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Housekeeping

The slides will be provided

Feel free to ask questions

Ignore the fan



-Marty Latman

It 
depends…



“Luck is what happens 
when preparation meets opportunity" 

Roman philosopher Seneca



The Transition



“Transition” Reactions



Your Mental Health



Your State of Mind

Acknowledge your feelings.
5 stages of grief

Who/what is your support system?

How do you regroup?

How do you keep positive?

What drives you & keeps you going?

What do your finances look like?

What makes you laugh?

• LEAVE THE HOUSE!



Stress Reducer/Hobby(ies)
Image result for groupon

https://www.groupon.com/


Networking



TedTalk: The best career path isn’t always a straight line

https://www.ted.com/talks/sarah_ellis_and_helen_tupper_the_best_career_path_isn_t_always_a_straight_line


Professional Squiggly Line

PMI &

Volunteering

Alpha 
Consulting

BMS 
Consultant

PBRG 
Project 

Manager

Enterprise 
Governance



Professional Squiggly Line

Previous 
Manager

Potential 
Position

Incorrect 
Email

Interview Advocates IT PM



Hobby Squiggly Line

Scott Kelby 
Conference

KelbyOne 
Training

Sharon Farmer 
(Photographer)

LinkedIN
The Exposure 

Group (DC)
CdCC



Alex Freund’s Networking Group List

https://www.landingexpert.com/landing-expert-list-search-location/


Organizational Meetings

• Project Management Institute, https://www.pmi.org/

• PMI New Jersey Chapter, https://www.pminj.org/

https://www.pmi.org/
https://www.pminj.org/


LinkedIN Groups

https://www.linkedin.com/


MeetUp.com

https://www.meetup.com/


19

Networking ASKs

Do NOT ask for a job

Ask for / about
Career paths / options
Tips

Review
Training
Certifications

Share
Connections
Articles
Posts
Links

Be Patient



Managing the Journey



Get A Calendar

Calendly

Family events

Networking opportunities
Alex Freund’s networking group list

Organizational/industry meetings

Volunteering

Interviews

https://www.landingexpert.com/landing-expert-list-search-location/


Finances
Review 

Monthly expenses including activities

Ways to reduce expenses

Immediate and semi-immediate 
availability of savings

401k/IRA and any penalties 

Consult Your Financial 
Advisor/Accountant

Know your worth!



How Much Should I Charge as a Consultant? 
Setting the Right Price for the Value You Offer

Allie Decker

“For example, let’s say I wanted to make a gross salary of 
$60,000 per year. To calculate my hourly rate, I’d divide $60,000 
by 52 (weeks), which is roughly $1,154 (per week), then divide 
that by 40 (hrs), which is $28.85 (per hr). I’d then mark that up 
40%, which results in an hourly rate of about $40 (per hr).”

https://foundr.com/how-much-to-charge-for-consulting/

https://foundr.com/author/alliedecker/
https://foundr.com/how-much-to-charge-for-consulting/


Tracking Spreadsheet

• Recruiters

• Contact name

• Company

• Address

• Email address

• Work number

• Cell number

• Notes

• Salary Info

• Hourly

• Daily

• Weekly

• Monthly

• Yearly

• Job Submissions
• Submission date

• Job title

• Company name

• Address

• Phone

• Contact

• Found on

• Submitted on URL

• Email used

• Reference

• Notes

• Status



Tracking Spreadsheet
• Travel

• Date

• Event

• Organization

• Location

• Mileage (1 way/round trip)

• Tolls (1 way /round trip)

• Parking

• Training

• Training Company

• Address

• Phone

• Contact

• Class name

• Hours/CEUs/PDUs

• Number of days

• Cost

• Start-End dates



Identify Your Next Career Step





Regroup and Rethink

– What do you like to do?

– What do you NOT like to do?

– What did you like about your 

previous jobs?

– What did you NOT like about 

your previous jobs?

