
 



 

Introduction - Is It Really Possible to Create Your Best Job? 

What if every morning you woke up energized and excited about going to work? What if your 

job fit your talents, interests and skills and your employer valued you for doing what you’re 

already good at? If that’s the type of job you’re looking for, this book is for you. 

At Brelsford Personnel, we have more than 35 years of combined experience in staffing. We’ve 

already found our best jobs, and we’re passionate about helping others do the same.  

We created this e-book to share some of the most important things we’ve found to be true 

over the years. Here you’ll find our tried and true advice on topics like the following: 

 The mindset that will revolutionize your approach to the job search 

 The absolute most important part of your resume 

 What you should do every day of your job search, at each stage 

 How to set career goals using our personal and job appraisal questions 

 Finding networking opportunities 

 Making yourself more marketable 
 

We’ve also provided links to resources and forms to help you keep track of it all. Our hope is 

that the information you’ll find impacts your job search in a meaningful way. To find out what 

else we offer, view our job board or get in touch.  

 

 

 

  

https://www.brelsfordpersonnel.com/positions.php#!/search?page=1
https://www.brelsfordpersonnel.com/contactus.php
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1 – Start Here 

Don’t Send Resumes Until You’ve Adjusted Your Mindset 

It’s never easy to start a job hunt. If you lost your job or had to resign before you planned, you 

might already be feeling extreme pressure to find something fast and replace lost income. If 

you’re stuck in a job you no longer enjoy, every day is difficult and it’s tempting to jump at the 

chance for any type of change, but if you do, you might not find the right fit. 

At Brelsford Personnel, we’re committed to matching as many East Texans as possible with 

area employers who do need staff or might soon. To give candidates their best chance at 

finding meaningful employment, we’ve put together this series with tips on how to experience 

success in not just getting work, but finding your best job, so you can start living your best life. 

The first, and possibly most vital step is to start with a self-check. 

Why It Matters 

Being without work when you need income is one of the most difficult situations to be in, even 

in the best of times. And in some seasons, there are fewer jobs available and there is more 

competition for the ones that are out there.  

However, there’s something you can control that will give you a powerful edge – your attitude. 

Before you start your job search, get your head in the right place and determine what you 

desire the outcome of that search to be. 



 

Setting Your Attitude for Success 

Someone once said your attitude is only 10 percent of what happens to you and 90 percent of 

how you react to it (or don’t react to it). Start your job search by determining to have and 

maintain a positive attitude toward the process. Replace negative thoughts with positive 

thoughts like these: 

 There is an opportunity out there for me. Each experience I have along the way brings 

me one step closer to finding my next opportunity. 

 I am qualified and talented.  

 The positive choices and attitudes I have today will shape my future. 

Your mindset determines your reality. If you listen to fear and doubt, you’ll become 

discouraged and lose confidence in yourself. However, if you intentionally fill your mind with 

positive thoughts, you’ll be able to face each day, each challenge, and each potential 

opportunity with confidence.  

How To Find Your Dream Job 

A recent Gallup report found that 60 percent of Americans felt they were in mediocre or bad 

jobs. That’s a pretty significant dissatisfaction rate, and far from a best job situation. While 

right now you might be thinking that any job would be a good job, but wouldn’t it be better if 

you could find one you really enjoyed and was best suited for you?  

Instead of listening to your fears and uncertainties, look within yourself to refocus on the type 

of work that makes the most of your skills and talents to keep you happy and fulfilled. Take 

the time to mentally re-visit each of your past jobs you have held in your career, as well as 

your education and coursework. Then jot down answers to the following questions about your 

jobs: 

 What aspect of the job did you enjoy? 

 What functions of the job did you excel at? 

 What functions of the job were a challenge? 

 What salary and compensation did you earn? 

 What was the company culture like and did you thrive in it? 

 What was your boss like, and did they bring out the best in you? 

 What would you have liked to do more of? 

https://www.gallup.com/education/267590/great-jobs-lumina-gates-omidyar-gallup-report-2019.aspx


 

If you struggle coming up with some of the answers, keep coming back to the questions. This is 

your opportunity to gain deeper insight into yourself and what inspires you in your career. You 

can find true, lasting career satisfaction, and turn a difficult situation into a chance at a happier 

future. But to create that future, you have to define it and know what you want it to look like. 

Your Powerful, Personal Statements 

If you write down answers to the above questions, you should end up with a good 

understanding of what you will be happy with. Use the results to create a positive picture of 

what you are looking for. Begin to envision your life as you live out that outcome. 

Place your statements somewhere you can read it every day. Come back to it. When you don’t 

feel like looking for a job, or if you experience setbacks, read it more frequently. Recognize 

that as long as you have, or develop, the needed skills and qualifications, that your future is 

within your reach. 

Keep reading for more on how to create the future you want by finding your best job. Until 

then, browse our online job postings to see East Texas jobs that are available today. 

  

https://www.brelsfordpersonnel.com/positions.php#!/search?page=1


 

 

2 – Expert Advice on Resumes 

Your job search is your job right now, and your first official duty is to prepare your resume. 

Don’t just open the file and add your most recent work history, then start blasting it out to 

every prospective employer you can find.  

If you read chapter one’s instructions on developing the right mindset, you put some serious 

thought into the type of job you really want. Now it’s time to give yourself the best chance at 

landing that job by creating a resume that shows you’re qualified for the best job that fits. 

