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FINAL: June 2020 
 

The Ignitor Guide:  
Discover Your Next Career Opportunity 

 
Welcome! 
 
Welcome to the next chapter of your career. This is a new beginning. For some this may be a 
time like no other in your career. The first time ever – or in years – that you find yourself 
without a job. For others, you may have previously been in a career transition and dread being 
here again.  For nearly all, it’s a place you’d probably rather not be. Life, disrupted. Not what 
you planned. We get it. And we encourage you to shift your thinking. After all, endings beget 
new beginnings. This is a chance to “re-pot” – to take root in new soil so you can grow in new 
ways. This is a time to let go of the past and look forward to a promising future.  
 
Often, the first step is the hardest. Turn to this Ignitor Guide to get started. Sure, we don’t have 
all the answers. Yes, we have depth in human resources, communications and mentoring. And, 
yes, we’ve been where you are – in career transition. So think of us as peer mentors. We met in 
the Lumen Christi Employment Network (LCEN), an advocacy group in Milwaukee for those in 
career transition. We value the connections we’ve made with others in the group. Like you, 
they’re seeking a next opportunity that will play to their strengths and be rewarding. We want 
to share what we’ve learned so that starting your career transition journey may be just a little 
easier. Use this guide to ignite your journey. Be brave. Be bold. Be good to yourself.  
 
Blessings,  
 

Karen Kimple & Leslie O’Connell 
 
June 2020 
 
Karen Kimple is a seasoned HR leader with a strong generalist background. Reach her at 
KarenCarboniKimple@gmail.com. Leslie O’Connell is a versatile corporate communications 
leader, executive counselor, and leadership and transitions coach. Reach her at 
LeslieOConnell2@gmail.com. Karen and Leslie believe in the boundless potential of people to 
align their purpose, strengths and passion to make a living. 
 
Special thanks to the Lumen Christi Employment Network advisors Pat Cronin, Jim Lysaught, 
Cary Silverstein, and Peter Wick for their support. We’re also grateful to other professionals 
associated with LCEN who offered helpful ideas and insights: Ruben Cardenas, Lee Ferris, 
Mike Fleming, Keith Fraleigh, Andy Gilicinski, Vickie Hogan, Rich Longabaugh, Michal Riege, 
Jason Shimko, and Tim Somers. 
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Disclaimer: This guide is intended to be peer guidance, ideas and advice. It is not and should not 
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services, but cite them as resources. Information and links are current as of June 2020. Links are 
subject to change, so we apologize in advance if you encounter broken links. Entering relevant 
terms in your search engine will likely lead you to new content. 
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1. Pause: Adjust to Job Seeker Status  
 
Most of you are probably seeking a new position for a reason other than your own choosing.  
Even if it was your choice, your first “to do’s” are to: Pause. Accept this gift. And start moving 
forward.  
 
Pause.   
Before you begin, pause. Wait…you’re telling me to pause? Yes, but only briefly.  Before 
launching your job search, take some time for yourself---to grieve, to honor and process your 
feelings, and to let go. Even under the best circumstances, leaving a job is a huge change and 
even traumatic. If you don’t take time to work through your feelings, you may regret it.  
Continuing to carry around emotional baggage (such as grief, victim mentality, desperation, 
eager for revenge, etc.) will hinder your effectiveness in the job market. In fact, some of us have 
trouble explaining to family and friends that we’ve lost a job. It’s so much a part of our identity. 
Now is the time to process your feelings and come up with a way to tell others about how you 
plan to move forward with the next chapter in your career. 
 
Recognize the value of your mental health and well-being. A significant change – like a job loss 
– is stressful. Take time to exhale. If at any time you feel like you could use some help working 
through your feelings, please discuss with your family doctor or seek professional counseling.    
 
Accept This Gift. 
You may not believe this right now, but a job loss is an opportunity.  Some consider it a gift, as it 
gives you a time out and forces you to evaluate what you want to do next. Use this time as your 
“soul-batical” and contemplate how you want to spend your future working years.  Don’t 
assume you want to step right back in to the sort of job you just left. For example, do you really 
want to be a VP at a bank, or does leading a non-profit organization appeal to you more now? Is 
project management your passion, or is this a chance to apply your organizational and 
leadership skills to another type of role? Taking time for such introspection will give you clarity 
to refocus your efforts toward your goal.   
 
It’s natural that career priorities and aspirations change over time. There are many 
considerations that come into play, among them: opportunities to develop new skills, scope of 
responsibilities, company culture, type of industry, flexibility, work schedule demands, travel 
(or not), teamwork vs. individual accountability, compensation and benefits, and more. Now 
may just be a time to try something different – to find an opportunity where you can thrive and 
grow in new ways.  
 
Self-assessments may assist you in figuring out what you want most in your next role. To get 
started, check out resources at your outplacement center, the Job Center of Wisconsin and 
Section 3 of this guide.   
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Start Moving Forward 
This phase of adjustment and reflection will vary for each individual. It’s about gaining 
perspective and a fresh outlook. Here’s a word of caution and encouragement: don’t get stalled 
in this phase. Hit the refresh button and move on.   
 
If you were blessed with a severance package and/or outplacement assistance, think of that as 
a safety net to help support your transition. This is not a lengthy paid vacation. The challenge is 
nobody knows how long it will take to land a new position. When you find yourself without a 
regular income, it’s helpful to seek advice from your financial advisor and work out a plan to 
manage your expenses during a transition. Most of us underestimate how quickly future 
employers will be pounding down our doors to hire us. Many have learned that finding their 
next role can take as long as six to 12 months, especially for those who are experienced in their 
career. So, take a break but then get to work.  We recommend spending one to two weeks to 
pause; then get to work making a plan for your career transition.  
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2. Set Up a Safety Net: File for Unemployment Benefits  
 
Unemployment Eligibility 
At this point, you’re probably either receiving a severance payment or are without a regular 
paycheck. Depending on your situation, you may be eligible for Unemployment Benefits 
through the Department of Workforce Development of Wisconsin (DWD).  
  
Every situation is different, so check out the DWD website to determine your eligibility, and 
don’t delay in making your initial online application for unemployment. Benefits vary based on 
your previous salary/income and are a modest supplement as you transition. They are not 
intended to replace your salary. The process to apply for unemployment is detailed and can 
take about a day to complete. If you run into questions about the process, you’re welcome to 
reach out to a DWD call center or office for assistance.  
 
Requirements 
If you are drawing unemployment benefits, the DWD will have specific requirements for you. 
These requirements vary based on the situation. For example, you may be a required to 
complete and report a certain number of work search activities weekly, such as applying for 
jobs, registering with a career counselor, or participating in interviews. Be sure to understand 
and comply with the requirements for your situation so that your unemployment benefits are 
not delayed.   
 
Job Center of Wisconsin (JCW)  https://jobcenterofwisconsin.com/ 
It’s worthwhile to look into the Job Center of Wisconsin (JCW) – a partner of the American Job 
Center network. Explore the free online portal where you’ll find a range of valuable “how to”  
resources. Job seekers can upload a resume or draw on the resume builder to develop an 
overview of your professional skills and experience. Identify current openings through an 
interactive search function where you can use filters that indicate your preferences by title, 
employer, location and more.  
 
The JCW (we can’t speak to other states!) provides access to high-quality, local resources for 
job seekers at offices in all the area counties. This is a FREE resource you’ll want to check out. 
Each center has a variety of resources, including career counselors, resume support, access to 
computers, and workshops on topics such as interview techniques and job search skills. 
 
Here are some Greater Milwaukee locations: 

▪ Ozaukee County: 5555 W. Highland Road, Mequon, WI 53092 
▪ Washington County: 2200 Green Tree Road, West Bend, WI 53090 
▪ Waukesha County:  892 Main Street, Pewaukee, WI 53072 
▪ Milwaukee County/Walker’s Square: 816 W. National Ave., Milwaukee, WI 53204 
▪ Milwaukee County/Central: 4201 N. 27th St., Ste. 400, Milwaukee, WI 53216 
▪ Milwaukee County/Southeast: 2701 S. Chase Ave., Milwaukee, WI 53207 

 
For more locations and information, check out the Workforce Development Centers website.   

https://dwd.wisconsin.gov/
https://jobcenterofwisconsin.com/
https://www.wfdc.org/
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3. Discover: Identify Your Strengths  
 
So you’ve taken time to honor and process your feelings. Now it’s time to do some forward-
looking self-reflection about what you do well, what you like to do, and what skills you’d like to 
develop. Chances are that you were so busy working and balancing life that you may have 
neglected yourself and your development more than you would have liked. Or maybe you were 
so immersed in your career, company and industry that there just wasn’t a chance to think 
seriously about the next stage of your career. That’s not uncommon. Now is your chance to 
invest in you – and to make the next chapter of your career even more fulfilling. You’ll likely 
spend one to two weeks assessing your skills, while you’re concurrently mapping out your 
career search strategy. 
 
