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welcome

a letter from tom mcgarrity

Finding your “dream job” sounds
like either an ominous task or a
great adventure — the choice is yours.
Like any task, the keys are preparation and execution.
As far as preparation, how well do you know yourself? Taking a range of selfanalytical assessments can help you figure out which jobs you are more naturally
drawn to and which jobs may not fit your skill set. Are you tolerant and flexible?
Are you practical and realistic? Do you enjoy working in a group dynamic or
are you more comfortable working by yourself?
Regarding execution — do you have an actionable plan to get a job? Have you
narrowed down your career choices? Do you have an idea of what job you would like
to do in that career? Do you know whom to contact at a company to get an interview?
The skills required to get a job are important for Millennials because you will
undoubtedly have multiple jobs in your career — probably more than your parents
or grandparents. Despite the proliferation of technology and “social” media, and
possibly because of it, I believe that young people need to learn to interact with
people so when it comes time to interview, your people skills have been honed so
that you come across as “a natural” vs. a good actor. How do you do this? Smile. Call
people by name. Write people “thank you” notes. I am a big fan of Dale Carnegie. I
am a big fan of being prepared. I am a big fan of working hard (harder than the next
person). Do the little things that separate you from the competition.
For the majority of people, the skills to getting a job can be acquired... That’s the good
news! Here’s an example: When the interviewer asks, “Do you have any questions?”
- Do you realize that he/she is less interested in your
question and more interested in ending the interview?
Have you told the interviewer all the key points to your
editor’s note
candidacy? There are strategies to make sure you do.
Tom McGarrity is currently a career coach working with
college students to find great careers. His background
includes 28 years in the television advertising world with
companies like Blair Television and Univision in local and
network television sales. Additionally, Tom has 15+ years
working with the Colgate University Career Center in a
volunteer capacity. Most recently, Tom served as interim
president at Gannett, where he was responsible for print,
digital and mobile advertising for USA Today, USA Today
Weekend and 80 local Gannett newspapers.

So, you have a choice. In a difficult job market, you can
go after random jobs without a plan OR you can prepare
for your dream job and execute a plan to get it.
Getting a dream job is a wonderful adventure — full of
twists and turns, challenges and opportunities, successes
and disappointments. Learning the skills to get that dream
job gives you a fighting chance of reaching your goal!
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Let’s say you have an interview at 11 a.m. in a town/city you have never been to. Plan on
getting to the building at 10:30 a.m. If all goes well and you are staring at the building by
10:30 a.m., find a nearby coffee shop, have a bottle of water and review your notes. Walk
into the building at 10:45 a.m. Chances are you will be stopped at the security desk
and will need to provide some type of identification — which may take a few minutes.
You walk off the elevator and into the offices where your interview will be. Introduce
yourself to the receptionist and identify yourself and the person you are there to
see. Use the facilities if necessary in order to take one final look at yourself to make
sure you look every bit the professional you are about to present to the interviewer. At
10:55 a.m., sit back in the reception area and review your notes one last time. Don’t be
surprised if the interviewer is running late. You are now composed and prepared for your
interview. If you plan on getting to the building early and you have a minor delay, you can
still make the 11 a.m. interview on time because you have time to spare. The interviewer will appreciate
your timeliness and that goes a long way in terms of that all-so-important first impression!

Tip
#1:
Arrive
Early

Tip #2:
Wear Your
“You Can’t
Hate Me”
Outfit

It is important to think about what you want to wear to an interview. Whether you are
a man or a woman, you want to wear a very neutral outfit — one that is hard to find
fault with. Remember, you are there for the interviewer to LIKE you. For instance,
if you are a man, wear a blue suit with a white shirt and a red tie. For a woman, you
want to wear a professional looking dress or pant suit. You don’t want to give the
interviewer anything to not like about you — like a loud tie. If you are in doubt
about wearing something more causal (for a man, no tie or no jacket and for a
woman, too casual a dress), always err on being more formal. Should you come back
for a second interview and you are invited by the interviewer to wear something
more casual next time, then do so. Looking professional — even more so than the
interviewer — is fine. Looking more casual than the interviewer can be a big mistake.
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When you are finished with an interview or
sometimes even after a simple conversation,
ALWAYS ask for their business card. The
information on the card is invaluable for
you to contact them in the future. First,
you know how to spell their name. If you
want to find a sure fire way to NOT get a
job, spell someone’s name wrong. Second,
you know the person’s title. People are
very proud of their titles. If you want a
second way to not get a job, use the wrong
title when contacting someone. Third, you
have the person’s contact information — phone, email, fax and address. You will set yourself apart from others by sending a “thank
you” message — even after the simplest of interactions. Finally,
you will typically see the company’s logo on the card Logos are