The Absolute Most Important Part of Your Resume 

This next statement might shock you, especially coming from a staffing agency.  

Nobody reads resumes.  

Not the whole thing, anyway.  

Every word is important, and mistakes could disqualify you from the chance at an interview, 

but recognize prospective employers aren’t going to read every line of what you send. They 

don’t dig to find out if you’re the one.  

They skim. 

So if you want a chance at the job, you need to hook their attention, to sell yourself in as few 

words as possible. The most important resume component is a brief summary placed near the 

top, right under your name and contact information. 



 

In the past, the job seeker’s objective went in this space, but that didn’t add anything the 

hiring manager didn’t already know, it just took up space. Replace that with a two to three 

sentence summary that explains: 

 What skills you have that apply to the job 

 Your relevant work experience and accomplishments 

 How you would add unique value to their company 

Hiring managers and screening software tools look for keywords. Where applicable, use words 

from the job description you’re applying for. Make your summary as precise and engaging as 

possible to get noticed, get interviewed and get hired. 

What Else a Winning Resume Contains 

The hiring manager might not read every single word of your resume, but they’re going to look 

for this: 

 Contact Info – List your name, address, the best number to reach you and an email 

address. Don’t use your old work email address or one that doesn’t sound professional. 

 Work Experience – Start with your most recent job experience and work backward. 

Provide work history for at least the last 10 years. Include the name of the company and 

its location, your job title and a summary of your duties. Use data if possible to convey 

how your work benefitted your company. Especially focus on experience that matches 

the job description for which you’re applying.  

 Education – Start from your highest degree and work backwards. Include the name of 

your school and the degree you received. Also include any honors or special recognition. 

 Skills – List hard and soft skills, again referring to the job description and including all 

the words that apply to you. Soft skills are things like problem solving, critical thinking 

and flexibility while hard skills are more concrete like ability with computer software or 

a degree or certification. 

It’s okay to state that references are available on request, but go ahead and compile your 

reference list so it’s ready to go. 

Now Remove These 

Read back through your resume and take out industry jargon that isn’t common knowledge. 

Avoid using acronyms or military terms. Use familiar language.  



 

Examine your verb tenses and change any that are inconsistent. You shouldn’t have 

statements like “Managing big data effectively for a large marketing agency. Crafted digital 

experiences for clients in multiple industries.” If you did the work in the past, both verbs 

should be in past tense. 

Use a proofreading tool like Grammarly or Typely to check for errors in spelling or grammar 

and remove them. Then go to that friend who is a stickler for being grammatically correct and 

ask him or her to look at it with a fresh pair of eyes. 

Resume Formatting and Length 

Unless you’re a professor or a doctor, your resume should be two pages or less. When you 

finish crafting your resume, go back through and see how many words you can take out and 

still maintain the meaning. The more concise you are, the better chance you have of getting 

your message across. 

Use clean, easy to read fonts. Some of the best choices are  

 Calibri – Good for anyone 

 Times New Roman – Excellent choice when applying for legal, financial and corporate 

roles  

 Arial – This font is a good choice for creative or marketing jobs 

 Verdana – Verdana is clean and appealing for any type of role 

 Book Antiqua – If you’re applying for a job in education, the arts or humanities, this font 

has a traditional feel 

 Trebuchet MS – This cheerful font is a positive choice for creatives 

Use 12 point font for most of your resume text, with larger bold print in the same font for 

headings. If you’re sending a paper copy, use white, beige or light gray paper. When you mail 

it, hand-address the business-sized envelope in blue or black ink and mark it “Personal and 

Confidential.” 

Turn Your Resume Into an Interview Ticket 

Start creating multiple versions of your resume. Each time you apply, tailor your resume to 

highlight your experience and qualifications that match what that employer is looking for. 

For example, you might start out by applying for a job as a staff accountant. Your resume 

summary could mention your experience preparing tax returns, analyzing corporate financial 

https://app.grammarly.com/
https://typely.com/


 

operations and forecasting and budgeting. Your employment history showcases how your 

duties at previous roles gave you experience relevant to that position. 

Then you might see a job posting for a payroll job that also fits your skills and interests. Don’t 

send the same resume you used for the staff accountant job. Change it to show employers the 

type of experience you have calculating wages, detailing earnings and streamlining payroll 

processing. In your job summary, if you have three years of payroll experience, make sure you 

say so.  

Resume Mistakes That Could Ruin Your Chance at an Interview 

Your resume could be your ticket to an interview. But if you make these mistakes, it could get 

dropped in the recycle bin. 

 Resume is generic and doesn’t explain what makes you uniquely suited to the position 

 Your document is too long or is hard to read 

 You use language that identifies your religious beliefs, political affiliations etc. 

 You leave out accomplishments at previous jobs 

 Work history starts with the first job you ever held and proceeds forward 

 Text is copied and pasted from somewhere on the Internet 

 Resume contains spelling and grammar errors 

The Next Steps in a Successful Job Search 

Each day, plan to send at least five resumes to a hiring authority to keep your job search 

rolling. If you haven’t already sent yours to Brelsford Personnel, view our open jobs and 

upload it here. 

  

https://www.brelsfordpersonnel.com/positions.php#!/search?page=1
https://www.brelsfordpersonnel.com/positions.php#!/search?page=1


 

 

3 – Do This Every Day 

The best way to create your best job is to make your job search your full-time job. When we 

tell people that, they often ask how they can spend 40 hours a week actively seeking 

employment.  

