few days, we brought him into our
office and asked if he was mad at us? He had no clue.
Just be aware, when typing if using all cap letters, it can send
the wrong message…unless that’s your goal.
When receiving a message that makes your pressure go up
for some reason…take some time before answering.
Too many times we’ve seen people read a message, and
interpret it the wrong way and reply right away. Things can
escalate very quickly when wrong motives are applied, and
people feel offended.
See when we communicate by text, it’s a lot harder to see
how the other person is feeling, their tone of voice, their
intonation, body posture.
Also, how we feel in that moment can have an impact on how
we interpret the message and start to assign motive to the
message.
Often, we’ll ask someone else to read the message first, and
my answer before sending it to make sure we both see the

same thing. Very often, the neutral person will see the
message in a totally different way than we would when
emotions aren’t in the way.
Once a message is gone and read…it’s hard to take the words
away. If you ever feel that after a few replies the conversation
is going sidetrack…pick up the smartphone and use the smart
part of it by actually talking to the other person…yup they
can still do that! It will save you a lot of relationships by
applying these simple rules.
So, there you have it…10 lessons for improving your people
skills. There are many more and we could expand on each
one for a long time, but it’s a great start!
We assure you if you start applying them in your life, your
relationships at home, at work, at school will all improve and
you will be the all-star of People Skills!

CHAPTER 24.
PHONE INTERVIEW
A job interview is not a test of your knowledge, but
your ability to use it at the right time
In a lot of instances, your first interview could happen via
telephone. Here are a few important things to remember
when facing a telephone interview:

USE A CORDED PHONE IF POSSIBLE
We know this is old school but obviously, there would be
fewer chances of losing reception in the middle of the call.
If you don’t have a corded phone which I realize fewer and
fewer people do have, then make sure your cellphone is well
charged and you have a charger close by in case you need it.
BE IN A GOOD RECEPTION AREA TO NOT LOSE
YOUR SIGNAL
Using a headset is ideal for a couple of reasons. If the
interview goes on for 30, 40 minutes or over an hour, your
arm can get tired and it can become a distraction.
Headphones with a mic will avoid this.
The interviewer may ask you questions and having your
phone close by to do a quick search online for info will make
it easier. Or even to forward some piece of information they
need right away.

SMILE AND MOVE AROUND
Studies show that when you smile people can sense it on the
other end of the line even if they can’t see you.
Moving, that’s a personal thing, but I find it gives me energy
and feels like I’m ‘’going somewhere’’ and upbeat which
tends to reflect as energetic and go-getter on the phone. It
also helps to keep an upbeat tone of voice.

HAVE YOUR PREPARED NOTES READY
Keep answers short and direct to the point but complete. It’s
harder to keep track of a conversation when we don’t see the
person so better to stay direct and allow for them to jump in
if needed.

AVOID DISTRACTIONS
Avoid distractions so don’t be in a spot where there will be
a lot of noise, pets or kids around. I know you might not be
hearing them but it can be distracting for others.
If you have a home phone and decide to take the call on the
cell…unplug the home phone or turn off the ringer.
Vice versa for your cell if taking the call on the home phone.
Avoid all possible distractions.
If you have a home phone and decide to take the call on the
cell…unplug the home phone or turn off the ringer.
Vice versa for your cell if taking the call on the home phone.
These tips and strategies can make the difference between a
great experience that you will feel awesome about once
completed versus the uncertainty after a mediocre
experience. Be the professional in the field and be prepared,
you WILL stand out!

CHAPTER 25.
WEB-CONFERENCE INTERVIEW
Love is something you do for someone else not
something you do for yourself – Gary Chapman
This method is becoming more and more popular and can
work very well…or it can be very bad for you if you’re not
prepared.
There exist many types of interfaces right now to do video
conferencing from Facetime, to Messenger Video, to
Whatsapp, Zoom, Skype, Goto Webinar, etc.
So, unless you are very
Be prepared and make it an familiar with the one the
easy experience for them.
hiring manager will be
using make sure to
download ahead of time
and test it out on your laptop, desktop, tablet or phone you
will be using.
There’s nothing worse than getting to the interview and
having to wait for someone who is downloading the app, or
can’t login.
It’s even worse than being late for a face to face interview.
Be prepared and make it an easy experience for them.

A good connection is important. If you can have a laptop or
desktop with a camera and be on a hardwire connection
that’s even better (again old school but not taking any
chances).
Have a backup connection in case of an
emergency…Charles-Edouard remembers an interview the
power went out and another time the internet connection in
his house went down from the provider.
He quickly jumped on a fully charged cellular phone with a
connection to keep it going. The quick recovery was
appreciated and kept the interview going.
Camera quality and sound is important. Make sure you have
both of these working well and tested ahead of time. It really
sucks when trying to do an interview and you keep having to
repeat yourself or asking the other person to do so.
Be aware of your surroundings. Taking the interview sitting
on a couch, or table with a messy kitchen in the background
doesn’t show a good impression. Try to sit at a desk in an
office or showing a clean appropriate background.
Lighting is also important, having proper lighting will make
the look of the interview better than if we see you all in a
shade.
Another part of the surroundings is taking out all distractions
again. If you have kids, yes, I know you can’t stop living,

but you can make arrangements if this opportunity is
important to you.
A babysitter for an hour and taking the call somewhere quiet
is worth it in my opinion even if you need to leave the house
for that call.
Same for pets…delivery at the door and dog can’t stop
barking...not good. Shut down any TV, or music in the
background.
We remember interviewing someone who had his camera
facing him with a big screen TV in the background with the
volume at a very high level and to make things worse, it was
a show that would not have been deemed appropriate.
Dressing for the video conference interview would be the
same as a live interview. They still see you and a good first
impression is important. If it’s a suit and tie type of job I
might not wear the jacket but for sure shirt and tie on the
webinar.
Same as with the phone interview, you want to have all of
your notes ready with you available in case you need them.
Have paper and pen with you to take notes as they talk and
answer your questions.
Show them you are serious. Your preparedness and attention
to detail will show them your level of interest and focus on
working within their organization.