Inventory your transferable skills 
Pause to assess your strengths and skills. Transferable skills are the kinds of skills that are 
attractive to and sought by employers across jobs and industries. Think about what makes you 
– “you”. Start by asking yourself what employers have counted on you to do well. Make a list of 
both your technical skills and soft skills.  
 

▪ Technical skills are tangible skills, often requiring specialized training. They include 
things like product development capabilities, voice of customer research and analysis, 
budget development, profit and loss management, metrics tracking and insights, project 
management, use of various software programs, and more. 

▪ Soft skills are personality traits that enable you to relate effectively to others. To name 
just a few, they include skills such as communication, team leadership, teamwork, 
collaboration, time management, organization, and flexibility. 

 
Ignitor Tips: Transferable Skill Prompts  

✓ What specific skills have contributed to your success?  
✓ What did your colleagues compliment you about?  
✓ What help or advice did they seek from you?  
✓ What headlines did you share with your boss, your team, your peers?  
✓ What did you talk about in your performance assessment discussion?   
✓ What made you feel good at the end of a day?  

 
As you catalog your skills and what you like to do, consider how you can use those skills in 
different jobs, organizations or industries than you’ve worked in previously. Reflecting on your 
skills also naturally leads you to think about accomplishments. Those are the pieces of evidence 
and metrics that you’ll highlight on your resume, LinkedIn profile, and as part of your 
professional story. (See Sections 5 and 9 for more detail.) 
 
What will you do to grow your skills? 
Learning is a lifelong pursuit. With the accelerating pace of change, it’s essential to continually 
be curious, learn new skills and expand your capabilities.  
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A career transition is an ideal time to refresh or expand your skills to make you an attractive 
candidate for roles, especially if you’re pursuing a different role or field. Assess where you have 
gaps in your capabilities or opportunities to upskill in a high-demand area. Take the initiative to 
enroll in a course, earn a certificate, or pursue a credential. There are countless options (some 
free or low cost) through job center programs, technical schools, universities, specialized 
training schools, and virtual learning programs.  
 
Ignitor Resources: Education & Training 
 
For starters, check out: 
▪ Coursera:  https://www.coursera.org/ Build skills with online courses, certificate and degree 

programs from world-class universities and companies.  
▪ Udemy.com https://www.udemy.com/  Learn anything – on your schedule. 
▪ University of Wisconsin-Milwaukee (UWM) School of Continuing Education https://uwm.edu/sce/  

Find a variety of offerings for professional development, certificate programs, personal enrichment, 
and customized training. 

▪ Dale Carnegie: Speaking and presentation skills https://www.dalecarnegie.com/en/course-finder-v2 

 
Professional and Personality Assessments  
To go deeper on self-reflection, there are countless professional and personality assessments 
available – some are free, some have a modest cost. These tools help you think more about 
how your skills, education, training and experience equip you for a variety of professions and 
roles. Some help you explore how your natural attributes – things like aptitudes, motivations, 
and preferences – affect your professional and personal satisfaction and success. Assessments 
can also reveal qualities, skills and characteristics that you’ve overlooked or undervalued. Also 
recognize that your skills, experience and motivations change over time. The goal is to better 
understand yourself. That can help you think about potential career options and environments 
in new ways. 
 
Here are resources with helpful assessments: 
 
Job Center of Wisconsin:  https://jobcenterofwisconsin.com/Default.aspx 
There are many resources available through the Job Center of Wisconsin/DWD to assess your 
skills, explore career opportunities that match your skills, and to identify education and training 
opportunities. Take advantage of them. 
 
CareerOneStop: https://www.careeronestop.org/ExploreCareers/explore-careers.aspx 
CareerOneStop is a substantial resource site for career exploration, training and jobs. It’s 
sponsored by the U.S. Dept. of Labor, and it’s part of the American Job Center network. 
Check out the skills assessments available on CareerOneStop. These are designed to identify 
your interests and match them to careers.  

 
Strengths and Behaviors Assessments 
There are many self-assessments focused on discerning your strengths, behaviors and 
preferences. Two that we’ve found helpful are CliftonStrengthsFinder® and the DiSC® 
Assessment. Many of these self-assessments are most valuable when administered by a 

https://www.coursera.org/
https://www.udemy.com/
https://uwm.edu/sce/
https://www.dalecarnegie.com/en/course-finder-v2
https://jobcenterofwisconsin.com/Default.aspx
https://www.careeronestop.org/ExploreCareers/explore-careers.aspx
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professional coach who can interpret results. However, you can do them on your own. You may 
have an “a-ha” moment and see yourself in a new way. 

 
CliftonStrengths (formerly known as StrengthsFinder): 
https://www.gallup.com/cliftonstrengths/en/strengthsfinder.aspx 
You might know CliftonStrengths as the book StrengthsFinder 2.0 by Tom Rath. Donald O. 
Clifton, PhD, the father of strengths-based psychology and the creator of the Clifton 
StrengthsFinder®, led a team at Gallup with the goal of changing the conversation to be about 
what’s right with people – helping them discover their natural strengths and talents.  
 
CliftonStrengths centers on 34 most common talents. The self-assessment uncovers your rank 
order of the 34 talent themes. You can complete the assessment online for about $20 and get 
access to your personalized results, including your “Top 5” innate talents, along with other 
resources. Alternatively, buy the StrengthsFinder 2.0 book, which includes a personal access 
code to take the online assessment. For less than the price of two movie tickets, it’s an 
investment in knowing yourself better.  
 
DiSC Assessment (Dominance-Influence-Steadiness-Conscientiousness) 
https://www.discprofile.com/what-is-disc/overview/0  
DiSC®, published by Wiley, is also about knowing you – but knowing more about your behaviors 
and how you relate to others. It explores things like how you respond to conflict, what 
motivates you, what causes you stress, and how you solve problems. It’s a personal assessment 
tool that’s said to be used by over one million people every year. Often teams use it to improve 
team dynamics. It gives people a common language to talk about behavior and can be used to 
improve work productivity, teamwork and communication. There are online and paper 
versions. 

 
Once again, CliftonStengths and DiSC are just two of many. Others include: Myers-Briggs 
Inventory, Keirsey Temperament Sorter, Big Five Personality Assessment, and Holland Code. 
The point is to think about you, your skills, and natural talents and how you can use them in 
new ways. 
 

https://www.gallup.com/cliftonstrengths/en/strengthsfinder.aspx
https://store.gallup.com/c/en-us/for-individuals/assessments
https://www.discprofile.com/what-is-disc/overview/0
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4. Plan: Develop Your Career Search Strategy 

 
Think of your career search as a job. Yes, that means “plan the work” and “work the plan.” And 
just like a job, you’ll set yourself up for success by intentionally writing out your plan and 
setting short- and long-term milestones and goals. 
 
Some people also find it helpful to log their time and track key activities each day. It’s a way to 
keep yourself accountable and provides a sense of accomplishment during what can be a period 
of ambiguity and uncertainty. A tracker also provides data for you to review how you’re using 
your time. Assess the data to gain insights into whether you’re focusing on the most productive 
activities. 
 
Use the “SMART” approach as one popular way to set goals. Write your goals to be: 

▪ Specific: Be clear about what you’re setting out to accomplish. 
▪ Measurable: Note how you’ll measure success – qualitatively or quantitatively. 
▪ Achievable: Make it within your control to get done. 
▪ Realistic: Stretch yourself – but makes goals achievable with intention and focus. 
▪ Time-bound: Set specific mini milestones – by day, by week, by month. 

 
Here are some Ignitor thought-starters: 
It’s helpful to begin with the end in mind. For example, a long-term goal could be: “I will land a 
project management role in the manufacturing industry by June 1.” Then think about the 
activities that you need to do in order to make that happen, such as: 
 

▪ I will prepare my list of measurable accomplishments by DATE so that I can shape these 
as stories for my resume, LinkedIn profile, networking conversations, and interviews. 

▪ I will spend a week taking skills and/or behavioral assessments. I’ll use this to develop a 
list of types of jobs, industries and opportunities that play to my strengths and 
experiences. 

▪ I will research and develop a list of at least 10 companies that I will target in my job 
search by DATE. 

▪ I will reach out to 5 people in my personal and professional network each week to fill 
them in on what I’m up to and ask for referrals of people whom I should meet. 

▪ I will meet with at least 5 people in my network every week.  
▪ I will research and identify a course or credential that will build on my skills and make 

me a more marketable candidate. I’ll sign up for that course by DATE and complete it by 
DATE. 