The 5 Stages of a Job Search 

Finding a job is a process that involves these stages: 

Stage 1 – Identifying target employers and finding out how to contact them 

Stage 2 – Submitting a tailored cover letter and resume 

Stage 3 – Following up 

Stage 4 – Scheduling, preparing for and attending interviews 

Stage 5 – Following up on interviews 

You might be at the beginning stage with some employers while you go through later stages 

with others.  

What to Do Every Day 



 

Monday through Friday set your alarm and get up like you have to be at work during regular 

business hours. Get dressed and get started like you have to clock in. Re-read the insight you 

gained from your review of your previous jobs. Every day accomplish the following: 

 Identify five new targets and how to contact them. 

 Edit your resume and cover letter for each of the five prospective employers. Mail or 

submit them electronically according to job posting requirements. 

 Follow up on previously sent resumes. 

 If you have an interview scheduled, research the company with which you’re 

interviewing and practice answering common interview questions. 

 Follow up on previous interviews. 

Your main objective is to get face-to-face interviews with the decision maker who can hire you 

for your target role. Continue the process until you have multiple interviews scheduled and 

the possibility of job offers. 

It’s also helpful to schedule informational interviews. Contact people currently working in the 

position you want. Ask them to share what they do and how they landed the job in the first 

place. You’ll receive valuable insight, and they might have contacts in your desired field. 

  



 

Keeping Track of It All 

If you’re sending five resumes a day, things could start to run together. Document your efforts 

so you don’t lose track or miss a follow-up. If you’re a paper and pencil person, grab your spiral 

and sketch out grids. If you prefer virtual records, create a spreadsheet. Here’s an example 

setup: 

Stage 1 – Identifying Target Employers and Key Contacts 

Target Company Name Contact Name Contact Phone Number 
or Email 

   

   

   

 

Stage 2 – Cover Letter and Resume Tracking 

Company Address Contact Name Date Mailed Cover Letter 

     

     

     

 

Stage 3 – Follow Up 

Company  

Contact Name  

Phone Number  

Date Called  

Result  

 

Stage 4 – Scheduled Interview 

Company  

Contact Name  

Interview Date  

Address  

Directions  

Special  



 

Instructions 

 

Stage 5 – Follow-Up 

Company  

Contact Name  

Phone Number  

Interview Date  

Follow-Up Date  

Notes  

 

Brelsford Personnel specializes in helping people find work mostly in these areas of 

specialization: 

 Accounting and Financial Services 

 Administrative Office Support 

 Marketing 

 Sales 

 Business Development 

 Oil and Gas Staff 

 Human Resources 

 Legal Support 

 Customer Service 

 Information Technology 

 Operations 

 Healthcare Administration 

If you’re looking for work in those areas, experience our fresh approach when you get in 

touch. 

https://www.brelsfordpersonnel.com/contactus.php
https://www.brelsfordpersonnel.com/contactus.php


 

 

4 – Setting Career Goals 

When you don’t love your current job, you spend every day in an unpleasant situation. It’s 

normal to want out, and to be tempted by any opportunity that might provide an escape. But 

before you apply for every job out there, ask yourself a very important question. 

What specific career goals will your best job help you reach? 

When you jump at what seems like a quick solution, the job that’s “okay for now,” you hold 

yourself back from achieving the future you really want. It’s a major life decision where 

thoughtful planning makes all the difference. We recommend candidates conduct a self-

appraisal. 

Getting the Most of Your Self-Appraisal 

Throughout history, some of the most brilliant minds have pointed out that we can’t predict 

the future, but we can invent it. Setting career goals is an important step toward creating your 

best job. Here’s what you need to know. 

Maximum returns follow maximum effort. We’re about to ask you to do some hard work. You 

may be tempted to skim over the assessment questions and form a vague idea of the answers 

in your head, but that isn’t going to help you find your perfect job. You’re working to create 

your best future. That’s worth your best effort. 

Start with honesty. We talk ourselves into all kinds of things when we don’t like our current 

situation, or we’re worried about paying the bills. When you set career goals, be real with 



 

yourself about what’s most important for you to achieve. There aren’t right or wrong answers, 

only honest ones. What do you most want out of your career? Is there a certain type of task 

you would be happiest performing? Would success mean moving into a management role, 

traveling frequently, becoming an expert in your field or some other responsibility or 

achievement?  

Know career goals evolve over time. Be honest with yourself, but don’t create undue pressure 

by feeling you have to plan the entire rest of your life before you can start looking for a job. 

Identify current career goals, then you can return to them and reevaluate periodically. 

Writing is powerful. When you write down your career goals, you create a picture in your 

mind of the future you want. You have a lasting record of your goal, and you’re more likely to 

achieve it because you’ve narrowed your focus and specified your destination. 

It’s time to get started, so grab a pen and paper. Look within and write down answers to these 

questions. 

Personal Appraisal Questions 

1. What type of person are you? Are you a leader or a follower? A people person or an 

introvert? Ambitious or laid back? Write a detailed description. 

2. How would your friends describe you? 

3. What do you want to accomplish with your life? 

4. What role does your job play in your life? 

5. How does what you do as a career and in your free time impact others? 

6. What are your accomplishments to date? Which of them matter most and bring you the 

most satisfaction? 

7. What role does money play in your values? Is it a major driving factor when it comes to 

work and personal satisfaction, or is it just one of many components in your overall 

quality of life? 