CHAPTER 26.
FACE TO FACE INTERVIEW
Talent will get you in the door, but character will
keep you in the room.
When getting ready for a face to face interview we suggest
bringing in your portfolio with extra cover letters and short
& long resumes on hand in case extra people show up for the
interview and don’t have copies.
Write down questions and be prepared before going into the
interview. Interviews should be a 2-way street where they
interview you for the position, but professionals also
interview the potential employer to make sure they are the
right fit for you.
It should be a dialogue and the more you engage in when
appropriate during the interview it will show engagement on
your part for the role.
You will usually get a chance during the interview where
they will give you a chance to ask questions. Being well
prepared with a few questions will help.
Warning…this is not the time to start asking questions
regarding salary, hours of work, benefits, etc. All your
questions here should be specific to learning more about the
company and the specific role you would be playing.
Questions such as company growth. If in sales, for example,
are you taking over from another rep or new territory. Is the

person actually still in position or not? What kind of program
you can expect as far as integration.
You are asking ‘’I’m already a part of this team’’ type
questions. Acting almost as if you have the job. Instead of
saying things such as ...''If I get the job/position I could…’’,
use phrases such as ‘’As a member of this team, I would…’’

LEADING UP TO THE INTERVIEW
Getting to the interview, plan for the unexpected. There
could be more traffic than anticipated, construction,
accident, train or bus delays.
Finding parking can be an issue as well sometimes if you
have a downtown meeting so plan ahead of time.
Nothing sets a worst first impression than being late.

YOU’RE LATE, SIT DOWN
I remember when I was 21 years old and working with a
placement agency at the time to try and land my first real
full-time job.
There was a large employer at the time that had hundreds of
companies in the province and tens of thousands of
employees so getting in with them would have been a big
deal with lots of opportunities for future career growth.
I had already gone through the first interviews with the local
branch manager, then the general manager and the final
interview was to be with the division vice-president.
I didn’t know if I had made the cut or not and was waiting
anxiously to find out if I could go in for the final interview.
The placement agent who I was working with at the time

called asked if I could make it that afternoon very for the
interview as the VP wanted to meet me and had an opening.
I was so excited about the call I accepted and told her no
problem I would be there!
I rush to get ready and get outside only to figure out that my
old 1987 Jetta with 387,000km on it wouldn’t start. Surprise,
surprise, we are off to a great start!
Not one to be deterred I called my trusty best friend yours
truly Denis Leger to get me a lift for the interview. The only
problem was I’m already a little behind schedule and the
interview is in St-John NB and I lived in Moncton at the
time.
A solid 2 hours to get there…if you knew where you are
going! Remember this was before the days of google maps
and GPS. I’ll spare you the details but a few detours later we
finally make it, about 10 minutes late as I rush up the stairs
and up the elevator in this big downtown building to meet
my future GM and VP.
Then I wait…and wait…and waited some more in the
seating area staring at whatever I could not to make eye
contact with the receptionist.
It was probably only about 45 minutes but for a nervous
young 21-year-old, it felt like forever! I then made it inside
the enormous office greeted by a smiling gm who I had
already met and interviewed with, and then with a frowning
not so friendly looking VP.
I’m sweating bullets, dry throat and all trying to keep my
composure and straighten my new tie.

The first words out of his mouth are ‘’You’re late, sit
down’’…gulp! A faint attempt on my behalf to explain what
happened didn’t make it too far as he continues with ‘’are
you usually late?’’ I said no sir, I’m always on time. He said
You’re late today! Double gulp!
The rest of the 20-minute interview by this drill sergeant was
torture as we are going through my poorly prepared resume.
The only saving grace for me was that by the end of my
interview he looked down on the last line of my resume
where I had put down that I had purchased a rental property
at 20 years old.
He looked at me and said, you’ve started and ran 2 business
and used that money to invest in a property, It looks like you
know how to sell and make some money so I’ll consider
giving you a shot.
I did end up getting the job after all and I later learned that
they had me wait on purpose and both had a good laugh on
my behalf after the fact but I would never wish this
experience to anyone.
The lesson here is simple…prepare for the unexpected and
make sure if you agree to a timeline or interview that you
give yourself ample time to make it!
Once at the place of the interview, being on your best
behavior is important. Not faking it, but be nice, be upbeat,
look confident. You never know who you meet on the way
there.
Going up in the elevator and being stuck up, only to find out
the guy in there was the manager of the company. Or being

rude to the receptionist who ends up being the spouse of the
owner.
So, bottom line, don’t take anyone for granted.
Once you are called in for the interview, the first impression
is important. People decide in the first few minutes if they
like you or not. Make it a good one!

CHAPTER 27.
AFTER THE INTERVIEW
Your trust account is more important than your
bank account
This is a step that differs greatly from company to company
and industry to industry. Our goal here isn’t to go in detail
as to specific tests or their level of legality in your
jurisdiction.
Our goal is simply to share with you the possible types and
categories of tests you could expect to be asked to take or
perform during the course of a job application process.
Companies invest a lot of time money and human resources
in the hiring process and want to make sure their impression
of you during the interview process matches the actual
results of the test.
We’ve seen situations where tests are done before the
interview as a filtering process, others after the 1st interview
and prior to a 2nd interview, and sometimes it’s more of a
confirmation step at the very end. Either way, expect them
and be prepared to ace them.
Here are some of the most common tests that you can expect
to take:

PERSONALITY TESTS
Many tests here such as the DISC, TRIMA and MyersBriggs tests are available for hiring managers to administer

to you. What you want to remember with this type of test is
to answer with your first gut feeling.
Don’t try to trick the test, or answer what you think is the
right answer or what they want to hear. There is no right or
wrong answer on these tests. Stay consistent in your
answers. Companies want to see if you will be a good fit for
the role, the team, and the culture of their organization.

APTITUDE TESTING
The aptitude testing or cognitive testing are used to
determine in general sense your ability to learn, to solve
problems and to think critically.
Do you possess a level of intelligence as defined by such
testing methods as EI (emotional intelligence) and IQ
(Intelligence Quotient)?
We’ve taken many of these throughout our careers in various
forms. Some large corporations have in-house testing and
methods to administer them while others use external
sources.
For the most part, they are multiple-choice, yes/no or
grading type tests (on a scale of 1 to 10 how are you…). As
long as you hit the average it shouldn’t affect you negatively,
however testing in the top percentile in these tests can put
you over the top against other candidates all other things
being equal.
Charles-Edouard remembers in a specific instance where
scoring very high on one of the tests gave him the job even
if he was young and lacked the experience requirements the
position required.

