
Helping you ‘sell and market’ 

yourself professionally!



Á International contributor to ôWhat Color 

is Your Parachute?õ 2008 ð2013.  

Personal work published in 11 languages.

Á International author  of ôSelling Yourself To                   

Employersõ - UK, Australia and NZ and 

ô1% Principleõ coming out this month!

Á Featured in the Harvard Business Review, The 

Economist, TVNZ, TV3 and the NZ Herald

Á Managing Director of CV.CO.NZ ð

New Zealandõs leading CV design consultancy

About Tom OõNeil



About today

Á Fun day to ask questions

Á No crazy questions!

Á About you?

Á What you want out of today?



Course Summary

Á "I am a Product" - I Must Sell Myself!

Á Become the solution to the employer's problem !

Á Finding your passion

Á Ensure your CV gives you the winning edge! 

Á Cover letters ðthe frame to the CV

Á Getting in the door

Á Hidden Job Market

Á Getting Help

Á COMPASS Goal Setting 

Á Q&A with Tom



Á Important you KNOW what you have to sell!

Á You are a product ðwhat makes you stand out ?

Á ôHuman Resourceõ Department

1.0  I am a PRODUCT



Mt Blanc versus Bic



Á You are the sales person of YOU!

Á Know what you can offer an employer

Á Define what sets you apart!



Á Used by companies to determine their market and 

any risk

S ðStrengths

W ðWeaknesses

O ðOpportunities

T - Threats

SWOT Workshop



Á Take some time now to write down your Strengths 

and Weaknesses

SWOT Workshop



Selling your achievements



Á Developed through the recruitment 

industry

OõNeil Major Achievements 

Questionnaire



Å Led or took part in key projects?
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Å Led or took part in key projects?

Å Set-up or improve any systems and /or processes?

Å Have you been promoted?

Å Extra authority awarded in a role?

Å Customer  / managerial commendations?

Å Training / Coaching / Mentoring?

Å Representative on any committees?

Å Voluntary or unpaid work?

Selling your achievements



Á Take some time now to write down a few 

achievements from your career and personal life

Selling your achievements



Think about how you can add value in the future!  

For example:

Å Special projects

Å Improve systems  

Å Train new staff 

Å Keep track of your commendations !

Å Handy during performance appraisal time too!

Discovering your achievements 

in the futureé



How recruiters and HR people assess candidatesé

All questions recruiters and HR staff ask come down to 2 

fundamental points:

2.0   Become a solution to the 

employers problem!
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How recruiters and HR people assess candidatesé

All questions recruiters and HR staff ask come down to 2 

fundamental points:

Å Can you do the job?

Å Will you fit the team culture? 

2.0   Become a solution to the 

employers problem!



Mirror your application to the role

Make yourself 

a solution 

to the 

employers 
problem!



Position Responsibilities

Attributes, skills and abilities 
the company is seeking

Contactdetails

Mirror your application to the role



Customer Services Person ðABC Travel Limited

The successful applicant must:

Å Possess strong sales & customer services skills

Å Genuine passion for the hospitality and tourism 

industries

Å Have excellent communication, interpersonal and 

presentation skills

Å Have the ability to prioritise tasks and meet deadlines

Å Work both autonomously and in a team environment

Å High standard of professionalism and integrity

Mirror your application to the role



Customer Services Person ðABC Travel Limited

The successful applicant must:

Å Possess strong sales & customer services skills

Å Genuine passion for the hospitality and tourism 

industries

Å Have excellent communication , interpersonal and 

presentation skills

Å Have the ability to prioritise tasks and meet deadlines

Å Work both autonomously and in a team environment

Å High standard of professionalism and integrity

Mirror your application to the role



3.0  Finding your Passion

in your career



Enjoy your work and your career

Ğ 60% of kiwis hate or dislike their job

Finding your Passion in your 

career



Enjoy your work and your career

Ğ 60% of kiwis hate or dislike their job

ĞWork impacts every area of our life 

and significantly impacts the health 

of our relationships

Finding your Passion in your 

career
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Finding your Passion in your 

career



“Love what you do and you will 

never work another day for the 

rest of your life !”
Anon

Finding your Passion in your 

career



Two questions to ask yourself:

ĞWhat are the skills I am good at / 

what do I do well? 