– Self assessment
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Consider All Options 

Full, part time or contract position

Own your own business

Non-profit organizations

Small vs. large companies

Alternative industries



Useful Sites
Company website

LinkedIn

Twitter

Instagram

Facebook

Meetup.com

Google

YouTube

Pinterest 

Flickr

SlideShare
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Beware of…

Unknown callers/contacts

Limited LinkedIn profile and/or recently created

Requests for personal info, e.g. Social Security Number, 
Banking info

Unable to find the job on company’s website

Request to click on a link

Vague job descriptions

Lack of responsiveness



Documentation



The 5 P's

Proper Preparation Prevents 
Poor Performance 

-shared by Margaretta and possibly from the Boy Scouts



Kitchen Sink Resume

Summary

EVERY job you’ve ever had

EVERYTHING you ever did

Spell out acronyms, i.e. A.E., S.A.E.

Application Engineer, Senior App Engineer

Adverse Events, Serious Adverse Event

Certifications and/or licenses

Education

Technical Skills

Publications and/or presentations

Badges from https://www.youracclaim.com/

• Volunteer groups

• Word cloud apps 

• https://tagcrowd.com/ 

• https://worditout.com/

• http://www.wordle.net/ 

https://www.youracclaim.com/
https://tagcrowd.com/
https://worditout.com/
http://www.wordle.net/


Additional Documents

Cover letter

A thank you letter

Copy of relevant presentations/publications

List of questions for the interviewers

Answers for standard interview questions

Professional Summary

T-letter

One pager
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Addition Information

Personal info, i.e. 

Address

Phone number

https://voice.google.com/
Email address

LinkedIn account

Certification ID#

Previous company info

Address, phone

Previous/last manager’s name

Previous salary

College info

Degrees

Mailing address

Transcripts

Salary

Ranges 

Requirements
Health care

401k

PTO

https://voice.google.com/


Create Sample Presentations/Documents

Microsoft Project plan

Microsoft Power Point 
presentation

Microsoft Excel 
spreadsheet/chart

Marketing plan

Copy of relevant 
presentations/publications



Branding - The Elevator Pitch

Do’s
Smile
Speak up & measured
Create multiple lengths, i.e. 5, 10, 
15, 30 secs or 1, 5, 10 mins
Name triggers
What you can do for the company
How you can add value to the 
company

Don’ts
Mumble or speed talk
Avoid long speeches or 
rambling
How long you’ve been 
with a company
How wonderful you are



Elevator Pitch / Online Introduction

Good Morning Everyone,  My name is Valerie and I'm a Project 
Manager in Central NJ currently working in Pharma. I have a 
strong focus on organization and I support my team by helping 
them to successfully complete the project on time and on 
budget.  I would love to connect and share my network.  Look 
for me on LinkedIN as Valerie S Williams (don't forget the 'S') 
https://www.linkedin.com/in/valerie-s-williams-pmp/

Hint: keep a copy in a text file

https://www.linkedin.com/in/valerie-s-williams-pmp/


Email Branding

Don’ts
Use AOL and/or prodigy
Non-professional names, i.e. 
Princess@aol.com, 
Jane1965@gmail.com
Comcast and Verizon 
information could be lost if you 
switch carriers

Do’s
Use gmail, yahoo or a 
branded provider
Names should be 
professional, i.e. 
johndoe@gmail.com
Personal website
LinkedIN URL



Business Card Branding
Business cards

Name

Title/Job

Phone number

Email

LinkedIn

Tag line

List of skills for the back

QR Code

Badge/lanyard

http://www.vistaprint.com
http://www.staples.com/
https://www.moo.com/us/ 
https://www.4over4.com/ 
www.camcard.com 
 - Business card reader app

http://www.vistaprint.com/
http://www.staples.com/
https://www.moo.com/us/
https://www.4over4.com/
http://www.camcard.com/


Update Your Profile Pictures

https://www.photofeeler.com/

https://www.photofeeler.com/


Let’s Meet



Prepare to Meet
Quality vs. Quantity

Setup 1-1, i.e. coffee or video

What is the goal(s) of the meeting?

