
Executive Search Twelve Steps for a Highly Effective Job Search 
 
 
 
 

 
 
 
 
 

 

                               
                                 Twelve Steps for a Highly Effective Job Search 

 

         
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
                             
 
 
 
 
 

 
www.execsearchpartners.com 

2023 

This material is proprietary and is for the exclusive use of use of Executive Search Partners clients and candidates. Executive Search Partners LLC specializes in 

placing mid-level to executives in IT. We can be contacted at (248) 470-9976; and at www.executivesearchpartners.com . version 3.0 2/2021 

http://www.execsearchpartners.com/
http://www.executivesearchpartners.com/


Twelve Steps for a Highly Effective Job Search 

This material is proprietary and is for the exclusive use of use of Executive Search Partners’ clients and candidates. Executive Search Partners LLC specializes in 
placing IT executives. We can be contacted at (248) 470-9976; and at www.execsearchpartners.com . 

Page 2 of 26 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Contents 

INTRODUCTION 

STAGE ONE 

Preparation (Steps 1–4) 
 

STAGE TWO 

Marketing Yourself (Steps 5–7) 
 

STAGE THREE 

Interviewing and Networking (Steps 8–9) 
 

STAGE FOUR 

Closing the Deal (Steps 10–12) 
 
 

DIFFICULT INTERVIEW QUESTIONS 

http://www.execsearchpartners.com/


Twelve Steps for a Highly Effective Job Search 

This material is proprietary and is for the exclusive use of use of Executive Search Partners’ clients and candidates. Executive Search Partners LLC specializes in 
placing IT executives. We can be contacted at (248) 470-9976; and at www.execsearchpartners.com . 

Page 3 of 26 

 

 

 

INTRODUCTION 
 

Executive Search Partners is, according to Forbes, One of the Top Recruiting Companies in North America. We have been in 
business for 20 years and know what it takes to find a job and ace the interviews. This guide was first developed by 
Executive Search Partners founder, Gary Erickson, to help him in his job searches. Gary is a former CIO and used many of 
these steps to help find his last 2 CIO positions. Executive Search Partners has refined and updated this guide each year to 
reflect any new insights we may have gained as well as to address the changing job finding landscape. 

 
In general, you will find your next job in one of three ways: 

• Networking – still the best way to find your next job 

• Recruiters - both Retained and Contingent 
• On-line job postings – this area has grown significantly in the last several years with the growth of job listing 

companies like Linked, Glassdoor, Zip Recruiter and Indeed. 
 

Each of these avenues has its unique challenges and this guide provides advice on how to navigate each. 

The following guide of 12 steps in organized into 4 sections: 

• Preparation 

• Marketing yourself 

• Networking and Interviewing 

• Closing the Deal 
 

In addition, there are sections on: 
 

• Difficult Interview Questions  
• Sample Resume 
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STAGE ONE 

Preparation 
Preparation is the key to this whole process – you will use this preparation in creating your 
résumé and in any networking or interviewing situation. Here is what you should do to 
prepare. 

 

1. Success Stories 
Write down 10 accomplishments for each of your last 10 years in the following format (PAR) 
in 2-4 sentences. 

• Problem – describe the problem you tackled 
• Actions – describe the actions you took. 
• Results – list the measurable results achieved. 

 
As an example: 

To improve the timeliness and accuracy of order processing, designed and 
implemented a new computer-based order to ship process that reduced order 
to ship time from 2 months to 2 days, while increasing order accuracy from 
72% to 99.5%. 

 
 

2. Professional Summary 
 

In 4-5 sentences describe your background and capabilities. As an example: 
 

Senior Information Technology executive (CIO, Vice President) with 22 years of 
increasing responsibility experience in several industries including automotive and 
manufacturing. Have been responsible for a global organization of 425 professionals 
and an annual budget of $165 million. Recognized by Deloitte as one of the top CIOs 
in the country in 2014. 
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3. Résumé (more details in the Appendix) 

 
Write your résumé in the following format: 

 
• PROFESSIONAL SUMMARY – usually 4-5 sentences 

 
• QUALIFICATIONS FOR POSITION OF XXX – we call this section the “In-Resume Cover 

Letter.” 
 