(E.g. communication / leadership / IT)

Finding your Passion in your 

career



Two questions to ask yourself:

ĞWhat are the skills I am good at / 

what do I do well? 

(E.g. communication / leadership / IT)

ĞWhat are the things I am 

passionate about?

(E.g. the environment / people)

Finding your Passion in your 

career



Investigate further:

Ğ The answers you wrote down will 

start to give you an idea of what 

areas you may want to develop 

further in your career 

Finding your Passion in your 

career



Investigate further:

Ğ The answers you wrote down will 

start to give you an idea of what 

areas you may want to develop 

further in your career 

ĞAsk family members, colleagues  

and friends to give you honest 

feedback .

Finding your Passion in your 

career



Investigate further:

ĞOnce you get some good 

direction, ask òWhat further 

training, qualifications or 

experience do I need to attainó? 

Finding your Passion in your 

career



Investigate further:

ĞOnce you get some good 

direction, ask òWhat further 

training, qualifications or 

experience do I need to attainó? 

ĞHowever donõtmake the mistake 

of thinking ôgood atõ is a strength!

Finding your Passion in your 

career



Ğ Take the long term view in your 

career development

Finding your Passion in your 

career



Good online tools include:

ĞCareerquest (NZ Government)

ĞCareerpath.com

ĞStrengthstest.com**

Finding your Passion in your 

career



Sell your passion to 

your potential employer

ĞYou will stand out ahead of others 

who may be more capable than 

you!

Finding your Passion in your 

career



Morning Tea :-)



4.0     Ensure your CV gives you 
the winning edge! 



Before we starté

What makes a bad CV?



What makes a good CV?

What makes a bad CV?



Your CV is your Brochure!

Á It's all about the sell! - It must sell you!

Á Job hunting is a race

Á Kiwi culture is non -sales focused



Different sections of a CV and 

their purpose

Objective

Á Brief and to the point, highlighting:

Á The role you are seeking 

Á What are the key skills / qualifications you can bring 
to the position 

“Seeking the role of Organisational Advisor, where a 
successful background in environmental consulting, 
land management and change leadership can be 

utilised.”



Summary

Á It should be easy to read at a glance, contain the 

highlights and ôwhetõ the employer's appetite to 

know more about you. 

Á Thoroughly read the advertisement or job description 

mirror the skills / experiences the employer is looking 

for.

Á Try short sentence / statement paragraphs and use 
bullet points.  Use 'space' to ensure the key points 

stand out.

Different sections of a CV and 

their purpose



Personal Attributes / Quotes

Á Take quotes from previous employers / customer 

references, commendations, appraisals etc.  and 

include these within the CV.  

“I found Peter's biggest strength is his ability to create, 

implement and monitor processes … He also displayed a 

determination to succeed and was able to build an 

excellent rapport with the rest of our team … Peter has 

always shown himself to be completely trustworthy, 

always reliable and an extremely hard worker … He is 
respected by myself and all who know him and is of 

complete integrity and honesty.”
Lisa Abbey, Operations Team Leader - Land Management Limited

Different sections of a CV and 

their purpose



Career History

Á An employer's interest in relation to your career is 

generally as follows:

Period Employers interest Job Responsibilities

Last 5 years Very interested 6-8 bullet points

5-10 years ago Quite interested 4--8 bullet points

10-15 years ago Kind of interested 2-4 bullet points

15-20 years ago Somewhat interested 1-2 bullet points

20+ years ago Not interested General statement

Different sections of a CV and 

their purpose



Major Achievements

Á Under each position highlight your major 

achievements to demonstrate the success you have 

had in this position.

Different sections of a CV and 

their purpose



Qualifications and Professional Development

Á Key qualifications should be included in your CV.  
These include degrees and diplomas.  

Á Standard courses should also be included if they are 
relevant

Different sections of a CV and 

their purpose



Personal

Á Including personal details can tell the employer 

about yourself, however it is important to 

include only details that can be perceived as 

positive. 