What do you want learn and/or share?

Learn about the company and/or person you’re 
meeting with

Setup time and a place, i.e. coffee or video

Map and test drive the route

Track your miles and/or tolls



Prepare to Meet

Arrive early

Turn off your phone

Practice your body language

Ensure materials for notes are ready

Reboot your computer/close ALL 
windows/apps

Add “Do not disturb” message to your door

Several outfits, 1 - 3 outfits and wear pants!



RIGHT Before the Interview

Power pose, deep breaths 
Amy Cuddy: Power Pose

“Absolutely Abby” Kohut: 
You are Absolutely Qualified

Know you’re prepared

https://www.ted.com/talks/amy_cuddy_your_body_language_shapes_who_you_are
mailto:https://absolutelyqualified.com/


The Interview

• BE YOURSELF!

Smile

Firm hand shake?

Offer to pay for the coffee and do if you can 

Let them know WHO you are

Learn more about WHO they are

Make it a conversation

Setup actionable next steps



Post Interview

Send a thank you

Document your mileage, tolls 
and parking as appropriate

Prepared to be Googled







Once You’re Hired

Attend company meetings and events

Join People Business and Resource Groups/Affinity Groups

Volunteer internally/externally

Look for stretch assignments



Contact Info

Valerie S. Williams

vswilliams7143@gmail.com

https://www.linkedin.com/in/valerie-s-williams-pmp/

Supporting Documents: https://drive.google.com/drive/Job-Hunt-Info

Conquering Job Transition by Mark Beal (Author), Frank 
Kovacs (Author), Christina CK Kerley (Foreword)

Remember, "tomorrow's future really starts today" 

in life and your career.  -Diane Hasili

mailto:vswilliams7143@gmail.com
https://www.linkedin.com/in/valerie-s-williams-pmp/
https://drive.google.com/drive/Job-Hunt-Info
https://www.amazon.com/Conquering-Job-Transition-Mark-Beal/dp/B0DRNK1MFG/ref=sr_1_1?crid=1FUAYAS7DNG52&dib=eyJ2IjoiMSJ9.jNAot_IQPzXriXFPcakoA_1Xil1SDTJtShNMqWunfi3GjHj071QN20LucGBJIEps.U3HzsOofj2DpDc1PaxyRBO6OT38RQ7vvWQTTReVlYbI&dib_tag=se&keywords=conquering+job+transition&qid=1744341902&sprefix=conquering+the+job%2Caps%2C122&sr=8-1
https://www.amazon.com/Mark-Beal/e/B07HRWZ2QF/ref=dp_byline_cont_book_1
https://www.amazon.com/Frank-Kovacs/e/B07X2Z1BSG/ref=dp_byline_cont_book_2
https://www.amazon.com/Frank-Kovacs/e/B07X2Z1BSG/ref=dp_byline_cont_book_2
https://www.amazon.com/s/ref=dp_byline_sr_book_3?ie=UTF8&field-author=Christina+CK+Kerley&text=Christina+CK+Kerley&sort=relevancerank&search-alias=books


Appendix



Personal



Self Assessment & Tests
– Identify cross functional  skills

– Rank your skills

– Ask for feedback from others

– https://www.monster.com/career-advice/article/best-free-career-

assessment-tools

– https://www.themyersbriggs.com/

– http://www.funeducation.com/Tests/PersonalityTest

http://tests.marketpsych.com/test_question.php?id=13
http://tests.marketpsych.com/test_question.php?id=13
https://www.themyersbriggs.com/en-US/
http://www.funeducation.com/Tests/PersonalityTest/TakeTest.aspx
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Mentor
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Advocate
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Sponsor

