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HOW TO BUILD A NETWORK

This is easy to do. First grab a sheet of paper and scribble down the 
following categories, in any order across the page (to avoid getting stuck 
in fi xed thinking patterns):

Family. 

Friends. 

Neighbours. 

Leisure groups. 

Address book. 

Ex-colleagues. 

Your supporters group. 

Recruitment agencies. 

Directors/senior managers you know. 

People who already have the job you want. 

Your partner’s address book. 

Contacts on Internet networking sites. 

Local networking clubs. 

 
Then systematically write the names of everyone you know, under each 

category, and keep going until you’ve fi lled the piece of paper. When we’re 
getting started it’s not the size of our network that matters because we 
can easily grow it: It’s being able to see it so that we can begin to create 
networking opportunities for ourselves.

CV TIPS

In order to get a sense of what makes for a good CV, here are my favourite 
tips, culled from my experience of reading hundreds of CVs. Tick off each 
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item after you have compiled your CV:

Two pages maximum length. 

Tell the truth. 

Leave out interview-specifi c information. 

Give a clear summary of yourself. 

Put your name on both pages in the footer, in case the pages become  
separated.

Avoid clichés. 

Don’t have a section on key skills. 

Include achievements and state how you did them. 

Use numbers. 

Include a range of achievements. 

Avoid spelling mistakes at all costs. 

Tear the fi rst page in half. (How much is it selling you?) 

Avoid silly fonts and crazy colours. 

Use a clear, readable font. 

Use white space to make your CV easier to read. 

Be selective about your interests. 

Ask three friends to check your CV. 

People buy people, which means that if we can build some rapport between 
us and make a little emotional connection then we are more likely to sell 
ourselves to them. The 90/90 rule suggests that people form 90% of their 
opinion about us in the fi rst 90 seconds of meeting us. In a large offi ce this 
could be the time it takes for us to open the door, walk to the table and 
greet them. Rapport building is an essential skill and here are the top tips 
for success:
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Make eye contact. 

Shake hands readily. 

Smile. 

Show active listening. 

Ask questions. 

Vary the tone of your voice. 

Pause. 

Dress appropriately. 

Keep to time. 

Offer compliments. 

Say please and thank you. 

Use people’s names. 

Follow the pace of the other person. 

Sit in a purposeful position. 

Notice areas of commonality. 

THE DAY BEFORE

Find something to put your interview kit in. The cheapest option is a smart 
folder from a stationery shop. A comprehensive interview kit includes:

Copies of your CV. 

A copy of your CV for yourself. 

A copy of your STAR stories. 

A copy of the printouts of the client’s website. 

A clean notebook. 

A pen. 

A spare pen. 

Business cards or calling cards. 

CHECKLIST D: INTERVIEW CHECKLISTS
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A banana. 

Your reading glasses (if you need them). 

Headache tablets. 

Essential computer equipment. 

Compatible computer fi le versions. 

TWO HOURS BEFORE

Before you walk into the building (because that’s when the interview really 
starts) read through this checklist to make sure everything is in order:

Read through your CV to make sure you’re familiar with key facts  
and dates.

Read through your STAR stories so that you have them fi rmly in  
your head.

Take three deep breaths, slowly and carefully. 

Make sure you have the names of the people interviewing you  
written at the top of your pad.

Make sure you have eight keywords from your  Minute To Win It 
in the margin of your pad so that you can look down and jog your 
memory if you need to. Say your fi rst sentence out loud a couple of 
times.

Remind yourself that you’re  okay and that you have a right to be here.

WHEN YOU MEET YOUR INTERVIEWER

Stand up, make eye contact and smile. Then reach out and give him or her 
a confi dent handshake.

During the Interview:

Smile. 

Stop talking once you’ve answered the question. 

Use STAR answers to ‘show’ what you can do. 

Sip water to create thinking time. 



250 CHECKLISTS

Use words like  ‘great’, ‘really like’ and ‘enjoy’ to convey enthusiasm.

You’re now better prepared than most people. Go for it!
 

There are fi ve types of interview questions: Classic, critical incident, 
cutting, killer and closing. Here is a quick reference guide to interview 
questions:

Classic Questions

Tell me about yourself…1. 

Why do you want to work here?2. 

Give me three strengths and three weaknesses…3. 

Why did you leave your last role?4. 

What have you been doing whilst looking for a job?5. 

Who else have you applied to?6. 

What salary are you looking for?7. 

What do you know about our organisation?8. 

What skills or experience make you suitable for this role?9. 

Describe your current working day.10. 

How would you feel about relocating?11. 

What was your previous salary?12. 

Why did you choose to study for that qualifi cation?13. 

Which tasks do you fi nd diffi cult to do?14. 

Which tasks do you enjoy doing or you fi nd boring?15. 

Which achievement at work have you been most proud of?16. 

What are your three best achievements to date?17. 

What do you like most about this job?18. 

