Table of Contents

Introduction
Why You Need This BOOK .............ccoeviuiiiiieiiciectececee e 1
SOME SCANY FACTS vttt ettt et enereerens 1
WHRO'S QT RISKZ ..ottt ettt re e ens et ev et nan 3
How Safe is Your Job? ................
New Rules at Work ........ccccveune.
Purpose of the BooK....................
ADOUT THIS BOOK ...vvvevieeeticveticteteeteteteeteeeveeerese et ss s vt evesseveeseseerensenensesens

PART | How to Find a Great Job........ . . W17

Chapter 1- Surviving Unemployment................ccocovivieieininieecnninseecsee s 19
Anticipating a Job Loss
Actions tfo Take Affer Receiving the PinK SliD ......cccvvvveeceirireeiiseeeeens 22
Ten Must-Dos fo Survive Unemployment
Coping With @ JOD LOSS .....ceeveveureriirriririens
Job Loss Survival Checklists

Chapter 2—- Employer Hiring SeCrets...........cccoovvviviieiinireeeeee e
The Most Important Job Quality Employers Seek Today
WhO'S GEHING HIFEd......c.cuiiiiiiiiiiiieieieieieieieeeesseesrss st
WHO'S HINNG TOAQY ...ttt ettt s st enne
Why Job Candidates Don't Get the Job....
The Top Ten Employer Hiring Traifs

Chapter 3- The Hidden Rules of Successful Job Hunting
Treat Your Job Search as a Job

Six Deadly JOb HUNHNG MISTAKES ........ccvueueveiereieirieirresssss e
Traditional Versus Non-traditional Job-hunting Techniques..........c.cvve.. 46
Create a Job Search Action Plan creereenenn 90
Part [ - Know YOUrself........cccccveeecvninunnnnn. SRR ¢
Part Il - Prepare yourself..........ccveeeeeenenen. RN 1
Part Il - Market yourself........ccoceeeveeenenen. rrereenenn 08
TAKE O LEAP OF FAITN .ottt 60
Chapter 4- Crafting a Winning RESUME............cccooiiiiiiiiiiceieceeeeeeas 61
Getting prepared - Creating a career portfolio ....... crerrenen 61
How to properly build your resume N .Y
Common resume bIUNGETS .......ccccuveveecenreeririereenens crereenenn 63
Five essential strategies to get your resume read
How to calculate your human capital value.............
Functional versus chronologiCQl TESUMES.........ccvvvvueecririsieeirisieieeesieeeeas
Resume FOrMAIHNG RUIES ........cveuvvieieieeisieieeesieee et

How fo create the online resume. ............
How to develop killer cover letters
The one resume blunder that can get you fired



Chapter 5- Mastering the Job Interview...............cccccoeiiviieiivccecec
Job Interview Sequence. ...
Tips for surviving the phone inferview .......
Nine essential job interview strategies......
The most common interview questions ...
Mastering the behavioral interview ......
Create an interview cheat sheet..........
General tips for getting the CAlBACK .......c.ceeieveveiiieceeeeee e

Chapter 6- Negotiating the Job Offer................cccoooveiiiiiiie
Closing the Deal......ccceeevcvveeereieinaa
Winning the Negotiations Game ..........
What to do after getting the job offer..
Employment Contract Essentfials............
Other Job Offer Considerations.............
Juggling multiple job offers....................
Reneging on @ JOD OffEr ...

Chapter 7- You Got the Job = Now What? ... 101
How to Break the News to Your Current Employer.
How much notice is €NOUGN? .........coveveveuiiecieeeeee e 103
Dealing with counter-offers
Handling the exit interview

What to do if your employer asks you to leave today ........cccceueveveernane. 106
Making the best use of your remaining work Hme .........coeevvevvrnrinenn 106
Avoid the short timer attitude
Ten things you must do Defore I8QVING ......cccvvveeeeeveveeiieereeieere e 107
Eight things you must do Qfter Ieaving .......cccceeeeeeeeeesesesssisssenens 110
PART Il How to Keep Your Job.......... . . . 113
Chapter 8- Recognize the Warning Signs............ccccoeeeivineecienceeieeene 115
EQrly WAINING SIQNS c.vcveveeiieieieieieisieieeieeve et esevssess e ssses s sesssnnes 115
LAt WAINING SIGNS...viveuieiieieieieieieieteeieiere ettt s e sesnnes 121
Don't procrastinate: ACTNOW! . .....c.oeoviiciieiceeeeeeeeeeeeeee e 123
Chapter 9— Bulletproof YOUr JOb ..ot 125
Chapter 10- 12 Things Employers Hope You Don’t Know ................ccccoevvnnee. 137
Chapter 11-Become Fireproof..............cccccecvivieieeiinieeeieeeseee s 149

Chapter 12- Surviving Company Layoffs & Reorganizations
Employer alternatives t0 [QYOFfS .......c.ceeveeeveeeveeceiereeenens
Impact of layoffs on employers......
Potential layoff indicators ..........ccccuea.
Employer layoff selection criteria
Strategies 10 AVOIA IAYOFTS ...c.ciivieeiieieeeise et




Chapter 13- Know Your Employment Rights ...............ccccooovviiiiiiniiii
Federal Employment Discrimination LOWS..........cccceeveveeeevrvevennes
Federal Employment ProteCtion LaWS.......c..ccceveeeeevereeeensverennne
Protection From Retaliation ClQimS.........cccveivieeeeneneeenennnns
General Employment Rights DOCINES ........ccevveeveveeiciiereeeeveeeenae
Employers who must comply with Federal Employment Laws
The most powerful employee rights protection Iaw ...........cccccceveveveenenis
How to keep your job and get riCh.......cceeceecececieecicice
States with the best and worst employee protection laws
Employee actions necessary to protect your legal rights........c.ccceueue..

