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			Introduction:

			You might be saying to yourself, “I don’t want to talk about a career, much less a greatcareer. Right now I just need a job. I need to eat!”

			Well, if you’re looking, we’re going to show you how to get that great job now. That’s the first, short-term step.

			But the day will come when you’ll want to do more than just eat. And beyond that day will come another day when you look back at your life and take measure of your entire professional contribution to the world.

			This book is about today and tomorrow. It’s about getting a great job now and enjoying a great career for life.

			When we say a person has had a great career, what do we mean? That he or she made a lot of money? Moved spectacularly up the corporate ladder? Became famous or renowned in his or her profession? What about the familiar comment from every movie star on every talk show: “I can’t believe I get paid for doing this!” Are only a few people entitled to feel that way, but not the rest of us?

			And what about you? Are you looking forward to a great career? Would you describe your current career as “great”? When you get to the end of your productive life, will you be looking back on a mediocre career? a good career? a great career? And how will you know?

			Furthermore, just how do you create a great career for yourself?

			As coauthors of this book, we are fascinated by these provocative questions. We have been associated in our work for many years as avid students of what it takes to build a great life and career. And we bring two different sets of experiences to the issue, so occasionally, we will speak to you directly in our own voices. We’ll share with you our discoveries and provide tools and insights that will help you find answers for yourself. Whether you’re looking for a job or want to make the job you have more meaningful, this book is for you.

			Would you describe your current career as “great”?

		

		
			Great Work, Great Career

		

		
			Anyone Can Have a Great Career

			To begin with, anybody can have a great career. It doesn’t matter what your line of work is.

			It’s all in how you define “great career.” If you define it as something that brings you a lot of money and power, then you might or might not achieve that “Alexander the Great” level of greatness. Of course, a livable wage is important, but isn’t there more to a great career than just a paycheck?

		

		
			
				
					
				
			

		

		
			We invite you to think about the most effective, influential people you have ever known professionally. Focus on one face for a moment. It could be the face of a teacher, a co-worker, a friend, or a leader you have worked for. What contribution did that person make to your life? to the organization? to the world? And did it necessarily have much to do with wealth and power?

			A person with a great career makes a distinctive contribution and generates a strong feeling of loyalty and trust in others. Anyone, regardless of title or position or profession, can do these things.

			Now, how do you feel about that person? Do you feel a strong sense of loyalty and trust? Do others feel that way?

			We believe these are the two key hallmarks of a great career. A person with a great career makes a distinctive contribution and generates a strong feeling of loyalty and trust in others. Anyone, regardless of title or position or profession, can do these things.

			Your distinctive contribution is the “what” of your great career. It rises from within yourself, from your unique mix of talents and passions. It is what you alone can create, no matter your line of work.

			Loyalty and trust arise from the “how” of your great career. It is the fruit of your character and your conscience, of your highest and best impulses. It comes from doing what you know deep down you should do in the way you should do it.

			Let us illustrate with one example of a great career.

			Fiona Wood was a young English athlete who wanted a career in medicine. She followed the usual track through medical school, married, and while raising six children, completed a specialty in plastic surgery. After moving to Australia, she went to work in Perth at a clinic for the treatment of burn victims.

			The agony and scarring suffered by her patients moved her to wonder if there could be better ways to treat them. She knew that the longer a burn takes to heal, the worse the scarring. If only she could speed up the healing process from weeks to days, much of the pain and disfigurement might be avoided.

			Her experiments led her to invent “spray-on skin,” a method of applying new skin cells over burns. According to Dr. Wood, the technique starts healing in days instead of the weeks needed for conventional skin grafts to work.

			Then, on the night of October 12, 2002, her small hospital was flooded with victims of a terrorist bombing on Bali, many of them horrifically burned. Dr. Wood and her small team worked without rest for days and managed to save 25 of their 28 burn patients. Spray-on skin was part of the treatment. This accomplishment brought worldwide acclaim to Dr. Wood, and for the next four years in a row, she was voted in national polls “Australia’s most trusted person.”

			Dr. Fiona Wood clearly shows us what it means to have a great career. It’s not the acclaim or the fame, it’s the contribution. “You have to push things forward; where there’s a need, there’s a problem, you have got to find a solution,” she says. “In the issue of scarring…we all accepted that if we treated people in a certain way when we operated on them, opened them up, zipped them back up and they had a scar, that was just the way it was. I thought, ‘Well, no, it doesn’t have to be that way.’”

			A great career is all about solving great problems, meeting great challenges, and making great contributions.

			How could anyone say it more simply? “It doesn’t have to be that way.” A great career is all about solving great problems, meeting great challenges, and making great contributions.

			You’re probably saying to yourself, “But I’m not a miracle-working surgeon. How can Ihave a great career?” We emphasize that anyone can have a great career. Fame, fortune, unusual gifts—these are not the issue.

			From Stephen:

			A relative of mine has worked for IBM his entire professional life. He has thrived through every transformation of a dynamic company, working hard to stay relevant in an industry that revolutionizes itself every few years. He is very good at his work, which he takes seriously. His clients like him a lot. Even more important, he enjoys a great family life. He is not ambitious in the sense of needing the signs of external success, like constant promotions or public acclaim, but he’s making a difference.

			To me, that’s a great career. He gives the best he has to give, while earning the loyalty and trust of clients, co-workers, and his family.

			Many people argue about ambition. Is it a good or a bad thing? I believe it depends on the object of the ambition. If you’re ambitious only for the trappings of success and unwilling to pay an honest price for success, ambition can destroy your happiness over time. On the other hand, if you’re ambitious to make a real difference—a meaningful contribution—you will experience the deep satisfaction of a job well done and a life well lived. That is the kind of ambition I believe in.

			Furthermore, climbing the corporate ladder is not the only way to a successful career. There are meaningful alternatives to “up or out.” You define your own great career in terms of what is a “win” for you.

			From Jennifer:

			I have a French friend who began his career in the automotive industry programming robots to paint cars. He had always been interested in mechanics—cars, bicycles, motorcycles—always taking them apart and putting them back together. At work, he gradually expanded his role as a person who “figures things out”—the only one to fix the unfixable and to make robots do new things. He learned to speak English, a little Italian, and some German so he could better communicate with his global customers and understand their needs in their own words.

			Over the years, his responsibility grew until he became manager of a research-and-development team in Detroit inventing new products and solutions. By the time U.S. car companies started to cut costs on robots, he had diversified his group enough to bring in other revenue streams.

			In his spare time, he got interested in alternative fuels and converted the family car to run on vegetable oil. He’s figured out how to store large quantities so he can take road trips and keep the oil warm in a cold climate. He’s always trying to find the cleanest sources of used vegetable oil (typically, from high-end Japanese restaurants). When he drives by, you can smell French fries. Of course, his hobby translates into important contributions at work.

			His wife was a top salesperson at the local mall, putting herself through college and earning a marketing degree. After working in research and trade shows, she decided she wanted to be her own boss. She has bought and sold successful franchises, and now works with an organization that promotes nutritional products. She loves helping people solve their health problems and, due to her marketing and selling strengths, has built a very successful business. Having learned French from her husband, she can now offer her product line in France.

			My friends do not have famous names. They don’t roll in wealth. But they have great, deeply satisfying careers building on their unique talents and passion.

			Speaking of their life’s work, the French use the word métier, which originally meant “ministry” or “service.” It’s a good word. It contains echoes of giving of the self, ministering to the needs of others, and finding the satisfaction that comes from providing a real and meaningful service. A great career does not rise from a need for outside affirmation, but from within you, from your own curiosity, from your own unique mix of talents and passion.

			It also rises from your conscience—from the whispers deep inside that point you to what you should do.

			Obviously, a person like Dr. Fiona Wood could not make her contribution without gaining the skill to do so. But her conscience is just as key to the making of her great career as her competence is. Those who know her say that her “compassion and deeply held commitment to helping those in need are as important as the technological innovation.” Fiona Wood is not just highly capable; she is also a person of high character. Her competence and character together make her a trustworthy person. If you had a severe burn, you would want her treating you.

			A great career requires both of these dimensions—the desire and skill to contribute, and a character worthy of the trust and loyalty of others.

			A great career requires both of these dimensions—the desire and skill to contribute, and a character worthy of the trust and loyalty of others.

			That means anyone—including you—can choose to have a great career. You can choose to be excellent in your work. You don’t need to be a genius or a highly skilled professional like Fiona Wood.

			Or, sadly, you can choose a mediocre career and the vague self-disgust that comes with giving less than you are capable of giving. As authors Roger and Rebecca Merrill say, “Mediocre employees are poor leaders, poor team players. They get passed up for pay raises and promotions. They’re generally frustrated and bored. They find little or no satisfaction in their work. So why not commit to excellence? You’ll contribute more. You’ll feel better. You’ll make more money. You’ll generate more credibility and have greater opportunities.”

			Furthermore, now is the best of times to start—or restart—your great career. Something unprecedented is happening, an earthshaking shift in human history that opens undreamed-of possibilities for you.

			From Stephen:

			My father built a cabin many years ago just outside Yellowstone National Park in the Western U.S.A. It’s been part of our family for nearly a century. We love that old cabin with its distinctive smells, overlooking a deep-green canyon lake high in the Rocky Mountains. It’s a peaceful place. A cool pine forest reaches down from the amber peaks toward the water. The only sound is the occasional riffle of a fish jumping.

			But late on a summer night in 1959, this scene was not at all peaceful. A colossal earthquake ripped through the canyon. The lake actually tilted. Family members tell me they heard a great rushing sound of water, but it was so dark out, they couldn’t tell if the water was running toward them or away from them. A million trees shattered like sticks. The road broke into huge splinters of asphalt. The mountains cracked, sending millions of cubic tons of earth sliding into a nearby river, and another lake appeared overnight.

			This mountain oasis is a good place for observing the principles of the natural world at work. Deep beneath this seemingly peaceful land, great geologic forces build up over time and then snap, producing an earthquake that can change the landscape dramatically.

			We are now living in such a time, when great forces are converging to produce a new world. The landscape of the economy is undergoing a seismic shift, and with it the landscape of opportunity for each one of us.

			These economic “earthquakes” occur periodically in history. The first farmers changed the world massively because they were able to produce a hundredfold more food than the hunters and gatherers who came before them. Then with the machine technology of the Industrial Age came an exponential increase in one worker’s ability to produce a hundredfold more than a single farmer could.

			Now we’re in the middle of another earthquake, an upheaval that changes everything. We’re moving from the Industrial Age into the Knowledge Age.

			Where a farmer in the Agricultural Age could feed himself and a hundred other people, an Industrial Age worker could provide goods for himself and thousands of other people. But a single worker in the Knowledge Age—what can he or she produce? Where are the limits?

			The landscape of the economy is undergoing a seismic shift, and with it the landscape of opportunity.

			There are no limits. And that’s the good news about the era we are now entering—the age of knowledge work.

			This story will explain what we mean.

			Industrial worker Jean got to work at the aircraft plant at 9 o’clock every morning and spent the morning with her rivet gun pounding rivets into the wing of an airframe—same rivet every time. At noon, she ate lunch with her friends. When the whistle blew, she was back at it, spending the afternoon with the rivet gun.

			The routine was the same, day after day, year after year. And the same was true for everybody in the company. The accountants made out the same reports. The salespeople called on the same accounts and got the same reorders. At 5 p.m. every day, they all punched a time clock and went home.

			Today, Jean’s daughter Liz works on that same factory floor, but not at all in the same way. A machine now does the work her mother did. Liz belongs to a cross-functional team, including finance and marketing specialists as well as materials engineers. She invests her day exploring fascinating problems: “How much faster can we produce this composite part? What happens when a new wing skin undergoes wind shear? How can we make the wing spar more damage-tolerant?”

			The difference between the Industrial Age and the Knowledge Age is that the world is now calling on you to make the kind of contribution Liz is making. In the Industrial Age, workers were treated like machines. They had “user manuals” called job descriptions. You didn’t expect or even want workers to contribute anything unique or unexpected, any more than you wanted a toaster to do something “unique” to your bread.

			But a knowledge worker is the opposite of a machine. She chooses the problems she works on. She creates new solutions. She recognizes no limits to the contribution she can make.

			A recent news item said the future might not provide enough good jobs for people who want them, as if somehow we’re about to run short of exciting problems and challenges demanding answers from creative and curious people.

			Obviously, there is no such shortage. Quite the opposite.

			Of course, the Knowledge Age is full of turmoil and uncertainty. One daunting consequence of the shift from the Industrial Age to the Knowledge Age is the disappearance of job security. The old lifetime job with a pension at retirement is about finished, and it’s probably not coming back. Most Fortune 100 companies are offering new employees only one type of retirement plan: a 401(k) or similar “defined contribution” plan.

			In an earthquake, it’s hard to keep your footing. You don’t know if the water is rushing toward you or away from you.

			Still, there is a positive side to this risky but exciting new time: you can secure a great future for yourself by becoming an indispensable solution to important problems.

			The old lifetime job with a pension at retirement is about finished, and it’s probably not coming back.

			Instead of pointing with alarm at these developments, we should welcome this wild, complicated new world with passion for the opportunities it presents. There’s no shortage of problems, just a shortage of answers.

			Begin (or Begin Again) Your Great Career

			Maybe now you can glimpse what we mean by a great career.

			The word “career” comes from the French word carrière, which originally meant “going around in a circle,” like a car on a circular racetrack. Carrière can also mean a “quarry,” a place where people go to break rocks all day.

			You are no longer bound by the old mindset that you’re just a cog in a machine.

			Unfortunately, too many of us experience our careers in this way. We feel like we’re going around in circles, getting nowhere. Or we feel like we’re hacking away uselessly like prisoners in a rock quarry.

			If you feel this way about your career, it’s time to rethink everything. You are no longer bound by the old mindset that you’re just a cog in a machine, a gear in some great bureaucratic wheel that goes around in meaningless circles. As a thoughtful writer has said, “In the industrial economy, one could do a job with one’s body even when the brain and heart weren’t committed to the job. But this isn’t the case for knowledge work.”

			The Knowledge Age entices us to ask questions, to challenge old assumptions, to look at the old intractable problems of the world and bring to them our unique answers. It challenges us to look at human need, poverty, misunderstanding, pain, ignorance, and fear and to say to the world, as Dr. Fiona Wood states, “It doesn’t have to be that way.”

			In the Industrial Age, people often found little satisfaction in mechanical work that asked little of them and, as a result, they gave to it as little as they could. But the Knowledge Age changes all of that. You’re free to design your own life’s work, to unleash your highest and best talents and passions—to make a meaningful difference that literally no one can else can make.

			So let us invite you to begin—or begin again—your great career.

			This book has two parts. The first part will help you answer the question “What will be your contribution?” The second part will answer the question “How will you make your contribution?” Both parts are essential in building a great career.

		

		
			Overview of Part 1:  What Will Be Your Contribution?

			At a point early in his career, the young author Charles Dickens was discouraged. He had a wife and four children to support and another child on the way, and was essentially out of a job. Plagued by self-doubt and mounting financial pressures, he found it hard to write and spent long, sleepless nights walking the streets of London.

			As he talked by night with struggling street people, observing firsthand the social strains of child labor, poverty, and hopelessness, an idea formed in his mind. These sights fueled his passion to help the poor, and he began to see beyond his own problems. How could he make a difference? What did he have within himself to contribute to making a better world?

			On October 14, 1843, Dickens sat down to write with a renewed zeal. He combined this newfound passion with his genius as a writer to create a small book that he hoped would change the world, as well as his own fortunes. Six weeks later, he published A Christmas Carol, an immortal story that at once became wildly popular and transformed public opinion. Some observers connect the beginning of Britain’s social reform movement with the publication of the book.

		

		
			
				
					
				
			

		

		
			For Dickens, it was also the beginning of a prosperous writing career. His novels made him rich, which enabled him to get involved in educating and reintegrating the poor into society through his Urania Cottage charity.

			What was it that recharged Dickens and refocused his great career? He at last found that unique combination of natural talent, passion for a cause, and the call of his conscience to fill a great need in the world.

			After counseling with thousands of people seeking to upgrade their careers, we’ve concluded that what was true for Dickens is true for anyone. It’s true for you. It all comes down to finding work that (1) taps your talent, (2) fuels your passion, and (3) satisfies your conscience. But it’s not just about you. It’s also about answering a significant need.

			It’s best to start a journey with the end in mind. When you come to the end of your career path and look back, what will you see—a history of great contributions, or aimless mediocrity? The best way to answer that question now is to write what we call a Contribution Statement.

			We have always believed in the principle of creating everything twice—first in the mind, then in the physical world. Take building a home, for example. If you’re wise, you create a plan before you ever pour the foundation. You try to get a very clear picture of the kind of house you want before you invest money and energy in building it.

			You will spend much of your life and energy on your career, so doesn’t it make sense to envision and design a great career for yourself rather than accept what comes by default? That effort starts with your Contribution Statement.

			Your Contribution Statement sums up the best you have to offer to the challenges that excite you. It becomes the rudder of your career. With your Contribution Statement in hand, you have the basic direction for your career goals.

			You will spend much of your life and energy on your career, so doesn’t it make sense to envision and design a great career for yourself?

			Your great career starts, as Peter Hawkins and Nick Smith say, “when you stop asking questions such as ‘How do I get promoted?’ and start asking ‘What is the difference I want to make? What is the legacy I want to leave?’”