SKILL TESTS
As the aptitude tests are generic, the skills tests are usually
more specific to abilities and tasks one would have to
perform in the actual role.
These could be written and verbal language proficiency
testing, perhaps a driving test if required for a specific type
of machinery, industry knowledge tests specific to your line
of work, or a typing test if you are applying for clerical
work.

INEGRITY TESTS
Not as popular but still exist today. These types of tests will
put candidates through a series of scenarios that make you
choose what you would do if it was you in that position.
Although lie detector tests
are not legal in most states
and countries, companies
are still trying to figure out
ways to determine an
employee's level of honesty
and prevent theft, corporate
liabilities and absenteeism.

Our best advice here if you
are subject to any integrity
test is to not try to trick the
test…stay honest and true
to yourself.

Some questions relating to ethnicity, religion or sexual
orientation are danger zones that most corporations avoid
and make sure to check about their legality in your
jurisdiction before answering any of those you wouldn’t feel
comfortable answering.
Our best advice here if you are subject to any integrity test
is to not try to trick the test...stay honest and true to yourself.

If a company doesn’t hire you because of your answers, then
it probably wasn’t the right place for you to work, to begin
with.

PHYSICAL EXAMS
Although not often, they still can be administered for
specific types of jobs. Usually, these are only done after a
conditional offer has been accepted by the candidate and as
a final test. Could be for physical type work or insurance
purposes.

DRUG TESTS
Similar to physical exams these are usually administered
after a conditional offer has been accepted and are used more
in some industries than others that require more stringent
safety rules.
If you are subject to a drug test check with local regulations
if these are applicable in your state or province.
As mentioned earlier, the goal of this chapter wasn’t to
outline every test in great detail but more so to get you ready
and know what to expect.
Our advice when taking them is simple, do your best, come
prepared and well-rested, don’t ever cheat and go with gut
instinct in your answers as they usually reflect your true self.
Testing can make or break a candidate when all other aspects
of the candidates are equal so don’t neglect this part in your
preparation for taking the appropriate time to do them if, and
when required.

5TH KEY
THE NEGOTIATION
Let us never negotiate out of fear. But let us
never fear to negotiate. – John F. Kennedy
Many people are oblivious to the entire negotiation process.
They are offered a position and automatically accept the
proposed remuneration.
What if you were leaving hundreds, if not thousands of
dollars on the table?
The 5th KEY will help you properly understand the different
elements of compensation and how to negotiate the terms
that you desire and deserve.

CHAPTER 28.
REVIEWING THE OFFER
I am open to accepting all forms of abundance the
universe has to offer me
Congratulations!!! You got an offer!!! Now, we understand
that it may not be the offer you were hoping but don’t be
disappointed, it’s not a let-down it's a starting point.
However, there is a lot more to negotiation than people
believe so please allow us to enlighten you a bit on this
process.

THE OFFER
Is it a good offer? Is it a bad offer? Is it an incredible offer?
Who knows? Until you do your proper research you may be
accepting terms now that you’ll regret in the future.
Now if you are just in the early stages of your career, you
may not have much bargaining power and the company in
question may not want to budge on their offer.
Obviously the deeper you are in your career and the more
accomplishments you have it allows you a certain
negotiation power that you can leverage.
Here are a few things to consider when given an offer:
Do not accept it on the spot. Take some time, take 24 hours
to think about it, to absorb it. If you were the best candidate
today, you should still be the best candidate tomorrow.

Be gracious, thank them for the offer but don’t look too
eager. You’ll lose whatever bargaining power you have if
you act too eager.
Be a professional, calm, cool and collected. You need to take
the time to evaluate it properly, in real estate there is a
saying: ‘’You make money when you buy, not when you
sell’’, meaning that the key is finding the right opportunity
at the right price.
Evaluating the offer properly will give you a certain comfort
level when you get to the negotiations.
Finally, when receiving the offer be aware of your body
language. Your non-verbal actions (posture, eye contact,
etc.) can give away as many clues as to your words. Accept
a good offer with the same attitude as a bad offer.
Remember, you’re a professional and a professional is in
total control at all times.

WHAT YOU NEED TO REVIEW
First of all, you need to do your research. Find out what
range of salary that role is paying out in your industry. Ask
some questions, search online (a great site we recommend is
payscales.com), call a head-hunter, just do the work.
If you happen to know someone that has more experience in
that particular role take them out for coffee, pick their brains.
Even if you don’t have a contact that does that specific type
of job, get with someone you respect and bounce the offer
off of them.

Sometimes a third-party opinion can make you aware of
things you never considered. Take the time to go through the
contract with a fine-tooth comb.
This is a legally binding contract so don’t take that lightly.
Read it, re-read it, get someone else to read it. Don’t just
breeze through it on simple excitement.
Again, be a professional.
Here’s a checklist of items you should be looking at in your
offer and making sure they are properly detailed, outlined,
explained and clear to you.
We will go through each one in detail during the next chapter
as to what and how much can be negotiated in each case.
However, you can’t negotiate what you don’t understand, so
a proper review of the offer is the first step.
Anything here that isn’t clear, mark it down and make sure
to ask the necessary questions to clarify.