Chapter 14— Sue YOUr EMPIOYET ...........cooveirieiiiiieciccceeesee et
Why employers want to avoid lawsuits at all costs
The Supreme Court decision that opened the door for employees ......185
LAWSUIT ATEINATIVES ..ttt iebsse e sebe s b s es s easssseees
How good employers prevent employee lawsuits
Factors to consider before suing your EmMpPIOYET.........cooveveeeeevevereennns
Finding an employment lawyer to represent your CAse .........ccvvvirenene 191
Criteria Lawyers Use to Evaluate and Select LAWSUITS ...c.cvvereereerennnns 192
When should you sue your employer
How to sue your employer QNd Wil .........ccecveveveeeeieveeieeeeeeseve e
How to get a good reference after suing your employer ................o...... 195

PART Il Lifelong Strategies for Managing Your Career.................cccuueee.

Chapter 15— Divorce Your EMPIOYET ............cccoooveveriveeicieiceiereeeeeeeereeeeneene
Don't live your life through your job
Mentally quit your job........cccccvevevivenenne.

Adopt a free agent mentdlity ..............

Fire yOUr DOSS TOAQY ....vevieveviireieriieeceeteereeeeeeveete e
Enter into a business relationship with your employer ................
Date OthEr EMPIOYESS.....c.cviveeerieeeeeeeereeeeeeeeee e
SMEN THE TOSES ...ttt
Act like an independent CONTACTON ......ccceevviviereeirieieeeeines
Break the wage slQve CYCIE ......oeeveeeeiirieeeeee e
Reduce your dependence on €mMPIOYETS .........cceeeeeeeececeeeeeeeieeieanns
Chose a different career path to success: become a free agent......... 207

Chapter 16— Balancing Work and Famiily ..............cccccoeeivineeiineeceee 209
Regain confrol OVEr YOUI lifE ...t 210
PrOMHZE YOUE VAIUES .....veveveeicveeveeee ettt eressene e 211
Get re-energized 12
LEQVE YOUT JOD A WOTK...c.veveveeieiiiieteiiieieteieieee et vessss e 213
Make technology WOTK fOr YOU .....ccciieieieieiirieieieieseieieises e 214

Eliminate hero fime .....ccccoevveveeeiinene, 16

18
18
20

Schedule family time
Take advanfage of employer Programs..........eeeeeeeseveeeseeseresssessenens 2
AVOI JOD DUMNOUT .ttt 2



Chapter 17- Managing Job Stress
Negative effects of Stress .......c.ccceveunee.
Job stress warning Signs..........ceeeveveveene.
Major stressors in your life ...
STrESS DUSTENS .o
ElMINQtiNG SITESS O WOTK w.vuveveieieieieiicieisieieisisisisieieeieseieiesesesesesesesssssssssssenes

Chapter 18- Handling Difficult CoWorkers and Bosses...............ccccccceeureerennnne
Identifying and dealing with diffiCult CO-WOTKETS .......ccovevvverrrrririenes
Do you work for a jerk?¢ Good boss/bad boss profile ................
Tips for getting along With the DOSS......c.cveeeeeeeieeeiereesnns
How to use your boss to enhance your career
How to avoid becoming a workplace violence victim

Chapter 19— Who Moved My Coffee Cup? Surviving Change at Work ......... 249
The most common reasons for change in the workplace........................ 250
What employees should expect from their employers
The five phases of workplace ChQNGE .......cvcveveeeeieeeiieeeeeee e
How to profit from change in the workplaCe .........c.ccceeveeveveeiciciereinna,
How to become an effective change agent .......ccccceeeeeeeeeicrereennn,

Chapter 20- How to Get Pay Raises and Promotions................cccooveveiiiennne. 259
The fruth about employee pay
SNOW ME ThE MONEY ...ttt as
Basic compensation terminOIOgY ........c.cceeveeveceieieeeieeeeeeseve e 260
Do Your Homework
HOW 10 QSK fOI @ PAY FQSE....vcveviveveveeiieieveterieeeve et 265
Creative salary negotiations FACHCTS ......ccveveveveiveeiereeiceeeeeee e 268
Earn the promotion yOU ESEIVE .........cceeevveiereeieieeeeeee e 269

Chapter 21-Turbo Charge Your Employee Benefits ...............ccocooveveeiiiennene. 273
The frue cost of employee benefits

How does your employer MEASUE UP .......ccueeeerivieenrerenreieresieessesessensens
The one most overlooked employee benefit.......ccoeeiveeeeiciirereinnnn,
Most common workplace benefit SCreW-Ups.......ccceeeeveverennne

SUPET-SIZE YOUr DENEMES ..t

Take advantage of tax-friendly employee benefits
How safe is your employer’s pension plan@...........cceeeeeeeeeerevevevennns 283
How to keep your benefits after leaving employment .........cccceveveueune. 284

Chapter 22— Achieving Success and Happiness at Work..............ccccccceeveuennna.
The Success and Happiness Test: How do you rate?.................
The truth about success and hAPPINESS.......c.ceeveeevereeierrrereanans
The one secret to achieving both success and happiness .......
Common traits of hQPPY PEOPIE ....ccveueeeeiereiiceeeeeeeeia
Tips for achieving happiness at work.....
SOME NI WOTTS .ttt b bbb ees

RESOUICES ......veiierereneieenreneeeensessessessesseesessessessasssessessasssessessasssessessasssessessassnense 299