TedTalk: Carla Harris: How to find the person who can help you get ahead at work 

https://www.ted.com/talks/carla_harris_how_to_find_the_person_who_can_help_you_get_ahead_at_work


Volunteering Opportunities

https://createthegood.aarp.org/

https://www.volunteermatch.org/

https://www.mynetworkingcentral.com/

https://www.jobs2careers.com/

https://www.flexjobs.com/

https://createthegood.aarp.org/
https://www.volunteermatch.org/
https://www.mynetworkingcentral.com/
https://www.jobs2careers.com/
https://www.flexjobs.com/


Documentation
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Artificial Intelligence (AI) Sites

https://chatgpt.com/

https://claude.ai/login

https://commenter.ai/

https://earnbetter.com/

• https://gemini.google.com/

• https://grow.google/certificates/interview

-warmup/

• https://interviewsby.ai/

• https://openai.com/

• https://www.anthropic.com/

https://chatgpt.com/
https://claude.ai/login
https://commenter.ai/
https://earnbetter.com/
https://gemini.google.com/
https://grow.google/certificates/interview-warmup/
https://grow.google/certificates/interview-warmup/
https://interviewsby.ai/
https://openai.com/
https://www.anthropic.com/


Applicant Tracking System (ATS) – Don’ts

Lines

Tables

Solid black bullets

Images

• Headers & Footers

• Don’t save as a PDF, HTML, 

Open Office, and Apple Pages

• Hiding text in white

• Text smaller than 11 pts



Applicant Tracking System (ATS) – Do’s

• Helvetica, Garamond, or 

Georgia fonts

• Use formal section 

headings

• Use a Chorological format

• Use full dates, i.e. Month 

Day, Year

• Use both the long-form and 

acronym version of keywords (e.g. 

“Master of Business 

Administration (MBA)”

• Save as a Word .doc or txt file

• Use American spellings



Social Media Possibilities

https://en.wikipedia.org/wiki/Social_media 

https://en.wikipedia.org/wiki/Social_media
https://en.wikipedia.org/wiki/Social_media


Training



We Can Do IT - University of Phoenix

Training/Personal Development

https://video.search.yahoo.com/video/play;_ylt=AwrDQ3I_dsddo0wAmt37w8QF;_ylu=X3oDMTByNDY3bGRuBHNlYwNzcgRzbGsDdmlkBHZ0aWQDBGdwb3MDNQ--?p=university+of+phoenix+commercial&vid=1bf6b5d146ea36e157b574b3ce23f5ea&turl=https://tse2.mm.bing.net/th?id%3DOVP.ctagVgLYReXhZMC0lWPjdAEsDh%26pid%3DApi%26h%3D225%26w%3D300%26c%3D7%26rs%3D1&rurl=https://www.youtube.com/watch?v%3D2TTd2FmYr0g&tit=We+Can+Do+IT+(:60)+-+%3cb%3eUniversity%3c/b%3e+%3cb%3eof%3c/b%3e+%3cb%3ePhoenix%3c/b%3e&c=4&h=225&w=300&l=61&sigr=11b2c6ipb&sigt=11vqel8tp&sigi=12qktaar6&age=1495472497&fr2=p:s,v:v&fr=mcafee&tt=b


Training/Personal Development

Library card

Mercer County, 
https://www.mcl.org/

eLibraryNJ.com

HooplaDigital.com

PSG of Mercer County / 
Professional Development

NJ One Stop with Unemployment

Ready to Work NJ (6 months or 
more)