What do you like least about this job?19. 
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Where do you want to be in two or fi ve years’ time?20. 

What have you learned from your last role?21. 

What do you think of your previous employer?22. 

What sort of a person are you?23. 

 Critical Incident Questions (Tell me about a time when…)

You had to solve a complex problem.24. 

You had to be really creative.25. 

You had to improve a process.26. 

You had to deal with a crisis.27. 

You had to change course radically.28. 

You had to overcome resistance.29. 

You made a bad mistake.30. 

You solved a very diffi cult problem.31. 

You showed great perseverance.32. 

You showed exceptional leadership.33. 

You worked hard to get someone to adopt your idea.34. 

You changed someone’s mind. 35. 

Cutting Questions

What’s your biggest mistake and what did you learn from it?36. 

If I telephoned your former colleagues/team right now, what would 37. 
 they really say about you?

If your ex-boss was outside and was seeing me next what would he 38. 
 say about your past performance?

How can you convince me to take you on in this role?39. 

Why do you have that gap in your career history?40. 

Why did you leave your last role so quickly?41. 

Why did you make that sudden career change?42. 

What does 43. ‘passionate about change’ on your CV really mean?
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What really happened?44. 

What other options did you consider? You said the ‘team did the   45. 
 work’ so does that mean you made no real contribution to the result?

How do you think that qualifi cation will help you in this role?46. 

How do you perform under stress?47. 

You have talked about people being an organisation’s primary 48. 
 resource, but none of your CV achievements are people-related.  
 How do you explain that?

You said you were 49. passionate about people. How can you justify that 
 comment?

Here’s a ball of wool (or pen, or mobile telephone, or rubber band). 50. 
 You have three minutes to try and sell it back to me, starting now. 

Why should we take a risk on you?51. 

Killer Questions
A killer question is one that kills off your chances and ends the interview; a 
sort of ‘I’ll get my coat’ moment. Most people have one question which they 
dread, perhaps it’s to do with a gap in their CV, a poor exam result, a sudden 
change of career, a business failure or several jobs in short succession. 
Whatever your killer question is you need to work with a friend to come 
up with a neatly polished and acceptable answer.

Don’t be scared about your killer question: Be prepared for it.

Closing Questions

What would my challenges be in the fi rst three months?52. 

What would be my priorities on day one?53. 

Are there any questions which I’ve not answered to your satisfaction?54. 

Is there anything about my application which you are concerned   55. 
 about?

How would you describe the culture of the organisation?56. 

How would you describe your style of leadership?57. 

What’s the next step from here? (Look for buying signals.) 58. 
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This is a mini guide for people to cut out and keep. More details can be 
found in the relevant sections of this book. How do you choose what to 
distil out of a whole book? Well, this mini guide was compiled during a 
two-day job hunting skills workshop and shows the key points that the 
delegates were eager to learn about and put into practice:

PROCESS THINKING

Job hunting is a process and we can work through each step. 

Good processes lead to good outcomes. 

CAMPAIGN BUDGET

Books. 

Business cards. 

Petrol / Rail fare. 

Coffees. 

Stationery. 

SUPPORTERS

Write down the names and contact details of fi ve people who will support you:

1. 

2. 

3. 

4. 

5. 

CAMPAIGN

Thoroughbred : This is what I would really like to do, e.g. a business 
coach. It relies on transferable skills.

Jumper : This is what I would like to do, e.g. depot manager. It relies 
on some of my CV and some of my transferable skills.
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Hack : This is what I have done in the past and am happy to do 
again, e.g. postman.

ACHIEVEMENTS

They are the building blocks of successful job hunting as they  
appear in CVs, networking conversations and at interviews.

Every achievement can be valued, or measured in some way. 

If you haven’t quantifi ed an achievement, that only means you  
haven’t quantifi ed it yet.

How to value it: What was the end result? Was it on time? On  
budget? How many people did it involve? How much time or money 
was saved? How can you measure the change between the start and 
the fi nish? What problem did it solve? How did it help the business 
to reduce costs or make more sales?

REASONS TO GO AND MEET PEOPLE

Thinking of setting up in business and would like to hear your story… 

Learning about your experience of… 

Looking for tips to help me fi nd a similar role in… 

Considering working as an intern and would like advice about… 

BEING ASSERTIVE

Don’t say you’re out of work; it sounds  passive.

Say you’re looking for work; it sounds  active.

INTERNET

Social networking sites are here to stay, so make use of them. 

Google yourself and fi nd out what a potential employer might see if  
they did the same thing.
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TENACITY

If you’re cold calling someone, make  six attempts to reach them 
before deleting them from your campaign.

NETWORKING PROCESS

Create a list of people you know. 

Ask yourself: Who knows I’m looking for work? 

Tell people what you’re looking for. 

Set targets to aim for when growing your network. 

Meet people. 

Hold lots of conversations. 

Keep going. 

NETWORKING

Do something to meet new people, e.g. join a social club. 

