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5 Secrets Hiring Managers Want You o
Know About Applying for their Jobs

Five secrets HR Professionals and Hiring Managers want you to know when

applying for your next job.

About the Find My Perfect Job Formula

The Find My Perfect Job Formula is based on scientifically validated
assessments that help you recognize your style, identify the work
environment where you will thrive, understand what motivates you, AND
highlights the value you bring to your perfect job. When you recognize
your value, you can then communicate it to your next employer in @

way that helps you stand out from the crowd.

Learn how you can take your job search process to the next level by
investing in your future to find the job you always wanted, live the lifestyle
you always dreamed of, and enjoy a career you can look forward to each

and every day.

About the Author

Lisa Huetteman is the co-creator of the Find My Perfect Job Formula, helping
job-seeking professionals, like you, identify your perfect job and market your-

self in such a way to make it easier for that employer to hire you.
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| Want 1o Let You in on a Secret...

Hiring managers want to find you. That is, they want to find you if you are a

perfect fit for their job. Otherwise, don’t waste their time.

Just as the job-seeking process can be fime-consuming, energy-drain-
ing and costly for you, the same is true for the employer. Filtering through
tons of online responses to their job posting can leave any hiring manager

frustrated and discouraged.

And, when they have to work too hard to find the value you are trying to
communicate, it is not likely your résumé will make a good impression and
will likely make its way into the “rejected” pile. This is not where you want

your résumé to end up. You want to be on top of the “call-back” pile!

I've worked with businesses to help them hire superior performers. [|'ve
helped them gain clarity of what the job is and what it takes to achieve
exceptional results. I've also helped them sort through the myriad of
responses from the misfits to the exact-fits. The process is time-consuming,

energy-draining and costly.

So here are 5 secrets that you can do to make their life easier and help you

land your perfect job.



SECRET #1

Read the
job posting

Doesn’t sound that difficult to do, but
you would be surprised how many
applicants fail fo do it. Or, they seem
to think the employer was just kidding
when they listed what the qualifications
were for the job



Read the Job Posting

Warketng Dirctor ob Duties: So read the posting if you want to know what the employer is looking for

Contributes to marketing effectlveness by identifying short-term and long
that must be addressed; providing information and commentary pertinent
deliberations; recommending options and courses of action; implementin

. Oblsins market hare by developing marketing lans and programs or & in an ideal candidate. And read it thoroughly. The employer spent tfime

directing promotional support.

* Maintains relations with customers by organizing and developing specific . . . . . . . .
rnsrerans cteminn oy esence o comntors, s crafting an image of their ideal candidate. They have given you explicit

« Provides short- and long-term market forecasts and reports by directing r
collection, analysis, and interpretation of market data.

. Ifluences present and uure pocuets by determining and evaluating description of what this candidate must have and what is nice to have to

market trends.

+ Develops new uses for existing pi b i tatisti

Y . o .
devel t, d | dat: Iti ith int I d
s::fcoezmen acquiring and analyzing data; consulting with internal an | b e S U C C essfu | I n -I-h e I r J O b )

* Maintains research database by identifying and assembling marketing in

* Provides marketing information by answering questions and requests.

e vt ity o S e 8! UGS scheing They also may have given you specific instructions about how to apply. This
+ Compl ing dep Tt i i by iny
employees; following up on work results.

* Maintains marketing staff by recruiting, selecting, orienting, and training € iS OfTen O TeChnique TO Screen COndidGTeS Who don’T bOTher TO reQd Ond

* Maintains marketing staff job results by counseling and disciplining empl¢
planning, monitoring, and appraising job results.

- Devlops marketing staf b providing nfomatn,ackcational cpportn follow instructions. Pay attention to the details and respect their time by

experiential growth opportunities.

* Maintains pi ional and i by attending educationa

professx;nral societies. publcations; establishing personal networks; part fO | | OWi n g i n STrU C Tio n S .

Marketing Director Skills and Qualmcahons

Client Relati ips, Coaching, Self- i d, Marke
Subordinate Involvement, Customer Focus Marketing Research, Statistical
Developing Budgets, Financial Planning and Strategy

Don't apply for a job where you don’'t meet the required qualifications

for the job. You're just wasting their time and yours.
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SECRET #2

Make It easy for
them to follow-
up with you

Create a clear and simple path to help
facilifate that all-important call back
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Make it easy for them to follow-up
with you

You are not the only person applying, plus they may have more than
one position open. They get dozens, if not hundreds of applications, so
make it easy for them to follow-up with you. Provide a phone number
where you'll likely to be reached when they call so you don’'t have to
play phone tag. Provide an email address that you will check on a regular

basis. And be prepared to respond a.s.a.p. when they reach out to you.