• edX.org*

• MOOC.org

• PluralSight.com*

• TeamTreehouse.com*

• Coursera.org

• University of Phoenix*

• YouTube.com

• LinkedIn-

Learning*

• Microsoft.com

• Udemy.com*

• Skillsoft.com*

• Ted.com

https://www.mcl.org/
https://infolink.libraryreserve.com/10/50/en/Default.htm
https://www.hoopladigital.com/
https://www.psgofmercercounty.org/p/professional-development.html
https://www.psgofmercercounty.org/p/professional-development.html
https://www.nj.gov/labor/career-services/contact-us/one-stops/
https://www.edx.org/
https://www.mooc.org/
https://www.pluralsight.com/
https://teamtreehouse.com/
https://www.coursera.org/
https://www.phoenix.edu/
https://www.youtube.com/
https://www.linkedin.com/learning/?trk=lynda_redirect_learning
https://www.linkedin.com/learning/?trk=lynda_redirect_learning
https://www.microsoft.com/en-us/
https://www.udemy.com/
https://www.skillsoft.com/
https://www.ted.com/


Meeting Prep



Video Conference Call Tips



Video Conference Calls Tips cont.



Video Conference Call Tips cont.
• YouTube: How to Look Good in 

Skype Interviews 

https://youtu.be/rQwanxQmFnc
https://youtu.be/rQwanxQmFnc


Video 
Conference 
Call Tips cont.


	Checklist
	Slide 1: The   Ultimate   Checklist  to  Kick   Off    Your   Career   Search
	Slide 2: Housekeeping
	Slide 3
	Slide 4
	Slide 5: The Transition
	Slide 6
	Slide 7: Your Mental Health
	Slide 8: Your State of Mind
	Slide 9: Stress Reducer/Hobby(ies)
	Slide 10: Networking
	Slide 11: TedTalk: The best career path isn’t always a straight line
	Slide 12: Professional Squiggly Line
	Slide 13: Professional Squiggly Line
	Slide 14: Hobby Squiggly Line
	Slide 15: Alex Freund’s Networking Group List
	Slide 16: Organizational Meetings
	Slide 17: LinkedIN Groups
	Slide 18: MeetUp.com
	Slide 19: Networking ASKs
	Slide 20: Managing the Journey
	Slide 21: Get A Calendar
	Slide 22: Finances
	Slide 23: How Much Should I Charge as a Consultant? Setting the Right Price for the Value You Offer
	Slide 24: Tracking Spreadsheet
	Slide 25: Tracking Spreadsheet
	Slide 26: Identify Your Next Career Step
	Slide 27
	Slide 28: Regroup and Rethink
	Slide 29: Consider All Options 
	Slide 30: Useful Sites
	Slide 31: Beware of…
	Slide 32: Documentation
	Slide 33: The 5 P's
	Slide 34: Kitchen Sink Resume
	Slide 35: Additional Documents
	Slide 36: Addition Information
	Slide 37: Create Sample Presentations/Documents
	Slide 38: Branding - The Elevator Pitch
	Slide 39: Elevator Pitch / Online Introduction
	Slide 40: Email Branding
	Slide 41: Business Card Branding
	Slide 42: Update Your Profile Pictures
	Slide 43: Let’s Meet
	Slide 44: Prepare to Meet
	Slide 45: Prepare to Meet
	Slide 46: RIGHT Before the Interview
	Slide 47: The Interview
	Slide 48: Post Interview
	Slide 49
	Slide 50
	Slide 51: Once You’re Hired
	Slide 52: Contact Info

	Appendix
	Slide 53: Appendix
	Slide 54: Personal
	Slide 55: Self Assessment & Tests
	Slide 56: Mentor
	Slide 57: Advocate
	Slide 58: Sponsor
	Slide 59: Volunteering Opportunities
	Slide 60: Documentation
	Slide 61: Artificial Intelligence (AI) Sites
	Slide 62: Applicant Tracking System (ATS) – Don’ts
	Slide 63: Applicant Tracking System (ATS) – Do’s
	Slide 64: Social Media Possibilities
	Slide 65: Training
	Slide 66
	Slide 67: Training/Personal Development
	Slide 68: Meeting Prep
	Slide 69: Video Conference Call Tips
	Slide 70: Video Conference Calls Tips cont.
	Slide 71
	Slide 72: Video Conference Call Tips cont.