• 4-5 dot points on why you are a fit for this position  

 
• PROFESSIONAL EXPERIENCE – Reverse chronology format with: 

 
• Company name and description of company. 
• Your title, dates. 
• Responsibilities described in narrative form. 
• List 3 – 4 “Selected Accomplishments” from your “Success Stories”. 
• Your résumé can be 3-4 pages long. 2-page résumés for 

experienced people are frequently not long enough. 
• Use the third person. Do not use the words like “I” or “my” or “me.” 

 
• EDUCATION 

 
• OTHER – Recognitions/awards/other distinguishing 

activities and accomplishments 
 

DO NOT INCLUDE: 
 

a. Objective 
b. “References available upon request” – this is assumed 

 
 

Cover Letter Replacement – the “in resume” cover letter. 
 

We do not recommend a cover letter as they usually do not get read. We do 
recommend that when you email your résumé to a hiring manager or a recruiter 
that you include a short message in your email that summarizes why you are a fit 
for that position. On your resume include a summary right after your 
Professional Summary, as why you are a fit to the position. The format should 
be 4-5 dot points not more than 2 lines each. 
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4. Résumé – Special Cases 
1. Students – if you are just coming out of college, you probably need to put your education 
first. However, remember that companies are not hiring you for your degree. They are hiring 
you for what you can do for them. Research the company and the position before sending in 
your résumé, and do two things: 

 
 

• Make sure your professional summary, education, and experience 
include references to the skills and experience they are seeking. 

• Add a short email summary of why you are a good fit to the job. 

 
 

2. Not currently employed – make sure your résumé indicated the actual end date of your last 
position. It is not much of a stigma to not be employed. It is, however, considered bad form to 
not be accurate on your résumé. 
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STAGE TWO 
Marketing Yourself 

 
5. Marketing Plan – develop a marketing plan 

 
• The marketing plan is a list of target companies, individuals, and 

recruiters. These should be kept in a spreadsheet or database with 
notes. 

• First, ask yourself if you will move. If not, confine your 
marketing plan to the area within acceptable driving 
distance. 

• Add to this list as you network and use it for to follow-up with key contacts. 
• Monitor the career websites of your target companies for 

opportunities that look interesting and follow-up on those. 
Review job openings on LinkedIn, Indeed.com, Google Jobs, 
Glassdoor, ZipRecruiter, the Ladders, Bluesteps and other job 
listing web sites. 

• Read the news, and industry / business journals for companies that 
announce expansions or acquisitions – they may need new blood. 

• Read the news, LinkedIn, and industry / business journals for 
promotions. Frequently the person being promoted will be 
looking for key additions to his or her staff. 

• Follow target companies and key executives on Twitter, 
Facebook, Linkedin and other social media platforms. 

• Note that we do not recommend sending letters to target companies. 
Your best avenue for being considered for a position is to have 
someone else recommend you to the hiring manager (see #6.) 

• The next best avenue for finding a job is a recruiter. 
Develop a list of recruiters and contact the same way you 
would a networking contact. 

• The least effective way to find a job, but still a viable approach, is to apply 
on-line.  The best sites are Linked, Indeed, ZipRecruiter, Glassdoor and The 
Ladders. At a minimum set up daily alerts from each of these sites. If you 
find a position you are interested in, first try to network into the company 
and get someone to present your resume to the hiring manager. If this is 
not possible, apply online, but make sure you customize your resume so 
that it shows you are a 95% fit for the position, and this shows on the 
FIRST page of your resume. Try including the “in-resume cover letter” 
described in step 4. Otherwise you will not be considered. 
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I am Senior Information Technology executive (CIO, Vice President) with 22 years of 

increasing responsibility experience in the several industries including automotive 

and manufacturing. I have been responsible for a global organization of 425 

professionals and an annual budget of $165 million. In 2014, I was recognized by 

Deloitte as one of the top CIOs in the country. 