OFFER REVIEW CHECKLIST
o Personal info: Are all your personal details in the offer
correct. If not make the changes now.
o Salary offered: Is it hourly, weekly, salary, paid weekly,
bi-weekly? Make sure it is clear and fully understood. Is
overtime paid or not, how much?
o Health Benefits package: What is included, who pays the
premium, how much, when do they kick in, is there a
probationary period before they can be accessed, do they
cover you and your family?

o Any bonus or commission structure: How much, how
often, based on which criteria, understand and make sure this
portion is clear to you so there are no surprises.
o Vacation time: How many days, when do they start, can
you accumulate days, can you take extra unpaid vacation
days, are there specific periods during the year that is
blocked or that you must take your vacation time within?
o Company vehicle: If you get one, what are the details, is
personal usage accepted, who pays for gas and repairs. If the
company pays mileage how much, and how often do they
repay. If an allowance again how much and how often?
o Company credit card/gas card: Find out if you have to
cover travel and business expenses first and they reimburse
or do they provide company credit and gas cards?
o Company smartphone, laptop, work tools: Confirm
what is provided and if that matches your expectations.
o Ability to work from home if applicable: How often, will
they cover home office expenses or not, are the hours
flexible as long as the work gets done?
o Pension plan or pension funding program: Is it a defined
benefits or defined contributions program, when does it start,
how much is contributed, how much control do you have
over it?
o Hours of work/schedule: What is the expected number of
hours you are to contribute, are you on shift work, is it
flexible, stable or changes all the time. Are the hours
guaranteed or not every week?

o Probation period details: Is your employment contract
subject to a probationary period which the company can
release you from during that timeframe without any
compensation?
o Non-compete info: Do you have to sign a non-compete
contract? If so how long after you leave the company is it
valid for, how restrictive is it in your ability to earn a living
in the industry you are working in?
Once you've gone through this list and are comfortable with
the details you should have all your basis covered. The next
step is determining what you want to negotiate which we will
cover in the next chapter.

Chapter 29.
What Can Be Negotiated
I’ll make him an offer he can’t refuse – Michael
Corleone
At this point in your journey, you’ve had a chance to review
your offer, consider it in full and identified a few things that
might now be to your entire satisfaction. Even if it is, there
are always a few things that can be negotiated to your benefit
to take advantage of it.
It’s important when negotiating that you understand what is
likely to be negotiable on the other parties' side. Knowing
ahead of time what they are probably able to negotiate and
what they won't will help you max out your deal.
You also want to understand what the leverage points are
that you have in your favor, and which ones they have on
their side.
Negotiating from a position of strength allows you different
opportunities to ask for more than if the company making
the offer is holding all the power.

POWER POSITIONS FOR YOU
•
•
•
•
•

You are currently employed in a good position
They are recruiting you
They have an urgent need to fill the role
You have special expertise that makes your position
hard to fill and more valuable
You have multiple offers

WEAKNESS POSITIONS FOR YOU
•
•
•
•
•

You are currently unemployed
The position you are being offered is already a big
step up for you compared to your previous job and
they know it.
The company knows your previous salary and is
already offering more
Your skillset is easily replaceable and commoditized
It’s a unionized position leaving you little room to
negotiate

We will go through the same list of items to review we did
in the previous chapter, but this time with advice on what
can be negotiated how.

OFFER REVIEW CHECKLIST
SALARY OFFERED
Chances are this will be one of the items on your list to be
negotiated. Having a clear understanding of the salary you
are willing to accept is important.
Knowing what others in the same role are making inside the
company or within the industry for similar jobs will help
determine how much you can ask for.
Websites such as Indeed, Payscale offer guidelines of what
is an average scale of pay for comparison. There’s often info
online as well that can be found with regards to what is fair
compensation for the role you will be taking.
At the end of the day, it’s to help you build a case for what
you are asking for, but it’s all irrelevant if it doesn’t match
what you personally want.

That’s what is most important is that you are happy and
comfortable with the offer.
Remember, the base salary is only 1 part of an employment
remuneration and you need to compare the full package.

HEALTH BENEFITS PACKAGE
Most times the benefits package is pretty much set in stone
but as the vacation offer it can sometimes only take effect
months after your start date.
Don’t be afraid to try to negotiate those terms, many times
you can get them to skip the probation period and exercise
the benefits package immediately.
Medical package: Eyecare, Drug Plan, Dental Plan,
Orthodontist, Naturopathic Services, Physical Therapy, etc...
all of these are important to consider and evaluate when
accepting an offer.
Look at what services you may use, if you have a spouse and
kids this is definitely a very important factor to consider
within the offer. This could represent thousands of dollars so
give it the consideration it deserves.

ANY BONUS OR COMMISION STRUCTION
Bonus structure: I think it’s safe to say that few people would
just glaze over this part of the contract. When it comes to
employment contracts the direct compensation part always
garners a lot of attention, and it should.
However as discussed previously, the other facets of the
offer also represent thousands of dollars in your pocket and
should not be taken lightly.

But when it comes to a bonus structure you should evaluate
how achievable is the set targets.
How much of your income is hinging on the bonus clause?
What is the bonus based on? Is it units sold? Is it on gross
revenue or profit? Net revenue or profit? Is it on your
individual performance or is it dependant on a team? Is it
based on yearly performance, quarterly performance or on
specific benchmarks? Is it paid out in cash, is through gift
cards or on paid trips?
There are so many different components that you need to
evaluate each one to make the proper decision in the end.

VACATION TIME
The odds are, if you are starting in your career you’ll
probably be offered the standard two-week vacation offer. If
you have the experience, they will probably bump it up to
three weeks, but don’t think that you have to automatically
accept what they offer.
In many instances, you can negotiate you previously had for
vacation time into your new opportunity. Also, in certain
situations you might have to wait out a certain period before
your vacation takes effect (6 months or a year), this is also
negotiable.

COMPANY VEHICLE
Some positions offer a company vehicle as part of the
compensation. This is always a fun option but be aware that
this can also affect your taxable income at the end of the
year.

When its a company vehicle that is provided, then most of
the time it is the employer that is absorbing the tax
implications. However, when they offer you a car allowance
this amount is considered ‘’income’’ and adds to your
taxable income so be prepared to pay taxes on it at the end
of your fiscal year.
Get educated on this situation, understand the tax breaks that
can also apply to you. In certain situations, you can write off
some of your gas, your insurance, and your repairs. Have a
conversation with a certified accountant so that they can
prepare you properly on how to maximize this situation.

COMPANY CREDIT CARD/GAS CARD
If you have to travel or cover any types of expenses during
your employment it’s important to know if you will need to
cover yourself on a personal card or if the company will
provide you a corporate one.
Some people prefer to use their own and submit an expense
report so they can collect the points on their card. Others
prefer to keep things separate and have the company cover
the expenses.
You may or may not have a choice depending on the
company but it’s worth pushing towards your preferred
choice.

COMPANY
SMARTPHONE,
WORK TOOLS

LAPTOP,

Some jobs such as a mechanic, hairdresser or a technician
requires specialized tools. Understanding what is covered
and provided by the company and what you need to provide
yourself is important to clarify.