Tip #3:
Ask for a
Card

When sending a follow-up “thank you” to
someone after you have met with them, the
question is: Do you send an email or write a
card? Your purpose throughout the interview
process is to STAND OUT among your
competition. We live in an age of email
responses. Most business people get
hundreds of emails every day. Why be one of
a hundred? I would advocate for you to buy
simple, professional “thank you” cards and
handwrite a note. One tip is to write the note
out in advance of putting it on a card so you can
practice your penmanship and see how the note looks. Mail the
handwritten note THE SAME DAY you met the person you are
thanking. That means it will get to the intended person two to
three days later. Very few people take the time to write a thank you

brands. Companies spend a great deal of money developing their
brand. It is extremely important to know a company’s brand. So,
cards are a treasure trove of information… ASK FOR ONE!

Tip #4:
Thank
You
Note

note and when the person receives it, it is a nice reminder
of your meeting and how thoughtful you are to take the time to
write and mail a note. IT WILL MAKE YOU STAND OUT!

Directly after your interview is over,
capture in writing the things that you and
the interviewer discussed. You can do
this even before you leave the building.
Ask the receptionist if you can sit in
the waiting area while you write your
notes. If that is not an option, go to a
coffee shop. The point is you do not
want to leave it to your memory a few
days later to remember what you talked
about. You can use these notes when you
are writing a “thank you” card and again
when you go in for a second interview. As you continue to
interview at a company, these notes will be valuable reminders

Tip #5:
Take
Notes
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of what you have learned. Preparation is what will
set you apart…don’t rely on your memory!

Using slang in an interview is deadly. You are
there to present the most professional and
polished you and using slang detracts from
that perception. The best (or worst) example
of this isusing the word “yeah” instead of
“yes.” “Yeah” is fine when you are with friends
and family but can be a deal breaker if you use
it in an interview. Saying “yeah” is a hard habit
to break. If —when you are sitting waiting for
the interviewer to come get you — you keep
going over in your mind the word “yes,” “yes,” “yes,” “yes” —
you will be warmed up and hopefully catch yourself when it

Tip
#6:
Slang

comes to the live interview. Is it worth doing a drill like
this before an interview to sound like a polished
professional? The answer is “YES!”

SURVIVA

L KIT IN
A BRIEF
CA S

Pens/Pen

cils

Think about when someone is telling a
joke or a story. The punch line is funny
and the build up can be funny, but
what makes a great joke/story teller
is that he/she modulates his/her
voice up and down to gain the most
interest from the audience. You are
telling a story when you are in an
interview. The story is about YOU.
If you don’t sound interested in your
story, why should the interviewer be?
Most people have a fairly flat delivery
— some monotone (which is deadly in terms of generating interest). If you fall into this category, practice in front of a mirror
talking through your resume. See if you think you sound interesting. Ask a friend to listen to you and ask them to be critical

Tip #7:
Telling
your
Story

Whether it’s a cultural issue, a gender issue or
a personal issue, louder people get heard over
more soft-spoken people. Loud is considered
strong, while softer spoken is considered
weak. Think of an actor on stage. They enunciate and speak loudly so the audience can
hear them and enjoy their performance. In
a similar way, when you are in an interview,
you need to make sure you “turn the volume
up” on your voice — especially if you are a
soft-spoken person. I once worked with a young
lady who was very soft spoken. I told her she
needed to “turn up the volume.” I ran into her the next day at a
football game. Here was the exchange: “Hi, what are you doing
here?” “Well, even though I am not a football fan, I came so I
could cheer LOUDLY throughout the game so I could practice

Tip #8:
Loud
and
Proud
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of your delivery. You can be the most interesting
and capable person in the world, but if you don’t modulate
your voice to make your story interesting, then the delivery
has outshone the content. Tell your story with passion.

being louder.” I love the fact that she recognized that
speaking softly in an interview was a negative and she
wanted to do something about it. SHE GOT IT!

Finding Your DREAM JOB
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Ready?
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Set? GO!
Ready?

You’ve done your homework. You narrowed down
your career choices and the companies within your
preferred categories. You have considered geography and the possibility of
living in a new place. You checked to see if there is a training program and
where it’s located. You made a list of alums from your college who work at each
company. You checked with you personal network — friends and family — to
see if anyone knows anyone in the companies you are interested in. You have
amended your resume to make sure you have the right version for the right
category. You have picked out a professional outfit to wear to the interview.
You have purchased a small briefcase/leather folder to keep a pad to take notes
during interviews. You have purchased simple “thank you” cards to be sent
immediately after the interview. You have gone through the company website to
gain as much knowledge of the company and people you may meet.