8. Do you feel like your career is central to your life, or just part of it? 

9. What are your main interests? 

10. What brings you joy? 

11. What makes you angry, frustrated, or unhappy? 

Job Appraisal Questions 



 

1. Describe your job title, responsibilities, salary, accomplishments, successes, failures, and 

reasons for leaving at previous employers. Start with your most recent job and work 

backward.  

2. Ask yourself how you would change your job history if you had the ability to go back in 

time. 

3. What responsibilities did you most enjoy? Which ones did you dislike? 

4. What accomplishments are you most proud of?  

5. Are there any patterns in your reasons for leaving? 

6. If you’ve been fired, what was the reason? 

7. What kind of job do you think would be the perfect match for your talents and 

interests? 

8. If you could have your best job, what price might you have to pay in terms of longer 

hours, more stress, the need for further education or something else? Are you prepared 

to pay the price? 

9. What have you done to improve your weaknesses or get closer to your career goals? 

10. How would previous supervisors describe you? 

11. How long do you want to work before retirement? 

Apply the 80/20 Rule 

The Pareto Principle, also called the 80/20 Rule of Cause and Effect, applies to a surprising 

number of situations. You’ve probably heard most people wear 20 percent of what’s in their 

closets 80 percent of the time. In business, 80 percent of sales often come from 20 percent of 

customers. The 80/20 rule also works in your job search. Often, 20 percent of your actions 

provide 80 percent of results. 

When you worked through the above self-assessment, you may have noticed that some skills, 

abilities, or habits accounted for the majority of your accomplishments. Those are the talents 

you want to market to future employers. If a company is looking for someone who does what 

you’re best at doing, they’ve already identified their need for those talents. You’ll do the work 

you find most meaningful and be valued for your contribution. 

The 80/20 rule also applies when you’re actually looking for a job. If you apply to every job for 

which you think you might qualify, you waste energy and reduce your chance of landing your 

best job. Focus on the 20 percent that most closely match your experience, interests and 

background. Give those 100 percent effort and start booking more interviews. 

  



 

 

5 – Identifying Target Employers 

Until now, our chapters on creating your best job have encouraged people seeking 

employment to focus within. We’ve asked you to do some intense soul-searching, to identify 

talents, skills and career dreams. Then, we encouraged you to only apply to jobs that were 

exactly what you were looking for. 

“That all sounds great,” you might have been saying, “but how do I actually find that job?” You 

may have already browsed job ads and found they weren’t exactly full of opportunities that 

matched your best job description. 

Over and over again, we’ve seen the most successful job seekers are the ones who do their 

homework. The research you do during this step won’t just help you target the right 

employers, it will also help you land the job by providing background knowledge that comes in 

handy when you interview. 

Start with a Broad Search 

Cast a wide net to begin with, then narrow your focus as you uncover opportunities. Don’t just 

look at advertised vacancies. Networking will uncover some of the best opportunities. Your 

friends may not provide an instant connection, but friends of friends might know of an 

opening that’s exactly what you’re looking for. You should also be searching for targets on 

social media and directly canvassing employers. 



 

Research When Changing Careers 

If your best job isn’t in your current field and you’re not sure what you want to do next, search 

available positions using your top skills and talents as keywords. Note some of the job titles 

that come up and start your research there.  

Some of those job titles and the associated responsibilities will stand out as being a possible 

fit. Ask yourself the following: 

 What skills, education, or certifications are requirements? Do I have them or can I 

acquire them? 

 Do I have a preference in terms of what size company I work for? 

 Would I be willing to start at entry level and possibly take a pay cut to work in this field? 

 How can I find people currently working in this role to get more information? 

 Would I be willing to relocate for the right opportunity or is it important to find work in 

one geographic area? 

Once you know your target industry, the position you hope to hold, the company size you’re 

interested in and the geographic area in which you want to conduct your search, you’re ready 

to start identifying targets. 

Resources for Identifying Employers 

The U.S. Department of Labor sponsors Career Onestop, a business finder with contact 

information for more than 12 million employers. Type in a business name, industry, or 

occupation, add your desired location, and complete the captcha to see a list of potential 

targets. You can also choose from a long list of industries and narrow down from there. 

The U.S. Bureau of Labor Statistics provides the Occupational Outlook Handbook, an online 

resource that lets you sort jobs by median pay, expected education level, projected growth 

rate and other factors. Browse occupations by highest paying, fastest growing or most 

available new jobs. 

Try searching online for best company lists using the skills or job qualities that matter most to 

you. For example, query “best accounting companies to work for” or “best companies for work 

life balance.” Visit those company websites and view their available openings. 

Check within your network and on social media. Let people know you’re looking for a job and 

what type of job would be ideal. Also, check within your professional associations, alumni 

https://www.careeronestop.org/Toolkit/Jobs/find-businesses.aspx
https://www.bls.gov/ooh/


 

organizations, church and social clubs.  If you’re not already involved in one, the Directory of 

Associations allows you to search for one by state, category, type and size. 

Industry Research 

Research at the industry level first before you narrow your search down to specific employers. 

What you learn will be useful when you have conversations with people in that industry, 

contacts who could possibly know about an opening. Research the following: 

 Trends and future prospects in that industry 

 Areas of industry growth and decline 

 Challenges that industry faces that require someone with your skills 

 The culture of the industry 

 Top, medium and lower ranked companies and the factors that cause them to be in 

those positions 

Conduct Informational Interviews 

One of the best ways to learn about a field and make contacts that can help you find a job is to 

talk with people who already have a job similar to the one you want. An “informational 

interview” is a form of research that involves talking to people about their professional life. 