			Your Contribution Statement is the answer to those questions.

			Contribution Statements are highly personal and can take any form. Here are some examples:

			
					“If someone needs a helicopter to fly higher or faster than it does today, it’s up to me to find the materials that can take the heat and stress that kind of performance would put on a helicopter engine.” –Katherine Bicer, materials engineer.

					“[Give] women the message that smart is beautiful…to prevent today’s looks-obsessed women from developing eating disorders…to encourage younger women that it’s about who you are as a person, not just about how you look.” — Dr. Vidushi Babber, physician and educator.

					“Improve working conditions for employees so they suffer from less pain and get fewer injuries while on the job. I would like to do this by creating a positive environment that encourages safety and teamwork.” —Brian Ness, safety engineer.

					Fighting the blight-induced death of Northeast American forests is the career contribution of Jamie Donalds, as he works to restore healthy stands of American chestnut trees: “We all need something to have our life be worthwhile…. This is the difference I want to make.”— Jamie Donalds, orchardist.

					“In corporate leadership roles and over 10 years in coaching and counseling, I discovered the difference I want to make—help people make their difference. In doing so, they reclaim their passion and find significance in their work.” — Julia Tang Peters, leadership coach.

			

			One of the best Contribution Statements I’ve ever seen is a poem written by a young schoolteacher named Taylor Mali, who was once asked by a mercenary-minded friend what she “made” in her teaching job:

			You want to know what I make?

			I make kids work harder than they thought they ever could.…

			I make parents see their children for who they are and what they can be.…

			I make kids wonder,

			I make them question.…

			I make them write, write, write,

			And then I make them read.…

			Let me break it down for you, so you know what I say is true:

			I make a difference. What about you?

			A great career comes down to making a great contribution, to making a difference that matters to you and to the people you serve. Envisioning, defining, and designing your Contribution Statement is the first step on the path to a great career.

			People who are only looking for a job have résumés. People who are looking to make a great career have Contribution Statements.

			The first part of this book will help you develop your Contribution Statement. This is not something you do casually. It requires careful analysis of your own talents, passion, and conscience. You must know your own strengths. It also requires careful analysis of the cause you want to serve and what your employer or customers need from you, as the facing diagram shows. We urge you to take time and give careful thought to writing your Contribution Statement.

			I encourage you to write Contribution Statements for every position or project you take on, as well as for your overall career.

			You have strengths that can’t be found anywhere else—a unique combination of your talents, passion, and conscience. Where do your strengths intersect with a compelling market need? At that point lies your ability to make a unique contribution.

			People who are only looking for a job have résumés. People who are looking to make a great career have Contribution Statements.

			From Jennifer:

			Your vision of the contribution you might make will expand, morph, and possibly change outright during your lifetime. I began working when I was 14 years old. I worked some years because I wanted the challenge, the recognition, the opportunity to contribute—and some years because I wanted to eat.

			I worked at the counter at Taco Bell and as a grocery-store stocker and cashier, sold prom dresses, waited tables at a Mexican restaurant, and advised members of a health-maintenance organization. My career vision the first seven years of my work life was nothing you’d look at and say, “Wow! How motivating is that?” I had one goal—get a job so I could experience life and break free of the constant struggle to pay the bills.

			Maya Angelou said, “You can’t be what you can’t see.” I grew up with very little money in a very small town. My mother graduated from college when I was in high school—the first woman I personally knew who ever finished college—and struggled to do so while raising my brother and me by herself. The idea of leaving town, finishing college, and getting a great job seemed way beyond reach.

			Finally, I got my big break when I was selected to teach speech communication as a graduate student. I earned around $10,000 that year. Most of it went to pay for school, so it wasn’t the money that was the big break, it was the expansion of my vision—of what I might be able to accomplish and contribute.

		

		
			
				
					
				
			

		

		
			Don’t get me wrong; I didn’t see myself impacting thousands (or impacting anyone, really), and definitely would have laughed you out of the room had you suggested I would coauthor a book with Stephen R. Covey! But in that role, I discovered that I was a good communicator and good with numbers—a unique combination. I found I could take a complex mathematical idea and convey it simply. I could put together an economic analysis and actually explain why people should care about it!

			As I became more confident about my own unique contribution, I worked through numerous part-time jobs and internships—improving processes at an auto-parts wholesaler and upgrading workers’ compensation at a manufacturing company, among others.

			When I interviewed for a culminating job at Accenture, an international business consultancy, the interviewer told me that I knew more about what they did in their change-management practice than he did. Several years at this great company convinced me I could fill an even more rewarding role at FranklinCovey, where I’ve presented to more than 30,000 people and consulted with clients in 48 American states and 15 countries.

			My little vision of independence at age 14 has expanded exponentially, along with my capacity for contribution.

			As I identified and capitalized on my strengths, my career Contribution Statement gradually emerged. Still, it changes slightly with every new project, role, and life change. Here’s my current Contribution Statement:

			I use my economics education and communication strengths as a catalyst for greatness in the FranklinCovey community—for both our clients and the great achievers that work for us globally—by continuously clearing the path for sales and delivery effectiveness.

			Overview of Part 2: How Will You Make your Contribution?

			Once you have written your Contribution Statement, you will naturally want to make it happen.

			Regardless of the historical, societal, and environmental challenges and opportunities you uniquely face, you have immense choice in what to do right now.

			Too many people fail to create a great career for themselves because they fruitlessly wait for it to come to them. You hear complaints like these:

			
					“I don’t know where to go to take the aptitude test for that job.”

					“I don’t know anybody in that company. It’s always ‘who you know.’”

					“I don’t have the education for that job.”

					“I don’t know how to write a good résumé.”

					“I applied for the job, but they never answered me.”

			

			We’re not saying that barriers don’t exist. Each of us must deal with a unique set of disadvantages. In particular, people from an economically disadvantaged background have to overcome many barriers to get to a level playing field. Yet, regardless of the historical, societal, and environmental challenges and opportunities you uniquely face, you have immense choice in what to do right now.

			Examples abound of people who choose to transcend their disadvantages and make a great contribution. What if the courageous American women’s rights advocate Susan B. Anthony had chosen not to campaign for a woman’s right to vote and instead spent her life complaining to the women in her knitting circle? What if the Japanese entrepreneur Konosuke Matsushita, who lost everything in World War II, had chosen not to rebuild the great company known today as Panasonic? What if the world-class Israeli violinist Itzhak Perlman had surrendered to the devastating attack of polio that left him disabled for life?

			Those who create a great career for themselves are those who make the time to define their contribution and plan how they will achieve it.

			If you’re waiting for someone to take care of you and overcome your obstacles for you, you’ll never make the contribution you’re capable of. People who get the good jobs are the proactive ones who seize the initiative to get the job done.

			Most of us, however, don’t face insurmountable obstacles to a great career. For most of us, the issue is time. We are so busy just trying to get through each day, working feverishly at the current job, that we never take the time to map out what we wouldreally like to do. Year after year we continue in this unfulfilling cycle, saying to ourselves, “Next year, things will be different. I’ll go back to school. I’ll start a new career.” But then nothing changes. Those who create a great career for themselves are those who make the time to define their contribution and plan how they will achieve it.

			The second part of this book will help you with the “how” of your contribution. You’ll see how to use your own hidden resources to become a solution for your employer, not just another problem. You’ll also discover how to “build a village” of supportive people who value your contribution.

			At the end of the book, you’ll find answers to Frequently Asked Questions such as these:

			
					What does a great résumé look like?

					What should I put in a cover letter?

					I know I’m just one of a hundred applicants. How can I bypass the old application run-around and get an interview with the right person?

					What are some ideas for a successful job interview?

					I already have a job, and I need to hold on to it. But I’m not very happy with it. Every day seems about the same. I don’t feel like I’m going anywhere careerwise. What can I do?

					It’s easy to get a job if you’re rich and well connected. But what if I’m just starting out, I have nothing, and nobody knows me?

			

			Each chapter also contains tools to help you apply the insights you gain and build your great career. There’s also a special section called “Teach to Learn.”

			The best way to learn from this book is to teach the content to someone else. Everybody knows that the teacher learns far more than the student. So you’re invited to find someone—a co-worker, a friend, a family member—and teach them the insights you’ve gained. You can follow the “Teach to Learn” guide provided or make up your own.

		

		
			Part 1: What Will Be Your Contribution?

		

		
			
				
					
				
			

		

		
			Know Your Strengths

			Your first step in defining your contribution is to know your strengths.

			Here are a few penetrating questions you should answer as we ask them:

			
					Do you feel apathetic at the beginning and the end of the workday?

					Do you feel undervalued or ignored at work?

					Do you hold on to your job in order to keep your insurance and benefits?

					Do you frequently pretend to be busy?

					Do you look forward to your annual performance review with, let’s say, something less than excitement?

					Do you find your work meaningless?

			

			And the most important question:

			
					Do you agree that you have more talent, intelligence, capability, and creativity to offer than your current job requires or even allows?

			

			If you answered yes to any of these questions, you might be caught up in one of the great human dilemmas of our time.

			We’re referring to the waste of unlimited human potential. We’re talking about the possibility that, in your own work, you are simply not allowed to use a significant portion of what you have to offer.

			The great philosopher William James taught that “most people live in a very restricted circle of their potential being. We all have reservoirs of energy and genius to draw upon of which we do not dream.” Maybe it’s time for you to break out of that restricted circle of potential being instead of letting the wild times we live in break you.

			On the other hand, you might not have a job at all and feel unvalued because what you have to offer keeps getting rejected.

			Most people live in a very restricted circle of their potential being. We all have reservoirs of energy and genius to draw upon of which we do not dream.

			In this chapter, we’ll talk about how you can know and leverage your strengths to make the contribution only you can make. We’ll see how you can literally create your own career by tapping into the highest and best you have to offer.

			Here’s a story a friend told us:

			“I recently spoke with a man not yet 30 years old who graduated from college several years ago with an excellent degree and tremendous talent and energy to contribute somewhere. Today he is employed by a financial-services company.

			“I asked him several questions.

			“‘What is your company’s highest strategic priority right now?’ He couldn’t say.

			“‘When was the last time you met one-on-one with your manager to talk about your role in achieving the organization’s priorities?’ He said he hadn’t met with his manager one-on-one since his hiring three years before.

			“Finally I asked him, ‘What have you personally contributed to your organization?’ He thought for a moment and quietly answered, ‘I’ve probably saved the company a half-million dollars in the last year.’

			“‘Who knows that besides you?’ I asked him.

			“‘I make out a report once a week for my boss…but I don’t think he reads it.’

			“This young man looked crestfallen. I felt deeply for him—his energy had drained out of him, his vigor was gone, his dreams of making a great contribution had shrunk down to fulfilling a mere job description. He had allowed himself to be reduced to a ‘job description with legs.’”

			Some of the blame for this young man’s situation lies with weak management; but to a great extent, he let it happen to himself.

			He has lost track of his own worth.

			The Singular, Irreplaceable You

			At the core, there is one simple, overarching reason why so many people remain unsatisfied in their careers. It stems from an incomplete paradigm of who they are—their fundamental view of themselves.

			Your value as a human being is not outside yourself—it comes from inside. Deep down, you must know that you are a being of virtually infinite potential and, unlike a machine, you have the power to choose what you will be.

			Too many of us base our self-worth on externals, on being compared to other people.

			So many people equate their self-worth—or the worth of what they achieve—to money.

			If 30 years of data is to be believed, studies continue to show that salary is actually not as motivating to people as making a contribution they themselves believe in. Salary is an expectation, not an incentive. We rightly expect to be paid fairly if we are performing. Still, one researcher concludes, “It is quite common for someone to be getting an excellent salary and benefits…to hate every minute of their job. Some of these individuals quit that job and take one with lower salary and worse benefits because it is motivating to them.… Most people will spend a lot of time after work and on weekends working for no pay, and often working a lot harder than they do at their regular job, to do something that will be appreciated.”

			Some people have been socialized by constantly comparing themselves to others to the point that the locus of their identity moves from themselves to other people’s opinions of them—to how well they stack up. They lose their identity. This is true “identity theft.” They become incapable of making a unique contribution because they have devalued and lost what is uniquely worthwhile about themselves.

			The great British management theorist Charles Handy says, “We can define [success] as keeping up with our neighbors…but that answer has a no-win, nightmarish touch if we take it seriously.”

			In all of the vast universe, there is no one else like you. You are absolutely unique. Your particular combination of strengths, experiences, talents, and ingenuity has never existed anywhere else and will never, ever be repeated. Therefore, no one else can make the unique contribution you can make.

			After years of feeling vaguely unfulfilled in his work for oil companies and universities, Charles Handy realized that he was not making the contribution he was capable of. He took an inventory of his unique talents and passions and decided to start a new story in his career.

			He recounts: “I woke up early on the morning of…my forty-ninth birthday. Not usually a landmark event, one might think, but I was drowsily aware that this time the cliché was true; today really was going to be the first day of the rest of my life.… I would be unemployed—by my own choice. I didn’t call it unemployed, of course. I was ‘going portfolio’ I would say.”

			Your particular combination of strengths, experiences, talents, and ingenuity has never existed anywhere else and will never, ever be repeated.

			Handy was not really unemployed; he still had plenty of meaningful work ahead of him and many clients to serve. He had simply changed his mindset. He no longer saw himself as just another gear in an organizational machine, but as a “portfolio of strengths”—a combination of assets unique to himself, like a portfolio of stocks and shares. Among these assets were his unusual grasp of economics and his native, plainspoken writing ability. Since then, he has written 18 remarkable business books and made an astounding contribution to the whole world of business.

			Handy tells of a conversation he had with a friend, a “forty-eight-year-old advertising executive who was complaining that there were no longer any jobs in the age-ist advertising world for older people like him.” But Handy knew that was the future: fewer and fewer jobs “where you sold your time in advance, usually years in advance, to an organization.” So Handy encouraged his friend to “go portfolio” as he had done.

			Changing your mindset in this way doesn’t necessarily mean you leave your job. It might mean that; but more precisely, it means waking up to what you can truly contribute instead of passively living out someone else’s idea of your job description.

			Professor Richard Florida observes that “our economy is in the midst of a fundamental long-term transformation—similar to that of the late 19th century, when people streamed off farms and into new and rising industrial cities. In this case, the economy is shifting away from manufacturing and toward idea-driven creative industries.” This new economy is unpredictable and disorienting. New technologies blossom overnight, while long-established companies wither away just as quickly. In the Knowledge Age, creativity and contribution matter most.

			In the Industrial Age, people simply asked, “What’s my job description?” Now, according to Peter Drucker, “Knowledge Age workers must learn to ask, ‘What should mycontribution be?’ This is a new question in human history. Traditionally, the task was a given. Until very recently, it was taken for granted that most people were subordinates who did as they were told. The advent of the knowledge worker is changing this, and fast.”

			Working in the Knowledge Age with the old paradigm of the Industrial Age leads nowhere. Passively carrying out a job description in the turbulent realities of this new world can quickly leave you irrelevant, stranded on the sidelines. Why? Because your job description is obsolete the moment it’s written. If you are not constantly changing to adapt to the challenges your organization faces, you’ll be left behind. As philosopher Hsing Yun observes, “There simply is nothing to which we can attach ourselves, no matter how hard we try. In time, things will change and the conditions that produced our current desires will be gone. Why then cling to them now?”

			Knowledge Age workers must learn to ask, “What should mycontribution be?”

			If you have an Industrial Age paradigm, you see yourself as a tool used by others. On the other hand, if you have a Knowledge Age paradigm, you see yourself as a solution provider who brings a singular set of tools to solving significant problems.
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			The difference between the Industrial Age paradigm and the Knowledge Age paradigm is fundamental. It’s the difference between a passive person with no initiative and an active person who takes responsibility for the future.

			Yet, many are not willing to make the mental transition away from the Industrial Age mindset. As a result, the Times of London reports, “Many workers are so ill at ease in the office that they spend a large part of the day simulating work. That generates more negative stress than excessive working. The result is serious but hidden depression in the office.”

			Adopting a Knowledge Age paradigm means that you bring your individual portfolio of strengths to relevant, meaningful problems and challenges. You are not a “job description with legs.” You are a knowledgeable, skilled, proactive, thinking, and creative human being with unlimited potential; and you can leverage that portfolio of strengths to make your own unique contribution.

			Identify Your Portfolio of Strengths

			A key step is to identify a portfolio of strengths you can leverage. At the end of this chapter is a tool that will guide you in identifying your strengths. These strengths can be divided into three categories: your talents, your passion, and your conscience.

			You are not a “job description with legs.”

			Why these categories?

			Because they sum up what you are — not just what you do. You are more than just a bundle of capabilities; that would make you a machine. You are more than just your passion and instincts: that would make you merely an animal. And a key distinction is your conscience—the part of you that whispers what you should do with your life, what yourresponsibility is. Your talents, passion, and conscience together add up to a whole person. Unless you are invested as a whole person in your career, you will always find yourself underemployed, frustrated, and perhaps burdened with guilt.

			Career advisors who say “Do what you love” are only partly right. Doing what you love might not be enough to make you marketable, nor will it always satisfy your conscience. Someone has to be willing to pay you to do what you love. And there are aspects to every great career that are not necessarily “loveable,” but which must be done.

			Your talents, passions, and conscience together add up to a whole person.