 

 
6. 30-second commercial 

 

Using your professional summary as your guide, write and then practice giving a 30 second 
commercial about you. You should know this so well, that it comes off naturally. You will use 
this for both networking and interviewing. As an example: 
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7. Networking 
 

Networking is THE KEY to any job search. You should identify as many people as possible with 
whom you can meet. Your purpose is to ask for their help in your job search. You want to walk 
out of the meeting with at least three names that you can call and use their name as the 
contact. Here is a typical networking approach: 

 

• Hello Mr. Jones – my name is xxxx, Fred Smith suggested I give you a call. I am – then 
launch into your 30 second commercial. 

• Fred thought you would be a good person for me to talk with about my job search. 
Would you have 30 minutes sometime in the next two weeks to discuss my background 
and suggest possible companies or individuals with whom I 

could meet. 
• When you meet with Mr. Jones, treat it as if it were a job interview. There may be some 

opportunities within Mr. Jones’ company, and if you do well in the meeting, they may ask 
if you would be interested in talking to someone in their company. See the next step for 
interviewing techniques. 

• At the end of the meeting 
 

a. Ask for names of people that with whom they would 
recommend you meet. 

b. Here is where your marketing plan is important. If you have any 
specific target companies you would like to get into, ask them if 
they know of anyone at the target companies. 

c. Ask their permission to use their name when 
contacting their referral. 
 

Maintain your network – every 3 weeks, send a brief email to the top 30 – 
40 people in your network bringing them up to date on your job search. 
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STAGE THREE 
Interview or Network Meeting 
 

8. Interview or Network Meeting 
Even if you are networking with your best friend, treat the meeting like an 
interview. Your best friend might not recommend you to one of his contacts if he 
thinks you are not a good fit. There are lots of books on how to interview and 
how to answer questions. Here are points that we consider critical: 

 
8.1 Know the company – Before launching into a discussion with a prospective employer or 

new networking contact, do your homework. At a minimum familiarize yourself with the 
corporate website and social media content. Even better, do a literature search or speak to 
others who know more about the company than the public. Be prepared to discuss 
specifics about how your background and experience relate to the company’s needs. 

 
8.2 Know the people with whom you are going to meet – at a minimum find out their title, 

and to whom they report. Linkedin and other social media are good sources of 
information. You should be able to surmise broad responsibilities and make an 
educated guess at what their key issues are. Be prepared with some of your PARs that 
demonstrate that you would be a good person to have around. 

 
8.3 Be enthusiastic and positive – to encourage good interpersonal chemistry. 

 
8.4 Introductions – at some point early in the meeting you will be asked why you are there, 

or you will be asked to describe yourself. Use your 30 second commercial. 
 

8.5 Golden Rule for answering questions – the golden rule of interviewing is: “the more the 
interviewer talks, the better you look.” So, you must keep you answers short (2-3 sentences) and 
on point. This is where the preparation you did in Stage 1 becomes extremely valuable. Use the 
PAR (Success Story) format. It works for most questions you will get. 
 
8.6 Typical questions – there are many common interview questions. There are a list of tough 
interview questions at the end of this guide. Amazon.com has a variety of books listing the 
toughest interview questions and effective answers. You may want to buy one of these books 
and review it. Frequently a PAR answer will work for many of these questions. Here are some 
examples of tough questions where you can use a PAR as part of your answer: 

8.5.1 Describe your best and worst boss. 
8.5.2 What are your strengths and weaknesses. 
8.5.3 Give an example of a difficult problem and 

how you handled it. 
8.5.4 Give an example of a difficult employee and 

how you handled him. 
8.5.5 Describe your best and worst projects. 
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8.6 Buying signals – at some point in the interview, if it is going well, you will get some “buying 
signals.” The interviewer will be convinced you are a capable person and they will now start 
to probe for how well you would fit within their organization. A typical “buying signal” 
question is “Here at xyz company, we have the following problem.” — they will describe the 
problem, and then ask how you would solve it. The interview has reached a critical stage 
and your answer here can make or break the interview. The problem is, you should not and 
cannot answer this question. You don’t know enough, and you cannot get enough 
information from the interviewer in 1-2 minutes to answer it. So here is what you do: Say, 
“that sounds a lot like the problem I tackled at abc company, where I ….” Then you launch 
into one of one of your PARs. 