Set?

You have sent your resume to the HR group or other
specific group/person if directed to do so on the
company website. You have gone online to look up
people’s profiles on LinkedIn or Facebook. You have physically gone to as many
of the companies in your area so you KNOW where the companies are located
and don’t have to add to your stress the day of the interview. You have sent 100
emails because you know it is a numbers game and the more prospects you have
in play, the better. If after two weeks, you haven’t heard from contacts, follow
up. You have sent a personal email to alums in those companies to ask for a few
minutes to discuss their career paths and any advice they can provide.

GO!

Walk into the interview, look the person
in the eye, shake hands, introduce yourself
and be the best version of yourself for the
next 30 minutes.

Finding Your DREAM JOB
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what if?

Harness THE Power
OF THE

Human
Exchange

W

B Y TO M M c G A R R I T Y

We all have dozens of “human exchanges” on a daily
basis. For clarity, we can define “human exchanges” as
saying “thank you” when someone hands you your coffee
at Starbucks to a passing conversation with a fellow
worker to a long conversation with friends or family. Then
divide these exchanges into “random” and “planned”. An
example of a random exchange is the “thank you” to the
coffee person or when someone engages you, and not
vice versa. An example of a planned exchange is when
you make a conscious point to engage with someone. (For
them it is a random exchange). For the sake of argument,
assume that these exchanges (random and planned)
happen on a 50/50 basis.
Looking back at your life -- no matter how old you are –
most of us can view significant things that happened in our
lives based on these random and planned exchanges. Here’s
a random exchange from my professional life: I would not
have had a 30-year career in advertising had someone
not come up to me at a party after I graduated from
college and suggested I get into advertising sales instead
of the advertising agency business where I was heading.
Conversely, as an example of a planned exchange, had my
wife, while waiting tables, not asked a customer if she knew
of any jobs, she would not have been hired at a TV station in
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Philadelphia, moved to New York, met me at a TV company
and gotten married and had three great children. WOW.
While random exchanges will always be just that –
RANDOM -- they cannot happen if you are not “out
there”. We can define “out there” as living life -- not shut
off in a room by yourself. Random exchanges happen when
we are around people, so suffice it to say that the more
people you interact with, the more likely these random
exchanges will occur. The more these random exchanges
happen, the greater the likelihood that something good
(or bad) will happen. Be optimistic and assume that more
good than bad will be the result the more you put yourself
out there. Call it good luck, the law of averages, kismet,
fate, or destiny. Call it whatever you want, but whatever
“it” is, it will happen more often as a direct result of your
willingness to put yourself “out there”.
Then there are the planned exchanges. By definition,
they are not random because you are in charge of making
them happen. Pick up a phone and call a friend, walk into
your boss’ office, approach that girl/guy at the bar, etc.
Again, take the randomness out of the 50/50 proposition
and actively seek out MORE planned exchanges. With
planned exchanges, you are in charge. You take the lead.

Assuming a reasonable reason for the approach (“Hi, I
noticed you have a shirt with Colgate on it. I went to
Colgate”), your odds of a positive response are probably
better than 50/50. The way you get better at approaching
people is by just doing it – over and over until it becomes
second nature. The great fear of not exchanging with
people is simply a fear of rejection. Who cares? So what if
the response you get is not a positive one? Does that mean
you stop trying? Absolutely not! What happens if that next
person you choose not to approach is your future husband/
wife, best friend or influential business connection?

“Sure, I’ll try it.”
“Sure, I’ll go.”
“Sure, I’ll do it.”

That would add up to 1,825
additional exchanges in a year.

So if we examine the numbers...
Assume you have 100 exchanges, both random and
planned, in a day. You can add to the number of random
exchanges by simply being more “out there”. You can
add to the number of planned exchanges by simply
DOING THEM.

If you find yourself saying things like:
“No, I don’t feel like doing that.”
“No, I don’t want to go to that event.”
“Why should I do that?”
”Why should I go there?”

Try a simple exercise: Consciously add five exchanges
a day, either random or planned. That would add
up to 1,825 additional exchanges in a year. That is a
staggering number! How many of those exchanges
would have a positive impact on you? Half equals
900+ Twenty five percent equals 450+.

Rid your mind and vocabulary from statements and
thoughts like that. That type of negative thinking is
exactly the reason people do not have as many random or
planned exchanges. These types of thoughts are actually
destructive when you get right down to it.

Imagine the possibilities! Being happy is one of the
most important life lessons we can achieve. By putting
yourself out there you can almost guarantee greater
success, greater happiness, greater opportunity and
in the end, a greater life.

Fill your mind and vocabulary with thoughts like:

What if...
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