 
This is just a handful of examples to get you started. Be intentional. Be specific. Set milestones. 
Measure results. Keep yourself accountable. And. . . . challenge yourself. We grow when we 
nudge ourselves outside our comfort zone. 
 
An early word about the job search: Yes, you’ll post your resume to job search sites. Yes, you’ll 
apply for specific roles. Yes, you’ll track career postings of specific companies. However, keep in 
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mind that networking is essential and accelerates your potential for success. The majority of 
jobs are found as the result of networking. More on that later in Section 7. 
 
What’s a good way to stay on track? A job search is hard work. Setting and following a plan 
gives you structure and enables you to spend your time well. It gives you motivation to keep 
going. It’s also a way to track what you’re doing and feel a sense of accomplishment on the 
path to your ultimate goal. Once you have your overall plan set, a good habit is to take 20-30 
minutes on Friday to set your plan for the next week. Reflect on what you accomplished – the 
“little wins” along the way. Give yourself credit for your commitment to your career search. 
 
How many hours should you spend each week on your job search activities? Many people 
report spending 25-35 hours per week. Yes, really. Figure out how many hours work for you. 
But be gracious to yourself, too. Life happens while you’re in a job search phase. Remember to 
take care of yourself, your family and tend to the people and activities that are important to 
you. 
 
Your Personal Board of Directors/Circle of Confidantes 
You’re not in this alone. In fact, you’ll be more productive and successful by forming and 
turning to a personal board of directors or circle of confidantes. A board? Circle? What’s that? 
 
This is a group of three to five people whom you know and trust – and who know you and your 
capabilities. They will: 

▪ Offer you honest feedback, tips and advice on your career search 
▪ Be a sounding board to practice your story 
▪ Offer ideas on types of jobs, companies and industries to pursue 
▪ Very likely see things in you – or possibilities – that you overlook 
▪ Challenge you to think bigger or differently 
▪ Help you stay accountable to your game plan 

 
Plus, they’re there to cheer you on and encourage you through the inevitable ups and downs.  
 
Your Target Companies & Focus 
As part of your plan, research 10 to 15 target companies/organizations where you’d like to 
work. Write down a list of their names. That’s part of your networking story, too. You may be 
attracted to them for a number of reasons: leadership, industry, types of opportunities, 
products, size of company/organization, mission/values, growth track record, location, and 
more.  
 
Be open-minded. Do your due diligence. Explore industries and organizations beyond those you 
already know. Consult trade media in industries of interest and do research through local 
business media. For example, The Business Journal has publications in more than 40 cities 
across the country, and Crain’s produces more than 30 leading city business and trade 
publications. These publications offer lists of top businesses and organizations in a variety of 
industries, including commercial and nonprofit. Start with online research. For free access, most 
libraries keep local business publications on hand. 
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The next step is to identify people whom you know work in your target companies – or who 
may have connections to others who work there. For example, it’s not uncommon to find out 
that your neighbor’s sister works at XYZ Company, and your neighbor offers to make a warm 
introduction.  
 
LinkedIn is an extraordinarily powerful resource for researching “who knows who”.  Conduct a 
search on LinkedIn using filters to target companies, job titles, and current employees. Chances 
are you’ll find an “in” by identifying connections of someone whom you already know or alumni 
from your alma mater. Developing your network becomes easier than you may think at first. 
(See Section 7 for more on networking.) 
 
A word of caution: Avoid the urge to be everything to everyone. Intuitively, being versatile may 
seem like a productive way to land your next role fast. Seasoned entrepreneurs know that focus 
is a gateway to productivity. It’s worthwhile investing time to get clear about what you most 
want to do (or be) next. From that, you’ll focus on suitable companies, roles and the 
networking contacts likely to be of help to you.  
 
One colleague describes his bull’s-eye approach to focus. Think of the inner-most ring as your 
target where you’ll focus your messaging and spend the majority of your time. The next ring 
encompasses adjacent opportunities you’ll consider if it makes sense. The outer ring is 
everything else. Be comfortable saying “no” and being intentional about not spending time on 
activities and avenues that distract from your focus. Early on, broad-based informational 
networking is helpful when you’re exploring companies and career options. Over time, you’ll 
recognize the great value of focus to improve the effectiveness and efficiency of your search. 
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5. Create Your Personal Brand 
 
What’s your personal brand? In your career search, you’re the product. Your personal brand is 
what comes to mind when people think about you – as a person and a professional. It’s what 
makes you “you-nique.”  
 
Work on developing your professional value proposition (PVP). You’ll use it to tell people about 
what sets you apart. Keep it brief. Be clear. Direct. Concise. Specific. Plainspoken. Memorable. 
You’ll adapt and use this over and over – in networking emails and conversations, your LinkedIn 
profile, resume, and job interviews.  
 
Ignitor Tips: Discovering Your Brand  

✓ What are you particularly good at? 
✓ What have others counted on you to do?  
✓ What are three adjectives that best describe you? 
✓ What drives you and gets you excited at work? 
✓ What value do you bring to a team, customers, company? 
✓ What are your values? 
✓ What do you see as your purpose? 
✓ What are you excited about doing next? 

 
There are many resources online that provide “how to’s” and examples of personal brand 
statements. Go explore! Your PVP also relates to your elevator pitch. See more details in 
Section 9. 
 
To get you thinking, here are a couple of examples: 
 

▪ “I’m a plant manager with significant experience in the plastics industry. I’ve managed in 
both union and non-union environments. I’ve been sharpening my skills in Industry 4.0 
principles. I’m seeking opportunities to be part of the operations management team of 
growing mid-size companies.” 
 

▪ “I’m a seasoned executive assistant well-versed in the Office 365 suite and working with 
virtual teams. I’m at my best when I’m assigned to help multiple leaders plan and 
manage their commitments and work efficiently. I’m a tenacious problem-solver who’s 
not satisfied until I track down an answer. I’m looking for a role in a professional services 
setting – such as a law firm, medical clinic or public accounting firm – where I can make 
life easier for busy professionals.” 
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6. Tell Your Story: Your Marketing Kit 
 
So you’re the product. You’re working on telling your story. Now you need your marketing “kit.” 
You can make this as basic or elaborate as you wish. At a minimum, we recommend:  

▪ Email address 
▪ Resume 
▪ LinkedIn profile, and  
▪ Business card 

 
Depending on your situation, two pieces of extra collateral to consider are: 

▪ Narrative bio (also called a one-pager) 
▪ Search profile 

 
This guide isn’t an exhaustive “how to”. Once again, there are many resources available 
through the Job Center of Wisconsin and online articles and guides. There are entire books and 
workshops dedicated to these topics, but this overview should get you started. 
 
Ignitor Tips: Email 

✓ Don’t underestimate the importance of your email address in your job search. We’ve 
heard stories about email addresses that nearly closed the door for a candidate. If you 
were the hiring manager, how would you respond to an email address of: 
“wreckitnow@hotmail” or “foxyone@aol”? You get the point. 

✓ There are many free email address providers – and there’s really no limit to the number 
of email addresses you can have. Top providers are: Gmail, Yahoo Mail, and 
Outlook.com. 

✓ Select a professional email name – typically a combination of your initials and last name 
or first and last name. You can add numbers or reverse the order of your names if you 
have a common name and are having trouble finding a combination that’s not already 
taken. 

✓ If you have plans to do independent consulting, you may wish to reserve and set up a 
domain. Then you can tailor your email to your business domain. Check out domain 
providers such as Domain, GoDaddy, BlueHost, and HostGator, among others. 

 
Ignitor Tips: Resume  
Your resume is a “door opener” that helps get you noticed and tells your story. It is a written 
overview of your work experience, skills and capabilities, key accomplishments, credentials and 
education. When you apply for a job online, your resume is typically scanned first by an 
Applicant Tracking System (ATS). This software cross-checks key words in your resume against 
the job description and ranks how well your resume matches the description. Chronological 
resumes work most effectively; avoid functional resumes that summarize categories of skills 
across multiple roles (e.g. team leadership, project management, etc.). Functional resumes do 
not work well with the ATS.  
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✓ Start with contact information: name, cell phone, email address, and LinkedIn profile 

URL. 
✓ Add the basics of your employment history. Provide a chronological list of companies 

where you’ve worked, job title(s), dates of employment, and a brief description of your 
role(s). Start with your most recent company/role and work backward. 

✓ Describe three to five relevant, compelling accomplishments for your most recent roles. 
Think of each bullet as a succinct story. Be sure to cite metrics – ideally, quantitative 
evidence of an achievement or the impact it had, or qualitative evidence about why you 
were successful. 