 
8.7 Compensation questions – It is illegal in most states for the interviewer to ask you how 

much you are making.  They can ask what compensation you are seeking.   And you should 
have a number in mind.  It could be based on your current level of compensation, or within 
the range the company or the recruiter said they were looking to pay; or it could be based 
upon your research of what similar jobs are paying (considering location, of course).  As an 
example, you could say: “I am looking for a total compensation package of salary, and 
bonus of $xxx,xxx.00 to $yyy,yyy.00.”  
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9. Trial Close 

 

There is a sales technique that says you should always try and close an order in each meeting. 
 

You cannot really ask the employer to “buy” you. However, you can try a sales technique 
called a trial close. The technique to try and get them to “try” your product (You!) before they 
commit, with the idea that they will like the product (you) so much, that they will not want to 
buy (hire) anyone else. This is what you do: 

a. Ask the interviewer how he felt your qualifications matched up against 
the position requirements. 

• This gives you a chance to address the areas in which he feels 
you are not a good match. 

• Utilized PARs to give examples of where you have 
strong accomplishments in the areas he thinks you are 
weak. 

b. Ask the interviewer what the top 2-3 projects, problems, or issues, the person 
hired would have to deal with in the next year. 

• Take each one, and play back a PAR that shows you have solved 
this kind of problem before. 

• This gives them a sense of how you attack their issues and shows 
them that you know how to solve them. 
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STAGE FOUR 
Closing the Deal 

 
10. Follow-up 
This is critical that you follow-up with all your networking and interview contacts and that you 
do it non-obtrusively. This frequent contact keeps you in their mind. They may run across an 
opportunity for you 3-4 weeks later. You must: 

 
a. Write a note thanking them for their time and indicating your action plans because of 

the meeting or interview. This can be an email. 
b. About every 2 weeks, send an email or call to tell them what you are doing 

and especially how you are doing with the contacts they recommended. Some 
people prefer email and some prefer direct contact. If you get their voice mail, 
leave a brief message that describes what you have been doing. 

c. One of your follow-ups could be indirect. Ask one of your contacts who knows 
the hiring manager to send an email recommending you to the hiring manager. 

d. If one of the people you interviewed with said they were having difficulty getting 
information or finding people to fill other positions, do what you can to help them. 
Find and provide them this information, or recommend candidates to them. 
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11. Persistence 

 
Finding a job is a full-time job. 

 
a. You should meet with 5-8 individuals per week 
b. Follow-up with 40 to 50 people per month. 
c. Constantly refine you marketing plan. 
d. Continue to do research on companies and individuals and add them to your list. 
e. Refine your list by dropping companies and contacts that do not prove to be fruitful. 
f. Review job openings on LinkedIn, Indeed.com, Glassdoor.com and other web 
sites. Look in the news, and industry / business journals for opportunities that look 
interesting and follow-up on those. 
g. Critique each interview and networking meeting and ask if there were any 
questions you could have answered better – and if so, develop a better 
answer. 
h. Review what kind of job and what compensation you are seeking. Ask yourself 
if you are being too limiting in your criteria. 
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12. Responding to a job offer 

 
Somewhere along the lines you should get a job offer. Here is our advice: 

 
a. Evaluate the offer along several dimensions. 

• Location – do you have to move; is the drive reasonable 
• Compensation – is the offer reasonable and sufficient. If a bonus is included, what 

has been the company’s track record of paying bonuses over the last 5 years 
• Position – is this a good next career move for you. Imagine that two 

years from now you are looking for another job. Does this job enhance 
or distract from your résumé? 