Informational interviews give you an insider’s view. You’ll discover things you didn’t know you 

didn’t know, and receive tips for preparing for a position. You also might learn about career 

opportunities you didn’t realize existed. Use your contacts to find and reach out to people 

working in your field of interest and ask if they’re willing to answer questions and offer advice. 

If you feel the interview went well, keep in touch to add them to your network. 

Monitor job boards and social media feeds. For example, check Brelsford Personnel’s online 

job postings for our frequent updates and follow us on Facebook for job related posts. 

  

https://www.directoryofassociations.com/
https://www.directoryofassociations.com/
https://www.brelsfordpersonnel.com/positions.php#!/search?page=1
https://www.brelsfordpersonnel.com/positions.php#!/search?page=1
https://www.facebook.com/BrelsfordPersonnel/


 

 

6 – Your Two Minute Commercial 

To land your best job, you need to sell yourself. We advise job seekers to come up with a two-

minute commercial, a quick summary of why they’re a perfect fit. It’s also sometimes called an 

elevator pitch because you can deliver it anywhere, in the amount of time it takes to go up a 

few floors in an elevator. 

Why a Commercial? 

“But I’m not in sales,” you might be saying. “I don’t want to sound like a salesperson.” When 

you craft a strong elevator pitch, you’re not trying to put pressure on hiring managers or make 

promises you can’t deliver. You’re delivering a quick presentation that positions you as 

invaluable to their company.  

You’ll use a variation of your two-minute commercial in your cover letter, during interviews 

and when you’re networking. It should take between 30 seconds and two minutes to deliver 

and show how you can solve their organization’s problems or create more success.  

When you give them a memorable snapshot or sound bite that summarizes your professional 

self, they’re more likely to retain your message. You stand out, you show you respect their 

time, and you’re more likely to get an interview. 

What’s In a Good Elevator Pitch? 

Create your two-minute commercial around your unique selling proposition. Identify what 

makes you better and more qualified for the job than all the other humans on the planet, and 

lead with that.  



 

Many people feel uncomfortable talking about themselves, but you can motivate hiring 

managers to listen by focusing on how your unique skills can help them. Explain how what you 

do can solve a pain point and back that up with examples from your past work experience. 

Make it clear you want a job. You’re not just having a conversation; you have a goal. Offer 

them a way to follow up by leaving a business card or following up through email. 

How to Write Your 2 Minute Commercial 

Your brief speech should explain who you are, what you do, what makes you stand out, what 

you want and include a call to action. It might go something like this: 

 Introduce yourself – First 5 seconds 

 Briefly state what you do – 5 to 10 seconds 

 Grab attention by asking a question or stating a problem – 5 to 10 seconds 

 Deliver your unique value proposition and connect it to their pain points – 10 to 15 

seconds 

 Share achievements – 10 to 15 seconds 

 State your goal and call them to take action – 15 seconds 

Use the above as a basic framework for getting started but make it your own. You may need to 

spend more time on one aspect and less on others.  

Two Minute Commercial Examples 

If you’re currently out of work and looking for a job at a networking event, an appropriate 

two-minute commercial might be: 

“I am currently looking for a new opportunity in B2B sales. I have ten years of successful sales 

experience with a technology firm and a marketing degree from UT Austin. If you know 

someone who is looking for a sales rep with my experience, I would certainly appreciate a 

referral. May I give you my card? I am ready to work and excited to find a new career home!”    

Or, if you’re sitting in front of a hiring agent, you might say something like: 

“I have spent the last five years as the top sales representative out of twenty-five reps for a 

leading technology company. I will bring my ability to generate revenue and profits to your 

company. I’m extremely confident in my sales abilities and have a very high level of interest in 

working for you and your company.” 



 

Use your elevator speech to highlight what you’re good at and illustrate what you can do for 

them. For example: 

“I’ve been the Office Manager at ABC Organization for the past five years. Some of my main 

responsibilities were planning and overseeing corporate meetings and events, sticking within 

budgetary constraints by finding the most cost-effective venues and vendors, making sure the 

office ran like clockwork and serving as the central point of contact for the entire office. I’d like 

to bring my experience to your company. May I give you my business card?” 

Don’t Stop At One Elevator Pitch 

Once you’ve created your basic two-minute commercial, develop variations for different 

situations. You might create one version for career fairs, a second for networking events and a 

third for use during interviews. The written version you use for online profiles and in your 

cover letter will most likely be different from the ones you deliver in person. 

Delivering Your Two Minute Commercial  

A carefully crafted two-minute commercial grabs attention, makes you stand out and helps 

you sell yourself, but it’s also useful because it helps you relax. Memorize your speech, then 

use it in response to questions like these: 

 Tell me about yourself? 

 What kind of job are you looking for? 

 What are you doing these days? 

 What kind of job are you looking for? 

Practice giving your speech in front of a mirror. Rehearse until you can deliver it naturally, with 

confidence and positivity. Practice more with friends and family members so the first time you 

present it to a person isn’t during a high-stress interview. Soon you’ll be ready to sell yourself 

in a variety of situations, giving you the best chance to land your best job. 

