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T a bl e  o f  Co n te n t s  
 

Start Smart: Build a Foundation for Success                 Section 1     
 

  TIP #                                                                        Checkpoint 

1. Stop Getting In Your Own Way                      

2. Maximize Efforts for Maximized Success       

3. Keep Track of Your Hours         

4. Identify What You Gotta Do to Get Where You Wanna Go     

5. Thought and Action Lead to Success       

6. Move Thoughts & Notes into Action       

7. Research Opportunities Before They Become Job Postings     

8. Upgrade and Update to Be Your Best       

9. Office and Phone Management Techniques Pros Use      

10. Powerful Political Campaign Strategies Essential to a Job Search      

11. Business Cards          

12. Create a Networking Database – You are Now in Sales      

13. Connect Face-to-Face with Amazing Impact       

14. Social Media Matters             

15. Likeability: THE Critical Factor        

16. Times 7 Networking Strategies        

17. Explore then Evaluate         

18. References: Get Them Working or You Now           

19. Prepare Answers to Predictable Interview Questions        

20. ST-A-Rs & Behavioral Interview Questions       

21. Constructing Stories that Engage and Sell          

 

  



 

100+ Career Transition Tips 

 

 - iv -                                            © Copyright 2023                                                        Rev. 3.5.1 

 
Discovering Your Authentic and Best Self     Section 2    

TIP #                                                                                    Checkpoint 

22. Imagine Where Your Talents Can Lead        

23. THE Questions to Determine Who You Are Today      

24. If You Don’t Define What Makes You Unique, Neither will Employers   

25. Weaknesses Do Not Count          

26. Archeological Digs:  Locating the Lost You       

27. Mining for Golden Talents         

28. Right- and Left-Brain Awareness and Why        

29. Mind Maps:  A Picture of the Total You       

30. Mind Maps: Deeper Self-Awareness       

31. How to Think Like Leonardo da Vinci       

32. Find Your Mission – Find Excellence       

33. Identify Purpose-Filled Work        

34. Optimize Career Balance: Skills, Purpose and Income     

35. Find Significance in Your Work        

36. Check O*NET: The Survey Says…!       

37. Our Current Career Assessment Options              

38. Career Tests: A Cautionary Tale        

39. Six Critical Career Discernment Steps       

40. Goals Revisited with Greater Self-Awareness       

41. Prioritize Critical Goals         

42. Lead with Heart and Get the Offer        
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Elevator Statements, Resumes, and Cover Letters Section  3 

TIP #                                                                                    Checkpoint 
 

43. Greater Impact with Fewer Words        

44. Qualifiers and Differentiators        

45. Create an Elevator Statement That Elevates You      

46. Elevator Impact with Differentiators       

47. Add Qualifiers to Your Elevator Statement to Seal the Deal     

48. Predictable Job History Questions        

49. Resumes: The Fundamental Forms         

50. Add an Objective?           

51. Take Your Resume to the Next Level       

52. Resumes:  A Final Look         

53. Prove It with ST-A-Rs         

54. Construct an All-Purpose Cover Letter       

55. Our Hardest Hitting Cover Letter        

56. The Correct Way to Name A File        

Actions for Daily Success                                                  Section 4    

57. Go Beyond What’s Comfortable        

58. Look Your Best          

59. Track Your Daily Activity              

60. Another Success Scorecard         

61. Perceptions: High Energy & Improved Results       

62. Consider New Markets for Your Talents       

63. Spider Web Diagrams         

64. Balancing Search Time         

65. Career Coaching: Is it Time to Invest in Professional Guidance?    
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TIP #                                                                                   Checkpoint 

 

66. Peer Group Support         

67. Everyone You Know, Knows Fifty-Two Others      

68. Using Meeting Agendas When Networking Effectively     

69. How to Obtain Vital Information        

70. Avoiding Networking?          

71. How to Get Others Involved        

72. Increase the Productivity of Your Networking Meetings     

73. Critical Networking Rules         

74. Poverty Thinking          

75. Ease Reconnection: I’ll Be in Contact Emails      

76. Networking Thank You Notes        

77. Print Media is Still Relevant        

78. Recruiters and Placement Agencies: Here’s What to Expect      

79. Limiting Internet Time         

80. Identify Job Opportunities in Remote Locations      

Interviews: Closing the Deal & Going Forward           Section  5 

81. Interview Foundations         

82. Manage Your Words          

83. Essential Aspects of Interview Prep        

84. Pre-Interview Checklist         

85. Make Your Points with ST-A-Rs         

86. Categories of Questions to Expect        

87. First Impressions          

88. Phone & In-Person Panel Interviews       
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TIP #                                                                                    Checkpoint 

 

89. Interview Questions You May Not Expect       

90. Questions to Ask an Employer        

91. What Not to Ask & Illegal Questions       

92. A Specific Set of Job Evaluation Criteria       

93. Do You Want the Job?         

94. Negotiate Your Salary         

95. When Asked About Salary History          

96. Considering a Job Offer?  Five Time-Sensitive Issues      

97. Prepare References for Impact        

98. A Critical Post-Interview Checklist        

99. Post Interview Thank You Notes        

100. Keep Your Network Intact & In Your Camp       

101. Maintain Relationships with Past Coworkers          

102. Begin Your Job on the Right Foot        

103. Coaching Foundations for Continued Success         
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How to Use This Manual 
 

 

How quickly should I complete the 100+ Tips? 

We find people we work with are just as concerned with getting it right, as they are with 

how quickly they complete their career transition.  Ultimately, if it isn’t done right this 

time, who among us wants to repeat the career-transition process in a few years?  

Proceeding through the 100+ Tips at a thoughtful, steady pace is our recommendation.  

 

 

Should I work through the 100+ Tips in sequence? 

Each of the Tips stands alone, and you may proceed directly to the Tips your coach assigns 

or to those additional Tips that address your immediate interests.  Always feel free to read 

ahead and complete related Checkpoint assignments.  

 

 

Beginning Each Coaching Session  

 

You are invited to begin each coaching session by using any of these conversation 

starters: 

• Since our last meeting, I have accomplished… 

• New opportunities I am considering include… 

• Current questions I have are… 

• Today, I want to add to our agenda… 

 

 

 

 

Facebook.com/Nick.Synko  

Facebook.com/Synko-Associates-LLC 