• Company – is the company a growing company or are they in a 
financially difficult position. 
 

b. Negotiating changes to the offer – you usually cannot change any of the 
dimensions of the offer except for the compensation, and you cannot change this by 
much. Our advice is to tell them how much you want and commit that you WILL 
take the offer if they provide that level of compensation. You will be taking a risk 
here. They may withdraw the offer because they may think you are being 
unrealistic. If you have a competing offer tell them that and ask them if they can 
match or beat it. 
 
c. How long can you wait to respond to an offer – most companies will want an 
answer in 2-3 days. You can sometimes string this out for a week, but the longer 
you wait, the more they will wonder why. 
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1. Tell me about yourself. 

Use your 30-second commercial. 

2. What do you know about our organization? 

You should be able to discuss products or services, revenues, reputation, image, goals, 

problems, management style, people, history and philosophy. But don’t act as if you know 

everything about the place. Let your answer show that you have taken the time to do some 

research, but don’t overwhelm the interviewer, and make it clear that you wish to 

learn more. 

You might start your answer in this manner: “In my job search, I’ve investigated several 

companies. Yours is one of the few that interests me, for these reasons...” 

Give your answer a positive tone. Don’t say, “Well, everyone tells me that you’re in all sorts 

of trouble, and that’s why I’m here”, even if that is why you’re there. 

 

 

The 25 most difficult questions you’ll 

be asked on a job interview 

Being prepared is half the battle. 

 
If you are one of those executive types unhappy at your present post and embarking on a 

New Year’s resolution to find a new one, here’s a helping hand. The job interview is the most 

critical aspect of every expedition that brings you face-to-face with the future boss. One must 

prepare for it with the same tenacity and quickness as one does for a fencing tournament or a 

chess match. 
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3. Why do you want to work for us? 
 

The deadliest answer you can give is “Because I like people.” What else would you 

like — animals? 

 
Here, and throughout the interview, a good answer comes from having done your 

homework so that you can speak in terms of the company’s needs. You might say that your 

research has shown that the company is doing things you would like to be involved with, 

and that it’s doing them in ways that greatly interest you. For example, if the organization 

is known for strong management, your answer should mention that fact and show that you 

would like to be a part of that team. If the company places a great deal of emphasis on 

research and development, emphasize the fact that you want to create new things and that 

you know this is a place in which such activity is encouraged. If the organization stresses 

financial controls, your answer should mention a reverence for numbers. 

 

If you feel that you must concoct an answer to this question — if, for example, the 

company stresses research, and you feel that you should mention it even though it really 

doesn’t interest you — then you probably should not be taking that interview, because you 

probably shouldn’t be considering a job with that organization. 

 
Your homework should include learning enough about the company to avoid approaching 

places where you wouldn’t be able — or wouldn’t want — to function. Since most of us are 

poor liars, it’s difficult to con anyone in an interview. But even if you should succeed at it, 

your prize is a job you don’t really want. 
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5. What do you find most attractive about 

this position? What seems least attractive 

about it? 

 
List three or four attractive factors of the job, and mention a 

single, minor, unattractive item. 

6. Why should we hire you? 

Create your answer by thinking in terms of your ability, your experience, and your energy. 

(See question 4.) 

7. What do you look for in a job? 

Keep your answer oriented to opportunities at this organization. Talk about your desire 

to perform and be recognized for your contributions. Make your answer oriented toward 

opportunity rather than personal security. 

 
 
 

 
 

 

 
 

4. What can you do for us that someone else can’t? 

Here you have every right, and perhaps an obligation, to toot your own horn and be a bit 

egotistical. Talk about your record of getting things done, and mention specifics from your 

résumé or list of career accomplishments. Say that your skills and interests, combined 

with this history of getting results, make you valuable. Mention your ability to set priorities, 

identify problems, and use your experience and energy to solve them. 
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9. How long would it take you to make a meaningful 

contribution to our firm? 