  



 

 

7 – Networking is Key 

If there were a single thing you could do to supercharge your efforts to create your best job, it 

would be networking. In all the years we’ve spent matching East Texas job seekers with area 

employers there’s something we’ve found to be consistently powerful and true: Networking 

leads to jobs. 

Do everything you can to let anyone and everyone know you’re actively seeking employment, 

and then follow up on every single lead you receive. A huge part of a job search is networking! 

Is Networking Really That Important? 

Some people were already social networking before such a term even existed. They seem to 

effortlessly make, then retain connections everywhere they go. You don’t have to tell those 

people about the importance of networking because they couldn’t stop doing it if they tried. 

For the rest of us, networking as part of the job search can be somewhere between an 

uncomfortable prospect and a necessary evil. We’ve heard it’s a good idea. But we don’t know 

how best to go about it, and we’re not completely convinced it’s worth the effort. It’s much 

easier to sit around in our pajamas and scroll through online job postings. Online job searching 

is important and necessary, but statistically it does not produce near the results as networking.  

Networking is the most common way to get a job. Some experts say 70 percent of currently 

employed people are in their current job because of networking. Others say that number is as 

high as 85 percent.  

https://www.payscale.com/career-news/2017/04/many-jobs-found-networking#:~:text=The%20Most%20Common%20Way%20to%20Find%20Work&text=Some%20experts%20say%20that%2070,percent%20or%20even%2085%20percent.
https://www.payscale.com/career-news/2017/04/many-jobs-found-networking#:~:text=The%20Most%20Common%20Way%20to%20Find%20Work&text=Some%20experts%20say%20that%2070,percent%20or%20even%2085%20percent.


 

Why Networking Works 

The biggest reason networking is so effective is that it gives you backdoor access to jobs that 

might not even be posted or advertised. Employers fill a huge percentage of postings 

internally, or because of internal connections. Often it goes like this: 

Mary has worked as a highly paid expert at your best job for the past several years. Her 

husband gets transferred out of town. At the water cooler, she mentions she’s about to turn in 

her notice. One of her co-workers remembers her best friend mentioned a neighbor looking 

for similar work. She helps the neighbor and the supervisor connect, and the neighbor gets the 

job. 

The main takeaway is this – if so many jobs are never posted, you won’t find them by sending 

resumes. To find your best job, make your resume and cover letter the best they can be and 

apply to all the possibilities that fit your criteria, but don’t spend the entirety of your job 

search hiding behind a computer screen. Networking has been proven to be the best way to 

get more referrals and secure a new opportunity. We have certainly found this to be true in 

our agency as a significant number of the candidates we place come to us via personal 

referrals.  

4 Steps to Successful Networking 

Successful networking means getting the word out about what you’re looking for and how 

you’re qualified. Tell everyone, because you never know who can provide you with the contact 

that will lead to your best job. Work on expanding your network as you search-it is like 

“dropping a stone into the pond.”  Here’s how to do it. 

 

1 – Print Business Cards 

Have business cards printed with your contact information. We also recommend including the 

address of your LinkedIn Profile. Instead, of a job title, include a broad description of your 

work, such as accountant, marketing professional, administrative assistant, etc. Give cards to 

everyone you meet.  

2 – Reach Out to Contacts 

Keep in mind with every job search activity you complete, the goal is to book interviews with 

decision makers. Your contacts can help you accomplish that goal, but you need to ask for 



 

their help. Send a letter or email to your family and friends that says something like the 

following: 

Hi [Person], 

I’m writing to let you know about an important development in my career. I am actively 

looking for a new role and would greatly appreciate your support and insight. I have -------years 

of experience in the ---- field/industry and am most interested in [state the types of jobs that 

represent your current interests].  

A copy of my resume is attached. I would greatly appreciate any advice, referrals or 

opportunities you might offer.   

I hope everything is going well in your life. Thank you in advance for your help! 

Sign your name 

(Don’t forget to attach your resume). 

3 – Find Networking Opportunities 

Use the Internet to find dates, times, and locations for opportunities like these: 

 Networking events – The Tyler Area Chamber of Commerce frequently has “business 
after hours” events for networking. Eventbrite lists networking events by location. The 
Tyler Young Professionals Network also hosts networking events. 

 Job fairs – These can provide great leads if you attend the right ones. Talk to a job fair 
representative to find out if the employers attending are hiring candidates with your 
skills.  

 Associations in your profession – There’s an association for everything. The people who 
join are usually those who have become successful at what they do. They want to learn 
from others who have been successful, and they’re also willing to give back. When you 
attend meetings and interact with association members, give your two minute 
commercial and you’ll be amazed at the results. 

 Non-profit organization events or gatherings – This type of event or gathering provides 
an opportunity to network with a diverse group of people all looking to help others and 
make a difference. As you join them in their goals, you also can make connections that 
further your job search. 

 

4 – Don’t Forget Social Media Networking 

https://www.tylertexas.com/
https://www.eventbrite.com/d/tx--tyler/business--networking/
https://www.tylerypn.com/events-1


 

Social media isn’t just for sharing funny pet videos and vacation photos. It’s also a job 

networking tool. First, go through your feeds and delete anything you wouldn’t want 

prospective employers to see. Look at what’s in the background of your photos, and evaluate 

messages for potentially charged language.  

Next, if you don’t already use LinkedIn, create and optimize your account. Make sure your 

photo is current and shows you at your professional best. Add to your profile all the keywords 

and skills found in your resume. Then, start connecting with other people you know to build 

your network. 