Name your documents (résumé and cover letter) in a way that makes it
easy for them to save and refrieve in the future. For example, if you are
applying for the marketing director position, save your résumé in a file

named YourName_MkgDir_Résumé and YourName_MkgDir_Cover.

This will help keep your documents together electronically when sorted
alphabetically. It will also help them find your résumé and cover letter
because the document has your name on it. And it helps them associate

you with the position without having to open the document.



SECRET #3

The little
stutt martters

Hiring managers really do care about
documents with grammer and spelling
errors - they care all the way to the
reject pile



Delete and Insert
5 Delete, uke@%lt},
= Delete and clos¢ up
S Delete” extra space
# lnseq’gpace
A Insert text
€ Corrgict letter

Punctuation marks
(use caret to show point of insertion)

O Insert period,
@ Insert comma,
© Insert colon,
(® Insert semicolon,
‘v  Insert quotation marks,
U2 Insert single quotes,
A Insert apostrophe
@ 1Insert question mark,
@ Insert exclamation point ,
= Insert hyphen
(/) 1nsert parentheses
(=) Insert dash
Other )
& Spell out@bbrey)
@& Check spelling
Zut Let It stand
2% OK “with corrections”
o % oras corrected”

Style of Type
W WrongCia
e Make lower Fase
Les set in LOWER QpSE
Lap? capital letter
444 SET IN capitals
capo «Je Setin I.bv;vergasem
Aom Set in Romanitype
ual Set in RRalic type
A7 Set indightface tys
& setin boldface typ
Paragraph and Positior
1 Moveto right ]
(. [ Movetoleft
2 C TiCenter(”
1 Move g
L Move down,
4L FAush teft
4V Flush right
=== Align horizontally
11 Align vertically
17 Break,[start new lin
G New paragraph
no Gl No new paragraphy
run on
.él,wh A k—nNo paragraph in
/\J Transpose/@jiters w
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The little stuff matters

Just because you are applying online, doesn’'t mean you can throw out
all the rules of punctuation and grammar. This is not a text message.
Hiring managers want a qualified person and they will question your

qudlifications, evenif you have the right experience, if you are sloppy in your

application.

Have someone else proofread your materials before you send them out.

You are not likely to find your own errors because your eye reads what you

intended to say.

Errors only cast doubt on a candidate who doesn’t take the time to be
thorough and error-free. It's not an easy thing to do, but the negative

impact of missing the little things can break your opportunity for this job.



SECRET #4

Let them know
they are
Important

TO you

Keep your search process organized so
you can make a great first impression



| A B
_|My Perfect Job Master Spreadsheet

" |Company Position Title

| Hughes Corporation Marketing Director
_|PRN Marketing Marketing Manager
| State Street Corporation Director of Marketing
| Suncoast Consulting Marketing Director
_|Pro Staffing Associates VP Marketing

' |Radify Marketing Director
_|ACH Worldwide Director of Marketing
| DreamSoft Solutions Marketing Consulting
| Aspire Solutions VP Marketing

- | Marketing Solutions Marketing Director
_|BMI Consulting VP Marketing

. |Precision Engineering Director of Marketing
" |RealSoft VP Marketing

- | West Realty Associates Director of Marketing
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Let them know they are important fo you

When the phone rings and you don’'t know what company they are
calling from, or what job you applied for, you've just disappointed them.
Keep your job search organized so you can quickly refer to the position

description when that all-important call comes in.

Use a spreadsheet to track each job you applied for and key informa-
tion regarding each position. This will pay dividends down the road when
a potential employer calls you. With this spreadsheet, you will have a
resource that will give you instantaneous information about this job so

you aren’t caught unprepared.

And then when they call, make a great first impression by showing your

enthusiasm for them and their job.
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SECRET #5

Don’'t make i1t
(1 eCilel PO
Hunt

Your value and fit for the job must jump
off the pages of your resumeé. Hiring
managers don’t have time fo search

endlessly for your value
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Don’t make it an Easter Egg Hunt

If you have the required and desired qualifications for the job, don't
make them search through to the 2nd page of your résumé to find that out.

Make it easy for them to see how you are a perfect fit.

Your résumé is a marketing document with important information that
the hiring manager needs to see immediately. Craft your résumé and
cover letter in such a way to bring forward your key qualifications and

responsibilities as they pertain to each specific job.

The truth is, they are looking for you. Help them hire you by showing

them how you are a perfect fit for their job.

The 5 secrets

These 5 secrets are easy to implement right away. Yet they are so
often overlooked. This is why so many people are left wondering why they
don't get a call back. | don’t want this to happen to you. So take these
5 things and put them to use as you go after your perfect job. After all, you

don’'t want any job, you want your perfect job!

Remember - opportunity is out there. And it's waiting for you.

Let’'s go get itl
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