Try to negotiate as much as you can here especially if safety
equipment or special uniform is required for your job. Even
working out a deal where the company might front you the
funds to get started and you can pay back over time from
your paycheck can sometimes work.
Or negotiate terms if you stay on board for a defined amount
of time the company will pay you back your initial
investment.

PENSION PLAN OR PENSION FUNDING
PROGRAM
Unfortunately, in this day and age, the pension plan offer is
becoming less and less popular. Many companies are turning
towards contractual positions instead of ‘’full time’’
positions to save themselves the cost of offering pension
plans.
If you are in a situation where this is offered make sure you
fully understand the terms of the plan. Compare it with your
current plan. Talk with a financial advisor to get his thoughts
on it. Don’t cut corners, take the time and take in the
expertise to make an educated and proper decision.

HOURS OF WORK / SCHEDULE
If you need time off, special work schedule because of
family priorities, or want to make sure you aren’t stuck with
a bad shift the rest of your career…now’s the time to work
out your preferred work schedule.

PROBATION PERIOD DETAILS
It’s common to be hired with a probation period attached to
your contract. Essentially, it’s a way for the employer to

protect themselves in the case things don’t work out between
you and them.
With a probation period, it allows them to cut ties without
having to pay any type of severance or stay attached to you
for the long term. Try to negotiate a contract with no
probation period if you can, or at a minimum reduce it.
Especially if you are leaving a good job, you don’t want to
risk losing this one for nothing after a few short months.

NON-COMPETE INFO
These are usually complex legal documents, non-negotiable,
and designed to protect the employer and not the employee.
However, read the fine print and make sure it isn’t so
restrictive that you are limited in the event you would leave
this job.
You can still request to make some amendments to the
document that gives you more flexibility when you leave. A
good lawyer will help you draft and prepare an addendum
that will protect you as well.
If you have specialized knowledge in a niche industry it's
worth investing in this to protect your long-term future in
this field of work.

CONTINUED TRAINING / EDUATION
Many employers will encourage and cover training and postsecondary education costs. If you have a goal to continue
improving your skillset and increase your education level
now is a good time to see what the employer is willing to
commit to you.

It could be a certification, an industry-specific course, or
perhaps getting an MBA paid for. You might even be able to
receive your full income and take days off to go back to
school covered by the company.
It’s a win-win for both of you. Companies will typically ask
that you commit to a few years of employment after they pay
your education to recoup their investment and you must
agree to repay a portion if you leave early.
It’s still well worth it to continue your education and get paid
to do it.

CHAPTER 30.
KEY PHRASES TO USE
Ask and you shall receive
As you’ve reviewed the offer and identified which aspects
of it you would like to improve or change, its now time to
bring it up to your new potential employer and negotiate it.
But how should I do this? What words to say, how to bring
it up?
There are key phrases that can be used. Proven techniques
and approaches to take that will increase your chances of
getting success in obtaining what you want.
You also must be ok with the fact that the offer might simply
not be the right one for you. Or that the potential employer
might not be capable of meeting your request.
It’s also ok to respectfully turn down an offer if you don’t
think it’s the right fit for you. Don’t settle for anything less.
Oddly enough even though we call this chapter Key Phrases
to use, we don’t have a lot of specific words or phrases to
use! The reason is simple, we want you to get the overall
concept and general thought process more so than set
phrases to use. It must be in your words, how you feel
comfortable communicating.
Throughout the negotiation there are things you want to
accomplish that must be clear in your mind:

KEEP THINGS POSITIVE
You want to maintain a positive vibe throughout the
negotiation. This isn’t a situation where you are buying a car
and trying to haggle the seller for the absolute best deal ever
even if it breaks the relationship since you don’t care about
the salesman.
In this case, you are negotiating with your future boss
manager or employer. Any negotiation must be done with a
sense of win-win behind it.

KNOW WHAT YOUR BOTTOM LINE IS
What are non-negotiables that bottom line if they aren’t
addressed or met by them you will have to turn down the
offer?
Know what those are and make it clear.

ARE YOU WILLING TO WALK AWAY?
Are you ready to accept the offer as-is if there isn’t wiggle
room on their end, and are you willing to let it go if not?

‘’WE’’ ATTITUDE
When I’m entering a negotiation with my potential new
employer the most important thing I can do to set the tone is
having a WE attitude instead of me vs them thinking.
Any point I’m bringing up during the conversation is an
opportunity for ''US'' to find a solution to ''OUR'' issue.
The next point to make clear is that you want to talk and act
AS-IF you are already employed and on board with the
team. This way the hiring manager doesn’t see it as

confrontational and will maintain a positive feeling about his
decision to offer you the job.
Nothing worst than playing hardball and now you seem
needy and demanding even before you get started. You want
everyone involved to maintain a positive opinion of you
throughout the process.
If they are close and made the effort and compromise make
the deal. Don’t nickel and dime for that extra thousand
dollars just to prove a point. You might get it…but it will
hurt you in the long run.

THE CONVERSATION
How you want to approach the conversation would be
something like this:
‘’Hi John, thanks again for the offer I appreciate the vote
of confidence and am excited for the opportunity to work
together’’.
So, I’ve show gratitude for the offer and already planting the
seed that you are considering the offer.
‘’…I’ve had a chance to review the offer in full and most
of it seems good.’’
Here I’m saying I’ve done my due diligence and by stating
that most of it seems good, I want them to know even if I
bring up a few points, it won’t be a laundry list of items that
they will have to accommodate.
‘’…There are a few points however I’d like to review with
you if possible. Some simply for clarification purposes and
some that I’d like to see if we could modify in a win-win
fashion.’’

I’ve asked for permission. They know I’ve got a few things
to negotiate but we will start with some clarifications first
which are very acceptable. Think of a funnel with the bigger
part on top and the smaller part at the bottom.
You want this conversation to start with as many things as
possible that you both agree on, and are on the same page
before you start the real negotiating.
This way the employer won’t feel like he has to do too many
compromises and you stand a better chance of getting those
you really want if you give in to a few they want and don’t
matter as much to you in the beginning.
‘’…In your offer, the salary proposed is $62,500. In our
initial conversations, I understood the range to be within
$60,000 and $70,000 so thank you first off for going higher
than the minimum.
However, after doing some more research I’ve found that
the industry average stands at closer to $70,000 for this
type of role, and I feel my previous experience and talents
should warrant an offer at the top end of the spectrum’’.
You thank them again and show you’ve done some research.
‘’…I truly believe that I will be able to bring full value to
your company in this role even at the high end of the range.
I’m making a long-term commitment to joining your team
and would feel more comfortable accepting the offer if it
was closer to the $70,000 rate. Is this something you think
we could work out?’’.