Follow Up on Every Lead 

In our next chapter, we’re going to talk about how follow up is critical. As you network, make 

note of every possible lead and keep reading for more on how to turn those contacts into job 

interviews. 

  



 

 

8 – Following Up on Leads 

When you’re looking for work following up isn’t optional, it’s mandatory. Let’s talk about 

when, how, and why you should follow up. 

Why Does It Matter? 

Employers want to hire individuals who are confident in their ability to do the job and also 

sincerely interested in working for them. When they have multiple qualified candidates and 

it’s tough to choose, much of the time they will go with the person they feel is most eager to 

work for them. You become that person when you follow up. 

When to Follow Up 

Develop a record-keeping system that helps you remember to follow up in these situations: 

 After you send a resume - In your cover letter, indicate that you would like to follow up 
a week after submitting it, and then do that. 

 When an employer reaches out to schedule an interview – The day before a phone, in 
person, or video interview is scheduled, follow up to confirm the details (and show your 
interviewer you’re both organized and excited at the prospect). 

 After each interview - As the interview comes to a close, ask everyone you met for a 
business card (so you have their email address). Then, send a thank you letter or email 
the same day or within 24 hours. Before you hit send, check and double check how you 
spelled their name and that you entered the correct email address. If a staffing firm 
scheduled your interview, send them a thank you note as well. 



 

 After a referral - If someone gave you a lead, let them know when you follow up and 
keep them informed of your progress.  

 When you provide references - Let everyone on your reference list know they might be 
contacted. 

 When you get a job offer – Send a thank you note to your new employer to express your 
enthusiasm for their offer. 

 

How to Follow Up 

Email is often the best way to reach out. It might be tempting to call the person directly, but 

sending an email shows you are extremely interested in the position, but you also respect his 

or her time. However, if the employer sends you a text message or makes a phone call, follow 

their lead and reply with the requested information using the same communication method. 

If you don’t hear back after your initial follow-up message, it could be due to a lengthy 

interview process or because the hiring manager got busy. This might be the hardest part of a 

job search because your mind will suggest all kinds of things that make you swing between 

fear and hope. Don’t assume the worst; just remind yourself that the process takes time. Wait 

a full week, then send another polite email.  

When working with a recruiting or staffing firm, it is also critical to maintain timely 

communication. If you are responsible and stay in regular touch with them, they will work 

actively on your behalf to connect you with job opportunities.  

 

Following up demonstrates professionalism and helps people remember you. It gives you an 

opportunity to express gratitude and enthusiasm, both qualities employers prize. Review the 

job search activities you completed this week and identify opportunities for following up 

today, then get to work doing so right away. 

  



 

 

 

9 – Internet Do’s and Don’ts 

The Internet is packed with resources that can help you find a job. You’ll use online resources 

at every stage of your job search, from browsing job boards to research, to emailing resumes 

and cover letters, and following up on those emails. However, every day job seekers make 

online mistakes that hold them back. Follow these online best practices to create your best 

job. 

Stay Out of Rabbit Holes 

The Internet is one of the best ways to research job openings, companies, and positions. It also 

can be a time sucker. Be thorough, but know when to stop surfing and move to activities that 

will put you in contact with people who can hire you. Limit online research to no more than 30 

percent of the time you spend job searching. 

Proof Everything 

A large percentage of employers now prefer candidates to complete an online application. It’s 

great to be able to apply for work from your couch, but it’s also time consuming to fill out each 

employer’s online forms. There’s a tendency to switch to autopilot or to rush through 

completing fields. Make sure you proofread carefully before you submit every application.  

Follow These Email Best Practices 

Often you’ll send cover letters and resumes by email. When hiring managers post jobs, they’re 

frequently inundated with candidates, so you might only have one chance to stand out. 



 

Use an Appropriate Email Address 

If you’re currently employed, don’t use your work email address. Send from a personal 

address that sounds professional and as simple as possible. If your personal email address uses 

a nickname or something cute, get another one just for your job search.  

Write Compelling Subject Lines 

Your subject line might be the most important part of your email because if hiring managers 

don’t read what you sent, you have zero chance of getting an interview. Here are a few 

examples of subject lines that get hiring managers to look at your cover letter and resume: 

 Paperwork You Requested 

 Bilingual Receptionist Job – Your Name 

 Referral From Tammy Green, Your Name, Candidate for Administrative Assistant 

Position 

 Job Application – Accountant Job # 45779 – Your Name, CPA 

Craft Convincing Body Text 

When they open your email, decision makers should find a clear, concise statement of who 

you are, what position you’re applying for, and why you’re qualified. Think of this as your two 

minute commercial formatted for email. 

Stick to standard fonts and formatting, with black typeface. Avoid using emoji or acronyms. 

Don’t get too creative even with your signature line. Keep it simple, but include the following: 

 

First Name, Last Name, Title 

Email Address 

Phone Number 

Some companies prefer to receive cover letters and resumes in the email body, while others 

prefer candidates to send them as attachments. Follow their instructions, since some 

organizations block email with attachments to prevent viruses. 

Send attachments as a Word document unless the job posting says otherwise. Save your 

documents with clear file names like “First-Name-Last-Name-Cover-Letter.doc” and “First-

Name-Last-Name-Resume.doc” so the hiring manager knows what he or she is opening. 



 

Send yourself a test email to double check your spelling, grammar, subject line, and 

attachments. Sometimes reviewing one more time prevents embarrassing mistakes. 