✓ Share your highlights; you’re not telling your life story. Be relevant to your career goal. 
Be focused, to the point, and compelling. 

✓ Add the education section next, with your highest level of education first. Include 
professional credentials or certificates that you hold. 

✓ Cite professional affiliations relevant to your career, particularly if you held a leadership 
role, volunteered to organize an event, or have been a long-time member.  

✓ Consider including volunteer experience, citing an experience or two that you’re 
passionate about. 

✓ Keep the format straightforward: Use traditional fonts (Helvetica, Arial, etc.), and avoid 
headers, footers, columns, tables and horizontal lines. They tend to confuse the ATS 
algorithms. 
 

Is your resume ever “one and done?” Rarely. Many career seekers have two or three resumes, 
each telling their story and positioning their skills through a slightly different lens. It’s also 
common to tailor your resume to a particular job posting. Think of your accomplishments and 
experiences as building blocks. You can arrange the “blocks” of your background in a way that 
builds a different version of the same experiences. Choose what elements to include, amplify, 
or leave out depending on the story you want to tell. 
 
It’s a good habit to read your resume regularly. It reminds you of your accomplishments and 
helps you keep your story top of mind. As you gather new insights through networking and 
reviewing job postings, you’ll likely identify ways to tweak your story, too. 
 
Use Jobscan: https://www.jobscan.co/ 

Jobscan is an online tool to optimize your resume and/or LinkedIn profile. In other words, it 

scans and compares your resume (or profile) to a job description and scores how it matches up. 

Improving how well your key words in your resume match the job description improves the 

probability that your resume gets through the ATS to a human reviewer. 

 

Ignitor Tips: LinkedIn  

✓ LinkedIn is a powerful social marketing platform widely used in business. It’s invaluable 

in networking and the career search. It’s essential to have a LinkedIn profile. Yes, a 

must. Plus, it’s a free way to tell your story to the 660+ million LinkedIn users – 

particularly to the company talent acquisition professionals and recruiters who 

proactively search LinkedIn to seek out potential candidates. Many people will check out 

https://www.jobscan.co/
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your profile before they even meet you, including people with whom you network, 

hiring managers and recruiters. Use LinkedIn to your advantage. 

✓ Check out instructions on LinkedIn on how to get started with your profile: 

https://www.linkedin.com/help/linkedin?trk=hc-product-switcher Your resume gives 

you good content to use. Some people even start with LinkedIn to develop their resume. 

✓ There are many online resources, YouTube tutorials, and workshops on using LinkedIn. 

✓ Include a professional-looking portrait and backdrop photo. 

✓ Grow your connections with people whom you know. You’ll be surprised how fast your 

connections add up: professional colleagues; former co-workers, customers and 

vendors; people whom you’ve met at conferences and workshops; teachers; former 

classmates and alumni; even family, friends, neighbors, etc. 

✓ For additional search capability and other features, consider a premium LinkedIn 

membership.  

 

Ignitor Resources: LinkedIn Workshops & Resources 

 

For starters, online and in the Greater Milwaukee area, check out these resources for books, 

webinars and workshops on how to use LinkedIn effectively as a career storytelling and 

marketing tool.   

▪ Power+Formula: https://www.powerformula.net/  - Wayne Breitbarth  

▪ TCM Communications: https://www.tcmcommunicationsllc.com/ - Clarene Mitchell 

▪ Sue Gresham/The LinkedIn Lady: https://www.sue-gresham.com/ 

 
Ignitor Tips: Other Career Search Collateral 

✓ Some people develop other career search tools, such as: narrative bio, search profile, 
networking one-pager, PowerPoint deck, website, or even a short video. Each of these 
has a specific purpose and can set you apart. However, these extra’s may or may not be 
relevant to your profession, target organizations, and your search. Use your judgment. 
Be true to who you are. 

✓ A narrative bio complements your resume by telling a compelling story, portraying a few 
professional accomplishments in an approachable voice. It touches on key roles and 
organizations where you’ve worked. It likely highlights a couple of your interests or 
elements that portray who you are on a personal level. Narrative bios are often used by 
individuals seeking roles at senior levels. 

✓ A search profile also complements your resume. It portrays more about what you’re 
seeking – such as specific roles and industries. It helps give the recipient a clear idea of 
your goals to determine if there’s mutual interest in meeting. 

✓ Other types of collateral – deck, website or short video - can be used to showcase work 
samples or short case studies about your accomplishments.  
 
 
 
 

https://www.linkedin.com/help/linkedin?trk=hc-product-switcher
https://www.powerformula.net/
https://www.tcmcommunicationsllc.com/
https://www.sue-gresham.com/
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Business Cards  
Business cards are more valuable than you might think. While they may not get you a job, they 
may be a trigger for people to notice or remember you. For a small investment (even $10-$20), 
you can get a professionally designed and printed business card to serve as your calling card.  
 
Why a business card? 

▪ Concisely captures and shares your contact information – name, cell phone, email, 
LinkedIn profile, professional skills 

▪ Makes a quick, positive first impression 
▪ Networking tool for one-on-one meetings, career fairs, networking events,  job 

interviews, etc.  
▪ Serves as a handy referral tool 

 
Ignitor Resources: Business Cards 
 
There are hundreds of ready-made professional designs available to use as is or customize. You 
also can upload your own design. Once you’ve settled on a design, simply order online and the 
vendor produces, prints and ships your set of cards. Same-day store pick-up may also be 
available. That’s it -- inexpensive, fast, and easy. 
 

▪ VistaPrint: https://www.vistaprint.com/?no_redirect=1&xnav=logo 
 

▪ Office Depot/OfficeMax: https://www.officedepot.com/a/browse/business-
cards/N=5+1212250/   

 
▪ Self-Produced 
 Another option is to design and print business cards yourself. You can achieve great 
 results using business card stock and your own computer and printer. This gives you 
 flexibility to customize your business cards for different networking events.    

https://www.vistaprint.com/?no_redirect=1&xnav=logo
https://www.officedepot.com/a/browse/business-cards/N=5+1212250/
https://www.officedepot.com/a/browse/business-cards/N=5+1212250/
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7.  Strengthen Your Network   
 
According to a U.S. Bureau of Labor Statistics and Yale University report, a full 70 percent of all 
jobs are found through networking. Yes, really!  One way to view this is to think of your future 
employers as counting on you to find them. Great organizations need you, your talent, and your 
perspective, and you likely will not find a job just by sitting at your computer and applying for 
jobs. Activate your networking machine!   
 
Networking is typically done in these ways: 
 

▪ One-On-One Networking Meetings: Meet face-to-face or virtually.   
 

▪ Group Networking Meetings:  These are facilitated group sessions that meet on a 
regular basis to support and advise job seekers. Each group has its own personality and  
approach. In the Milwaukee area, to find a meeting that meets your needs, click on the 
link to the popular Ellie’s list maintained by Ellie Mixter-Keller:  
http://www.40pluswi.org/events/ellies-list/ 

 
▪ Job Fairs & Networking Events: These are larger meetings, often sponsored by 

organizations, where professionals mingle. Yes, we get it. Such events can be especially 
intimidating for new job seekers.  Make it easier by pairing up with a colleague or friend 
who will accompany you and provide camaraderie and support.  In Milwaukee, for 
example, there’s the WarHorse Quarterly organized by executive search consultant 
Mark Boeder. These larger events may be found on Eventbrite or on calendars 
maintained by job networking/career advocacy groups on Ellie’s List.  Some may require 
a ticket or charge for admission. 

 
▪ Professional and Alumni Organizations: Check out professional groups, business 

organizations, and, if you attended school in the area, the career services department at 
your alma mater. Often, these organizations host events such as monthly meetings or 
alumni get-togethers, which can be great networking opportunities.      
 

http://www.40pluswi.org/events/ellies-list/
https://www.eventbrite.com/d/wi--milwaukee/events/
https://docs.google.com/document/d/1QD58-RiaKI5rye9nhgyXNgvdbYtBrbNy0jeuj5kyVo4/edit?authkey=CNWXzdsI&hl=en_US&pli=1
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Lumen Christi Employment Network – Greater Milwaukee Area 
 
In the Milwaukee area, the Lumen Christi Employment Network (LCEN) is one employment 
networking group.  Started in 2002 by former Lumen Christi parishioner Pat Cronin, LCEN has 
been meeting weekly since then to assist job seekers. Contact Pat at pat_cronin@sbcglobal.net  
to get more information. Pat, Jim Lysaught, and Peter Wick serve as co-moderators. 