			Those who say “go with your strengths” usually mean “go with your talents and abilities.” But you are strong in more than just your talents and abilities. You have a strong passion. You have fervor for some things that would bore other people. Your passion is just as important to the whole equation as your capabilities, as is your conscience.

			Now, please give serious thought as you answer the key questions under each of these categories.

			Talents

			First, let’s consider your talents.

			•	What unique knowledge, talents, or skills do you have that can help you make a contribution?

			The category of talent is all about the tools you carry with you. In the Industrial Age, the company owned the tools and the means of production; the talents of individual workers were pretty much irrelevant. That’s not so anymore. In the Knowledge Age, as Peter Drucker says, we each literally own “the means of production…. Those means are in our heads and at our fingertips…. Intelligence has become the new form of property. Focused intelligence, the ability to acquire and apply knowledge and know-how, is the new source of wealth.”

			“Here’s the good news,” says Charles Handy. “It is almost impossible to stop people from getting [intelligence]. In theory, anyone can be intelligent in some way or can become intelligent and thereby have access to power and wealth. There is little to stop a small firm muscling in on Microsoft’s territory just as Microsoft did to IBM. When the key property is intelligence, you do not have to be big or rich to get in on the act. It is a low-cost entry marketplace.”

			Talents are like fingerprints. Everyone has them, and no two are alike. Your talents are unique to you.

			Now, don’t confuse your skills with your talents. People can have skills where their talents do not lie. If your job requires your skills but not your talents, you will never tap into the genuine and instinctive part of yourself.

			Intelligence has become the new form of property. Focused intelligence, the ability to acquire and apply knowledge and know-how, is the new source of wealth.

			There are all kinds of talent tests and personality profiles out there that can help you identify your talents, and they can be good tools to have in a portfolio. But be careful. Most of them fit you into some category or another. You’re an “influencer.” You’re a “relator.” Or a “yellow” or a “blue” or a “diamond” or a “heart” or a “club.” The results generally point to some function you might carry out well, such as “facilitator” or “creator.” They actually plot you on a graph as if you were a number.

			Beware of getting pigeonholed in this way. The danger is you’ll start to think of yourself as destined for one function or another—that you’ll identify yourself with your function.

			From Jennifer:

			I once took a group of 12-year-old Girl Scouts to do a service project at a food bank. There we met a gentleman who was clearly a maintenance worker. He stopped sweeping the floor long enough to tell the girls that he hoped that one day they would be able to find a job that made as big a difference to the world as his did. He shared with us how proud he was to “feed the hungry.” This man did not just have a function. He was making a contribution.

			From Stephen:

			I know of a first-class choir director. He has taught choruses in public schools; he conducts church choirs; he composes and arranges beautiful music. He has been organist for a magnificent church in Los Angeles. But he is also fascinated by law, and did well in law school. Today he combines his unique capabilities in law and music as legal counsel to one of the great recording companies in the music industry. No pigeonholing survey could have placed him in this position.

			Although the results can be interesting and, no doubt, can give you insights, most talent or aptitude tests are relics of the Industrial Age. The better ones describe your attributes and traits so that you can discern multiple sources of strength in yourself. The key to their usefulness is a fundamental shift in thinking: you need to seriously reflect on the kind of contribution you want to make rather than the kind of function you want to have.

			You are not your function.

			
					The industrial worker says, “I want to be a microbiologist.” This is a function. (Of course, you must be educated in microbiology if you hope to contribute to the field, but the word “microbiologist” does not define you.)

					The knowledge worker says, “I have an inquisitive nature. I’m persistent and painstaking and very much at home in the biolab. I want to use these talents to help develop food plants that are more resistant to disease.”This is a contribution.

			

			Not even the best talent test can tell you about your uniqueness. The knowledge worker above goes on to say, “I grew up knowing about plants. Other kids knew about athletes or music. I knew the scientific names of dozens of different tomato plants. I could tell you which tomatoes were good for sauce, for processing, or for eating. I guess I was a little odd.”

			Thank goodness, every one of us is a little odd in some way like this. We all know people for whom something comes easily or naturally. You know the gardener who unfailingly grows the most beautiful flowers. You’ve seen the athlete whose grace and power just flow from her. We know a man who never makes a spelling error. He can spell any word he hears without hesitating.

			Everyone has a unique gift—often we have several. It seems to be a natural principle. So what comes naturally to you?

			Think about it.

			
					What do you do easily and well?

					What do people ask you to do because you’re good at it? (Whether or not you like what you do well—that we’ll deal with later.)

					If someone were to ask your boss or co-workers to list your talents, what would they say?

			

			Management consultant Richard Koch gives this advice: “It’s important to focus on what you find easy. This is where most motivational writers go wrong. They assume you should try things that are difficult for you…. You are already successful at some things, and it matters not a whit if those things are very few in number. The 80/20 principle is clear. Pursue those few things where you are amazingly better than others and that you enjoy most.”

			Passion

			Enjoying your career is just as important as using your talents, and that brings us to the category of passion. Answer this question thoughtfully:

			
					What job-related opportunities are you passionate about?

			

			Never downplay your own passion. Your passion is what fulfills you. It’s a fire that comes from within, not from without. Think about times when you were so passionate about a project, you couldn’t think about anything else. Did you need to be supervised? Of course not. The idea of being told what to do, and when and how to do it, would have insulted you.

			Of course, your passion and talents don’t necessarily connect. Our friend who never makes spelling errors doesn’t really care about spelling. He has no energy for editing or proofreading or any of the work a perfect speller might be good at.

			But often you will find your talents through your passion. Back in the 1940s, a young American, Julia Child, found herself living in Paris because of her husband’s job. There she discovered a passion for French cuisine and a talent she never knew she had.

			On her arrival in France, she had lunch in a little restaurant at Rouen. That first meal of oysters and sole meunière was a revelation to her, like nothing she had ever experienced before. It was “absolute perfection. It was the most exciting meal of my life.” She became fascinated by truffles and pâtés and cheeses and wines—“wrestling with the subject of butter in sauces”—everything stirred her interest.

			Your passion is what fulfills you. It’s a fire that comes from within, not from without.

			Pursuing her passion, Julia applied to the finest school for chefs in Paris, Le Cordon Bleu. “By now I knew that French food was it for me. I couldn’t get over how absolutely delicious it was. My friends considered me some kind of a nut…. They did not understand how I could possibly enjoy doing all the shopping and cooking and serving. Well, I did!”

			Your natural passions will boil to the surface one way or the other.

			Julia Child spent her professional life joyously producing cookbooks and teaching on television the style and tradition of classic French cuisine. Her contribution to the world as a passionate teacher of this great tradition is unparalleled.

			Although Julia Child discovered her passion and her talents as an adult, they were probably always there, just under the surface, waiting to be expressed.

			Yellowstone Park is famous for its geysers and sputtering hot springs. Deep beneath the park is a “hot spot” in the Earth’s crust, a massive upwelling of molten rock that heats the ground water. The boiling water then finds its way through cracks in the ground and shoots into the sky.

			Like these hot springs, your natural passions will boil to the surface one way or the other. Even as a child, you were captivated by certain things. Watch small children sometime. You can see that one is athletic and can’t get enough of basketball or football, and another one loves to draw on anything that’s available. Another sits quietly and reads in a corner armchair for hours at a time. Another perks up whenever food is mentioned and wants to know exactly how every dish is made. It’s easy to see that among them there will someday be coaches, cooks, teachers, and artists, if they can discover and value and build on these strengths in themselves.

			Somewhere within you is that simmering well of excitement that needs an outlet.

			Here are some questions to think about that will lead you to a better understanding of your passion:

			
					What do you spend your free time on?

					What do you get energized about? What do you feel like arguing about?

					What do you read?

					What did you do as a child that intrigued you?

					What “Julia Child-like” experiences have you had that excited you?

			

			Conscience

			Once you’ve defined your passion, you need to examine your conscience.

			The category of conscience surprises some people. Why do we ask you to listen to your conscience as you build your great career? Because your conscience, your moral compass, will whisper to you and tell you what contribution you should make. So answer this question very thoughtfully:

			
					What is your real responsibility to your organization, your customers, and your co-workers?

			

			What a powerful question! Your answer will immediately show you how limited your job description is compared to the contribution you could make.

			Is it ethical to hold back what you can give, just because it might not be in your current job description?

			The renowned management thinker Jim Collins says, “One notable distinction between wrong people and right people…is that the former see themselves as having ‘jobs,’ while the latter see themselves as having responsibilities. Every person should be able to respond to the question ‘What do you do?’ not with a job title, but with a statement of personal responsibility.”

			Your conscience tells you what your responsibility is.

			Your conscience might even be the source of your greatest contribution. Consider the example of a 16-year-old fast-food worker who blogged about the conditions in the restaurant where she worked. “That place was all about getting your food fast. And that’s all they really cared about, even if it meant using old food, dropped food, or the wrong sandwiches. No one really cared about the customer, and that hurt me because I did care. When I took just a little longer to do things right, I would get screamed at for taking too long. Finally I had enough of it and decided to change. I no longer cared about being yelled at. I just worried about doing what was right, how it should be done.”

			Every person should be able to respond to the question “What do you do?” not with a job title, but with a statement of personal responsibility.

			This courageous young worker made a real difference to the quality of customer service, making a contribution motivated by conscience.

			Ultimately, your career has no meaning unless your conscience drives you. If the work you do bothers your sense of integrity or honesty, no other success will make up for your disappointment in yourself. On the other hand, if the work you do satisfies your conscience, then no matter what it is, you will always enjoy peace of mind and a sense of personal fulfillment.

			From Stephen:

			Personally, I remember the internal struggle I faced as a 50-year-old university professor in deciding to leave the comfort zone of university professorship to set up my own business. If it weren’t for the vision of some greater good I might do, I could never have brought myself to make the sacrifice. For me, it was a question of conscience.

			Once, as I got into a cab outside a Canadian hotel, the bellman told the driver to “take Dr. Covey to the airport.” The driver assumed I was a physician and began to talk about his medical problems. I tried to explain that I wasn’t that kind of doctor, but his English was limited and he didn’t understand me. So I just listened.

			He told me about his aches and pains and his double vision. The more he talked, the more I was convinced that his problems were due to a bad conscience. He complained about having to lie and cheat his way through the system to get fares. “I’m not gonna follow the rules. I know how to get those fares.” Then his expression sobered. “But if the policemen find me, I will get in trouble. I will lose my license. What do you think, Doctor?”

			I said to him, “Don’t you think that the main source of all these tensions and pressures is that you’re not being true to your conscience? You inwardly know what you should do.”

			“But I can’t make a living that way!”

			I talked to him about the peace of mind and wisdom that comes from living true to your conscience. “Don’t cheat. Don’t lie. Don’t steal. Treat people with respect.”

			“You really think it would help?”

			“I know it would.”

			As he dropped me off, he refused my tip. He just embraced me. “I’m gonna do that. I already feel better.”

			Whether you’re a cab driver or a cook or a CEO, your career can be great if you give the highest you have within you. You will not be spared difficulties or challenges, but you will experience deep fulfillment as you share the best of your talents, the strongest of your passions, and the commitment of your conscience.

			“Know Your Strengths” Tool

			These questions will help you identify your strengths in three areas: Talents, Passion, and Conscience. Your responses will be important to writing your Contribution Statement (coming up in the “Contribute Your Best” chapter).

			Take time with each question. Pose the questions to others who know you—friends, boss, co-workers.

			Talents

			
					What unique knowledge, talents, or skills do you have that can help you make a contribution?

					What do you do easily and well?

					What do people ask you to do because you’re good at it?

					If someone were to ask your boss or co-workers to list your talents, what would they say?

			

			Passion

			
					What job-related opportunities are you passionate about?

					What do you spend your free time on?

					What do you get energized about? What do you feel like arguing about?

					What do you read?

					What did you do as a child that intrigued you?

					What job-related experiences have you had that excited you?

			

			Conscience

			
					What is your real responsibility to your organization, your customers, and your co-workers?

			

			Teach to Learn

			The best way to learn from this book is to teach the content to someone else. Everybody knows that the teacher learns far more than the student. So find someone—a co-worker, a friend, a family member—and teach him or her the insights you’ve gained. Ask the provocative questions here or come up with your own.

			
					Do you think most people have more talent, intelligence, capability, and creativity to offer than their jobs require or even allow? Explain your answer.

					Do you feel like your job requires the best you have to give—the best of your talents and passion and conscience? Why or why not?

					In the Industrial Age, people simply asked, “What’s my job description?” Now, according to Peter Drucker, “Knowledge Age workers must learn to ask, ‘What should my contribution be?’” What does Drucker mean by this observation?

					Most people think of their talents and skills as their career strengths. Why does it make sense to include their passion and their conscience as career strengths?

					Most people think of their jobs in terms of the function they serve—salesperson, executive, technician, nurse, and so forth. What’s the difference between fulfilling a function and making a contribution?

					Jim Collins says, “Every person…should be able to respond to the question ‘What do you do?’ not with a job title, but with a statement of personal responsibility.” What does this statement mean to you? What are you responsible for?

			

		

		
			Discover Your Cause

			Let’s listen to some voices:

			
					“I’ve lost my job. Now what do I do?”

					“I’ve consistently moved up the corporate ladder, but I don’t really feel excited about or engaged in my work.”

					“I’ve been here 18 months, and it feels a little like jail. The job certainly isn’t what I thought it would be. I’m not sure who is more bored—me or the customers.”

					“I put 20 years into that company, and in one afternoon, it’s all over.”

					“My job is meaningless and I could easily be replaced by a robot.”

					“I’ve been looking for a job for eight months. I’m still upbeat. I know I have a lot to offer. But after hearing ‘We’re not hiring right now’ a hundred times, I’m starting to take it personally.”

			

			Maybe yours is one of these anxious voices.

			Our unpredictable times have undoubtedly affected you too. You might have lost your job. You might be nervous about keeping your job. You might feel stuck in a job that means little to you.

			In this chapter, we’ll talk about the secret to getting and keeping the job you want. We’ll talk about making yourself indispensable. We’ll talk about discovering your cause.

			The Fire

			In the summer of 1988, Yellowstone National Park caught fire. At first, no one worried; forest fires in Yellowstone are common and usually burn themselves out. But this one was different. Drought, wind, and excess fuel in the form of old trees and undergrowth combined to create a perfect firestorm. By summer’s end, more than a million acres had burned, and it seemed that Yellowstone—that jewel of a national park—had been destroyed forever.

			But it wasn’t so. Within a year, baby green pines carpeted the blackened landscape, and today—only a couple of decades later—fresh, new forests have taken over. It turns out that only the heat of fire can stimulate the famous lodgepole pines of Yellowstone to reseed themselves. As part of the natural order of things, the fire did not damage the park; it renewed the park.

			Dr. Bernie Siegel has said, “If you watch how nature deals with adversity, continually renewing itself, you cannot help but learn.”

			The 21st-century economy is giving everyone a wild ride. It seems that turbulent times are here to stay. The seismic shift to a Knowledge Economy has so disoriented many people that they have a hard time getting their footing. Some see only disaster, as if—like the Yellowstone fire—the future is turning to ashes. They see only millions of jobs gone up in smoke, whole industries laid to waste, an economic landscape barren and scarce.

			To others, the landscape has never been greener. The volatile, burned-over economy of the new century provides opportunities no one ever dreamed of in industries that didn’t even exist a few years ago. What seems to some a disaster holds the seeds of renewal for others. Have the problems of the world gone away? Does the world still cry out for energetic, intelligent people to do its work? Of course it does.

			You might be making all kinds of excuses to yourself about your career situation—and some of your excuses are correct! “The economy is lousy. I have no resources. I don’t have the education, the background, the connections to make the kind of career for myself that I want to have.” But they are all still excuses.

			Regardless of the economic climate, so much depends on the paradigm, or mentality, that governs your thinking and actions. If you have a scarcity paradigm, you see only burned ground around you—sparse opportunities, limited possibilities. On the other hand, if you have an abundance paradigm, you see prospects springing up everywhere.

			The landscape has never been greener. The volatile, burned-over economy of the new century provides opportunities no one ever dreamed of.

			The difference between the scarcity paradigm and the abundance paradigm is fundamental. It’s the difference between a victim and the person who takes charge of life. Those with the abundance paradigm know that it’s time to talk about the possibilities—not the impossibilities!

			We’ve never had such opportunity as we do today. Turbulent times offer the chance, the opening, the break people have been looking for. If you’re let go from your job, you’re free to change everything. It is not a time to mope, but a time to get creative. People with the scarcity mentality are too much a product of their conditions rather than their decisions. There are two sides to losing a job, only one of them negative; the positive side is that you’re suddenly free to create your own future.

			Just look at Steve Demeter of San Francisco, who used to work on ATMs for a big bank. When he got interested in programming applications for the iPhone, he created Trism, a game he sold on the Internet for five dollars per download, and made a quarter-million dollar profit in two months.

			At 29, Steve became a millionaire. Leaving the job behind was all upside for him. All he needed was his talent and the time to capitalize on it.

			When Ethan Nicholas heard about Steve Demeter, he went on the Internet and learned how to create games for the iPhone as Steve had done. At age 30, Ethan had overwhelming medical bills from the birth of his son and couldn’t make his mortgage payments. Within a year, more than two million people had downloaded his iShoot game, and he was making as much as $35,000 a day.31

			Although you must make a living, your great career doesn’t have to center on money.