Again, talking about making a long-term commitment gives
the sense that even if they pay you more now or make a
concession they will make up for it in the end.
You maintain confidence in your value and are not
unreasonable in your ask. You also ask if this is something
they think ‘’WE’’ could work out so it’s a partnership.
So, you go through the main few points you want to
negotiate and then as you wrap up, mention as follows;
‘’…for the last point…’’ so they know this is it.
When you are done, you can reaffirm your interest and
excitement for the role regardless if they have been able to
meet all your demands or not.
Sometimes the decision-maker is there and can decide on the
spot and then you can make a decision right there. If not and
they have to go back to someone for a final decision and
come back to you with an answer it’s important to leave on
positive terms.
‘’…excellent, thank you for taking the time to review these
points with me. It’s important that we are off on the right
foot and that both parties are happy with the new
relationship. I’m excited to hear back from you, I’m
confident you will do your best to meet these
accommodations and am truly looking forward to
accepting the offer and starting work with our team’’.
You are sending the clear message that regardless of the
answer that comes back you are excited about this
opportunity and looking forward to working with them. You
speak as though you are already on the team.

It sounds counter-intuitive since you might think they won’t
offer you anything more if they already feel you are on
board, but people always feel better doing something for
others if it comes as an act of helping and not as a demand
they need to meet. Try it and you’ll be surprised how willing
people are to make this work.
Remember, the people hiring you want this to work out as
much as you do. Chances are they’ve gone through an
extensive hiring process, they are excited to bring you
onboard and have already told others inside the company
about the great new candidate they have found to join the
team.
The last thing they want is having to backtrack at the last
minute because the deal fell through on a few technicalities
or a few thousands of dollars.
We’ve given you some ideas and some scenarios but can’t
cover everything in one chapter. It’s about having the right
mindset and the right win-win attitude here more than the
actual words or phrases you use.
Use ours as a guideline and add your own twist as you feel
comfortable. Be yourself, stay honest and you will end up
with the offer you wanted.
Remember, you may not get all that you want in your
negotiation, but you have 0% chance if you don’t ask.

CHAPTER 31.
COUNTER OFFERS & MULTIPLE
OFFERS
Sometimes your heart needs more time to accept
what your mind already knows
You’ve done such a great job and are such an amazing
candidate that everyone wants you! Ok, we might be
exaggerating, but it is possible to get into a position where
you are getting multiple offers at the same time and need to
make a choice.
There might also be a situation where your current employer
tries to make a counter-offer and keep you onboard once they
find out you might be leaving.
It’s an interesting position to have multiple options and
much better for leverage in negotiation than if you didn’t
have any offers at all or only had one.
It also can lead some to analysis paralysis and a fear of not
making the right decision. Maybe even a feeling of guilt of
leaving their current position if a counter offer has been
made to stay on board.
In the case of a counter-offer, it begs the question…why
didn’t you get offered this before?
You also might want to consider that the offer to keep you
on board with a better offer is simply a self-preservation one

on their end as they understand how bad of a situation they
would be in if you left.
Keeping you on board might also be a chance for them to
gain some time to find your replacement.
These are the negative thoughts that you could have and are
legitimate fears in some cases.
Are these simply more empty promises? Will things truly
change now that I’ve threatened to leave this place? How
firm is this offer and does it offer a better option than the one
presented to me with the new role.
Now it could also be a positive depending on the situation.
For example, you really wanted to stay, the culture is great,
good company but simply weren’t getting the opportunities
you wanted and management made it happen with this new
offer.
Perhaps it was simply the role, or the department, or a
specific thing that you didn’t like in your current role and
this new offer takes care of it and all in all, it’s a better offer
than the one you got to leave.
Then perfect, your job search served its purpose to use as
leverage to get what you wanted there and reaffirmed that
this is the right place for you at this point in your career.
One of the things when considering a counter-offer is that I
would make sure the other offer is solid before going in to
see my current employer.
You don’t want to quit one and not having something on
paper to back you up on the other side.

I wouldn’t accept an offer and then back out either based on
the counter-offer. If I’m ready to put pen to paper on a new
offer I want to respect and honor it.
If ever I felt there was a remote chance my current employer
might counter and I’d hope to stay if I could work things out
then I’d make sure to have a solid offer in writing first then
go try to negotiate a counter before signing it.
You have to consider the reason you wanted to leave in the
first place, and will that change if you stay on board. If you
think they will, and you feel this is the best place for your
career then great.
If not and this is just a short-term fix, then as hard as it might
be to break up, move on and take the new offer you’ve
worked hard to land and make the most of it.
Double offers and even multiple offers tend to happen if
you’ve applied to many job postings and gone through a
series of interviews. Especially if you are a good candidate
and have applied the teachings from this book!
Our best advice if you’ve received multiple offers is to use
our CSI Formula as we’ve described in earlier chapters to
score how you feel each job offer would be as best you can,
based on what you know about them and see how the scores
come out.
Compare the Compensation, the Culture and the
Competency aspects of the role in detail outlining the Pros
and Cons of each job. Then it will give you a good guide as
to which one to chose.

In the end, the Career Satisfaction Index Formula and its test
will help you put a number to it and take out some of the
emotions from the decision, however, it still comes down to
a personal gut feeling type of choice only you can make for
yourself.
Here’s an example of a graph you can duplicate to fill out
and get your CSI score when comparing 2 or more possible
jobs.

You can use this to compare your current role with a new
one, or multiple different offers at the same time.
Some of it will be subjective and a ‘’best guess’’ scenario
obviously since you aren’t working there yet, but you can
still score based on what you feel it will be.

You can then rank your offers in order of your CSI scores
and see if they either confirm or contradict your inner
feelings about each offer.
The bottom line is you have some options and each one will
present challenges and opportunities. The goal is to help you
make a decision but follow your instinct.