LCEN Lead Team 

 
Contact Email 

Pat Cronin pat_cronin@sbcglobal.net 

Peter Wick pwick@wi.rr.com 

Jim Lysaught lysaught@aol.com 

 
Each week, job seekers gather – either virtually or in person -- on Wednesday morning to 
discuss their job search progress.  Individuals share:  

▪ Name  
▪ If new, information about their most recent employer and why they’re attending.  
▪ Position/s they’re seeking 
▪ Skills/experiences 
▪ Target list of companies 
▪ Activities for this last week (job hunt accomplishments, frustrations, etc.) 

 
As of this writing, LCEN has helped 825+ (!) people land a new position.  A list of current 
members of the LCEN group, as well as alumni, is updated twice monthly and shared with all 
members to facilitate networking.  The list also includes advisors who are willing to help current 
job seekers.   
 
What do you get by attending an employment networking group? First, camaraderie and the 
community of a peer network.  As we’ve noted, a career search is hard and demanding. It’s 
helpful to talk with others who are in a similar stage. LCEN and other employment 
networking/career search advocacy groups provide a sense of belonging, encouragement and a 
reminder that you’re not alone during a career transition. In addition, there are practical 
resources such as information on the many aspects of a career search; ideas, tips, guidance; 
and sometimes, even introductions to people, companies or organizations that may be helpful 
to you. There’s also gentle accountability – discipline to keep up with your search through the 
ups and downs. Plus, there’s inspiration – perhaps a quote of the week – along with plenty of 
laughs and humor, encouragement and enthusiasm, and celebration of “wins.” More than 
likely, you’ll make a few connections and friendships that will stick with you. Like anything, 
you’ll get out of a networking group what you put into it. 
 
Remember that attending a networking group meeting is only half of the equation. Now it’s up 
to you to reach out one-on-one to selected participants and get acquainted individually. 

mailto:pat_cronin@sbcglobal.net
mailto:pat_cronin@sbcglobal.net
mailto:pwick@wi.rr.com
mailto:lysaught@aol.com
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Let’s take a deeper dive into one-on-one networking…. 
 
What is networking?  
Networking is reaching out to former professional colleagues (including vendors and 
customers), people whom you’ve met in professional organizations, friends, family, members of 
your faith community, neighbors, hairstylists, other Little League parents -- basically all of your 
acquaintances --  to let them know you’re in the job market. For some, the idea of networking 
may be akin to eating cockroaches….live ones…so if you’re dreading this, we hear you. We 
assure you that you’re not alone.  Let’s cover why networking is so important and some best 
practices.        

 
Why is networking important?  
You’ll likely land a new position based on your contacts, not just applying for jobs. All of us 
should have been cultivating our professional network long before we lost our last job. If you 
have been doing this already, congratulations - you’re ahead of the game!  If not, now that you 
are in job search mode, you will come to appreciate the value of building and maintaining your 
network.  

 
Why do so many of us dread networking?  
For some of us, one-on-one networking is out of our comfort zone. All job seekers are now in 
“sales,” and the product you are selling is you! That may be uncomfortable, but if you persist, 
you’ll gain confidence by sharing your story with others that you are in the job market, what 
types of position you seek, and what industries and companies interest you. 
 
What if I don’t feel comfortable telling others that I am unemployed?       
Our gentle advice: Get over it. In order to help you land a job, people need to know you are 
looking.  Job loss is far more common today, so although your ego may still be smarting, you 
are not unique or alone. Tip: don’t use the word “unemployed”.  Try out “in a career transition” 
or “seeking my next role”.    
 
What is the goal of networking?  
The main purpose in reaching out to your circle of contacts is, as stated by a very wise person, 
to “use your network to achieve every legal unfair advantage” in your job search. Getting the 
inside track to your next job may be because of whom you know.  A job search is the time to 
build and leverage all of your contacts in a genuine and beneficial way.  
 
Two types of career search networking are informational and targeted.  

▪ Informational networking is exploratory. It’s a great way to talk with people about their 
industry or career to broaden your perspective and determine if it’s of interest to you. 

▪ Targeted networking is aimed at intentionally meeting people who work at companies 
where you’d like to work or in roles that align closely with your profession. 

 
Every person you meet can provide helpful insights and another set of eyes and ears to watch 
for opportunities relevant to your search. Often, they will contact you when they hear of an 
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opening; to make a warm introduction to someone at one of your target organizations; or to 
offer ideas of types of roles or education and training opportunities that you may have 
overlooked.   
 
Ideally, you’re expanding your community of professional contacts. In a networking meeting, 
you’re getting acquainted with someone or getting to know them in a new way as a 
professional (rather than as a friend, neighbor, etc.). Typically, you build rapport; share your 
elevator story – a bit more about your background and the kinds of positions you’re seeking; 
and share names of target companies and organizations. While it shouldn’t be an expectation, 
you may strike gold and get an introduction to a hiring manager. The goal is two-fold – cultivate 
a relationship and, if appropriate, come away with at least one way that the individual can 
assist you. Some examples of ways others can help you are: 
 

▪ Introducing you to others in their LinkedIn connections 
▪ Sending an email introduction to people they know in your “space”  
▪ Making a phone call to introduce you to one of their professional colleagues 
▪ Sharing insights about their experience at one of your target companies 

 
Remember that networking is a two-way relationship. Always conclude a networking 
conversation by asking how you can be of help to your counterpart. For example, you may be 
able to make an introduction for them, share an article, or even just recommend a favorite 
restaurant or vacation destination.   

 
Ignitor Tips: How to conduct a networking meeting 
 

✓ Identify a person whom you would like to know better on a professional level.  
✓ Reach out to that individual and introduce yourself. Use email, text, LinkedIn message, 

or phone call. Have another contact make a warm introduction if that makes sense.  
✓ Ask if he/she would be willing to meet for 20-30 minutes to get acquainted and discuss 

your job search strategy.  If you have a common connection and approval to do so, 
mention that person’s name.  

✓ Take the lead and schedule the meeting. Options are meeting in person at their 
workplace, a quiet coffee shop, via Zoom or other virtual network, or on the phone. Be 
sure to select a meeting time and method that are most convenient to the other person. 

✓ Send a confirmation message. If appropriate, attach your resume as background. 
Depending on the situation, it’s often better to send your resume after you’ve met. 

✓ Dress professionally and start, get to, or sign in to the meeting 10-15 minutes early.   
✓ Open up the meeting with an introduction that’s natural and comfortable for you.  

Something like this:  
 
“Hello, Riley. It’s great to meet you. I’m so glad you were willing to take time to meet 
with me. As you know, Joe (your common connection), introduced us. Based on your 
experience in ABC industry/company, I’m interested in getting your insights about ABC 
industry/company. I’m making a career transition and am very interested in (use your 
elevator pitch). Can you share more about how you joined ABC company/what it’s like to 
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work at ABC company/what types of roles/skills you’re seeing as in demand at your 
company? 

 
✓ Listen carefully and take notes. Ask relevant follow-up questions. 
✓ Be cognizant of the clock and wrap up promptly. Summarize the meeting and any next 

steps. If appropriate, talk about extending the meeting or ask permission to touch base 
in the future.  

✓ Send a thank you message to your contacts after each meeting, thanking them for their 
time and their help. Re-state any next steps. Remember any commitments you made to 
be helpful to them. Consider sending an article or something of interest to the person 
you met.  

✓ In the case of a referral or warm introduction, take time to send a thanks to the person 
who introduced you. Provide a short update as to the value of meeting with their 
contact.  

 
Ignitor Tips: What to avoid in networking 
Do NOT: 

✓ Go to a networking meeting totally unprepared 
✓ Limit yourself to meeting only with people who are hiring 
✓ Ask others for a job 
✓ Dominate the discussion/take all the “air time” 
✓ Act desperate 
✓ Be distracted by looking at your phone or other electronic device 
✓ Veer off into personal topics 
✓ Pressure anyone who isn’t comfortable to make an introduction  

 
How long should a network meeting be?   
Typically, a networking meeting is short -- 20 to 30 minutes. However, when two people “click,” 
you may agree to spend more time together. That’s great, but never expect it and always 
respect the person’s time.   
 
How come people in my network are willing to help? 
Simply, most of us want to assist others, especially when we are asked. You may feel 
uncomfortable accepting this help, but sometime in the future, you will be able to return the 
favor. Examples of ways you can help now: make an introduction, share a job opening you see, 
agree to meet with someone who is new to their job search, and/or connect someone with 
people in your LinkedIn contacts.   
 
The key is to make it easy for someone to help you. Be clear and specific about what type of 
role you are looking for, your unique set of skills, and how best your networking contacts can 
be of help to you.   
 