			Although you must make a living, your great career doesn’t have to center on money. One night Kathy Headlee Miner dreamed that she was in Africa, surrounded by women and children, and somebody asked, “Who are you?”

			“We are mothers without borders,” Kathy answered. She awoke, wondering what that dream was about. Now, years later, she heads a nonprofit company she founded called Mothers Without Borders. Each year she travels to Africa with container-loads of clothing and medical and school supplies for orphans.

			On her first trip to Zambia, Kathy interviewed more than a thousand children orphaned by AIDS, many of them living in the streets. Her photo albums tell many stories. “Here’s Rachel, with her two siblings. The inside of their one-room house was strewn with garbage. There were flies and maggots everywhere, and they hadn’t eaten in three days. Rachel takes in laundry to make a little money, but she doesn’t get more than a dime a load.”

			For such children, a pencil and a pair of shoes may make all the difference in their ability to go to school and get an education to lift themselves from poverty. Kathy has founded an entire village just for children where they can be schooled and cared for. For Kathy, it’s a full-time career to nurture children in another hemisphere.

			Now, the stories of Steve Demeter, Ethan Nicholas, and Kathy Headlee Miner are unusual. But they symbolize the green fields that are all around you if only you’re willing to change your paradigm from scarcity to abundance. And while there’s a lot of pain associated with uncertain times, there’s also a tremendous range of new possibilities and wonderful satisfactions that weren’t there in more placid times.

			Most of us probably won’t be starting our own businesses launching iPhone games or child-rescue operations. But plenty of existing businesses still need your energy and talent. Yes, hundreds or thousands of others may be competing for those jobs. And the job you already have might be in danger. You can sit around and lament this situation, or you can act.

			So let’s talk about how to save or get the job you want by completely rethinking that job.

			Here are two key mindsets you’ll need:

			•	First, become a volunteer, not an employee.

			•	Second, become a solution, not a problem.

			Become a Volunteer, Not an Employee

			Stop thinking about “getting a job” and start “volunteering for a cause.” A job is something you do for money. A cause is something you work at because you believe in it. People used to talk about their vocations, not their careers. The term vocation literally means “calling”—a cause you are driven to serve based on a deep commitment and a conviction that it’s worthwhile.

			So change your mindset. Don’t think of yourself as an employee but as a volunteer. Where an employee has a job description, a volunteer has a cause. The difference between a job description and a cause is clear. A job description is external, and the employee reactively accepts it. A cause is internal, and you proactively volunteer for it. The motivation for a job comes from outside you, while the motivation for a cause comes from within you.

			Interestingly, nobody ever fires a volunteer. For one thing, a volunteer won’t go away. And for another thing, a volunteer’s passion and energy are really valuable to any employer. A volunteer doesn’t make decisions based on fear or the desire to be important. A volunteer makes decisions based on the right thing to do to get the best result.

			One difference between a great career and a mediocre career is finding a cause you can volunteer to serve. We’re not talking about earth-shaking causes like solving world hunger or curing cancer. We’re talking about any worthwhile cause, regardless of your profession. Until you see your work as a cause, you won’t find the passion for it that marks a great career.

			Where an employee has a job description, a volunteer has acause.

			Some years ago, a teacher named James Asher became frustrated with the way foreign languages were taught in schools. Most teachers used the “talking head” approach, which Asher described this way: “Students come into a classroom, sit down quietly in rows, and then make ‘noises’ with their mouths on cue from a person in front of the class who points at a student and says, ‘Listen to what I say and repeat after me!’” He felt foolish using this method, which to him was virtually useless.

			James Asher became passionately devoted to a cause: to help people learn new languages quickly and easily. He began experimenting with new methods. One of these methods was to give students commands, which they would then act out, such as:

			
					Stand up.

					Walk to the cabinet. Open the drawer of the cabinet and look for a bottle of aspirin. Pick up the bottle.

					Close the drawer and walk quickly to Mary.

					Offer her the bottle.

					Mary, take the bottle from him and…

			

			Amazingly, English-speaking students learning Russian picked up these commands quickly and retained them. Soon they were learning hundreds of new expressions in record time. Asher’s discovery, now known as the “Total Physical Response Method,” made learning a second language fun, active, and easy.

			Inventing a new and better way of teaching languages was not in Asher’s job description. He volunteered to do it. To him it was a compelling problem that needed a solution, and it became the cause he has served throughout his professional life.

			What about you? What do you want to sign up for?

			Obviously, you need to be a useful volunteer, equipped with solutions your employer needs. And, of course, you become more useful the more you know about your organization, your industry, and the challenges of the business. We’ll talk about these topics in the next chapter. But first, you should have the mindset of a volunteer, not just a job seeker.

			Become a Solution, Not a Problem

			Listen to the people who are hiring. “Don’t come asking for a job,” they say. “Bring me a solution!”

			Become a solution for your employer, not a problem. Adopt a solution mindset. Especially in tough times, your employer or prospective employer doesn’t lack problems to solve and challenges to meet. So stop thinking that opportunities are lacking—they’re not. They’re everywhere. It’s only the scarcity mentality that gets in the way. The “we’re not hiring” message so many companies put out is simply not true. They are hiring—they will hire—and they will hire you if you are the best solution to a problem they must solve.

			Your employer or prospective employer doesn’t lack problems to solve and challenges to meet. So stop thinking thatopportunities are lacking—they’re not.

			Today, it isn’t enough to simply copy and paste company addresses into a generic cover letter. When you submit a résumé or an application, it likely goes into a black hole with perhaps hundreds of other résumés and applications. In fact, many employers have cut back on advertising jobs online, not because they don’t have open positions, but because they are overwhelmed with applications. Most people look for jobs with a shotgun instead of a heat-seeking missile. They don’t really know what they want, so they send out a bland, passive résumé and come across as bland and passive in employment interviews. They have no cause to serve except a sort of aimless need for a job.

			The most important tool you can have today in business is insatiable curiosity. The minute you lose it, you’re dead.

			If you’re this kind of job applicant, you’re just another problem for the employer. You’ve become one more person they somehow have to deal with.

			As marketing strategist David Meerman Scott points out, “Basically, the old rules of job searches required you to interrupt people to tell them that you were on the market and to coerce them to help you.” Scott likens a traditional résumé to a product brochure with you as the product. Unless the prospect is actively looking for just that product, the brochure goes into the bin.

			So how do you become a solution instead of a problem? How do you become a heat-seeking missile directed at a real target?

			The most important thing you can do is to truly become a knowledge worker. This means you must gain profound knowledge about the needs you feel called on to serve. Obviously, to gain that kind of knowledge, you must really research the company you want to work for—or, if you’re trying to save your job, the company you already work for. It’s not an exaggeration to say that getting the job you want is 90 percent research.

			Get curious. As blogger and public-relations consultant Steve Rubel says, “The most important tool you can have today in business is insatiable curiosity. The minute you lose it, you’re dead.”

			So become curious about your prospective employer. Focus on one organization. What’s going on there? What does their annual report tell you about them—their financial results such as the income statement, the balance sheet, and the cash flow? What is their marketplace like? Who are their competitors? What are their products or services? Where are they in the product life cycle? What threats do they face? What chronic problems do they struggle with? What new challenges or opportunities are they encountering? What major initiatives are they launching? What do you think keeps the CEO awake at night?

			We all have a customer, and that customer has problems that need solving.

			What’s the Problem?

			To begin with, you must clearly define the need or problem you are driven to solve. Here’s the key question:

			•	What is the job that needs to be done—the job only you can do?

			Please don’t define this job only in terms of an inward-looking job description. The job that needs to be done is the one your customers need from you—whether those customers are external or internal to your organization. We all have a customer, and that customer has problems that need solving.

			“There is no shortage of problems,” says career advisor Carol Eikleberry. “Whether your problems are small or large, personal or universal, already defined or still unformulated, the creative search for solutions can be deeply engaging and even joyous.”

			Because you’re going to bring your best talents and passions to the cause, defining the problem is a creative process. It’s also a question of conscience: what is the problem you ought to solve? “Creativity begins not with problem solving, but with ‘problem finding’—with the seeing or sensing of a problem.”

			Obviously, if you can offer a solution to some critical problem, you’ve suddenly become very valuable to your employer.

			The classic way to define a business problem is to identify the gap between current reality and some desired outcome. If you can put meaningful numbers to the outcome, your solution becomes far more meaningful.

			
					What is the size of the problem? What is the measurable impact in terms of money, quality of product or service, or customer relationships? Can you express the gap in terms of “X to Y”?

					What is the timing of the problem? Does it occur every day? month? hour? How long would it take to solve? By when could you show progress? Express the timing in terms of “From X to Y by When?”

			

			For example, if you’re a Web marketer looking for a job, you could propose increasing traffic to your employer’s website, but it’s more intriguing and relevant if you can talk about a tenfold increase over a year’s time. The centerpiece of your presentation is this: “We can take traffic from X to Y within one year.”

			Or if you’re a finance professional, talk to your prospective employers about speeding up collections 20 percent over the next three quarters and show them the bottom-line impact. Again, the centerpiece of your presentation is: “We can decrease collection time from X to Y within three quarters.”

			The “From X to Y by When” formula is very persuasive.

			If you can make a persuasive business case about a problem your prospects care about, they are much more likely to hire you than if you were to simply send them a résumé with the standard cover letter.

			In the Knowledge Age, curiosity and research ability are premium if you’re going to get the job you want. For instance, a young graduate student named Susan Athey had the gift of driving curiosity. She became the most sought-after job candidate in the American university system some years ago after doing some surprising research. Her story is useful here.

			One major problem companies have is getting the right price for their products, and at the same time, paying the right price for supplies. If you get your revenues and expenses out of balance, you can quickly go out of business. Susan was deeply curious about how people decided what prices to charge for things and what prices to pay. It was a simple question about a very complicated subject.

			In the Knowledge Age, curiosity and research ability are premium if you’re going to get the job you want.

			It started when Susan was a girl in Maryland and her grandfather took her to a cattle auction to buy livestock for his farm. Fascinated, she wondered why cattle were bought and sold in this way. It seemed like an exciting game to her. Sometimes the winners bid more than they should, and everyone had a good laugh at their expense. Sometimes a winner got an amazing deal, so there was a lot of celebration. Susan’s curiosity led to graduate research on this question: How can a businessperson make an intelligent investment decision in an uncertain world?

			Eventually, Susan Athey became chief economist for Microsoft and a Harvard Business School professor, all because she focused on a question critical to business success and then researched it until she found a unique set of answers. She came up with a better way to analyze risky business decisions and arrive at a solution that diminishes the uncertainty. For this discovery, Susan won the Clark Medal, one of the top awards in the field of economics.

			So you might not win the Clark Medal, but you can do exactly what Susan did—become an expert on a problem you are interested in and that matters to your employers. The New York Times said, “Susan Athey is smart. No surprise there. But by most accounts she’s no smarter than others on the market this year. So a look at her other attributes, and the kinds of decisions she has made to reach this level of success, says a lot about what it takes for a young scholar—or a fledgling athlete, scientist, or entrepreneur, for that matter—to succeed.”

			What attributes are they talking about? What decisions did Susan make that others neglect to make?

			A key attribute is excitement about the problem. “Ms. Athey exudes an enormous pleasure in her research. It is a passion that takes her beyond articulating a problem, into the search for an answer. Ms. Athey thought she’d solved the problem…but there was one loose end: she had not fully described the mathematical structure of her new method, limiting its applicability. Dealing with it involved learning a whole new kind of math. One economist told her ‘there was no way I could learn this stuff.…’ [She] chose not to follow that advice. When she went home for Christmas, she says, ‘I went straight to the library. My dad helped me. We pulled out articles. He Xeroxed them. Then on Christmas night I saw it. Everybody was sleeping. I said, ‘I got it, I got it.”

			Now, you don’t have to spend your holidays doing research—unless, like Susan Athey, you’re so fascinated, you don’t want to do anything else. But you do need some of Susan’s passion for the problem you’re researching. It has to take on some of the feeling of a cause.

			About the problem of uncertainty in business decisions, Susan built up a great deal of knowledge capital—the most valuable resource you can have in the Knowledge Age.

			So how do you build up your own knowledge capital? How do you do this focused research in order to deeply understand the issues facing your organization?

			The Internet is filled with vast resources for understanding a company—its challenges and opportunities and threats. Even a few years ago, this information was hard to get and buried in libraries or periodicals or company archives. Now, with a few clicks, you can learn all about their industry, their financials, their history, their product reviews, their customers—those who love them and hate them—even their leaders and their life stories.

			You do need passion for the problem you’re researching. It has to take on some of the feeling of a cause.

			Of course, you still have all the traditional resources as well. Read the periodicals and the industry newsletters.

			From Jennifer:

			I coach everyone from mid-level managers to executives wanting to become more promotable. The first question I ask them is “What do you read?” If they default to US Weekly (which I like, but only after reading the Harvard Business Review), then I know we’re in trouble.

			Then I ask, “Who can you talk to? Find out what they’re dealing with and what they’re trying to accomplish.”

			Use the phone or email and find someone in the company who might be willing to spend a few minutes with you. Talk to their customers and suppliers to get a better understanding. What delights the customers? What frustrates them? What do vendors say about the company? Talk to the local sales representative of the company. Why do people buy from the company? Why don’t they? Between the Internet and networking, you can piece together a picture of what would be of specific value to them.

			From there, you will know if your strengths match up to what they need. Now you can creatively position yourself as a solution, thus differentiating yourself from every other job applicant out there.

			Make a Need-Opportunity Presentation

			After you’ve paid the price to understand the challenges the company faces, present yourself as a solution to their problems, not as just another job seeker.

			Do not go just for a job interview. Go instead for a Need-Opportunity presentation.

			Describe the need they have and how you can help them meet it. Show a better understanding of their significant issue than the people they already employ. Explain the opportunity you bring to them to meet that need. Show them what life would be like with you and without you. Suggest a trial period—even at your own expense if you have to—until they’re convinced that you really are an answer they’ve desperately needed.

			In such an interview, they will learn a few things about you. They will learn that you are a leader. You take initiative to make good things happen. You don’t wait to be told what needs to be done—you already know.

			For example, a friend tells us about his daughter, who had a degree in marketing and wanted very much to work for a fast-growing new company that made personal-care products. But there were no openings.

			So instead of applying for a job, she created one. In researching the company, she found they had a chronic problem keeping stores stocked with their shampoos, soaps, and lotions. The out-of-stock problem was a major threat to their relationships with their clients—she knew this because she had talked to the retailers who carried the products.

			Then she built a Need-Opportunity presentation and asked for 20 minutes of their time to present it. Essentially, she overviewed the need, demonstrating that she knew a lot about it. She reminded them how much the out-of-stock problem was costing them. Then she proposed that the company hire her to coach retail stores on how to improve their forecasting and ordering processes, which she thought were responsible for the problem. This 20-minute presentation clinched the job.

			Here’s the outline of her Need-Opportunity presentation:

			Out-of-stocks costing you…

			
					You’re losing $1.55 per customer in your distributor stores because of out-of-stocks.

					Up to 9% of customers won’t buy again.

			

			Better forecasting and ordering solves 80% of the problem…

			
					Food Network went from 14.7% out-of-stocks to 3.9% in 4 mos., est. increased revenue $437K.

					Pills Inc. went from 12% to 3% in 6 mos.

			

			How I improve forecasting/ordering systems…

			
					Use continuous rolling forecast method instead of year-by-year.

					Forecast not only for the category, but at SKU level.

			

			The goal of your Need-Opportunity presentation is to start a conversation. You’re no longer just an applicant for a job—you’re a potential solution to an important problem. Keep the conversation going. Send a thank-you note after the interview and attach an article or a website for further reading. Invite the prospect into your blog and social media sites (if they’re safe!). Make him or her a member of your online “village.”

			One caution: You must go about all of this in a very principled way. Don’t exaggerate anything for effect; don’t pad your résumé. Stay very focused on their needs and what you can realistically bring to those needs. Pay the price to know your facts cold. If you take such an approach with decision makers, you will get their attention and blow them away with the depth of your preparation and discipline.

			Another caution: Don’t come across as a threat. You might look presumptuous to people if you march into their offices, publicly air their problems in front of them, and position yourself as the solution they’ve always needed. There’s a right way to do this and a wrong way. There’s a helpful tone of voice and an arrogant tone of voice, and you need to know the difference.

			Pay the price to know your facts cold. If you take such an approach with decision makers, you will get their attention and blow them away with the depth of your preparation and discipline.

			From Jennifer:

			At one organization I worked for, we had an intern who spent the entire internship making sure we knew how out of touch and ineffective we were, often without presenting any solutions. We didn’t extend an offer after graduation.

			The right way is to express interest in what they’re doing and offer to help: “In researching the company, I’ve learned about the need to keep your high-value products in stock. I’ve been working on a possible way to raise in-stock numbers by making a few adjustments to the forecasting and ordering processes…” This is a helpful voice, not a self-important voice.

			The Need-Opportunity presentation is essential for getting the job you want. And if you want to upgrade the job you have, these same guidelines apply. Prepare a Need-Opportunity presentation for your boss. At the end of this chapter, you’ll find a tool that will guide you in discovering your cause and preparing your presentation.

			It Never Ends

			You can be sure of one thing in business: the problems don’t stop coming. In a way, that very fact is the key to your relevance. You make yourself indispensable and secure your future by being the problem solver your employer can’t do without.