CHAPTER 32.
RESIGNATION LETTER
Now this is not the end. It is not even the beginning
of the end. But it is, perhaps, the end of the
beginning. - Winston Churchill
We are nearing the end of the job search process, but really,
it’s only the beginning of your new career. Before we put the
last chapter on your current employment and start along a
new journey, it’s important not to overlook this step.
Although your inner feeling might be akin to saying ‘’I’m
outta here...too bad for them’’!
Regardless of how that may be how you feel, it may not be
the best course of action if you have any self respect, respect
for others and are intent on having a long fulfilling career.
How you leave a company can be as important to your career
as how you start with a new one. Life has a funny way of
catching up to us sometimes and has a weird sense of humor
and karma.
You never know where that previous boss, coworkers,
employee will end up in the future and having maintained a
level of professionalism throughout the process can go a
long way in future dealings if required.
A manager you treated badly when leaving a previous job
might end up at a new company that is your biggest account.
A coworker who had to pick up the pieces of the mess you
left at your last job, could end up in a position of authority

in the future, or a customer of yours and have a bad opinion
of you.
You may want to become a coach, a member of a committee,
your kids may end up at the same school or karma...best
friends with that ex-coworker you left hanging.
Regardless of how you feel, regardless of the hurt or
resentment you might have towards the current employer
you are leaving, how you resign will go a long way in
preserving future relationships, credibility, integrity and
reputation.
Here are a few things you want to consider when it comes
time to resign:
Review your contract of employment prior to resigning and
ensure you are following company guidelines. Most
companies will have that written as part of your employment
contract or company guidelines.
If not then go back to your local laws concerning what are
the requirements regarding resigning from a job.
Typically a 2 weeks notice is mandatory, but I’ve seen
longer depending on the type of employment. There might
also be other guidelines regarding how to resign, how many
weeks notice, and what you need provide.
If you are moving on to a competitor of your current
employer, there are also often non-compete clauses in your
contract and you want to make sure to review those ahead of
time and be prepared accordingly.

Provide your resignation face to face if at all possible. And
if not in person since your manager or boss is not available
or in a different part of the world then to coordinate a video
conference call.
It’s the hard way to go, as people tend to want to avoid tough
conversations, both if you really are happy to leave because
you and your manager don’t see eye to eye, or if you actually
care about the person you are leaving and feel bad about it.
Regardless, it’s the right thing to do. Don’t simply send an
email or a voicemail saying you are done. Do it right. I’ve
had to resign before over the phone instead of in person and
it simply doesn’t translate as well.
When meeting, this is not the time to lay it all out and clean
dirty laundry. This is a time to stay professional, gracious
and positive. Thank the person for the opportunity to have
worked there.
Provide support in any way you can for the timeframe you
have agreed to stay on and for a smooth transition. Stick to
your plan here, if you provided say 2 weeks notice and that’s
what the requirement is and you’ve already agreed to start at
a new job after that timeframe, don’t try to ‘’be nice’’ and
keep working both for a while.
It rarely works out. First off your mind and energy will be in
the new role and you if you chase 2 squirrels at the same time
you catch none. You want to make a clean break and start
fresh in your new role with 100% focus.
I’m not saying you can’t stay available for a few questions
and help out for a transition period, but keep it minimal and
for a reasonable amount of time.

You might feel bad about leaving that company, but when
the reverse is true and a company needs to move on from
you, they are rarely as accommodating.
You might have company material, an office space, a
company vehicle that has been provided to you while
working. Perhaps you are currently working from a home
office as a company rep and have all sorts of stuff at home
that belongs to the company.
It is very professional here to have everything prepared and
in order before leaving. If you have a company car, make
sure you clean it properly and empty it of any personal items.
Return it full of gas and in good working order. Any
outstanding expense accounts complete those reports and
bring in the receipts in a good order.
Company laptop, tablet, desktop or smartphone? Clean up
any personal things you might have on them, make sure to
clean up your messages and email inbox.
If you have supplies or files make sure they are properly
packaged and ready to be handed to the next person. Perhaps
you have tools as a tech and need to clean them up and make
sure they are in good working order.
Your office and desk should be cleaned up as well and ready
to go.
Be ready to leave...now. Sometimes you go in to your
resignation meeting expecting them to beg you to stay
longer, only to find out they are asking to leave right away.

I’ve been on both ends of this situation before. As an
employee providing a resignation letter only to asked to
leave today as this would be my last day at the office.
Basically asking for phone, laptop etc. that day.
I’ve also been on the other side where I’ve asked the same
out of an employee that was leaving. This is mostly reserved
for roles that there is a fear of doing damage to the
companies reputation, or especially if you are leaving to join
a competitor.
This depends a lot on company culture and the type of role,
environment you work in, just don’t be caught by surprise if
it does happen, and don’t be offended.
Companies need to move on and make the next move. Even
if you provide a 2 weeks notice, it’s not unusual for a
company to simply pay you those last 2 weeks and ask you
to leave so they can move on with your files and make a
clean cut.
One of the main tools you want to be using when resigning
from a job to make it official is the Resignation letter.
This is essentially a formal notification of your intention to
leave the company and when your last day of work would
be.
Here’s an example of a resignation letter...

ACME Corporation

July 20th, 2019
Mr. John Smith
222 Elvis Presley Drive
Graceland, ME
Letter of Resignation
Dear Mr. Smith,
And now the end is near, so I face the final curtain. My friend, I'll say it
clear, I'll state my case of which I'm certain.
I've lived a life that's full, I've traveled each and every highway. And
more, much more than this
I did it my way.
Regrets, I've had a few. But then again, too few to mention. I did what I
had to do, and saw it through without exception.
I planned each charted course. Each careful step along the byway. Oh,
and more, much more than this.I did it my way.
Yes, there were times, I'm sure you know. When I bit off more than I
could chew. But through it all when there was doubt, I ate it up and spit
it out. I faced it all and I stood tall, and did it my way.
I've loved, I've laughed and cried, I've had my fails, my share of losing.
And now as tears subside, I find it all so amusing to think I did all that.
And may I say, not in a shy way, oh, no, no not me, I did it my way.
For what is a man, what has he got, If not himself, then he has not to say
the words he truly feels, and not the words he would reveal. The record
shows I took the blows, and did it my way
The record shows I took the blows, and did it my way ....
Yours truly,
Elvis

