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Additionally, you’ll be “selecting” the appropriate information from your invisible “tool kit” depending on the person you are speaking with and the purpose of the conversation.

Once you’ve prepared, it is useful to practice.  If possible, practice with your career coach, a friend or family member, or record yourself (you can send yourself a voice mail).  You will most likely be your best teacher!

Remember, capture your listener’s interest.  Ask yourself, are you communicating the skills, capabilities and experience you want your listener to hear?  Are you comfortable and confident?

Finally, take your audience into consideration.  Be prepared modify your information as needed.

Audrey J. Beach brings to career and leadership coaching more than 25 years of business experience in management, coaching, facilitation and training.  Her career spans the industrial sector, research and development, and business services in both public and private organizations.  Audrey has coached business leaders in both the United States and Southeast Asia.  Audrey is the owner of Succeed With Coaching and a business partner in Creative Learning, an Atlanta-based training organization.  You can contact Audrey at www.succeedwithcoaching.com and 937-438-6681.
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The way in which you present and introduce yourself to others during your career search process is critical.  Just as you have put careful thought into preparing your resume and your references, it is just as important to put thought and preparation into your verbal “tools”.  Soon, we’ll be addressing marketing letters (written “tools”) and interview skills.  But this document is dedicated to how you’ll pitch yourself in a variety of situations.





Think of how powerful a TV commercial can be.  Many of us have switched channels vowing to never watch certain commercials again.  However, there are commercials that engage us time and time again and keep us glued to the TV.  You will want to develop a way of presenting yourself in a way that engages your listener.





This means that you must think through what you are going to say and why you are going to say it in advance of possible conversations.  For example, you may be asked certain questions or want to offer information in a networking meeting.  Most of us tend to speak to others the way in which like to be spoken to, and therefore, we don’t think about another’s communication style, which may be different from our own.  As an example, giving too much information, can neutralize the conversation and cause the listener to wander.  A friend of mine has a saying I love: “Don’t take someone around the barn just to walk in the front door”.





When offering information about yourself or answering questions you should try not to exceed a 60 to 90 second duration.  Once you exceed this amount of time, no matter how interesting you believe you are and/or your topic, more than likely, your listener will begin thinking of other things.





It’s recommended that you be prepared to answer the following questions or statements:





Tell me about yourself


Give me a brief overview of your career history


Why have you left (or: why are you planning to leave) your current position and company?


What position are you looking to obtain next?  Why?


Can you speak to strengths that lend themselves towards this position?





Writing out and practicing your verbal tools can be helpful.   Some people don’t think they need to write down their thoughts but find that when they practice, they exceed their time limit and/or forgot to include critical information that they wanted the listener to hear about. 





Remember, every verbal interface, whether it is an informal or formal networking opportunity, a casual conversation with someone you believe isn’t a key network person (e.g. dentist), or an interview, can be a time to convey important information about yourself.





Of course, you’ll want to remember effective networking techniques.  In a networking situation,  remember to focus on your listeners, making sure you are asking good questions and listening intently to what they say.  Your goal is to learn about them.  As human nature goes, people will tend to then ask you questions about yourself.  Also, by learning about the person with whom you are networking, you will be deciding if and how this person can be an effective network connection for you.





Also, you’ll want to remain genuine and at ease and certainly not come across in a scripted fashion.
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