			Regardless of the job you have, whether you’re the CEO or a fast-food fry cook, you can bring your own unique solutions to the everyday problems in front of you. Ask yourself, “How will this job be different because I am the one doing it?”

			
					Suppose you’re managing a restaurant that’s not known for great customer service. You might ask yourself, “What can I do to surprise and delight the next customer?”

					Suppose you’re the director of guest relations for a hotel having trouble attracting guests to return. Ask yourself, “What can I do today that’s new and different to make the guest happier and want to come back?”

					Suppose you work on your company’s IT help desk, and there are chronic problems with network speed. Ask yourself, “What can I do to make this computer network faster and more efficient?”

			

			The problems right in front of you might be your greatest opportunities for making the contribution you alone can make. And there are new problems and challenges every day—sometimes every hour. This means you become a knowledge worker, no matter what your job is, because you’re bringing your creative mind to bear on real problems on a daily basis.

			The job market doesn’t really matter to you. Whether it’s good or bad makes no difference.

			That’s why the job market doesn’t really matter to you. Whether it’s good or bad makes no difference. If employers see you as a compelling solution to the problems they face, they will value you, regardless of the job market. But you must have the mindset of a problem solver, continually fascinated by new challenges. As we noted at the beginning of the book, if you solve one problem and then rest on your laurels posting photos on Facebook all day, you won’t have a great career. As Hermann Hesse said, “Whether you and I and a few others will renew the world someday remains to be seen, but within ourselves we must renew it each day.”

			“Discover Your Cause” Tool

			Fill in these boxes to discover the cause you want to serve in your career or in your current role:

			Fill in these boxes to outline a presentation to give to your prospective employer. Where possible, use charts to illustrate the impact of the need and the opportunity you represent.

			Need-Opportunity Presentation Planner
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			Teach to Learn

			The best way to learn from this book is to teach the content to someone else. Everybody knows that the teacher learns far more than the student. So find someone—a co-worker, a friend, a family member—and teach him or her the insights you’ve gained. Ask the provocative questions here or come up with your own.

			
					When were you clearly a solution to a problem your employer had? Tell the story.

					A key suggestion in this book is to “become a volunteer, not an employee.” Explain what this means.

					In what ways might you be more of a problem than a solution to your employer? How could you reverse that?

					What goes into preparing a Need-Opportunity presentation? Why is this presentation more likely than the standard employment interview to get you the job you want?

					How is your job different because you are the one doing it?

			

		

		
			Contribute Your Best

			If you know your strengths and have discovered your cause, you’re just about ready to write your Contribution Statement. Remember, this statement will provide the direction for everything you do in your current job, or even for your entire professional life.

			Before you write your Contribution Statement, let’s deal with a common and understandable feeling you might have.

			You might not think you have much to contribute.

		

		
			
				
					
				
			

		

		
			It could be you’ve tried to get job after job and have been turned down. Maybe you don’t feel valued at work, or believe you’re too young or too old or too unimportant to contribute anything. You might feel alienated or frustrated or obstructed on your career path.

			Frankly, many of these feelings come from your view of yourself, not from the views of others. If you have a Job Seeker paradigm, you see yourself as a prepackaged product that you’re trying to push on a buyer. Your résumé is your product brochure. On the other hand, if you have a Contributor paradigm, you see yourself as a solution to a genuine problem, concern, or opportunity. You have a proposal that will make a difference.

			The difference between the Job Seeker paradigm and the Contributor paradigm is fundamental. It’s the difference between pushing a product and providing a welcome solution. Your main challenge is to change your paradigm of yourself from helpless job seeker to powerful contributor.

			I want you to imagine you are at the helm of a huge ship moving forward at high speed. You’re the driver. You control the direction of this ship. Now, how is it possible for a single, small person to change the course of something so massive?

			To change the ship’s course, you move a steering wheel that operates a rudder, which then turns the ship. But the rudder itself can be enormous, perhaps even ten stories tall on some ocean liners.

			So what moves the rudder?

			A tiny second rudder called a trim tab, which is attached to the big rudder.

			Become a Trim Tab

			Through the marvels of engineering, when the trim tab swings to one side, it creates just enough vacuum to pull the big rudder around. The trim tab is tiny compared to the size and weight of the ship, yet the trim tab determines the ship’s course.

			Now, how can your small contribution have any impact on the organization?

			Because of the principle of the trim tab.

			Far too many people are disengaged from their work; they are neither fulfilled nor excited. Most of all, they feel powerless to change anything, and they blame it on the organization or their boss or their lack of authority or that “nobody’s hiring.” In truth, you are the creative force of your own job and life. No matter what role you play or where you are, your contribution can make a difference. You can become a trim tab. How? Simply by focusing on what you can do—even if it’s outside of your job description—and making the small adjustments and improvements that you can contribute.

			Listen to the story of Madeline Cartwright, a former teachers’ union organizer who became principal of a troubled inner-city school. Her first day there, she found a desperate situation: a filthy building, a discouraged staff, apathetic parents, and children who were just trying to survive in a neighborhood trashed and blighted by the drug culture.

			You are the creative force of your own job and life. No matter what role you play or where you are, your contribution can make a difference.

			Madeline had many reasons to be discouraged. What contribution could she possibly make here, where many children were caring for crack-addicted parents, where they weren’t sure they could even survive from day to day in this crime-infested nightmare—in a place where school was least on a long list of worries no child should have to face?

			Well, one of the first things she did as principal was to get down on her own hands and knees and scrub the overwhelming stench out of the children’s lavatory floor.

			This simple action produced a surprising result. Word spread quickly about the new principal’s action, even into the neighborhood. Madeline had sent a strong signal that things were about to change.

			“When I came in, this place was as black as soot,” she says. The message to the children was “You’re not worth a coat of paint.” Recruiting a few parents, she organized a complete cleaning and repainting of the scarred-up old school building until it was a well-scrubbed island of safety.

			Cleaning the school was only a first step. Many of the children came to school in the same dirty clothes day after day. Few had pajamas, so they slept in their clothes, often alongside younger children who wet the bed. The dirt and smell embarrassed the students, so Madeline collected spare clothes and organized a raffle to raise $600 for a washing machine and dryer. Children with dirty clothes could change into the extra clothes and go to class. Teachers and other volunteers would wash the clothes, and when the children came back in the afternoon, their own clothes were clean and folded. “This is one of the things you can do to bring about a change,” she says. “My kids look good.”

			Of course, Madeline had critics. It wasn’t her job to wash clothes, she was told. Her response?

			“Don’t tell me what I can’t do. I can do something if I want to…. I have a problem, and I have a solution. I am going to put this child’s clothes in the washing machine and give him some clean clothes to put on. I can do that.”

			Madeline knew that clean, comfortable children in a clean, welcoming environment could learn. And her determination spread to others. Soon many were involved in the school. A culture of “doing what it takes” emerged among the faculty and students and their parents. Three years after Madeline became principal, her school was named the district’s most academically improved school.

			You don’t need to have the most thrilling, high-profile job in order to make a great contribution and to love your work.

			Madeline Cartwright is a trim tab. What she has contributed is not earthshaking. It did not require strategic planning, great expenditures, or the combined wisdom of presidents and CEOs. Her contribution—cleaning, painting, washing laundry, caring for little children—is perhaps inconsequential in some people’s eyes. But the impact—for the people she served and the cause she cared about—is immense. Like Madeline Cartwright, you can become a trim tab by identifying a need and then doing something about it.

			You don’t need to have the most thrilling, high-profile job in order to make a great contribution and to love your work. Oliver Wendell Holmes said, “Every calling is great when greatly pursued.” Each day, you are faced with moments of choice—moments where you can choose to be a trim tab, to go beyond your job description and have tremendous impact right where you are.

			Become a trim tab. No matter where you are in the hierarchy of life, no matter where you are in seniority—the youngest new hire or the oldest hand at the helm—you can still make a valuable contribution. It’s a great way to work and a more fulfilling way to live.

			Now we invite you to write your Contribution Statement. You might want to follow along on your computer or a piece of paper and write as we talk you through the steps. There’s also a shorter version of these steps in the “Contribution Statement Builder” tool at the end of the chapter.

			Write Your Contribution Statement

			Your Contribution Statement is similar to a life mission statement, except that a Contribution Statement defines the high purpose you want to serve and what you intend to achieve in your career or in your current role.

			Examples help, so let’s imagine what the Contribution Statements of some of these great contributors might have been:

			
					“I will provide a clean and safe school, a sanctuary for young children from their harsh environment, where they can learn and grow in comfort and security.” This might have been Madeline Cartwright’s Contribution Statement.

					“I will do the mathematical work that will enable computers to communicate with one another.” This might have been the Contribution Statement of Radia Perlman, the young mathematician who wrote the networking protocols that made the Internet possible.

					“I will help drug addicts find meaning in their lives beyond drug abuse.”This might have been the Contribution Statement of social worker and minister Hans Visser, who started the popular Via Kunst project in Rotterdam for homeless addicts to work at their own creative projects.

					“I will help the grieving families of crime victims by finding closure for them.” This might have been the Contribution Statement of Officer Michael Nilles of the Aurora, Illinois, Police, who has resolved several cold cases, including a decade-long mystery about the death of a six-year-old boy.

			

			Each of these ordinary people simply decided what his or her contribution was going to be. None of these things were necessarily in their job descriptions.

			You can write a career Contribution Statement. This statement is your “personal value proposition,” a summary of your strengths and your commitment to a cause that transcends any particular job.

			You can also write a Contribution Statement for your current role at work.

			Now, here is the process for writing your Contribution Statement. Spend the time to give this statement your best thinking and quality research. It will pay you back a hundredfold.

			1 Write a Tribute to an Influential Person

			First, think about the most effective, influential people you have ever known personally. Choose one of them and write a tribute to that person. It could be a teacher, a co-worker, a friend, or a leader you have worked for. What contribution did that person make to your life?

			Writing this tribute to another person will help you crystallize in your own mind the kind of contribution you might make in your role.

			From Stephen:

			Let me give you an example. When I was a very young man, I did some volunteer work abroad. One day my supervisor called me in and assigned me to go around the country and provide training to people who were much more senior than I was. I was shocked and nervous, but he said, “You can do this. I have confidence in you.”

			What was this man’s contribution to my life? He started me on the career I’ve had ever since—teaching effectiveness and leadership to people across the globe. His contribution was to create other leaders by giving them the confidence and the opportunities to lead.

			From Jennifer:

			When I was 19 years old, I worked at a department store, attended school full time pursuing my undergraduate degree, and did what college kids do with any remaining time (anything but sleep). But I felt I wasn’t doing anything important—anything to make a difference. One day, I heard that the community service center on campus was running Saturday-morning service projects, so I signed up and early Saturday morning went to work at a residential facility for the homeless.

			It seemed like all the other students were there with friends, and I didn’t know anyone. As I cleaned the floor, I wondered if I had done the right thing coming. Then a woman came up to me and said, “Hi, I’m Irene. I’m the director of the service center. I’m so glad you came today.” She made me feel welcome and talked to me about the difference I was making by cleaning the floor. So I signed up for the next monthly project. At that project, she asked me to drop by the center to talk about more volunteer opportunities.

			Over the next two years, Irene encouraged me to start an environmentally focused service group (my passion). In my last year of college, she made me the research-and-development director of the center, nominated me as a student representative to the local United Way board, and co-taught with me a college class on community leadership in action. Each time, I was afraid to make the leap; and each time, she encouraged me to take on a new challenge. Irene inspired a lifelong passion for service and an enduring belief in myself that I can overcome my fears and take the next step in my life.

			2. Write Tributes You Would Like to Receive

			Once you have written your tribute to another person, write down the tributes you would like to receive from other key people in your work—your boss, your fellow team members, your customers.

			Someday you will leave the job you are in now. What will you want these people to say about you? How will you want them to remember you? How will they describe the contribution you made in your role?

			As you write these tributes, you will find that you can more clearly envision the kind of contribution you could make.

			3. Review Your Strengths

			Go back to the “Know Your Strengths” tool in this book. Review it carefully.

			
					What unique knowledge, talents, or skills do you have that can help you make a contribution?

					What job-related opportunities are you passionate about?

					What is your real responsibility to your organization, your customers, and your co-workers?

			

			4. Review Your Cause

			Go back to the “Discover Your Cause” tool in this book. Review it carefully.

			
					What company or industry are you interested in (or already employed in)?

					What key problem(s) do they face?

					What is the size of the problem in costs, quality, or relationships?

					What is the timing of this problem?

					What solution will you propose?

			

			5. Draft Your Contribution Statement

			Taking all of this input into consideration, draft your Contribution Statement. At this point, it is only a draft. Too many people are frozen, inactive, waiting for their “calling,” their “best life,” or their dream career to hit them over the head like a religious conversion. Until then, they remain vaguely dissatisfied with the world and themselves. Don’t say, “I’ll write it later.” Write it now. Write freely. Take your time. You can always go back and rethink, refine, and reshape your statement.

			Although a Contribution Statement is personal and can take any form, it might be helpful to follow this format:

			Because [this problem exists in this organization or industry],

			I will use my strengths in [list your strengths]

			To [provide this solution].

		

		
			
				
					
				
			

		

		
			Nurse/Caregiver

			Because my aging patients are often irritable and depressed,

			I will rely on my calm personality and natural affection for them, along with my training in anger management

			To ease their suffering and help them improve their relationships with their loved ones.

			Mobile Phone App Developer

			Because there is a shortage of high-quality apps for mobile phones (there’s a lot of rubbish out there),

			I will use my software-design capability in connection with an intuition for what people really want and need

			To create a new generation of apps that will truly make life better instead of more cluttered.

			Symphony Orchestra Marketing Manager

			Because audiences are shrinking and fewer young people are interested in classical music,

			I will use my training as a publicist and violinist, along with my passion for growing new, young talent,

			To bring the delights of classical music to schools across our community and create a new audience for our orchestra.

			Public Utility Operations Director

			Because water loss through waste and evaporation is alarmingly high in our city system,

			I will leverage my ability to bring people together to solve problems; and with my unique education in both engineering and finance,

			I can help everyone arrive at a win-win plan for minimizing this costly drain.

			High School Teacher

			Because my high-risk students are likely to drop out of school,

			I will call on my background as an actor

			To make my classes as entertaining as possible in order to hold their interest.

			Project Manager

			Most software projects fail because of constantly shifting expectations,

			So I’m going to borrow from my background in coaching rugby

			To help my team maintain their commitment to a goal while continually adjusting their approach to changing circumstances.

			See? Each of these statements tells us about a unique person with unique strengths embracing a unique challenge. Regardless of the form of your Contribution Statement, it ought to tell us these things about you.

			Please note that some of these examples are more like career Contribution Statements; others are more like Contribution Statements for a given job. You might want to write both. A career statement sums up what you want to do in your work life. A job statement provides direction for your current role; when you change roles or your vision expands, you will, of course, write a new Contribution Statement.

			6. Share Your Contribution Statement

			What should you do with your Contribution Statement after writing it?

			If you’re applying for a job, consider sharing your statement with the interviewers. Make it the centerpiece of your Need-Opportunity presentation. If you’ve done your homework and the statement nails the target your prospective employer is concerned about, you will blow them away with your value proposition.

			Consider the power of going into an employment interview with these Contribution Statements instead of or in addition to the usual résumé objectives:
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			Notice the difference between a bland, self-serving résumé objective and the uniqueness of a real problem-solving Contribution Statement. The objective describes the applicant as a generic sort of functioning machine. By contrast, the Contribution Statement is about a living mind focused on producing solid value. The objective is all about the applicant. The Contribution Statement is about how the applicant can help you. Which would you hire?

			Now, if you already have a job, can you see the power of writing a Contribution Statement for your current role? If you want to make a more meaningful contribution, make an appointment with your supervisor to share a draft of your statement. Ask for his or her input, and listen. Your supervisor will have a valuable perspective on your statement.

		

		
			
				
					
				
			

		

		
			From Jennifer:

			Once I walked into the office of a colleague of mine for a meeting. He was smiling and shaking his head. I asked him what was so funny. He said, “I just met with Alison about her desired contribution for the year. It had nothing to do with what my team needs or what the organization needs.” He paused. “She had some really great ideas—if she were in a totally different organization with a totally different market.”

			So plan together how you can make your contribution.

			Share your Contribution Statement with your team members. Let them help you write it. They might even want to write one for themselves.

			Peter Drucker says this about sharing your Contribution Statement with your supervisor and your team:

			“[Don’t] be afraid of being thought presumptuous.…Whenever anyone goes to his or her associates and says, ‘This is what I am good at. This is how I work. These are my values. This is the contribution I plan to concentrate on and the results I should be expected to deliver,’ the response is always, ‘This is most helpful. Why didn’t you tell me earlier?’”

			Contribution Statement Builder

			Follow these steps to write your Contribution Statement:

			1. Write a tribute to an influential person.

			Think about the most effective, influential people you have ever known personally. Choose one of them and write a tribute to that person. It could be a teacher, a co-worker, a friend, or a leader you have worked for. What contribution did that person make to your life?

			2. Write tributes you would like to receive.

			Once you have written your tribute to another person, write down the tributes you would like to receive from other key people in your work—your boss, your fellow team members, your customers. Draw on these tributes as you draft your statement.