Different sections of a CV and 

their purpose



Professional Memberships

Á Toastmasters, Rotary, Lions etc.  

Á This shows responsibility and personal development 

outside of the work realm.

Different sections of a CV and 

their purpose



Computer Knowledge

Á Unless you are an IT specialist, just highlight the key 

software programs you can use. 

Á òExperienced using MS Windows, MS Word, MS 

Excel, MS PowerPoint, MYOB, Director 7, Adobe 

Acrobat, OpenOffice, Outlook Express as well as a 

variety of in -house software packages.ó

Different sections of a CV and 

their purpose



Voluntary Work

Á Can tell a lot about a person's community spirit 

as well as again show responsibility and personal 

development outside of the work realm

òInvolved in a number of community support 

initiatives including:

ÁWaiuku Church - Board Member (2008 - Current)

Á SPCA - Collector (2005 - Current)

ÁMt Eden College Board of Trustees (2011).ó

Different sections of a CV and 

their purpose



Published Work / Presentations

Á Highlighting any published work or presentations you 

may have made, can reinforce your standing as a 

specialist in key areas.

Different sections of a CV and 

their purpose



Interests

Á Your interests and hobbies can say a lot about you 
as a person

Á Team sports indicate a team player in the work 
place, 

Á Reading about current events may have a good 
intellectual interest. 

Á Try to ensure that you come across as a healthy 
well -rounded person, without bending the truth .

Different sections of a CV and 

their purpose



Verbal Referees

Á Make certain verbal referees know that potential 

employers are going to contact them!  

Á You generally need between 2 ð3 professional 

referees. (Not relatives or friends please !)

Different sections of a CV and 

their purpose



General CV Doõs & Don'ts



Á CVõs should be between

2-4 pages
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Á Cheak yoru speling!!! 
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Á CVõs should be between

2-4 pages

Á Cheak yoru speling!!! 

Á Avoid jargon (MGB)

Á Donõt shoot yourself in the foot ðItõs a sales 

document !!!

General CV Doõs & Don'ts



Á Voicemail and email

xx_missrandom123@abc.com

one_nightstand @ abc .com

imasexybeast@ abc .com

just_a_mess_31@abc .com

boi_did_dat_hurt_my_face@ abc .com

Xx.Depressed_Angel.xX@abc.com

cruel_2da_bone@ abc .com

life-is-a -nightmare@abc.com

dopey_1000@ abc .com

james -talks-dogs@abc.com

iamvagirantboy@abc.com

General CV Doõs & Don'ts



Á Voicemail and email

xx_missrandom123@abc.com

one_nightstand @ abc .com

imasexybeast@ abc .com

just_a_mess_31@abc .com

boi_did_dat_hurt_my_face@ abc .com

Xx.Depressed_Angel.xX@abc.com

cruel_2da_bone@ abc .com

life-is-a -nightmare@abc.com

dopey_1000@ abc .com

james -talks-dogs@abc.com

iamvagirantboy@abc.com

Á Audit your internet presence

General CV Doõs & Don'ts



Be inventive!!!



ÁResearch

ÁCommunicate

ÁSet the tone

5.0     Cover Letters ðthe frame 
to the CV



Real life example

James Cozens ðRecruitment Consultant

Á 95 responses

Á 69 without covering letters or 1 -2 lines

Á 15 with poor covering letters

Á 11 with good covering letters

Cover Letters ð
the frame to the CV



Real life example

Á Which ones did James look at first ?

Á A good covering letter immediately puts you in the 

top 12%

Cover Letters ð
the frame to the CV



Rules for Cover letters
Cover Letters ð

the frame to the CV

Á Different letters

Á Address a person

Á Why you are writing

Á Title of Job

Á Reasons for interest

Á Enthusiastic

Á Motivation and strengths



Rules for Cover letters

Á Explain yourself

Á Location

Á Right to work

Á Anything else strange

Á Check spelling and 

grammar

Á How to contact you

Cover Letters ð
the frame to the CV

Á Different letters

Á Address a person

Á Why you are writing

Á Title of Job

Á Reasons for interest

Á Enthusiastic

Á Motivation and strengths



Cover letter structure

Á Section 1

Reason for applying

Á Section 2

Career and personal 

experiences

Á Section 3

Strengths applicable 

to the role

Á Section 4

Contact details



6.0    Getting in the Door! 



First Interview

Á Can you do the job competently or very well?