Be realistic. Say that, while you would expect to meet pressing demands and pull your 

own weight from the first day, it might take six months to a year before you could expect to 

know the organization and its needs well enough to make a major contribution. 

10. How long would you stay with us? 
 

Say that you are interested in a career with the organization, but 

admit that you would have to continue to feel challenged to remain 

with any organization. Think in terms of, “As long as we both feel 

achievement-oriented.” 

 
 

 

 
 
 

 
 

8. Please give me your definition of the position for which 

you are being interviewed. 

 
Keep your answer brief and task oriented. Think in in terms of responsibilities and 

accountability. Make sure that you really do understand what the position involves before 

you attempt an answer. If you are not certain, ask the interviewer — he or she may answer 

the question for you. 
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12. What is your management style? 

You should know enough about the company’s style to know that your management 

style will complement it. Possible styles include: task oriented (I’ll enjoy problem-solving 

identifying what’s wrong, choosing a solution and implementing it”), results-oriented (“Every 

management decision I make is determined by how it will affect the bottom line”), or even 

paternalistic (“I’m committed to taking care of my subordinates and pointing them in the 

right direction”.) 

A participative style is currently quite popular: an open-door method of managing in which 

you get things done by motivating people and delegating responsibility. As you consider this 

question, think about whether your style will let you work happily and effectively within 

the organization. 

 
 
 
 
 

 
 
 
 

11. Your résumé suggests that you may be over-qualified or 

too experienced for this position. What’s your opinion? 

Emphasize your interest in establishing a long-term association with the organization, and 

say that you assume that if you perform well in his job, new opportunities will open 

for you. Mention that a strong company needs a strong staff. Observe that experienced 

executives are always at a premium. Suggest that since you are so well qualified, the 

employer will get a fast return on his investment. Say that a growing, energetic company 

can never have too much talent. 
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14. What do you look for when you 

hire people? 

Think in terms of skills, initiative and the adaptability to be able to 

work comfortably and effectively with others. Mention that you like to 

hire people who appear capable of moving up in the organization. 

15. Have you ever had to fire people? What 

were the reasons, and how did you handle 

the situation? 

Admit that the situation was not easy, but say that it worked out 

well, both for the company and, you think, for the individual. Show 

that, like anyone else, you don’t enjoy unpleasant tasks but that you 

can resolve them efficiently and — in the case of firing 

someone — humanely. 

 
 
 
 
 

 
 
 

 

 

13. Are you a good manager? Can you give 

me some examples? Do you feel that you 

have top managerial potential? 

Keep your answer achievement and task-oriented. Rely on examples 

from your career to buttress your argument. Stress your experience 

and your energy. 
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17. What important trends do you see in our industry? 
 

Be prepared with two or three trends that illustrate how well you understand your industry. 

You might consider technological challenges or opportunities, economic conditions, or even 

regulatory demands as you collect your thoughts about the direction in which your business 

is heading. 

18. Why are you leaving (did you leave) your present 

(last) job? 

Be brief, to the point, and as honest as you can without hurting yourself. Refer to the 

planning phase of your job search, where you considered this topic as you set your reference 

statements. If you were laid off in an across-the-board cutback, say so; otherwise, indicate 

that the move was your decision, the result of your action. Do not mention personal or 

personality conflicts. 

 

The interviewer may spend some time probing you on this issue, particularly if it is clear that 

you were terminated. The “we agreed to disagree” approach may be useful. Remember that 

your references are likely to be checked, so don’t concoct a story for an interview. 

 
 
 
 
 

 
 
 

 
 

16. What do you think is the most difficult thing 

about being a manager or an executive? 

Mention planning, execution, and cost control. The most difficult task 

is to motivate and manage employees to get something planned and 

completed on time and within the budget. 
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20. In your current (last) position, what features do (did) you 

like the most? The least? 

Be careful and be positive. Describe more features that you liked than disliked. Don’t cite 

personality problems. If you make your last job sound terrible, an interviewer may wonder why 

you remained there until now. 