			3. Review your strengths.

			Go back to the “Know Your Strengths” tool in this book. Review it carefully.

			• What unique knowledge, talents, or skills do you have that can help you make a contribution?

			• What job-related opportunities are you passionate about?

			• What is your real responsibility to your organization, your customers, and your co-workers?

			4. Review your cause.

			Go back to the “Discover Your Cause” tool. Review it carefully.

			• What company or industry are you interested in (or already employed in)?

			• What key problem(s) do they face?

			• What is the size of the problem in costs, quality, or relationships?

			• What is the timing of this problem?

			• What solution will you propose?

			5. Draft your Contribution Statement.

			Taking all of this input into consideration, draft your Contribution Statement. Write freely. Take your time. You can always go back and rethink, refine, and reshape your statement.

			6. Share your Contribution Statement.

			If you’re applying for a job, share your statement with the interviewers. Make it the centerpiece of your Need-Opportunity presentation.

			If you want to upgrade or transform your job, share your statement with your supervisor. Make an appointment to discuss it in depth. Listen to your supervisor’s input. Make a plan together to enable you to make your contribution.

			Teach to Learn

			The best way to learn from this book is to teach the content to someone else. Everybody knows that the teacher learns far more than the student. So find someone—a co-worker, a friend, a family member—and teach him or her the insights you’ve gained. Ask the provocative questions here or come up with your own.

			
					A trim tab is a tiny rudder that influences the direction of a great ship. In what ways could you be a “trim tab” at work and make a significant contribution?

					What tributes would you give to the “trim tab” people in your life? at work?

					If you’re looking for a job, what tributes would you like to receive from your prospective employers, co-workers, and customers?

					When you leave your current job, what tributes would you like to receive from your boss? your co-workers? your customers?

					If you want to receive these tributes, what do you have to change now about the way you approach your job? your career?

					Why should you write a Contribution Statement when you’re looking for a job? Why should you write a Contribution Statement for your current job?

					What are the steps in writing a Contribution Statement? Explain each step.

					What is the value of sharing your Contribution Statement with your supervisor and your co-workers?

					When and how will you share your Contribution Statement?

			

		

		
			PART 2: HOW WILL YOU MAKE YOUR CONTRIBUTION?

		

		
			Get the Job You Want

			Now that you’ve written your Contribution Statement, your task is to make it happen. Only you can do that, but you’ve got to rise above the traditional Industrial Age mentality if you’re going to succeed.

			You have to give up being helpless—at the mercy of the economy or your boss or your weak education (or too much education), or your skinny résumé or your youth or your age or your gender or your race or your face or your special case.

			In other words, you have to give up being a victim. You have to stop blaming your circumstances, trapping yourself in what the great Iranian poet Hafiz called “the sad game”:

			Blame

			Keeps the sad game going.

			It keeps stealing all your wealth,

			Giving it to an imbecile with

			No financial skills.

			Dear One,

			Wise Up.

			It’s true: the job market can be a daunting place. Hiring freezes, downsizing, restructuring of whole industries, reductions in force—it all means fewer traditional, secure, well-paying jobs. It also means a lot more competition for many of the best jobs.

			At the same time, employers face a host of new challenges in this turbulent era while still grappling with the old problems. To familiar issues like improving sales, product development, and marketing, they add global competition, social responsibility, and online commerce. Ironically, while employers offload employees, they have to hire more and more part-timers, consultants, and contractors. They still must get the work done.

			And that’s where you come in. No company wants to hire just for the sake of hiring, but they all want to solve problems. They need your contribution like a thirsty man in the desert needs water, but they must first recognize that you have water to offer. It’s a bit silly to sit in a desert complaining that no one wants the water only you can bring.

			Be Strong in the Hard Moments

			There are certain hard moments that, if we are strong, will make all the difference in our lives. Hard moments are conflicts between doing what leads to success and just giving up. They are the key tests, the defining moments of life—and how we handle them can literally shape the future. Losing a job is one of those hard moments.

			No company wants to hire just for the sake of hiring, but they all want to solve problems.

			When you’ve been laid off, you can slip quickly into discouragement. It might become harder to get up every day to do your job search. If you’re weak in a hard moment and sleep in instead of getting up, it becomes the first of many little failures. If you can conquer yourself and stay strong in these moments, you start accumulating successes. It’s so hard to face yet another rejection, but in that hard moment, you keep going. Eventually, you can very likely get or invent the job you want—even if they’re “not hiring.”

			If you feel discouraged, you might be seeing yourself as dependent on others or your circumstances. You see yourself as the product of everything that happens to you. You’re not valued at work, your boss has it in for you, school never helped you, the world is against you—you’re a “loser.” Everything depends on luck.

			If you’re weak in a hard moment and sleep in instead of getting up, it becomes the first of many little failures.

			On the other hand, if you have a paradigm of independence, you see yourself as the product of your own choices. Furthermore, you can choose to create your own future. Everything depends on you.
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			The difference between the dependent paradigm and the independent paradigm is fundamental. It’s the difference between letting the future just happen and taking control of it. It’s the difference between remaining a slave to your feelings and mastering them. The main challenge is to change your paradigm of yourself from dependent and useless to independent and full of capacity.

			The celebrated film director Steven Spielberg is a prime example of the independent paradigm. A teenage movie fanatic when he walked onto the production lot at Universal Studios, he hadn’t even graduated from high school. But he wanted a job in film so badly that he just showed up day after day, even though no one wanted him there. It was a lonely feeling. He had no business being on the lot, but he hung around, volunteering for anything that needed to be done.

			By doing unpaid odd jobs at the studio, Spielberg got to watch movies being shot and talk to film people and learn the craft of moviemaking. He didn’t even have a pass to get into Universal Studios, but as one friend recalled, “Steven found his own way of getting on the lot. Steven was able to walk onto the lot just about any time he pleased.” Eventually, the studio invited him to help direct a short film, and he was on his way to a career creating Jaws, ET, Close Encounters, the Indiana Jones series, and other wildly profitable movies.

			On his own initiative, through all the hard moments, Steven Spielberg persisted to become the most financially successful film director in history. On your own initiative, and with the right paradigm, you can knock down virtually any barrier to the career you want.

			Work in Your Circle of Influence, Not Your Circle of Concern

			Now, what if nobody answers your phone calls or emails or carefully considered proposals? What if your employers aren’t ready to see you in a new or expanded role? What if you’re really not in a position to become much of a solution to the problems they care about? What if the obstacles to your success look overwhelming?

		

		
			
				
					
				
			

		

		
			If so, you need to work on your Circle of Influence, not your Circle of Concern.

			Imagine a circle that contains all the barriers to your career success. This is your Circle of Concern:
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			Now imagine another, smaller circle inside the Circle of Concern. It contains all the people, knowledge, tools, and capital you have to work with. This is your Circle of Influence. It might be very small for now, but if you invest your energies in growing that Circle of Influence instead of wasting your energies worrying about your Circle of Concern, your power to build your career will grow.

			A marvelous example of a person who started small within her Circle of Influence was Dr. Elisabeth Kübler-Ross, a Swiss psychiatrist who, in the 1950s, began her career as a lowly intern in a very large hospital. Doing exhausting rounds as all new doctors do, she was disturbed by the way the hospital staff treated terminally ill patients. The dying were lied to about their condition, ignored, and often left to die alone. So she began to break out of the routine and just sit with patients in the last stage of life, listening to their stories as they poured out their hearts to her. And she noticed that they would feel better, more at peace, after these visits.

			Gradually, Dr. Kübler-Ross became more and more knowledgeable about how to treat the spirit of these patients who could no longer be treated for their physical ailments. Other doctors asked her to help their patients. Hospital administrators became interested in her work, which was entirely outside her job description. Eventually, a publisher approached her, and in 1969 she wrote On Death and Dying, a landmark book that transformed how the medical profession deals with patients at the end of life.

			By working within her own small Circle of Influence, an intern of no particular importance with no institutional authority expanded that circle to influence the whole world. When she started her career, she had few resources within her Circle of Influence—only her basic medical education and her own talents, passion, and conscience. But she sensed a vast need and began to leverage her few resources to fill it.

			Finding the job you want is 90 percent research!

			When Steven Spielberg crashed the gate at Universal Studios as a teenager, his Circle of Influence was microscopic. But by building relationships, learning the film-making craft, and mastering the tools of the trade, he expanded his Circle of Influence to encompass a whole industry.

			Anyone can do the same. In your Circle of Concern, fill in your most important concerns about your career. In your Circle of Influence, fill in those items you have some influence over, and then start working on them instead of wasting time on the Circle of Concern. You’ll be pleased as you become more relevant and more important to your organization.

			If you have a Knowledge Age mentality, you’ll soon realize that you have abundant resources within your Circle of Influence for solving an employer’s key problems. Of course, most people don’t make the effort to find those resources. This is where research comes in. Remember, finding the job you want is 90 percent research!

			A few years ago, a young man named Dan was hired as a technical writer for a small credit-card processing company. He did good work, but when tough times came along, his job was threatened, along with the marketing department he worked for. Instead of sitting around like a victim waiting for the inevitable layoff, he took a proactive stance. He looked into why his company was about to downsize him out of a job, and found that there was a serious cash-flow problem. The reason for the problem? In the economic downturn, more and more customers were failing to pay their bills on time.

			So Dan went to management and volunteered to help with the cash-flow problem by speeding up collections. Surprised, they accepted his offer to help; took him out of his old, now less relevant job; and gave him a new, very relevant job—to contact delinquent customers and collect payments. He worked very hard to learn the best ways to collect on aging accounts. Soon he was making a real difference to company cash flow.

			In this new role, Dan got curious about why so many customers wouldn’t pay up and, with a little research, found that a certain number of them had been bad risks from the start. He then got interested in how to avoid the problem instead of just fixing it—in other words, how to keep untrustworthy people from getting credit-card accounts in the first place.

			Dan started to see the glimmer of a new and powerful contribution he could make—to protect his company from credit-card fraud.

			So he dived into his Circle of Influence. He found online communities to join, people to talk to, and seminars to attend. He researched the gaps in his knowledge, the technology and tools he would need, and how to get the budget for these things.

			The Circle of Influence below shows Dan’s research agenda.

			Dan’s Circle of Influence

			
					People. He sought out the right people who could help him learn about the problem. He got acquainted with the community of risk managers on the Internet, showering them with questions on their blogs. He talked to the Chief Financial Officer of his company to get a sense of how big the fraud problem was. He connected with the quality-control office, which had an important role in the security of the company’s transactions.

					Knowledge. He read deeply on the subject. Books and websites on fraud in the finance industry were a big help. He learned about the telltale signs that a fraudster is at work in Internet commerce. He joined the Fraud Prevention Association and went to their seminars. It became fascinating for him, and he discovered a passion for detective work that he didn’t know he had.

					Technology/Tools. He became very familiar with the range of software and technological systems available for detecting fraud. He learned how to use cutting-edge tools that can flag potential fraud by analyzing subtle patterns in Web traffic.

					Budget. He created a business case for his employers to show them how the fraud problem was hurting them financially, and to request the tools and the training he needed to solve this problem. He clearly laid out the return on their investment.

			

			If you’re going to do research effectively, you should think in terms of resource people, sources of knowledge, and technology solutions. Don’t forget the budget you’ll need to do a good job.

			When Dan took his proposal to his employers, they leaped at the chance to stop this hemorrhage from their bottom line. After a lot of experimentation, trial and error, and more probing and study, he made a real difference. He helped his company save tens of thousands of dollars.

			The tougher things get, the more crucial the concerns your employer faces; and the more solution-oriented you become, the more valuable you are.

			If all this sounds like a lot of work, you’re right. But it’s worth it. This kind of work separates a merely good career from a great one. Of course, in Dan’s case, it made the difference between having a great job and having no job at all. As his Circle of Influence grew, his responsibilities and satisfactions grew as well.

			Eventually, Dan went on to a new, more responsible job with a much bigger company. Within the first few weeks, his work led to the capture of a clever fraudster who had stolen more than a quarter of a million dollars from his new employer. Dan became a recognized authority in the detection and prevention of credit-card fraud.

		

		
			
				
					
				
			

		

		
			Dan went from employee to volunteer. He went from reactively answering a low-level job description to proactively solving a serious business problem. In a job he invented for himself, he is now virtually indispensable to the company he works for.

			When you think about it, Dan did what anyone can do. Tough times gave Dan the opportunity he needed. You can find and capitalize on the same kinds of opportunities. The tougher things get, the more crucial the concerns your employer faces; the more solution-oriented you become, the more valuable you are.

			Believe us—if you can help your employer win, your chances of winning go way up.

			At the end of this chapter, there is a “Circle of Influence” tool to help you do what Dan did. You’ll be surprised how many resources you actually have that can help you get or keep the job you want.

			Now, suppose Dan had decided to focus on his Circle of Concern instead of his Circle of Influence? What might he have written into his Circle of Concern?

			Dan’s Circle of Concern

			Dan could have sat back passively, like a victim, and blamed the impending loss of his job on these very real things he had little or no control over. After all, these obstacles were not illusions! But he took a proactive approach and refused to play the victim.

			Your goal is to grow your Circle of Influence. You do that by focusing your best energies on those things you can influence. Over time, you become more and more influential, the Circle of Influence gets bigger and bigger, and the Circle of Concern takes care of itself.

			Dan worked on his Circle of Influence. He found out how to improve cash flow. He educated himself on customer issues. He learned the best practices for collecting on late accounts. And his employers learned to value him far beyond his old job.

			You can start the way Dan did—by working on those things you can do something about. That start can be very small and perhaps, at first, unnoticed by your employer. The “Circle of Influence” tool on the next page can help you focus on the things you can do something about.

			“Circle of Influence” Tool

			This tool will help you overcome the barriers to getting the job and career you want. You might want to fill in several of these circles.

			1. Write into the Circle of Concern the most important barriers to making your career contribution happen. Number them.

			2. Insert into the Circle of Influence the numbers of those items you have some influence over.

			
					Who would be willing to help you?

					What are your key sources of knowledge—books, periodicals, blogs, Internet newsletters, and so forth?

					What technology and tools can help you solve the problem?

					Where can you qualify for budget, if necessary?

			

			3. Make a plan to act on those items in your Circle of Influence, and watch the circle grow!

			 Teach to Learn

			The best way to learn from this book is to teach the content to someone else. Everybody knows that the teacher learns far more than the student. So find someone—a co-worker, a friend, a family member—and teach him or her the insights you’ve gained. Ask the provocative questions here or come up with your own.

			
					Why is the “victim mentality” so crippling to people who are trying to create a great career?

					Why is it so important to adopt a proactive mentality about your career?

					Do you talk like a victim? Do you find yourself blaming other people or your circumstances for your lack of career progress? How could you change your language to reflect a more proactive mentality?

					Can you think of instances where you’ve used your own initiative to make an important contribution at work?

					“Getting the job you want is 90 percent research.” Explain why this is true.

					Why do people so often underestimate the resources available to them in finding the job they want?

					•	What does it mean to “act in your Circle of Influence rather than your Circle of Concern” in finding the job you want?

			

		

		
			Build Your Own Village

			Now, there’s another key principle to live by if you want a great job and a great career. We call it “building your own village.” By that we mean creating and maintaining authentic relationships with key people who mutually support each other. They help you in building your great career, and you in turn contribute to their success. Your career success depends not only on yourself, but also on the people around you. In the workplace, you never achieve anything worthwhile alone.

			One of the most common bits of advice for the job seeker is to “network.”

			In some respects, networking is a relic of the Industrial Age. Too often, networking comes down to having a lot of contacts on your iPhone or BlackBerry—a big list of names you will never know what to do with. Or you have a drawer full of business cards from people you can’t even place any more.

			Industrial Age thinking sees people as tools. People are tempted to see each other as “means to an end.” They seek out others only when they need something from them, as you might go to a toolbox for a hammer or a pair of scissors when you need it. It’s hard to have a genuine, authentic, loving relationship with a pair of scissors.
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			By contrast, in the Knowledge Age, people are not tools. They are important in themselves. In a healthy family or friendship, this has always been true, but not in the Industrial Age workplace. Authentic relationships with co-workers, customers, and suppliers are becoming essential. Intriguingly, a Gallup study has found that one of the top indicators of great performance in the workplace is having a best friend at work.

			So network from a Knowledge Age mindset rather than an Industrial Age mindset. The best networkers are building a village of people who value one another for more than just what they can do for one another.

			From Jennifer:

			A couple of years ago, I had the opportunity to interview Jack Welch, the former CEO of GE, at a leadership event in front of several thousand people. The next week, I received a handwritten note from him expressing his pleasure in meeting me and thanking me for the experience. I have no doubt that Jack Welch has an extensive network and didn’t need anything from me. He was just doing what he has always done to build connections in his career.

			Contribute to the Village

			Let us tell you about Luke, who works for one of our client companies. Luke maintains a list of people he keeps close to, not only family and friends, but also in the business. These are co-workers and customers. Through Facebook, he knows when he last made contact and makes sure that every few days or weeks, he connects with them again. When he comes across an article that might interest one of his contacts, he passes it on with a note. If a “villager” has won a big client or earned a promotion, he sends a congratulatory email. He’s not a salesman who might call people only to make a sale. He’s not a “schmoozer” looking for “useful” contacts. His messages are not irrelevant updates on his life. He makes genuine and frequent contact with these people out of a sincere desire to know them better and serve them better. “I am building my own village,” he says.