Check Frequently, Reply Promptly 

Check your email at least once a day, and reply to prospective employers as quickly as 

possible. If you can respond immediately, you may catch them while they’re still at their desk 

and you’re fresh on their mind. Always respond within 24 hours to avoid missing out on an 

opportunity. 

Don’t Let (Social Media) Friends Drag You Down 

At this point, you should have already gone through your social media feeds and removed any 

posts that don’t show you at your professional best. However, your online contacts might 

inadvertently make it hard to keep them that way.  

Let your friends know not to tag you in party photos or any other photos you don’t want 

prospective employers to see. Also, convey your preferences to that friend who always tags 

you when he or she posts political rants or inappropriate memes.  

Silence Technology for Interviews 

Part of technology etiquette involves knowing when you shouldn’t be plugged in. Don’t forget 

to turn off notifications when you’re heading into an interview. If your phone goes off you’ll be 

distracted and the hiring manager might feel getting a job with them isn’t your top priority. 

Use Care With Follow Ups 

Apply the same careful proof-reading skills, politeness, and professionalism to all follow-up 

communication. Don’t limit yourself to online interactions. After an interview consider hand-

writing your thank you note to stand out.   

Use Free Brelsford Personnel Resources 

Visit our job board frequently for updates and check out our dynamic library of online job 

search resources. 

  

https://www.brelsfordpersonnel.com/positions.php#!/search?page=1
https://www.brelsfordpersonnel.com/resources.php


 

 

10 – The Truth About Job Security 

Throughout this resource we’ve focused heavily on identifying your skills, strengths, passions, 
and career goals because in our decades of helping people find work, we’ve come to accept a 
difficult truth: There is no job security. 
  
If you’re looking for work now, it likely will not be the last time. Once you find your best job, 
continue to add to your skillset so your value to employers grows over time. 
  
Average Number of Jobs in a Lifetime 
  
The Bureau of Labor Statistics published a report in 2019 that tallied the number of jobs 
people born in the years 1957 to 1964 held from between 18 and 52 years of age. This group, 
often called the Baby Boomers, held around 12 different jobs in their lifetime.   
  
That number might be significantly more or less, depending on age, ethnicity, education, 
industry, gender and other factors. For example, data shows that some workers currently 
between the ages of 25 and 34 stay an average of 2.8 years at each job. Public sector 
employees have longer median tenure than their private sector counterparts. 
  
Still, whatever way you look at it, gone are the days when people work 40 years for the same 
employer and retire with a pension. Loyalty isn’t what it used to be. Employers hire and fire 
based on marketplace changes and demand fluctuation. Employees will readily leave for 

https://www.bls.gov/news.release/pdf/nlsoy.pdf
https://www.rasmussen.edu/degrees/business/blog/employee-tenure-trends/#:~:text=The%20median%20tenure%20for%20private,employee%20tenure%20was%205.9%20years.


 

better pay or more attractive benefits. Local, national and global events change economies 
without warning.  
 
So actually, there is no job security. The best job security is maintaining a marketable skill set. 
It’s best to be proactive so the next time you’re looking for work, you’re even more 
marketable than you are now. 
  
4 Tips for Making Yourself More Marketable 
  
Think of yourself as an actor or actress, currently evaluating scripts to find a job that will 
enhance your value. Let’s say you land what might be the role of a lifetime, a part that fits you 
perfectly. You throw yourself into that role and for a season, that character is your reality. 
However, at the same time, you know eventually the show or play will come to an end, so as 
much as you love the part, you’re constantly preparing for the future. 
 
As an actor, you hone your skills. You note where you excel, and make a plan for correcting 
weakness as you see it emerge. And, you keep your ears open for the next opportunity, hoping 
to find a new job before this one ends. 
  
It’s the same way in the job market. Once you find your current best job, prepare yourself for 
the future by doing the following. 
  
Constantly Acquire New Skills 
  
Keep track of what skills employers are looking for, and start acquiring the ones that aren’t 
already in your toolbox. Use online tools to add accreditations and certifications. Take 
advantage of employer-sponsored education whenever possible. 
  
Learn New Technology 
  
The more you know about computer operations and software applications as they apply to 
your field, the more valuable you are to employers. Technology influences almost every line of 
work, and it’s always changing, so it’s always a good idea to keep adding to your knowledge 
base. 
  
Look the Part 
  
Once you find your best job, don’t give in to the temptation to let things slide in terms of 
professional attire, grooming, posture and presentation. Maintaining a professional 
appearance and demeanor helps you look and feel like a winner every day. Both managers and 
recruiters will take note. 



 

 
Keep Networking 
  
Stay active in your professional association. Mentor others who currently are where you’ve 
been. Volunteer in your community. You’ll build satisfying relationships now and have useful 
connections should you need them in the future. 
  
Why Use Brelsford Personnel 
 
Even if you change jobs every two or three years, there’s still a period of searching and waiting 
between jobs. At Brelsford Personnel, helping East Texas candidates and employers connect is 
something we live every day. So perhaps we can help. 
 
The job market can change drastically. But we’ve been a part of area employment for long 
enough that we’re uniquely qualified to help you know what to expect and how to navigate 
the waters. If you are ready to pursue a new career or have been caught in a lay-off, don’t 
hesitate to contact us. We are here to help! 
 
  

https://www.brelsfordpersonnel.com/contactus.php


  



 

 

 



 

 
 



 

 

  



 

 

 