How else can I utilize my network?   
Do your homework by reviewing your network. If you are considering applying for a job at a 
particular employer, look at your network, as well as contacts of those individuals to see if 
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anyone has recently worked for that organization. Reach out to them. Others familiar with the 
organization should be able to provide insight into the culture, particular business/industry 
challenges, how to navigate a job interview, what the hiring manager may be looking for, and 
more.   
 
How many networking meetings should I conduct?  
It’s up to you to set a networking target. We suggest five to seven individual networking 
meetings per week.  And don’t “double dip”: We don’t think group networking meetings/events 
should count in that total. Set your goal taking into consideration your schedule and your ability 
to remain motivated and sincere. Although they aren’t the same as meeting in person, virtual 
meetings (by phone or videoconference like Zoom) save time and the hassle of a commute, 
especially if your contact is further away.   
 
For a comparison, many salespeople in consultative industries (financial services, etc.)  are 
coached to reach out to 30 potential customers in order to make one sale. If you apply that 
concept to networking your way to a job, it’s a game of numbers. The more new contacts you 
make, the greater are your odds of landing a job of your liking.   
 
How should I keep track of my network?  
With all of these people in your network, set up a system to stay organized.  Some people use a 
spreadsheet to document contacts. Others use an electronic distribution list. Some use a 
combination. Pick a method that you can use to stay organized.  
 
Make it a habit to provide a periodic update to people in your network. Report on progress 
you’ve made or new developments in what you’re seeking. Since people are busy and wrapped 
up in their professional and personal lives, your outreach helps increase the chance that you 
stay top of mind. Keep the update short. Send it every six to eight weeks. Use good judgment 
about whom to include and how frequently to reach out. 
 
Keep in mind that networking is sort of like exercising a new muscle. It may be uncomfortable 
at first, but after you do it enough, it becomes more natural and maybe even a strength. Think 
of it as growing a community of people who know you and are willing to help you in your 
search.  Once you reactivate or expand your network, keep it alive. Your network is a valuable 
asset personally and professionally. Be intentional about staying connected and cultivating 
relationships even after you land a new role.   
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8.   Reach Out to Recruiters 
 
There’s no single approach to a career search that will automatically lead to your next role.  
Employ a multi-faceted approach.  As mentioned earlier, you will have developed your strategic 
job search plan, along with your personal brand, and you will use your marketing materials (like 
your resume and LinkedIn profile) to network and apply to jobs.  Another is the use of 
recruiters.    
 
There are two different types of recruiters – retained executive search professionals and 
contingency search professionals. Recruiters vary in the way they work and how they get paid.  
A retained executive search means the recruiter, or headhunter, charges an upfront sum in 
order to carry out the executive search. Additionally, retained recruiters operate on an 
exclusive basis, which means the job is exclusive to that specific retained executive search firm. 
They will typically be retained to perform executive searches for president / CEO / CFO / VP- 
level positions, and get paid by the client whether the search is completed or not.  

 
The second type is contingent search professionals, who are usually contracted by client firms 
on a non-exclusive basis. Often a client will hire several con tingent recruiters for the same 
search. (This doesn’t happen with retained search professionals.) That means the contingent 
recruiters only get paid if they place someone.     
 
Recruiting firms tend to specialize in job families. Your best bet is to talk to other professionals 
with your background to find out which recruitment firms work in your professional area and in 
your target geography (whether in Milwaukee, other regions or nationally). 
  
It’s perfectly fine for you to work with multiple recruiters. However, you do not want to be 
caught up in a situation where a hiring manager receives your resume from multiple sources. It 
raises a red flag. Employers are likely to eliminate you as a candidate for the job because it’s 
difficult to sort out who is actually representing you.  Keep in mind that recruiters are working 
for someone else – the employer – not for you.  

Ignitor Tips: Working with multiple recruiters 

✓ Meet with all recruiters, either in person or virtually, so they can get better acquainted 
with you. 

✓ Be honest and let the recruiter know that your relationship with them is not exclusive. 
✓ Be specific with your recruiter. Let them know where you or another recruiter have sent 

your resume and require that they let you know, in advance, where your resume will be 
sent. 

✓ Count on whatever you tell a recruiter will be shared with the employer, so continue to 
sell yourself and remain professional at all times.   
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This is not all inclusive, but here’s a list of some Milwaukee-area recruiters. Keep in mind that 
recruiters tend to specialize in particular professions and/or industries. Do your research to 
determine which ones are well-suited to your search: 

▪ Ajilon (various professional) 
▪ Baker Tilly (advisory, tax, assurance) 
▪ Codeworks (IT, consulting)  
▪ Experis (IT, finance, engineering) 
▪ Fusion Recruiters (telecoms, OEMs) 
▪ K-Force (technology, finance) 
▪ Lauber Business Partners (nonprofit management, finance, HR) 
▪ Parker Lynch (executive search) 
▪ Patina Solutions (executive and management interim assignments) 
▪ QPS (temp, temp to hire) 
▪ Robert Half (finance, law, technology) 
▪ Spano-Pratt (non-profit executive search) 
▪ WarHorse Talent (executive search) 

 
Interim or Fractional Leadership Assignments  
Sometimes it makes sense for you to take a temporary or interim assignment because it will 
allow you to:   

▪ Gain exposure to a different organization 
▪ Earn some money  
▪ Have something to point to on your resume when you’re asked “What have you been 

doing since you lost your job?” 
 

It’s possible that a temporary assignment may lead to a full-time, regular position, but there is 
no guarantee. Bear in mind that when you take a temporary assignment, it takes away time and 
energy from your job search. Some of the larger temporary / contract firms in the Milwaukee 
area are Manpower, Adecco and Aquent.  
 
A fractional leadership assignment is when you are placed in a senior role on a flexible, part-
time basis—a day or two a week or as often as needed.  Lauber Business Partners specializes in 
placing Finance and Accounting, Human Resources and Nonprofit management leaders in their 
clients’ organizations in the Milwaukee area.  Another organization, Patina Solutions, works 
with clients who are in need of interim or temporary executive talent, as well as consulting 
assignments and executive placement. Patina’s focus is on placing executives who have at least 
25 years of leadership experience. A key contact is Bill Hughes, Director of Talent, 
(billhughes@patinasolutions.com).  

https://www.lauber-partners.com/
http://www.patinasolutions.com/
mailto:billhughes@patinasolutions.com
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9.  Brush Up on Interviewing and Negotiating  
 
So you networked your way into a job interview—way to go! If you have not interviewed for a 
while, we strongly suggest you start shaking the rust off your skills by doing some (or all!) of the 
following: 
 
▪ Take an Interviewing Workshop through the Job Center of Wisconsin 
▪ Practice your interview question responses in the mirror or capture yourself on video 
▪ Do a mock interview with a recruiter, trusted colleague (maybe one of your Board of 

Directors), or HR person who will give you candid and helpful feedback. 
 
Ignitor Tips: Tell Me About Yourself 
Some may think “tell me about yourself” is a really lame and lazy interview question, but it is 
genius!  As a job seeker, if this question is lobbed your way, there is no reason you should not 
hit a home run. The key is advance preparation and practice. You should be able and ready to 
answer it in two ways: 
 

✓ A very brief summary that includes your name and what sort of role you seek and  
✓ Your elevator pitch/professional value proposition 

 
Here’s an example of a short introduction:   
Be concise and explain the sort of work you do. Be conversational. Think about how you would 
introduce yourself and what you would say to a new neighbor or someone you meet at a block 
party. It’s designed to prompt additional questions.   
 
“My name is Keisha, and I am an Information Technology leader specializing in leading teams 
that implement, customize and maintain applications.” 
 
As a prospective employer, I know what Keisha does, and now I want to know more about her 
work leading teams.   
 
Remember: Use this as your chance to ask a question in return. This advances the conversation 
and helps you hear more about the position early on so you can appropriately frame your 
answers as the conversation unfolds.  
 
For example, “Many of my experiences match the job description – and I’m interested in hearing 
more about what skills are most needed now for this role.” 
 
Ignitor Tips: Elevator Pitch 
An elevator pitch is a clear, concise message or “commercial” about you – a couple of sentences 
that you can share with someone in an elevator ride of 20-30 seconds (not one in Chicago’s 
Willis Tower, though!).  It tells who you are, what you're looking for, and how you can benefit 
the organization. For more detailed information on crafting your elevator pitch, go to the DWD 
site or check out online resources.   
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We suggest you: 

✓ Script out your elevator pitch 
✓ Edit it 
✓ Practice in front of a mirror, or record yourself on your phone 
✓ Try it out on your Personal Board of Directors, your family, or at networking group 

meeting 
✓ Commit it to memory.   

 
Whether you’re giving the very short introduction or an elevator pitch, you need to comfortably 
and naturally deliver it while networking and/or interviewing.      
 