			Visualize with us the personal atmosphere of the old-time village. People knew each other well—they spent time talking, laughing, and working together.

			Most of us live in rather impersonal communities these days, but visualize with us the personal atmosphere of the old-time village. People knew each other well—they spent time talking, laughing, and working together. They ate together. They celebrated together. Their relationships were deep, lasting, and authentic.

			Luke selected the term “village” for a powerful reason. His purpose is not to “use” others as levers for his career; instead, he sees building his village as central to the definition of his career.

			Hark back to the words métier, ministry, or calling. These words meant something. A meaningful career is about meaningful service. Where a village is about mutual affection and support, a network is too often about serving yourself. Where a village is about people, a network is too often about machinery.

			We tend to assume that some jobs, like teacher or social worker, are more about service than others. Some professions are even categorized as “service jobs,” but this is a misleading paradigm. People with great careers always have a service paradigm. If you believe that what you do truly makes the lives of others better, if you satisfy a real business need or delight a child or inspire the mind, then you are serving others in your work.

			When drought hit the tiny village of Masitala, Malawi, the farms suffocated under merciless windstorms of orange dust. The Kamkwamba family, like others in the village, were in a desperate situation as they watched their soybeans and maize dry up into dead sticks. Without water, there could be no future for the village.

			At 15, young William Kamkwamba had to quit school because his father could no longer afford the $80 yearly tuition. So William looked around for a solution to the plight of the village. He knew that water could be found in deep wells nearby—the problem was pumping the water to the surface. But without electricity, there was no practical way to do it.

			People with great careers always have a service paradigm.

			Then, in an old library book, William saw a picture of a windmill and started to think about harnessing the dry wind to generate electricity. Barely able to read English, he painstakingly deciphered the technical terms in the book and made a plan.

			Without money for materials, he went to a junkyard and salvaged an abandoned tractor rotor to control the windmill propeller. For the tower, he lashed together blue-gum tree trunks and built a generator out of old bicycle parts. His circuit breaker was a pair of nails, a magnet, and coils of copper wire. The family believed William was wasting his time until the generator lit up a light bulb inside the family home. The mill soon powered a pump that irrigated new life into the dying fields.

			Over several years, William refined his invention. Now that he has built many more advanced windmills, the 60 families of Masitala enjoy enough electricity to bring water to their farms and to light their houses. William Kamkwamba has a career and a contribution to make: “to power up his country, one windmill at a time.” Serving the needs of his village is William’s career.

			One of the great paradoxes of life is that the self-serving careerist never has a great career. That’s because such a person’s vision never extends beyond the next rung on the corporate ladder. The careerist is a relic of the Industrial Age, a time when, as Richard Ohmann put it, “procedures supplant[ed] value and people [were] absorbed in structures” and people were willing to do anything to get ahead. By contrast, the vision of a William Kamkwamba is about giving real value to real people. Is there anyone who doubts that William will have a great career?

			Some day, someone will sum up your career. Will you be just another link in a giant impersonal network? Or will you be remembered as one who served and contributed and gave your best to the “village”?

			How do you build your village? Here are four suggestions:

			1. Identify the members of your village

			2. Create an Emotional Bank Account with each member of your village

			3. Carve out your own space on the Internet

			4. Practice synergy.

			Identify the Members of Your Village

			Who naturally belongs to your village? There are two kinds of people: those you serve and support, and those who serve and support you. Start by listing the half dozen or so people who are most important to your career. They might be a major client, your boss, a key co-worker, an agent, or an old school friend who stimulates you to think creatively.

			Identify the roles each person plays in your career. Their titles are less important than what you do for them or what they do for you. What are the real roles of your supervisor? Just plain “boss”? Or mentor? Customer? Reality checker? Coach?

			Some day, someone will sum up your career. Will you be just another link in a giant impersonal network?

			What are the real roles of your clients? Are they just sources of revenue? Or can they become valued friends who are rich with information, advice, and contacts?

			How many people belong to your village? It depends. If to build your career you need 10,000 followers on Twitter, that’s fine. On the other hand, most of us can build truly authentic relationships with only a few people because it takes so much time and energy to do so. Still, a genuine village relationship can pay enormous dividends.

			Anyway, most of us don’t need a whole city to build a great career—a village will do. You can grow very influential within the sphere of your customers and co-workers. William Kamkwamba didn’t need a big playing field to make a big impact.

			Create an Emotional Bank Account

			Once you’ve identified the members of your village, create an “Emotional Bank Account” with each one. You know what a financial bank account is. You make deposits into it and build up a reserve from which you can make withdrawals when you need to. An Emotional Bank Account is a metaphor that describes the amount of trust and confidence in a relationship.

			If I make deposits into an Emotional Bank Account with you through service, good will, small courtesies, honesty, and keeping my commitments to you, I build up a reserve. Your confidence in me rises, and you will come to my aid if I need you. I can even make mistakes in our relationship, and that high confidence level, that reserve in the “emotional bank,” will compensate for it.

			Most of us don’t need a whole city to build a great career—a village will do.

			But if I have a habit of ignoring you until I need something from you—of treating you like a tool instead of a person—eventually, I overdraw my Emotional Bank Account with you. Trust levels drop. Eventually, we deal with each other remotely, at a distance, as tools to serve our own interests rather than building “win-win” relationships with each other.

			Inauthentic relationships are one source of the mindless “busyness” in the workplace.

			In the Industrial Age paradigm, people are tools. That’s why the Industrial Age workplace is filled with tension. Outside of work, many families are filled with it. Many marriages are filled with it. If the account doesn’t receive continuing deposits, any relationship will deteriorate.

			The dreaded, so-often-heard greeting in the workplace is not an authentic “Hello, how are you?” It’s “I know you’re busy, but…” When people greet you this way, it often means their only interest in you is how you can help them with their emergency. This means that you’re a tool to them. Your value is what you can do for them right now. No wonder responding to urgent requests can become your life. Inauthentic relationships are one source of the mindless “busyness” in the workplace.

			This doesn’t mean you shouldn’t help people who really need you. Not at all—quite the reverse. A great career is all about helping people. In fact, a good response to the greeting “I know you’re busy, but…” is “I’m never too busy to talk to you.”

			But that response can only be authentic if you see your career as serving people within the boundaries of your Contribution Statement. If you want a great career, you can’t respond to every request; otherwise, your career goes off on a million tangents. When you commit yourself to making a great, carefully defined contribution, you also commit yourself to saying no—courteously—to activities that won’t help you make your contribution.

			When you plan your time, deliberately schedule activities to build your relationship with the members of your village.

			If the request is urgent but outside the limits of your Contribution Statement, you can help find someone else to do it or decline with an honest explanation about your priorities. If you’ve built a healthy Emotional Bank Account with the person making the request, it won’t be a problem.

			Now you can see why it is so important to live by your Contribution Statement. Without it as a rudder, you can easily drift off course trying to please everybody. In the end, you’ll be everyone’s doormat, and you’ll never make a substantive contribution of your own.

			Here’s how to build your Emotional Bank Account with people.

			When you plan your time, deliberately schedule activities to build your relationship with the members of your village. You’ll have lunch. You’ll send a thank-you message. You’ll write blog entries celebrating them. You’ll set aside time to help with their project. You’ll forward an article you read that will help them with their work.

			And you’ll do these things regularly and frequently. At the start of every week, ask yourself, “What can I do for this person this week? What deposit can I make in the Emotional Bank Account?” And then follow through. The people in your village might change from time to time, but your habit of making deposits must never change.

			Carve Out Space on the Internet

			Social media tools are a two-edged sword when it comes to networking. At their best, Facebook, Twitter, and LinkedIn enable you to build your village. At their worst, these tools enable billions of one-sided conversations—a sad, empty sort of reaching out to connect with other human beings who aren’t even listening.

			The Internet is like a great city, but you can build your own village within that city.

			So use social media to build your career, not to waste it. Carve out space for yourself on the Internet so people know to turn to you for expertise in your field. The Internet is like a great city, but you can build your own village within that city.

			Above all, you should start a career blog. Whether you already have a job or are looking for a job, a career blog is an easy way to connect with the village you’re building. You can set it up quickly and take a few minutes to add to it every day. On your blog, you can publish your career Contribution Statement, which will draw followers who value your contribution. Showcase your generic résumé. Regularly post your ideas, discoveries, readings, and accomplishments related to your contribution. Invite people who share your passion to add their own content. And stick with it—the richness and longevity of your blog can make a huge difference in building a great career.

			If you already have a personal blog, create a separate career blog. You don’t want your business contacts searching through photos of your cat for your latest blog entry on business.

			Your blog can be even more important than a business card when you’re looking for a job. A real advantage of a blog is that recruiters and customers will find you because they are looking for help. You don’t have to look for them. If you provide answers they desperately need, you’ll be getting proposals from them. Plus, you can direct recruiters to your blog, which will be far more useful to them in understanding your strengths than your résumé could ever be. Your blog is a résumé on steroids!

			Here is a real example of a blogger who got a job as a result of his blog:

			After my employment ended with my last company, I reached out to my network (both the one I built here locally and the one I built through blogging and other social media). I posted on my blog. I posted on Twitter. So did a ton of other people. I was flattered, humbled, and feeling a little bit egotistical about the attention. What can I say, I am human! The conflicts of emotion were interesting….

			Last week, I received a message from someone who wanted to talk about how I could work with their company. They were going to be launching a big-time product upgrade and they were targeting the niche I have been working in for the past six years…. They commented on my blog in January (this is why longevity counts) and saw the overwhelming response after I was back on the market.

			We talked by phone and sent emails back and forth (none of those emails or conversations included a résumé or application or formal interview questions). It was truly a conversation. After we hammered out some details, I agreed to start immediately.

			Please note that this blogger didn’t have to do any of the traditional things people are used to doing in a job search. No need for a résumé or an application or interview. What mattered was the conversation among knowledge workers.

			In addition to a blog, consider writing an e-book. Of course, one way to become recognized as an authority is to write a book. But publishing a book has been an expensive and difficult undertaking until recently. E-books are inexpensive to make and easy to distribute. If your Contribution Statement is relevant, you could have a thousand or even a million readers overnight.

			A good example is Indian entrepreneur Shyam Gokarn. Recognizing that wine consumption in India had been increasing 30 percent per year, Shyam combined his love for wine with a marketing instinct to produce a 540-page e-book, Cutting Edge Issues of Marketing Wine in India. He has carved out a unique space on the Internet for anyone interested in the explosive growth of the Indian wine business. This village is large, energetic, highly specialized, and growing more lucrative every day.

			Former Apple marketer Steve Chazin has published a popular e-book and blog on Apple’s marketing secrets. As a result, he has many followers who pay him for consulting and speaking engagements. People in his village “get a sense of who I am from the e-book and the blog in a way that a résumé can’t possibly deliver. There is also a sense of importance the e-book has that a résumé doesn’t.”

			More and more, your online presence will make the big difference in building your great career. (Of course, the opposite is also true: your career might suffer if you post photos from last Friday night on Facebook or Twitter about your pedicure.)

			Establish and control your personal brand across the world. It does your career little good to have a unique ability to contribute if no one knows about it.

			In the age of social media, you can establish and control your personal brand across the world. It does your career little good to have a unique ability to contribute if no one knows about it beyond those you meet face to face. A very experienced recruiter says this: “All recruiters hire through their networks. They’ll say, ‘I’ve kept up with her via email and now LinkedIn since we worked together ten years ago.’ Or ‘I read his blog.’ Or ‘I’m hiring him because everyone in the SAP implementation field knows him and what he represents—his e-book demonstrates that.’”

			As a blogger, you become the ultimate knowledge worker, creating a worldwide conversation on the work you’re passionate about. Your online presence enables you to become known in your field and establish a reputation for bringing people together to solve problems. You develop a personal brand that can have global value.

			Practice Synergy

			The village you build might ultimately be your greatest career achievement. It might even become the source of great new advances in understanding your field.

			A one-of-a-kind example is Damian Counsell, a former biological scientist who combines his passion for computers, biology, and photo imagery into a global conversation around wedding photography, of all things. His blog features tips for taking and editing pictures, reviews of new cameras, beautiful galleries of photos, and scientific thought pieces. He even directs people to competitor sites and displays their work. His wedding-photography business seems almost incidental to the extraordinary discussions that go on.

			A highly synergistic team creates solutions that even the lone genius cannot foresee.

			Damian’s blog illustrates the power of synergy. What is synergy? Simply defined, it means that the whole is greater than the sum of its parts. If you put two pieces of wood together, they will bear much more weight than either piece could separately. With synergy, 1+1=3 or 100 or 1,000.

			The village Damian has built discovers new insights every day into the art and business of photography. For example, a number of people contribute to a discussion on the physics of light when taking a picture, leading to new ideas about using a camera to capture reality. Another discussion explores “slicing” a picture to produce a three-dimensional image. This one blog could advance the art of photography a thousandfold.

			And isn’t that what a great career is all about: making a great contribution? Such a contribution is hardly ever the work of one lone genius. Because of the natural diversity of minds and the uniqueness of each individual member, a highly synergistic team creates solutions that even the lone genius cannot foresee.

			You’ve probably never heard of the inventor of the Internet because no one in particular can claim that title. The Web truly is the product of synergistic teams working on various problems over the past 50 years. One key person in the development of the Internet was Bob Taylor.

			A young psychologist during the 1960s, Bob managed projects for the U.S. Government’s Office of Advanced Research and Technology. He was annoyed at being forced to log on to three different computers to do his work and thought how convenient it would be if the computers could talk to each other. Fascinated by the problem, he began to build a village to solve it.

			He turned to Larry Roberts, an engineer who had once succeeded in linking a computer on the West Coast to another computer on the East Coast. Installed in the Pentagon, Larry began to work out the protocols for relaying information from one set of computers to another. The idea was to treat a computer like a mail box from which messages could be sent to many different destinations. Doug Engelbart, the inventor of the computer mouse, brought to the village his programming expertise from the Stanford Research Institute at Menlo Park, California. Another villager was Ivan Sutherland, who had figured out how to draw graphics on a computer and wanted to send images over the new network, not just text. He linked up with the group from his lab in Salt Lake City, Utah. Paul Baran of the RAND Corporation had helped invent a system called “packet switching” to preserve electronic communications for America’s military in the event of war. And many others moved in and out of the village over a period of years. Then, in 1969, the first email messages were sent between computers.

			Baran recalls that the process of creating the Internet was “like building a cathedral…new people come along and each lays down a block on top of the old foundations…. Next month another block is placed atop the previous one…the reality is that each contribution follows onto previous work. Everything is tied to everything else.”

			It’s a natural principle that you cannot achieve anything truly worthwhile alone—at least not in the world of work.

			The Internet was a mirror of the village that people like Bob Taylor built. It was a village that spanned a continent made up of people with many diverse strengths and passions, all acting in synergy with each other. And it was driven by a compelling problem. It’s fitting that the Internet will probably become your key tool for creating your village.

			It’s a natural principle that you cannot achieve anything truly worthwhile alone—at least not in the world of work. The energy you invest in regularly and frequently building your village will pay dividends not only in advancing your career, but also in personal satisfaction. You will get into the habit of service, which is the foundation of a great career. With a synergy mindset, you will learn from the best people in your life. And when you need them, they’ll be there for you because you have been there for them.

			“Build Your Village” Tool

			Your great career depends not only on you, but also on the village you build around yourself. In the workplace, you never achieve anything worthwhile alone. To build your village, follow these steps:

			1. List the people you know who are key to your career success.

			2. Note why they belong in your village. What strengths do they bring that you can leverage?

			3. Note something you could do this week to make a deposit in a few Emotional Bank Accounts.

			4. Each week, review your list, changing it as needed. Then make your weekly deposit in the Emotional Bank Account.

			Sample deposits in the Emotional Bank Account:

			
					Congratulate the person on a job well done.

					Write a tribute to the person in your blog.

					Email an article that will help the person in his or her work.

					Invite him or her to lunch.

					Offer to help with a project that is important to that person.

					Send birthday greetings.

			

			Teach to Learn

			The best way to learn from this book is to teach the content to someone else. Everybody knows that the teacher learns far more than the student. So find someone—a co-worker, a friend, a family member—and teach him or her the insights you’ve gained. Ask the provocative questions here or come up with your own.

			
					Why is “building your village” central to the definition of a great career?

					What are some differences between a village and a network?

					What is an Emotional Bank Account? How do you make deposits?

					What is a “careerist”? Why is he or she a “relic of the Industrial Age”? Why can’t a careerist ever enjoy a great career?

					Why is a blog or other social medium important to your career? What can you do on your blog to build your career?

					What is synergy? What are the advantages of synergistic relationships with others as you build your career?

			

		

		
			Frequently Asked Questions

		

		
			
				
					
				
			

		

		
			Q: What does a great résumé look like?

			A: The purpose of a résumé—or curriculum vitae (CV)—is to get you an interview with the right person. It’s a document that briefly presents your skills, education, and experience. Because it’s like a product brochure in which you are the product, it must answer the employer’s question: “What can you do for me?”

			The days of the self-centered résumé are over. The old-fashioned Industrial Age résumé starts with the applicant’s self-serving objective—“A rewarding position in a firm that can make me rich and successful”—and then trumpets the whole story of the applicant’s life. The typical applicant sends the résumé to 30 different companies and waits to see if one will bite.