Two Interviews



First Interview

Á Can you do the job competently or very well?

Second Interview

Á Can we work with you as a person ðwill you fit our 

culture? 

Two Interviews



Á The person who is best prepared:

Who gets the job?
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Á The person who is best prepared:

Å Has a well structured and tailored CV

Å Knows about the company and its 

products/services

Å Has good verbal references that the employer can 

talk to

Å Has good questions about the role and the 

company

Á They will appear to be the best candidate (even 
though they may not have the best qualifications or 

experience) and get the job!

Who gets the job?
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Before the Interview

Á Research ðFind out 
about the company

Á Review your experience 
and ability for the job

Á Set 3 targets for the 
meeting

Á Confirm address and 
time

Á Know who you are 
seeing !

Á Prepare answers

Á Practice

Á Get in touch with your 
referees

Á Print off copies of your CV

Á Qualifications

Á Fill in Application form 



On the day

Á Dress appropriately



On the day

Á Dress appropriately

Á Be early

but not too early ..



On the day

Á Dress appropriately

Á Be early

but not too early..

Á Aim to manage your 

butterflies but not to 

kill them



On the day

Á Dress appropriately

Á Be early

but not too early..

Á Aim to manage your 

butterflies but not to 

kill them

Á Relax, SMILE 



On the day

Á Introduce yourself to 

receptionist

Á Dress appropriately

Á Be early

but not too early..

Á Aim to manage your 

butterflies but not to 

kill them

Á Relax, SMILE 



On the day

Á Introduce yourself to 

receptionist

Á Bring copies of your CV

Á Dress appropriately

Á Be early

but not too early..

Á Aim to manage your 

butterflies but not to 

kill them

Á Relax, SMILE 



On the day

Á Introduce yourself to 

receptionist

Á Bring copies of your CV

Á When you meet the 

interviewer have a good 

firm handshake ðno wet 

fish!

Á Dress appropriately

Á Be early

but not too early..

Á Aim to manage your 

butterflies but not to 

kill them

Á Relax, SMILE 
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The Interview

Á Answer each question 
succinctly

Á Good manners

Á Be Enthusiastic

Á BEI (Behavioural Event 
Interviewing)

Á Ask questions about the 
position and company

Á Be yourself ðthat is who 
they will employ!

Á What you say is only a 
quarter of it !

Á If you are excited about the 
role ðthen tell the 
interviewer!
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After the Interview

Á Thank you email!

Á Debrief yourself

Á What could I have done better?

Á What questions have I not heard before?

Á Did I answer them well?

Á Is there a better way to answer them?

Á Follow up



Morning Tea :-)



7.0     Hitting the ôhidden job 
marketõ



Hitting the ôhidden job marketõ

ÁLooking for a job should become a job! 

Á It's all about the volume of CVs you can get 

out into the marketplace!

ÁYou miss 100% of the shots you do not take.  

It's a numbers game.



Hitting the ôhidden job marketõ

Two main ways to job hunt

ÁApproaching companies that are advertising 

available positions that suit your needs and 

skills (Tactical)

ÁApproaching companies that do not seem to 

be advertising positions that suit your needs 

and skills (Shotgun)



Hitting the ôhidden job marketõ

ÁGet Proactive and knock on doors

ÁOnly 25% of jobs advertised

ÁTap into the hidden job market

ÁGo direct to employers ð

Cold call

ÁMake a list of key companies you would like 
to work for and approach them direct! 



Hitting the ôhidden job marketõ

Networking 

ÁUse your own personal 

and business networks 

to spread the word!

ÁDonõt be afraid to offend some people during 

this process.  What's the worst that can 

happen?



Hitting the ôhidden job marketõ

Elevator Pitch

ÁHave a 10-second elevator speech prepared 

covering your 3 key points.