When talking to people, be  specifi c as it’s more memorable than 
being general.

Networking works because people  warm up the referral for you.

Networking works because people  trust the judgement of their 
contacts.

LOOKING GOOD

Do something else whilst looking for a job, such as voluntary work. Being 
busy gives us something to talk about at interview and makes us look 
proactive.

ACES

Write down your top three Aces:

1. 

2. 

3. 
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CV AND COVER LETTER

It’s okay to repeat things in them. 

Put your top achievement on your cover letter to whet their appetite. 

Don’t waste space on your CV with key skills. Let the reader  infer 
them from your stories, achievements and experience; it makes for a 
much stronger sell.

MINUTE TO WIN IT

Write down the eight keywords which you can use to tell people about 
yourself:

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

INTERVIEWS

In general:

Have more stories than they have questions so they run out of  
bullets fi rst.

Interviewers tend to look for people who can demonstrate personal  
development, thinking ability, communication skills, determination 
and fl exibility.

If they ask about your three weaknesses, talk about what you have  
changed or learned to do better.
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Look interested by asking purposeful closing questions:

What do you see me doing in the fi rst month? 

Can you tell me about continuous personal development  
opportunities?

How would you describe the culture of the company? 

How would you describe your style of leadership? 

Assert yourself by:

Using  I not we.

Using words like  ‘great’, ‘good’, ‘really liked it’, ‘love it’.

Making eye contact. 

Smiling. 

Negotiating

You have all the power until you sign. 

If you don’t ask, the answer is always  no.

A great boss is worth more than a great salary. 

THE ABSOLUTE BARE BONES FOR SUCCESS

SUPER TIP 1

Learn the answers to these critical incident questions: Tell me about a time 
when you:

Showed exceptional leadership. 

Demonstrated great perseverance. 

Showed extreme fl exibility. 
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Solved a complex problem. 

Changed someone’s mind. 

Handled a disagreement. 

SUPER TIP 2

Go networking because people buy people.

SUPER TIP 3

Past behaviour is the best guide to future performance.

SUPER TIP 4

Be passionate, smile and make eye contact.

SUPER TIP 5

Practice creates fl exibility and develops confi dence.

SUPER TIP 6

Maintain your network by having friendly conversations with people.

SUPER TIP 7

Remind yourself that you’re okay. You have skill and talent. You can do it.
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  Richard Maun facilitates personal 

and organisational development through coaching, management 

consultancy and lively interactive workshops. He specialises 

in using Transactional Analysis in organisational settings and 

combines it with Lean thinking. He has worked with a wide variety 

of people in the public and private sector to help them act in 

awareness, improve team dynamics, increase leadership skills 

and refi ne business-related processes.

Richard now runs his own management development company and 

is a director of a training company as well as a visiting lecturer to a 

leading UK university. He also works as a freelance business writer 

and has published two books with Marshall Cavendish – 

My Boss is a B@$T@*D and Leave The B@$T@*DS Behind – that 

look at how to survive turmoil at work and how to set oneself up 

in business. Both are based on real-life experiences and contain 

practical tips and engaging stories. 

For more information and free downloads, please visit Richard’s 

blog site.

Richard Maun can be contacted via:

Blog site: www.richardmaun.com

LinkedIn: Richard Maun

Twitter: @RichardMaun
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The secrets and skills contained in this book can make a life-changing difference 
to your job hunting activities because they are based on real-world experience 
and have been used by real people to get real jobs.

Packed with practical tips, essential tools, detailed examples and revealing the 
three big secrets of success, Job Hunting 3.0 can accelerate you past the rest of 
your competitors and into a winning position.

To be successful in the modern world we need to know how to package our 
talents, how to unearth opportunities and how to assert ourselves when it 
matters. We need to be able to build rapport with people, talk fluently about how 
we can add value and be agile with our thinking in order to maximise our core 
strengths. We also need to use technology to our advantage and embrace the 
new wave of social media opportunities. Moreover, Job Hunting 3.0 is built on 
process thinking, because job hunting is a sales process and if you set up and 
follow a good process, you will create opportunities for positive outcomes. 

In this book you will learn about the essential elements of job hunting in the 
modern age, including the three-horse race, the Minute To Win It, the STAR 
answering technique, the demons model, the 20+ places where you can look for 
work, performance ratios, using numbers effectively to add value to your CV, 
killer questions, winning at assessment centres, the pause button, aces high and 
the 5-slide formula.

Job Hunting 3.0 takes us through all of these elements and more, with one goal 
in mind: TO GET YOU AHEAD OF THE COMPETITION SO THAT YOU CAN SECURE 
YOUR NEXT JOB.

RICHARD MAUN is a business coach and consultant specialising in personal and 
organisational development. He lectures on career matters and communication skills  
at business schools and other institutions. He is the author of several business books. 
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SECRETS AND SKILLS TO SELL YOURSELF 

EFFECTIVELY IN THE MODERN AGE
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