Well...I said an example, I didn’t say it was a good one ;)
We can’t be all as creative and poetic as Elvis, and probably
shouldn’t be when it comes to resigning from a position.
This is not the time to spill your guts, to bash someone or to
tell it like it is.
It’s not the time either to get all mushy and write this long
emotional letter. If you are leaving on good terms, you had a
great time with this current company, you love the people
and they love you and everybody is happy that you are
moving on to a better opportunity...and you want to provide
your coworkers, staff, manager with a letter that expresses
your appreciation for them?
Perfect...write a good one. But not the resignation letter.
The resignation letter is simply a document to confirm you
leave, and when. It’s designed to help the hr department do
what they have to do for final payroll, benefits, closing your
file etc.
Keep it short, simple, to the point and unemotional. It’s ok
to say a few nice things and how you appreciated the
opportunity, just not to go too positive or negative here. As
much as you think it is...this isn’t really about you the
person, it’s about you leaving.
Bottom line, in all your dealings when leaving a job, keep it
professional, positive, be gracious and leave on as good of
terms as you possibly can with as many people there as you
can.
It will serve you in the future in ways you can’t even imagine
right now.

CHAPTER 33.
WHAT’S NEXT
Dear past, thank you for all the lessons.
Dear future, I’m now ready!
There are two main priorities you should focus on at this
point in time which are leaving your current employment on
a good note and getting ready for the start of your new
challenge.
Let’s start with your current employment and a few things to
consider as you wrap up your last few days or weeks at this
place of work.
These are all about being a professional and maintaining
good relationships with the people and the company you
leave.
This is a chance to connect with your coworkers, customers,
supplier’s association members you’ve dealt with in your
current role and make sure you have their contact info and
they are aware of your transition into a new role.
As you grow into your career it will be more and more
obvious to you how we live in a small world and past
relationships come back to help...or haunt you in your new
role depending on how you treated people.
A key point here: this is not time to bash your current
employer and state all the bad reasons why you are leaving.
Think of the perception of those staying behind if all you

have to share is bad things about them and the company they
are still working for!
This is an opportunity to state how grateful you are for the
opportunity of working there. How you’ve appreciated
working with people and wishing them the best of success as
you move on.
You want to focus on the positives of your experience and
simply that you couldn’t pass up the opportunity presented
to you, that it was the best for you, your future and your
career.
It’s easy as you wrap up the last few days of your current
employment to start drifting, slacking off, perhaps having
your mind elsewhere and already feeling like you are gone
and going through the motions.
I understand…been there done that! Do your best to stay
focused and provide full value, all the way to the end. It will
leave a lasting positive impression of your character and as
a person, people can rely on.
How you leave is just as important as how you arrive. Make
it as great a last impression as a first one.
Now to the fun part…preparing for your new role!
Some of the things I’ll do to prepare for a new role are
common sense but worth mentioning. I want to stay in
constant communication with my future boss, HR manager
to make sure I’m fully prepared for my 1st day at my new
job.

I’ll try to get as much information, reports, details as possible
with regards to what I’ll be doing.
Understanding my role, reading up on company
documentation and its products or services offered. If I’ll be
managing staff, I’ll try to get access to employee files so I
can familiarize myself with them.
I want to spend time learning more about industry
information, the competition and how the company I’m
joining fits into the market.
The last thing I want to do BEFORE I embark on anything
related to my new role is make sure I take time away in
between ending my current job and starting my new role to
refresh and energize myself.
Rest and recuperation are more important than people
realize. Take a week off, book a day at the spa, go out in the
woods or spend some time at the beach, take a short trip if
you can, read a good book.
Bottom line whatever you need to do to relax, let go,
disconnect, shut off your phone and emails and get your
mind and body fully ready to kick off your new role in style.
This may or may not be your last job or your dream one. It
might be a stepping stone or a stop-gap in between where
you are and where you really want to go.
Or it might be the big break you’ve been waiting for and
always dreamed about.
Regardless make the most of it.
Leave in good standing, and start afresh in style.

CONGRATULATIONS YOU’RE
HIRED!
Have you ever heard the quote: ‘’Knowledge is
power’’? Well if so let us tell you that it is wrong! Yes, we
said ‘’wrong’’. Knowledge is not power...Applied
knowledge is power.
Someone that is full of intellect, knowledge, wisdom and
doesn’t apply it to their life makes all that 100%
useless. You’ll probably be the Trivial Pursuit champion in
your household and that’s about it. You have to learn it but
more importantly you have to USE IT!!!
Knowledge is not
power...applied
knowledge is power.

We’ve basically taken months out
of our lives to share many decades
of knowledge and of success with
you in this book. These strategies
work, it’s a fact.

Having the right mindset, doing the proper preparation,
using the right tools, having the right strategies and knowing
how to act like a professional are all proven concepts. But
the question that remains is: ‘’How bad do you want it?’’
Are you willing to put in the work? Are you willing to not
only read this book but study it, absorb it? Are you willing
to work through the entire workbook? Are you willing to
invest in the absolute most important thing in your
life…You!

Over the course of a career, these tips and strategies could
earn you hundreds of thousands if not millions more in
earnings...wouldn’t that be worth it? You see the crazy
things people do on television to win a hundred grand or a
million dollars based on crazy made for TV concepts or pure
luck when everybody has the opportunity to earn that money
but just learning and applying.
Don’t take these concepts lightly. Be a professional and you
will reap the rewards. Our tools will help you apply all these
concepts on a regular basis. It’s basically like having a
coach or mentor beside you every step of the way.
We decided to put in all this time and effort to write this book
because so many of our friends and family were coming to
us for this exact knowledge. It works!
So, become of our many success stories. Make us follow up
with you in a year and be amazed by the incredible career
transformation that you have done.
Become an inspiration for millions of others out there that
simply don’t believe that it could work for them. That they
are destined to a life of mediocrity and averageness (we
might have just invented a word lol).
We live this stuff and we want to be part of your
journey. How bad do you want it? I guess your results will
be the test.
See you at the finish line!
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