ÁE.g.Genuine passion for the environment

Knowledge of key legislation

Experienced in Training staff



Hitting the ôhidden job marketõ

Who can I contact?

ÁDonõt deal with HR! Contact the person who 

can hire you!

Á Customer Services Officer?

Á Mechanic?

Á Sales Representative?

Á Accountant?

Á Florist?



Hitting the ôhidden job marketõ

Á People know each other through 3 -5 degrees of 

separation.

Á Higher level of trust through friends & contacts.

Á Networks include:

Schools Clubs

Church Toastmasters

Rotary Lions

Local employers Dog training

Local Pub 



Hitting the ôhidden job marketõ

Dealing with recruitersé

Á Recruiters are sales people - Donõt be easily 
offended.

Á They do not work for you - they work for the 
company!

Á If you miss out with a recruiter, keep applying to 
any new roles they may have as they probably 
have forgotten you.  

ÁDonõt take it personally!  They have probably 
interviewed 30 new people and have read over 
200+ CVs in the meantime.



Hitting the ôhidden job marketõ

ÁThe hardest part of getting your CV out into 

the marketplace is getting past the fear 

barrier of contacting people you don't know!

ÁRemember that you are a solution to the 

employers problem, therefore they have to 

hear about you!

ÁCan save the company $$$ in recruitment 

and re-training fees



8.0     When it all goes wrongé



ÁTelephone working?

ÁStress and Worry

Á It is all about the numbers

ÁDealing with negative self esteem

ÁAreas of support

When Things Go Wrongé



Á4 Key support staff

ÅListener

ÅWise One

ÅTaskmaster

ÅCheerleader
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Á4 Key support staff

ÅListener

ÅWise One

ÅTaskmaster

ÅCheerleader

ÁEveryone has doubts....

When Things Go Wrongé



Zombie Chicken!

When Things Go Wrongé





ĞOther people may not share your 

vision

When Things Go Wrongé
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ĞOther people may not share your 

vision

ĞSet up contingency plans

ĞHave a sense of humour

When Things Go Wrongé



ĞOther people may not share your 

vision

ĞSet up contingency plans

ĞHave a sense of humour

ĞKeep focused

When Things Go Wrongé



Morning Tea :-)



Goal Getting -

Not Goal Setting

SDg JiL



Why Are Goals So Important?



“Your goals are your blueprints for the 

future. Goals are dreams about to be 

born. Goals are the ladders we climb 

to reach our vision of success.”
John Eric Jacobsen

Why Are Goals So Important?



Poor Goal Setting



Poor Goal Setting

© Scott Adams



Yale University 1953



Dr Gail Matthews - 2007

Dominican University of California



Group 1 - Simply think about their goals

Group 3 - Write goals and action 

commitments

Group 5 - Both write goals and action 

commitments, as well as send 

weekly progress reports to a 

friend.

Dominican University of California



Group 1 accomplished 43% of their stated 

goals. 

Dominican University of California



Group 1 accomplished 43% of their stated 

goals. 

Group 4 accomplished 64% of their goals.

Dominican University of California



Group 1 accomplished 43% of their stated 

goals. 

Group 4 accomplished 64% of their goals.

Group 5 were the most successful, with 

76% of their goals accomplished.

Dominican University of California



The Wonderful 

Amygdala

Amygdala perform primary roles in the 

formation and storage of memories 

associated with emotional events .

E.g. Meeting Sarahé
Dolcos , LaBar and Cabeza - Duke University (2004, June 10). How Brain Gives 

Special Resonance To Emotional Memories .   Photo curepanickattacks4u.com

The Brain & Goal Settingé



The Wonderful 

Amygdala

Merges emotion and memory -

prepares it for easy retrieval

You can programme your brain 

to achieve your goals subconsciously

E.g. My goals in 1995

The Brain & Goal Settingé



COMPASS Goal Achievement                  

Programme ©

Consider

Opportunity

Map

Proceed

Assess

Score

Success



COMPASS Goal Achievement                  

Programme ©

Designed to be simple to use!