Behavioral-Based-Interview Questions and STAR Stories 
 
A common type of interview questions used by Human Resources and/or hiring managers are 
behavioral-based interview questions. These are geared to asking a job candidate about a 
specific example from his/her professional or personal life that illustrates a desirable 
characteristic or behavior. Many times, behavioral-based interview questions start with “Tell 
me about a time when….”.   
 
Here’s a link to sample behavioral questions:  
Behavioral-Based-Interview-Questions.pdf. 

 
The most effective way to respond to these questions is to tell a story about yourself. We all 
find it easier to remember stories than a bunch of facts. So, if your responses are positive and 
memorable, they will stick in the minds of interviewers when they are determining which 
candidates will advance to the next round of interviews.   
 
We recommend you prepare answers to behavioral-based interview questions by using the 
STAR method: 
 

▪ Situation: Give an example of a situation you were involved in that resulted in a positive 

outcome or demonstrates how you managed a challenge. Stick to examples from work.    

▪ Task: Describe the tasks involved in that situation.  

▪ Action: Talk about the key actions you took related to the situation/task.  

▪ Results: Tell what results directly followed because of your actions. Try to include any 

numbers or statistics that demonstrate your accomplishment. When numbers aren’t 
available, cite positive feedback of a manager or client. 

 
Ignitor Tips: Responding to Behavioral-Based Interview Questions 
 

✓ Script out stories for each of your answers well in advance of your interview. 

https://www.unh.edu/hr/sites/unh.edu.hr/files/media/pdfs/50-Behavioral-Based-Interview-Questions.pdf
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✓ Keep in mind that some of your stories may answer more than one question; prepare 
five to 10 stories with an eye to stories that shed light on your top skills.  

✓ Use the job description as your guide to the types of questions the interviewer may ask. 
✓ Review and edit your scripted answers to ensure that they show you in the best possible 

light. 
✓ Make sure your responses are concise, lasting only about 1-2 minutes. 
✓ Practice your answers out loud in front of a mirror, but don’t sound rehearsed.  

 
There is vast information in books and online regarding how to respond to behavioral-based 
interview questions. We encourage you to read up on them and be prepared to tell your STAR 
stories. Even if the interviewer doesn’t specifically ask a behavioral-based question, you should 
be able to work in your prepared stories during the interview to sell yourself.   
 
Ignitor Tips: Exit Statement 
Be ready for a VERY common interview question: “Why did you leave your last position?” (or 
some variation). Frame your response to: 

✓ Keep your answer short and positive. 
✓ Never bad-mouth a former boss, co-worker or employer. 
✓ Tell the truth, but put a positive spin on it. 
✓ Answer in such a way that the interviewer does not want to probe. 

 
Here are some examples:  

“Management reorganized and my position was eliminated.”  
“Due to cost cutting measures, some employees were laid off and I was one of them.” 
“My job duties were significantly changed, and the position was no longer a good fit for 
me.” 

 
One way to conclude is by saying something like: “I’m pleased with the contributions that I 
made there, and I’m excited about using my experiences to help a growing organization like this 
one.” This pivots the conversation back to the interviewer in a positive way.   
 
Ignitor Tips: Preparing for A Job Interview  

✓ Thoroughly research the organization, its management and culture, and its position in 
the marketplace. Check out its website and any news items or references you can find 
online. 

✓ Use your network to talk to former or current employees. 
✓ Review and print out copies of LinkedIn profiles of everyone with whom you will be 

speaking. 
✓ Come with a list of questions that demonstrate your familiarity with the employer and 

that will get at what they are looking for in filling this role. 
✓ Be ready to confidently state your salary range based on realistic market data. 

 
Ignitor Tips: The Interview    

✓ Consider interviews to be a conversation to explore compatibility. Use an interview to 
ascertain if this job and organization are a good fit for YOU; this isn’t just about if THEY 
want YOU. 
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✓ If you can, early in your search, set up one or more interviews with your second- and 
third-tier companies in order to gather information, build your confidence, and fine-
tune your interviewing skills. It’s not in your best interest for your first interview to be 
with the company you desire the most. 

✓ Identify the skills and experience that you bring to the role and hiring organization. Be 
sure to highlight them during your interview. 

✓ Ask thoughtful questions that provide clarity about the responsibilities, expectations, 
culture, work team, and management. 

✓ Smile! Be positive and enthusiastic. 
✓ Avoid asking about time off and retirement benefits.  Focus on getting started, not on 

taking time off or retiring. 
✓ Immediately afterwards, and while it is fresh in your mind, take a few minutes to reflect 

on how you did in the interview and how you could have improved your responses. 
✓ Send a thank you message within 24 hours to everyone with whom you spoke. This is a 

chance to briefly emphasize points that you wish to drive home or clarify. Email is 
timely. While it’s acceptable to send a handwritten note, it may be secondary to an 
email.  

 
Ignitor Tips: In-person Interviews 

✓ Arrive 10-15 minutes in advance of the appointed time. 
✓ Be aware that everyone with whom you interact during the interview situation is 

forming impressions about you.  
✓ Be conscious of sensitivities that people may have to perfumes and scents. 
✓ Bring something to write on and with. 
✓ Put your phone on silent mode and do not look at it. 
✓ Ask each person you meet for a business card. 
✓ Ask for a tour of the facility or office. It gives you a firsthand sense of the vibe of the 

organization and can be very telling. Also, people typically enjoy showing off their 
workplace, and your genuine interest will leave a positive impression.  

 
Ignitor Tips: Virtual Interviews 

✓ Even before COVID 19, some job seekers interviewed, received a job offer, negotiated 
their salary and accepted a job, all without meeting anyone in person.  

✓ This will be increasingly common in the future, so don’t be surprised or intimidated by 
phone, virtual or video job interviews.  

✓ There are also an increasing number of remote/virtual jobs. You’ll work from your home 
and rarely visit a company’s office. 

✓ Set up well in advance of the phone/video/virtual interview. 
✓ Choose a private, well-lit place and eliminate extraneous noise like dogs barking, 

dishwasher, etc. 
✓ Ensure your internet connection is stable and your webcam and audio are working. 
✓ Close any unnecessary web browser tabs and applications that may distract you with 

random notifications.  Silence your phone(s).  
✓ If on camera, make sure you have a neutral background free from distractions. 
✓ Adjust settings (e.g., on Zoom, it’s Touch Up) to enhance your image.  
✓ Put a mirror in front of you so you can make sure you smile as you respond, since a 
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smile will transmit through your voice. Some people like to stand in order to keep up 
their energy.  

✓ Consider setting up a tri-fold board behind your computer. You can post key talking 
points, STAR stories, the job description, a copy of your resume, and reminders for at-a-
glance reference. 

✓ Keep a pen and notepad at hand. 
✓ Dress professionally.  Avoid bright colors, logos, unflattering stripes and anything that 

competes with your background. 
✓ If you regularly use hand gestures, be aware to use minimal gestures. Typically, they 

come across as distracting on video. 
✓ Do a test run by having a friend call you to assess your volume, lighting and appearance. 
✓ Be aware that video interviews (and meetings) can sap your energy, so schedule in lead 

time and breaks, as appropriate.   

 
Ignitor Tips: Salary/Market Data 
As a job seeker, your homework is to identify your salary range based on your personal 
requirements and the position(s) you’re seeking. Employers typically set a salary range for each 
role based on market surveys of what other employers are paying for comparable work. Here 
are key tips:  

✓ Identify the minimum amount of income you need to earn to cover your expenses. This 
will factor into the types of roles and organizations that you pursue.  

✓ Consider the entire package of benefits, incentive pay, stock options, commission tiers, 
etc. as they can vary substantially between organizations. There are also many non-
monetary factors to consider – company culture, stability, environment, compatibility 
with your boss and work team, type of work, etc. 

✓ Factors that affect market-competitive salaries are the geographic market, industry, 
role, for-profit versus non-profit positions, cost-of-living, high-demand skills, etc.  

✓ Research salaries for comparable positions in your geographical area by checking 
government or public web sites. For example, www.DOL.gov contains data on wages 
and benefits. You can also do some benchmarking through sites such as: Glassdoor, 
Payscale, and Salary.com. 

✓ As an LCEN member, contact one of our advisors: Daniel Price, District Manager, ADP.  
Dan is willing to help LCEN job seekers estimate pay ranges for particular roles and/or 
develop your target salary range. He has access to data to help benchmark particular 
types of roles/industries, as well as connect you to others in his network.  Dan’s email: 
Daniel.price@adp.com.   

 
Ignitor Tips: Employment References  

✓ Early on in your search, make it a priority to reach out to two to three people whom you 
would like to serve as your references. Ask for their agreement to support you in that 
way. 