			Research the employer before writing your résumé. Study the job announcement or description. Make an outline that shows how your experience and education match up with the job requirements.

			Do not send a “one size fits all” résumé. If you already have a résumé, rewrite it to target the specific needs and requirements of the job you’re applying for.

			Frankly, decision makers today don’t have the time or inclination to study your life story and make your dreams come true. They have real problems and opportunities, and they need help with them. Therefore, your résumé needs to address those problems and opportunities spot-on. Your résumé needs to show specifically and quantitatively how life will be better for them if they bring you on board.

			If you already have a résumé, rewrite it to target the specific needs and requirements of the job you’re applying for.

			There are two kinds of résumés: generic and targeted. You should have a generic résumé that you can post on your social-media site and hand to prospects as you encounter them.

			A targeted résumé is quite different. It’s aimed at one prospective employer and is the product of serious research into that organization. If you really want that job—the one you’ve researched, the one you’re passionate about—you send them a targeted résumé.

			A targeted résumé is tailored carefully to reflect the mission and values of the organization, as well as the specific job description.

			Let’s look at some samples of both generic and targeted résumés.

			Here’s a generic one-page résumé of a sales manager named Christiane Creer.

			Sample Generic Résumé
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			These features make this résumé well designed:
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					Contact information set off from the text.

					A brief profile with a list of skills. In 10 seconds or less, anyone can quickly grasp what Christiane does.

					A selection of performance highlights—her most important career accomplishments. Note that she uses numbers to give a clear picture of the significance of those accomplishments. Even if you don’t have exact numbers, you can estimate.

					Career and education history starting with the most recent.

					Simple font, attractive headings, uncluttered but complete.

					No references, hobbies, or other personal information. Those things can wait for another time. Include in your résumé only information relevant to the requirements of the job.

			

			Now, let’s look at a targeted résumé from Christiane aimed at a particular job: Sales Director for a large computer software company. The job announcement calls for applicants with these qualifications:

			
					Excellent track record in managing relationship selling, coupled with a broad knowledge of customer-relationship management CRM programs.

					History of successful turnarounds in sales performance.

					Deep background in market research and analytics.

			

			So Christiane tailors her résumé to emphasize her abilities in these areas. She rewrites her profile statement to prioritize her experience in revitalizing sales teams as a “strong proponent of market research.” She reorders her accomplishments to prioritize relationship selling, successful turnaround of a sales team, and market research. She adds to the one-page résumé another page describing these achievements in more detail because she knows this information is important to the prospect.

			Here’s the résumé she sends:
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			You can take the targeted résumé a step further if you already have a “warm contact” inside the organization. This person might be a decision maker you know through your network or someone you’ve spoken to about the job. A warm contact is always a person whose priorities you understand. If you can, go around the normal application channels and send a highly targeted résumé to your contact.

			A highly targeted résumé contains:

			
					A summary statement of the organization’s problem.

					A proposed Contribution Statement.

					Background and experiences that show you can solve the organization’s problem.

			

			Here are two examples of a highly targeted résumé. The first comes from a very experienced, well-educated applicant, and the second from a recent college graduate looking for her first job. Both résumés are targeted at one prospect who has already explained the issues of concern to the applicant.
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			Q: What should I put in a cover letter?

			A: In your cover letter, introduce yourself and your résumé, tell why you’re applying for the job, and ask for an interview. Many employers are more interested in your cover letter than your résumé because it tells them why you’re applying and gives insight into your personality. As we’ve said, the purpose of a résumé is to obtain an interview, to start a conversation with the employer. Your cover letter is your opportunity to get that conversation under way—so we can’t overemphasize the importance of the cover letter.

			The worst thing you can do is write an offhand or “one size fits all” cover letter. You must target your cover letter to the specific needs and values of the prospective employer.

			Ideally, your cover letter is a one-page proposal to fill an important business need you’ve identified in your research. Here is a basic format to follow:

			1. Start by summing up the problem or opportunity your prospect faces and describe how you plan to help solve it. Use numbers that are meaningful to the prospect.

			2. Give evidence that you can solve the problem and, if applicable, that you have solved one like it in the past. Evidence includes work and educational accomplishments that would lead your prospect to conclude you’re right for the challenge.

			3. Provide contact information and request a meeting.

			Here is a sample cover letter:
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			Q: I know I’m just one of a hundred applicants. How can I bypass the old application runaround and get an interview with the right person?

			A: You’ve put your finger on a key issue. Your résumé is like an advertisement for a product that the employer might or might not want to buy. How do you treat unsolicited advertisements? Usually, they go into the trash.

			Here’s how it usually works in a large company. Your application and résumé might fall into an Applicant Tracking System, a computer that tells if you’re using the right buzzwords. If not, you’re automatically rejected. If you’re lucky and get through the filter, someone (not the decision maker) will interview you. Then you’ll be told, “We’ll get back to you.” Of course, as you say, hundreds of other people are going through the same process.

			Don’t regard yourself as a product that needs a marketing brochure…. Consider yourself a living, breathing, intelligent problem solver.

			Ideally, you stay completely out of this depressing loop. You don’t regard yourself as a product that needs a marketing brochure. You consider yourself a living, breathing, intelligent problem solver. When that amazing job opportunity opens up, start your research. Next, you must get to the person with the power to hire you, and that requires taking initiative.

			Find out who the decision maker is. Through research, find out what keeps that person awake at night. What key challenges or problems does the organization face? What do customers, suppliers, and reviewers say about the organization? Learn as much as you can.

			Write a proposal letter introducing yourself and your solution. Ask for a few minutes to give a Need-Opportunity presentation. If possible, find someone—anyone—who can introduce you to the decision maker: a customer, a supplier, an insider, a board member. If you pay the price to make a strong business case for yourself, you have an excellent chance of getting the interview.

			Even if you can’t get to the decision maker, find someone on the inside who will commit to handing the decision maker your proposal. A hand-delivered proposal is far more compelling than a résumé that comes through the standard application system, and it stands a much greater chance of getting you that initial interview.

			Of course, smaller companies might not have these elaborate systems for winnowing applicants, and it’s usually much easier to reach the decision maker. Still, make the best business case you can.

			You can use this approach to create a job, even when they’re not hiring. If you can provide a compelling solution to a problem that matters to them, they’ll find the resources to bring you on board.

			Q: What are some ideas for a successful job interview?

			A: Remember, you are a problem solver, not just a job seeker. When you make your appointment, ask if you can present a few ideas. Then pay the price to create a brief, hard-hitting Need-Opportunity presentation in which you demonstrate your knowledge of their issues and how you would deal with them.

			By the time you get into the interview, you’ve already done so much research on their needs and concerns that you impress them with your understanding right away. You are not passive. You go right to work. You are the proactive consultant who can help them with crucial challenges.

			Interviewers no longer ask if you have the skills they want—they now ask you to tell them about specific instances when you used your skills.

			You might not feel comfortable about making a Need-Opportunity presentation in your first interview. You might not know enough about the company and their situation. In that case, use the first interview to prepare for a second interview, in which you will make a presentation.

			Remember, the initial interview is just the beginning of a conversation. Ask the interviewer questions about issues you identified in your research. If your homework has uncovered a problem with, say, competitive pressures on the company, ask the interviewer his or her feelings about what you’ve heard. Use that first interview as a key research opportunity; then ask if you can return and make a brief proposal based on what you learn.

			Interviewers no longer ask if you have the skills they want—they now want you to tell them about specific instances when you used your skills. For example, if your résumé says you have excellent communication skills, the interviewer will probably ask you about a time when you used those skills successfully. You should be prepared to tell a quick story about that experience.

			But don’t just answer the question. Find out why the interviewer cares about the question. When interviewers ask these usual generic interview questions, bring them back to their own concerns. For example, if they say, “Tell me about a time when you did this or that,” answer briefly and then say, “It sounds like this issue is important to you. Could you tell me more about that?” For you, it’s one more piece of crucial information.

			MIT’s Career Development Center suggests the “STAR” approach to interview questions: Situation, Task, Action, Result. Prepare concise STARs for the typical interview questions you’re likely to get. For example, the interviewer might say, “Tell us about a time you experienced conflict at work and how you resolved it.” To prepare, think of a conflict situation you’ve experienced, what your task was, the action you took, and the result—the moral of the story.

			When responding to the question, relate the situation—the first part of your STAR—and ask, “Is this the kind of thing you were looking for?”

			Here’s an example. The interviewer asks, “What is your key strength as a leader, and when did you capitalize on that strength?” A STAR response looks like this:

			
					(SITUATION) “My key strength is making informed decisions. I once led a sales group equally divided on whether we should have geographical sales territories or key accounts. It was a very political issue with people deeply invested on both sides.”

					(TASK) “My task was to research the question and decide.”

					(ACTION) “I found that key accounts would be much more productive, allowing a sales team to focus on one client regardless of geography, and I was able to sell that solution on the basis of my research.”

					(RESULT) “We increased sales by a third the first year.”

			

			Then relate your STAR response to the challenges facing the interviewer’s organization. And no matter what, don’t ramble on, making the interviewer pick through everything you say for needed information. Practice answering questions concisely.

			During the interview, periodically stop and ask, “Is this information helpful? Am I providing you with what you’re looking for?” You’ll show the interviewer that you care about others’ point of view rather than fixating on your own agenda. Also, if you’re going down the wrong path, you need this opportunity to course-correct.

			Q: What does a Need-Opportunity presentation look like?

			A: Start with the bottom line. What’s the problem, and what benefit or solution can you bring to the problem? Make your solution as quantifiable as possible using charts with real numbers. Then go into the appropriate level of detail about each point of your solution.

			Here’s a sample outline of a Need-Opportunity presentation made by a person applying to be Site Safety Coordinator for a major commercial construction company.

			Site incident rate high and costly…

			
					Your monthly incident rate: 131 reportable accidents.

					Insurance premiums will increase 20% this year if nothing is done.

					Productivity loss: running at 6% per project, high by industry standard (lost time, fines for safety violations, lawsuits).

					You must generate $74,000 per project just to cover these costs.

					Where I’ve created a culture of safety…

					MacKay Homes, cut incident rate by 58% in one year.

					DJ Commercial Contractors, cut incident rate by 82% in three years.

					How I create a culture of safety…

					Evaluate safety record of contractors, make it part of negotiation.

					Institute modular, frequent safety training instead of one class on entry.

					Require supervisor accountability…

					Daily briefing on hazards.

					Mandatory compliance to safety-equipment checklist.

			

			Next steps…

			This simple outline, accompanied by charts showing the size of the problem and the benefit of the solution, demonstrates the real value this applicant brings. You can create something like this if you do your homework.

			Occasionally, pause to ask your interviewer if your presentation is accurate and helpful. This will give him or her the chance to teach you more about the issue. If the interviewer feels your presentation is off track, stop and ask questions. Then offer to come back another time with a better presentation. Keep the conversation going.

			Q: I’ve done what you suggest and I’m still out of a job. What now?

			A: Then it’s time to create your own job. Begin a blog. Make a podcast. Publish your own newsletter. With the experience and information you’ve gathered in researching and presenting yourself, you’ve become something of an expert in your field. So make a name for yourself. As people come to know about you, you will become a resource to them—a resource that ultimately someone will pay for.

			This is also the time to fill your skills gap, which can in turn jump-start your job search. For example, communications specialist Laura Perry was out of work nearly a year. She realized that more and more openings in her field required expertise in social media that she didn’t have. So she got busy learning about social media. She created a Facebook page for a friend’s business, then volunteered to build Facebook and LinkedIn pages for a women’s golf association. Soon she could talk knowledgeably about social media in job interviews and show samples of her work. A new job wasn’t long in coming.

			It’s time to create your own job.

			Q: I already have a job, and I need to hold on to it. But I’m not very happy with it. Every day seems about the same. I don’t feel like I’m going anywhere careerwise.

			A: Regardless of the job you have, you can grow to love your work and make a great career right where you are. It’s a matter of your mindset.

			That doesn’t mean you should just “think positive.” Instead, you should “think meaningful.” How could you create out of your current job a new job that is far more significant to you and to your organization? A few suggestions:

			
					Write a Contribution Statement as described in this book. Share it with your manager and ask for input. Work it over together until you are both satisfied.

					Make a Win-Win Performance Agreement with your manager. Together, describe what would be a win for the organization and a win for you personally. Define the guidelines you need to follow, resources you’ll need, and how you will account to each other for progress.

					Set clear goals with your manager. Use this formula to state the goal: “From X to Y by When.” Here’s a charge nurse’s example: “I will improve patient satisfaction in my unit from 80 percent to 95 percent by the end of the fiscal year.” By achieving clear goals, you demonstrate your value and you find out what it feels like to win.

					If your employer does quarterly or yearly performance reviews, ask if you can have mini-reviews at least monthly. A few minutes with your manager once or twice a month can be far more useful in improving your performance than an hour once a year.

			

			Q: I keep hearing you say, “Create your own job.” But what if the job description is very clear and you don’t really need to go beyond it?

			A: There are two mindsets about work. The Industrial Age mind says, “I’m a machine with a specific function.” The other is the Knowledge Age mind, which says, “I’m a creative, living, thinking human being with unique gifts. No one else can do what I do.” The Industrial Age worker, like a machine, wears out and is easily replaced, just as you would replace a car, a computer, or a toaster that doesn’t fit your needs anymore. The knowledge worker is by definition irreplaceable. No matter what job you’re in, you must constantly be re-creating it, or you become irrelevant pretty fast.

			Some people have to climb the mountain from the bottom up, while others get helicoptered to the top.

			Of course, you must fulfill the requirements of your job description. But the real question is, “How is this job different because you are the one doing it?”

			Q: It’s easy to get a job if you’re rich and well connected. But what if I’m just starting out, I have nothing, and nobody knows me?

			A: It’s true that some people have to climb the mountain from the bottom up, while others get helicoptered to the top. And the mountain can look steep and impassable to you. But remember who you are. You’re not nobody. You’re a unique package of talents, passion, and conscience that exists nowhere else. You can cut your own path up the mountain, and even though you might get stuck for a while or even slip backwards, the strength you gain by making your own way will more than offset the weakness of the “easy rider” who gets a free pass to the summit.

			There are natural principles at work here. An easy ride produces little strength of character or capability. If you’re the one who takes the tough climb, you will naturally outperform the privileged ones—or if not, you will still have a far more meaningful career than they can ever have. How many successful people have come from difficult beginnings—from Oprah Winfrey to numerous well-known CEOs to your neighbor who is the first in her family to own a home?

			Take the initiative. If you can’t get an interview, you just haven’t made the right case to the right people yet. Keep working at it. If your boss doesn’t notice you, start working in your Circle of Influence and watch it expand. It might be slowgoing, but if you persist, you’ll become more influential, gain more resources and respect, and create the great career you want.
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Organization/Job

Lifecare Ltd/blood

Bank Quality
Assurance Manager

Forge Mountain
Mining/senior
Accounts Payable

Lokout/inside
sales Of Security
Software

Résumé Objectives

To obtain a position where |
can maximize my management
skills in laboratory

development and engineering.

Afulilling positien in
accounting where | can utilize
my communication and
negotiation skils

Software telesales where my
three years of experience
can be employed in builcing
customer relationships.

Contribution Statement

Because LifeCare has experienced problems with the
transmission of infection via blood products, | can draw
on my background in microbiology as well as business
management to ensure that products are defect-frez.

The cost of equipment rental threatens healthy cash
flow at Forge Mountain. Drawing on my expertise in
lease managemert, | believe | can help cut rental
outlay between 10% and 20% the first year by
renegotiating contracts.

Because security software is unbelievably competitive,
LokOut needs the unique competitive advantage of an
experienced sales rep certified in consultative
selling—who can give personz, customized advice to
LokOut prospects on exactly what they need. This is
how | can contribute.
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Haytham Arsa
Vice President, Marketng
Kall Palace Restauranis.
7501 Bemard Ave.
Boston, MAQ2110

Proposal to improve revenues and franchisee relationships as marketing liaison
officer

Doar M Arsad,

You have an opening for 3 marketing kaison officer wth your fanchisees. | woud ke 1o
meet with you and show how | can fulllyour requirements.

Kali Palace has aways had an excelien reputation among restaurant ranchisees.
(Overall sales are fat, owever, and some frarchisees have expressed a desie o
more marketing support from headauarters. My experience in conductng successiul
promotions leads me to suggest  way o mprove revenues by atleas! 10 percent n
‘one year and improve ranchsee relatonstips at the same tme.
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At CodoPharm, it takes as long as two years for a new product application
1o be approved by the various medicine-control agencies such as the.
United States FDA. Every day out of the market costs about 2 million.
'With my background in improving regulatory processes, | would like to help
CodoPharm reduce time to market by as much as 10 percent within three
years.

How | have helped others:
Reduced average approval time at Milanoz from 20 months to 17 months.
As director of reguiatory documentaton for three years, | instituted
a“smart” Global Approval Process that met FDA requirements more
precisely and cut review tme by an average of 12 weeks. This ranslated
into 60 days of market revenue, or roughly $24 milion.

Gained $10 milion in revenue for Grussil Pharmaceuticals through
simultaneous submissions. Grussli was submitting drugs for approval in
three different markets, one after the other. In my two years as regulatory
officer, | created a process for multaneous SUbMISsoNs, thus cutting
‘about six montns off approval times.
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