21. What do you think of your boss? 
 

Be as positive as you can. A potential boss is likely to wonder if you might talk about him in 

similar terms at some point in the future. 

22. Why aren’t you earning more at your age? 

 
Say that this is one reason that you are conducting this job search. Don’t be defensive. 

 
 
 
 
 

 

 

 

 
 

19. How do you feel about leaving all your 

benefits to find a new job? 

Mention that you are concerned, naturally, but not panicked. You 

are willing to accept some risk to find the right job for yourself. Don’t 

suggest that security might interest you more than getting the job 

donesuccessfully. 
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23. What do you feel this position should pay? 
 

Salary is a delicate topic. We suggest that you defer tying yourself to a precise figure for 

as long as you can do so politely. You might say, “I understand that the range for this job is 

between $ and $ . That seems appropriate for the job as I understand it.” You 

might answer the question with a question: “Perhaps you can help me on this one. Can you tell 

me if there is a range for similar jobs in the organization?” 

 
If you are asked the question during an initial screening interview, you might say that you feel 

you need to know more about the position’s responsibilities before you could give a meaningful 

answer to that question. Here, too, either by asking the interviewer or search executive (if one 

is involved), or in research done as part of your homework, you can try to find out whether 

there is a salary grade attached to the job. If there is, and if you can live with it, say that the 

range seems right to you. 

 

If the interviewer continues to probe, you might say, “You know that I’m making $ now. 

Like everyone else, I’d like to improve on that figure, but my major interest is with the job itself.” 

Remember that the act of taking a new job does not, in and of itself, make you worth 

more money. 

 
If a search firm is involved, your contact there may be able to help with the salary question. 

He or she may even be able to run interference for you. If, for instance, he tells you what the 

position pays, and you tell him that you are earning that amount now and would like to do a bit 

better, he might go back to the employer and propose that you be offered an additional 10%. 

 

If no price range is attached to the job, and the interviewer continues to press the subject, then 

you will have to respond with a number. You cannot leave the impression that it does not really 

matter, that you’ll accept whatever is offered. If you’ve been making $80,000 a year, you can’t 

say that a $35,000 figure would be fine without sounding as if you’ve given up on yourself. 

(If you are making a radical career change, however, this kind of disparity may be more 

reasonable and understandable.) 
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24. What are your long-range goals? 

 
Refer to the planning phase of your job search. Don’t answer, “I want the job you’ve 

advertised.” Relate your goals to the company you are interviewing: ‘in a firm like yours, I 

would like to...” 

25. How successful do you feel you’ve been so far? 

Say that, all-in-all, you’re happy with the way your career has progressed so far. Given the 

normal ups and downs of life, you feel that you’ve done quite well and have no complaints. 

Present a positive and confident picture of yourself, but don’t overstate your case. An 

answer like, “Everything’s wonderful! I can’t think of a time when things were going better! 

I’m overjoyed!” is likely to make an interviewer wonder whether you’re trying to fool him, or 

yourself. The most convincing confidence is usually quiet confidence. 

 
 
 

 
 

 
 
 

 
  

 

Don’t sell yourself short, but continue to stress the fact that the job itself is the most important 

thing in your mind. The interviewer may be trying to determine just how much you want the job. 

Don’t leave the impression that money is the only thing that is important to you. Link questions 

of salary to the work itself. 

 

But whenever possible, say as little as you can about salary until you reach the “final” stage of 

the interview process. At that point, you know that the company is genuinely interested in you 

and that it is likely to be flexible in salary negotiations. 
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PROFESSIONAL SUMMARY 
Results-driven Information Systems executive with proven record of success in both domestic and 

international initiatives. Experience in delivering complex technology and systems integration projects. 

Recognized as a leader with strong planning, organization, and implementation skills. Former positions 

include Director of Program Management within a $30 million division of XYZ company and CIO within 

a $5 billion ABC Company. Have managed teams of up to 135 people and budgets of $35 million. 
 