Ğ Individuals

ĞCouples

ĞBusinesses



Came from personal experience with 

goal systems

ĞComplete annually 

with Sarah

COMPASS Goal Achievement                  

Programme ©



Consider

ĞConsider your 

starting point - Where are you 

today ?  

COMPASS Goal Achievement                  

Programme ©









Ğ Faith

Ğ Family

Ğ Friends

Ğ Financial

Ğ Service

Ğ Me

Ğ Career

Ğ Health

Ğ Marriage

Ğ Challenge

Ğ Personal 

Development

Ğ Home

Ğ Kids

Ğ Fun 

Ğ Sport

COMPASS Life Clock ©





FUN

FINANCIAL

FAITH

FAMILY CAREER

HEALTH

MARRIAGE



FUN

FINANCIAL
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FAMILY CAREER

HEALTH

MARRIAGE



FUN
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FUN

FINANCIAL

FAITH

FAMILY CAREER

HEALTH

MARRIAGE

* *



Opportunity

Ğ If you had the opportunity to do 

anything in life, what would it be?  

ĞDREAM BIG!

COMPASS Goal Achievement                  

Programme ©



ôVisioningõ

Ğ Travel on the Orient Express

Ğ Learn to Salsa

ĞWrite a book

ĞHave a romantic dinner ðin Paris

ĞClimb Mt Kilimanjaro

ĞRun a marathon

COMPASS Goal Achievement                  

Programme ©





Map

ĞMap out your goals and make 

specific plans for your life .

ĞGoal verses Wish

COMPASS Goal Achievement                  

Programme ©



S.M.A.R.T.A. Goals

COMPASS Goal Achievement                  

Programme ©



S.M.A.R.T.A. Goals

Specific

COMPASS Goal Achievement                  

Programme ©



S.M.A.R.T.A. Goals

Specific

Measurable

COMPASS Goal Achievement                  

Programme ©



S.M.A.R.T.A. Goals

Specific

Measurable

Achievable

COMPASS Goal Achievement                  

Programme ©



S.M.A.R.T.A. Goals

Specific

Measurable

Achievable

Relevant
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S.M.A.R.T.A. Goals

Specific

Measurable

Achievable

Relevant

Timed
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S.M.A.R.T.A. Goals

Specific

Measurable

Achievable

Relevant

Timed

Accountable

COMPASS Goal Achievement                  

Programme ©



Example  Person Aõ owes $12,000 on a 

personal loan

SMARTA Goal

“Pay the full $12,000 loan off by the 

2nd of June 2015 - Accountable to 

Sarah”

Pay back $77.00 per week

COMPASS Goal Achievement                  

Programme ©



What are three SMARTA 

goals you can write 

right now ?

COMPASS Goal Achievement                  

Programme ©



Ğ Fear of failure 

Ğ Try too much too quickly

ĞNo passion for the goal

ĞDiscouragement when we fail 

ĞProcrastination / 

Distraction

Why we donõt achieve our goalsé



Proceed

ĞStart taking active steps towards 

your goals and keep moving 

forward.

ĞDonõt give up!

COMPASS Goal Achievement                  

Programme ©



Getting startedé

ĞWhat are five 

things you can do 

this month to start actively 

achieving some of the goals you 

have set down?

COMPASS Goal Achievement                  

Programme ©



A ssess

ĞRegularly assess your goals

ĞAre they still relevant ?

Ğ They are not set in stone and can 

be changed.

COMPASS Goal Achievement                  

Programme ©



Score

ĞWork hard towards completing 

your goals

COMPASS Goal Achievement                  

Programme ©



Success

ĞCelebrate your successes.  Be 

proud of your achievements -

ĞYou've earned it !

ĞCelebrate your success in 

proportion to your goals .

COMPASS Goal Achievement                  

Programme ©



Course Summary

Á "I am a Product" - I Must Sell Myself!

Á Become the solution to the employer's problem !

Á Finding your passion

Á Ensure your CV gives you the winning edge! 

Á Cover letters ðthe frame to the CV

Á Getting in the door

Á Hidden Job Market

Á Getting Help

Á COMPASS Goal Setting 

Á Q&A with Tom



Helping you ‘sell and market’ 

yourself professionally!