✓ Prepare a document with a list of these references, including name, title, cell phone and 
email address. 

✓ Around the time a job offer is made, be prepared for a potential employer to request 
job references.  

http://www.dol.gov/
https://www.glassdoor.com/index.htm
https://www.payscale.com/
https://www.salary.com/
mailto:Daniel.price@adp.com
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✓ Alert each reference in advance and prepare them for a possible contact. 
✓ Explain to each of your references the particular job you seek and what points you 

would like them to consider making if contacted. 

 
Negotiating Your Job Offer 
We don’t know exactly when, but at some point, you’ll land a job offer (maybe even two or 
three).  Hooray! Since interviews up to this point have been to determine if you are the top 
candidate, it’s possible that there has not yet been a detailed discussion of salary or benefits. 
 
Now you’re in the lead. The prospective employer values your skills, what you can bring to the 
organization, and your compatibility with the team. After spending so much time and energy in 
selection and interviewing, an organization does not want to start over with another candidate. 
Use this to leverage your best job offer.   
 
Ignitor Tips: The Job Offer 

✓ Let the company representative speak first and make the initial job offer. It should 
include a job title, annual salary, performance bonus/es (if any), and start date. 

✓ Clarify if the starting salary is subject to review after a specific period of time. 
✓ Request a detailed description of benefits and other employee policies. Be sure you 

have a full understanding of health and wellness benefits, PTO, tuition assistance, 
flexible/remote work options, relocation assistance (if applicable), and any other 
offerings. Ask about the effective date of your health insurance and whether you are 
subject to a probationary period. 

✓ Express your thanks and reiterate your enthusiasm for the role. Ask for time to think 
over the offer and (if applicable) discuss it with your family. Set an agreed upon date on 
which you will respond (usually 1-2 days after the offer). 

✓ If you receive a job offer from another employer concurrently, consider mentioning this 
to improve your bargaining power. 

✓ Evaluate the ENTIRE package by monetizing the benefits.     
✓ After your evaluation, consider proposing a counter offer: 

▪ Does this offer meet your salary requirements? 
▪ If there is no flexibility on the annual salary, can you negotiate a signing bonus, 

or can your salary be reviewed in six months?  
▪ Is the amount of PTO negotiable? 
▪ Is there flexibility to work remotely? 
▪ Are there other “asks” that you consider appropriate? Now is the time. 
▪ Remain professional and realistic while negotiating a job offer. You’ve made a 

positive impression so far, and you want to continue building a productive 
relationship.  Also, keep in mind that an offer can be rescinded at any time. 

✓ Once the offer is finalized, ask for the job offer in writing. 
✓ Clarify any next steps (pre-employment drug screen, orientation, where to report, etc.). 
✓ If you were being actively considered for roles with other companies, reach out to let 

them know you’ve accepted another offer. Close those conversations on a positive note; 
don’t burn any bridges. 

✓ Celebrate!! 
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What if you’re no longer enthusiastic about the opportunity? It happens – and for good 
reason. At some point, you may receive a job offer that you’re unsure about accepting. The 
position may not be a good fit for a variety of reasons: nature of the job, company culture, 
compensation, commute, travel requirements, or other factors that came up during the 
interview process. Credit yourself for conducting a thorough and thoughtful job search. It 
should not end with settling for a job that you know is not a good match. When people take 
jobs in desperation, they often end up right back in job search mode three to six months down 
the road. Think long and hard about your decision and discuss it with your Personal Board of 
Directors. Most of all, trust your gut. If it doesn’t feel like a right fit for you, it’s likely not. 
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10.  Be Kind to You: Self-Care 
 
Transitions are hard – challenging, emotional, stressful. Whether a career transition is expected 
or not, it disrupts your routine. Your professional relationships. Your life. Be good to yourself. 
Make time every week – even every day – to take care of you. 

 
Ignitor Tips: Self-Care 

✓ Get or stay fit: Work out regularly. No equipment needed – there’s an infinite number 
of free fitness routines on YouTube.  

✓ Be active: Get outside. Run or walk or hike – alone or with a friend. Play golf, softball, 
badminton, tennis. Ride a bike. Go horseback riding. Try rock climbing. Go boating. Go 
fishing. Getting in touch with nature is good for the soul. 

✓ Meditate: It’s a way to center. Calm. Renew. Take just 5 minutes each morning or 
evening to pause. Sit quietly. Breathe in. Exhale. Clear your mind. There are many apps 
available for guided meditation. One we like is Insight Timer. Another is HeadSpace. 
Look for one in your device’s App Store. 

✓ Volunteer: It’s uplifting to give back to the community, to be of service to people. Reach 
out to a nonprofit organization or your faith community for opportunities. There’s a vast 
variety of options. Many are one-time commitments, or you can find one and stick with 
it. You may even meet some new friends. Some organizations welcome loaned 
executives – volunteers who support a particular campaign or corporate outreach on 
behalf of the nonprofit. That’s a way to both gain new skills and, perhaps, a valuable 
new contact. 

✓ Do something you love: You may have a little more flexibility than you’ve had when 
working full-time. Take up or brush off an instrument. Take an online class. Start a 
hobby. Garden. Have a massage. Visit museums. Go to the Zoo. Spend more time with 
family.  

https://insighttimer.com/
https://www.headspace.com/
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Ignitor Resource Round-up 
 
Here’s just a sampling of resources that you may find helpful to ignite your career search.  

 

National & State Career 
Resources 

Job Center of Wisconsin 
https://jobcenterofwisconsin.com/Default.aspx 

 
CareerOneStop: 
https://www.careeronestop.org/ExploreCareers/explore-
careers.aspx 

Southeastern Wisconsin 
Networking Groups 

Ellie’s List http://www.40pluswi.org/events/ellies-list/ Guide of 
Free Job Networking Groups in Southeastern Wisconsin 

 

Job Search 
Mentor/Negotiations 
Coach 

Cary Silverstein 
P: 414-403-2942 
E: csilve1013@aol.com 
Contact Cary for guidance on navigating the stages of  career 
transition. 

LinkedIn Marketing Tools ▪ Wayne Breitbarth of Power Formula 
https://www.powerformula.net/ 
 

▪ Clarene Mitchell of TCM Communications: 

https://www.tcmcommunicationsllc.com/ 

▪ Sue Gresham, The LinkedIn Lady 

       https://www.sue-gresham.com/ 

 

Professional Portraits 

▪ Perren Photography Studio 

        https://www.perrenphotography.com/ 

Continuing Education, 
Credentials 

▪ University of Wisconsin-Milwaukee  (UWM) School of 
Continuing Education https://uwm.edu/sce/ - Many offerings 
for professional development, certificate programs, personal 
enrichment, and customized training. 

▪ Dale Carnegie: Speaking and presentation skills 
https://www.dalecarnegie.com/en/course-finder-v2 

▪ Coursera:  https://www.coursera.org/ Build skills with online 
courses, certificate and degree programs from world-class 
universities and companies.  

▪ Udemy.com https://www.udemy.com/  Learn anything – on 
your schedule. 

Business Resources & 
Reading 

▪ The Milwaukee Business Journal 
https://www.bizjournals.com/milwaukee/ 

▪ GetAbstract: https://www.getabstract.com/  The world’s #1 
source of professional book summaries 

▪ Visit your local library or bookstore – in person or 

https://jobcenterofwisconsin.com/Default.aspx
https://www.careeronestop.org/ExploreCareers/explore-careers.aspx
https://www.careeronestop.org/ExploreCareers/explore-careers.aspx
http://www.40pluswi.org/events/ellies-list/
mailto:csilve1013@aol.com
https://www.powerformula.net/
https://www.tcmcommunicationsllc.com/
https://www.sue-gresham.com/
https://www.perrenphotography.com/
https://uwm.edu/sce/
https://www.dalecarnegie.com/en/course-finder-v2
https://www.coursera.org/
https://www.udemy.com/
https://www.bizjournals.com/milwaukee/
https://www.getabstract.com/
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virtually 

Business Mentors ▪ SCORE: Service Core of Retired Executives 
https://www.score.org/ For over 50 years, SCORE has served as 
America’s source of free business mentoring and education. 

Job Boards/Listings ▪ Indeed: https://www.indeed.com/?from=gnav-jobsearch--jasx 
▪ Glassdoor: https://www.glassdoor.com/index.htm 
▪ FlexJobs: https://www.flexjobs.com/ - curated remote work job 

boards 
▪ Big Shoes Network https://www.bigshoesnetwork.com/ Jeff & 

Martha Carrigan’s job board for career opportunities in 
advertising, communications, marketing, graphic design, social 
media, digital, web design and more in Wisconsin, Illinois, and 
Minnesota.  
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