 

QUALIFICATIONS FOR POSITION OF …… 
position. This section is one way to do that. Ensure that any dot point listed here can also be found  
elsewhere in the resume.) 

• Dot Point 1 

• Dot point 2 

• Dot point 3 

• Dot Point 4 

• Dot Point 5 

 

 
PROFESSIONAL HISTORY 

 
ABC Company, Southfield, Michigan 2012 – Present 

A large international manufacturing company with 32 offices globally and $5 billion in sales. 
 

Chief Information Officer 2014 - Present 

Reporting to the company President, responsible for all information technology activities throughout the 

company. Annual budget of $45M and a staff of 175. 

Significant accomplishments: 

• First accomplishment (PAR Format) 

• Second accomplishment (PAR Format) 

• Third Accomplishment (PAR Format) 

Director of Applications Development 2012 - 2014 

Reporting to the CIO responsible for an application development team of 55 and an annual budget of $15M. 

The applications development team was responsible for all manufacturing, accounting, finance, HR and 

marketing systems across the company 

 
Significant accomplishments: 

• First accomplishment (PAR Format) 

• Second accomplishment (PAR Format) 

• Third Accomplishment (PAR Format) 

 

Director of Applications Development 

(each resume must be customized to the 
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ABC Manufacturing Systems, Somewhere, Michigan 2004 - 2012 

Manufacturing Division of the $10 billion consulting, systems integration and outsourcing company. With 

6000 employees in 25 countries. 

Director, Information Systems 2008-2012 

Responsible for all systems implementation for 25 locations in the United States and Canada. Managed a 

team of 135 people and an annual budget of $37 million. Also responsible for developing the organization's 

structure, strategic growth plans, and all operational policies and procedures and working with cross- 

functional teams to ensure that IT resources were providing the most effective and comprehensive services 

possible. 

 

Significant accomplishments: 

 

• Developed technology infrastructure and project methodologies to support the company’s 

expansion into the Germany including support for the initial $25 million investment. Resultant 

infrastructure and methodologies produced and produced an incremental profit of $3 million. 

• Developed the first IT Strategic Plan resulting in a significant improvement between IT and the 

business units producing an overall performance of the IT services as measured by a 40% increase 

in overall customer satisfaction. 

• Third accomplishment 

 

Manager Systems Development 2004 - 2008 

 

Significant accomplishments: 

 

• To improved inventory accuracy and reduce overall costs, implemented a new MRP system 

resulting in an inventory accuracy increase of by 25% and a increase in inventory turn rate of 50%. 

• Second accomplishment 

• Third accomplishment 

 

Another Big Manufacturing Company, Southfield, Michigan 1997-2004 

Another Big Manufacturing Company is a $1.5B engineering and manufacturing company with 5000 

employees in 14 countries. 

 

Senior IT Executive 

Managed the global information technology activity and implemented strategic planning world-wide; 

managed all IT related acquisition/divestiture activities; managed all IT capital expenditures; and installed 

initial technology infrastructure within several operating units in North America, Scandinavia, Europe, and 

Japan. Responsible for an annual budget of $14 million and a global staff of 145. 

 

 
Other Positions: 

 

ABC, Troy, Michigan 1992-1997 

As Manager, Information Systems, led the establishment of the local infrastructure to support 

consolidation of 2 manufacturing facilities, and resulting application systems support. 
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GHI, Dearborn, Michigan 1988 - 1992 

Joined the company as a College Graduate Trainee, in an entry-level programming position and progressed to 

hold a Senior Systems Analyst position responsible for multiple assembly plant-based systems, including MRP. 

 

 

EDUCATION 
 

XYZ University 

• Bachelor of Engineering with a major in computer science 1968 

• President, Senior Class 

• 4.9 GPA 

 

RECOGNITIONS/AWARDS/OTHER 
 

Received ABC Company achievement award President of 

Detroit Chapter of SIM, 2004 - 2006 

Chairman of Annual Kidney Foundation Golf Outing – raised $70,000 
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