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When first started writing this book I was
interchangeably referring to it as a handbook and a
guidebook. When in actuality it is a toolbook. A tool
is something that you use to help you accomplish a
task. My goal when I set out to write this book was
to help others navigate the increasingly complex
pathway from formal education to a satisfying
career. I took all the things that I knew, that I didn’t
know, and what I thought others needed to know
and put it into this book.

INTRO-
DUCTION
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After I graduated college with my bachelor’s degree, I had a real
“WTF” moment. I couldn’t get a job in my major. I thought getting
a job right out of college was going to be a cakewalk. “Go to
college and you will get a good job”—when I was in high school,
that was the rhetoric used to influence students to go to college.
They left off the part that chances are you won’t get a job in your
major or that you will need to do more than just obtain a college
degree to be competitive.

I was pretty much a first-generation student. I say pretty much
because my dad went to college, but he didn’t have much of a
relationship with me and my twin brother. We didn’t really have
anyone else to tell us the ins and outs of college. Information at
that time wasn’t readily available online like it is today. You got it
from a person, TV, or some sort of written text.

Off to college I went. There was nothing exciting about my college
experience. I went to community college my first year, then
transferred to a four-year university, from which I graduated. By
then the world was well on its way to a fast-paced and continually
changing technological landscape.

Just going to college wasn’t enough anymore. This period was
the early stage in corporate American of what I consider the
“Unicorn Era.” I call it that because it seemed to me as though the
qualifications that I saw in job postings were unrealistic (like a
unicorn), especially for entry-level positions. I define a unicorn
employee as someone who an employer expects to be able to do
everything—and do it fast and do it well. A more formal definition
is someone who is pleasant to work with, has a unique skill set,
wears many hats, and can propel a business to new heights.

The biggest setback for me after graduating with my bachelor’s
degree wasn’t the fact that I wasn’t a unicorn—it was that I didn’t
properly prepare for my career by keeping up with industry and
societal trends. Instead, I relied on a simple statement that I had
heard from so many: so, like many other college graduates, I
ended up with a job outside what I went to college for. I worked in
a couple of management positions for two years before I went
back home to attend grad school in 2009. My first semester I
joined a newly formed student organization named Men of
Excellence (MOX).

My Struggle Doesn’t Have to be
Your Struggle
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You don’t have to have it all figured out by the time
you graduate high school. But you should explore
your interest and even peak into things that you
aren’t necessarily into. This section covers ways to
be successful while in high school and how to
prepare yourself for life after - whether that be
college or a college alternative. Whatever the case,
and even if you don’t know, take
this time in your life to prepare
yourself for success in the
next step. This book starts off
helping you master your
time in high school, so
that you can c a t a p u l t
yourself into the next
phase of your life with
great success.

1.
HIGH
SCHOOL
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You might have determined that college is your next step after
graduating high school, or maybe you’ve decided that it isn’t.
Whatever your decision, a strong educational foundation is key to
a successful and happy life. So, let’s look at what you need to do
in high school in order to build that strong foundation.

High school will be a transformative period in your life. You will
be introduced to a lot of different things and people. At times it
might even seem overwhelming, but don’t let that get to you.
Throughout all your new encounters, it is important that you
remain focused on performing your best in your classes. Getting
a well-rounded education is crucial in our modern society.
Remember that knowledge is power; the more knowledge you
have, the more power you have. The primary factor of a
successful high school career is doing well in your classes, and
that starts with having a good relationship with your teachers.

Teachers can be your best friends (or your worst enemies). That’s
why it is always good to create and maintain positive, professional
relationships with your teachers.

The primary benefit of developing these relationships is that
teachers are the people who can best speak about you as a
student—something that is critical when applying to colleges and
jobs. They will be able to tell recruiters things like how dedicated
you are, your sharpness, whether you challenge concepts, how
well you work with others, and your ingenuity, among others.
Teachers can also inform you about events and opportunities that
may interest or benefit you. It is important that you take the time
while in high school to start developing a strong professional
network regardless of your career aspirations. Teachers are a
great starting point for that. Your behavior and performance in
class will help build and strengthen those relationships.

Your Career Starts Here

Student-Teacher Relationship

PREVIEW
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How much you learn and how well you develop your skills while
in high school could be the determining factors as to whether you
must pay for college. Even better, they could determine whether
you even need to go to college! Your performance in your high
school classes is the main criterion college admissions
committees look at (Kaplan 2015). They get this information from
your high school transcript, an official document listing all of your
classes and the final grade in each, as well as your overall Grade
Point Average (GPA). Given the importance of this, you should
not take your high school classes lightly. I know that by now you
may be at a point where you are tired of school and all the testing,
but stay focused on performing your best in class. In the end, the
reward will be greater than the sacrifice. Admissions committees
also look at how rigorous your high school classes were; this
shows them if you have challenged yourself. It will also give them
a good idea of your academic potential. To distinguish yourself
from your competition, you can take Advanced Placement (AP)
or honors classes.

One way to get a jumpstart on college is by taking AP classes.
These accelerated classes have an increased difficulty level.
Students who take AP classes can earn college credit while in
high school if they meet the minimum score requirements. These
classes show college admission officers that you can succeed in
entry-level college courses and make you an appealing prospect.
Getting placed into AP classes differs from school to school, so
check with your teachers or guidance counselor to see what the
requirements are. Two benefits of taking AP classes are that you
will reduce the amount of time you will spend in college and you
can greatly reduce your tuition expenses, depending on how
many AP classes you take.

STEM & STEAM
Classes that committees pay special attention to
are those in the STEM (Science, Technology,
Engineering, Math) or STEAM (Science,
Technology, Engineering, Art, Math) area.

Advanced Placement (AP) Classes

High School Classes
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Ideally, it’s best to discuss these topics after you have gotten an
idea of what you want to do after you graduate so that the two of
you can tailor your high school experience toward those goals.
But, if that’s not the case, visit your guidance counselor to learn
about tools and resources that can help you figure out what you
might want to do after high school. Be sure to stay in regular
communication with your guidance counselor so that you build a
strong professional relationship. This should be a person in your
professional network while you’re in high school. The importance
of this relationship lies in your guidance counselor’s knowledge of
you; being top of mind is a benefit when opportunities arise such
as scholarships and grants for college. But before you can take
advantage of a lot of these opportunities, you must first determine
whether college is for you.

Again, I hope that you can benefit from my struggles. My journey
from high school to college to my professional career can best be
described as me jumping headfirst into most situations. Not a
good thing. At all! Had I had a mentor, the journey would have
been much smoother. I didn’t really hear much about mentors
until around the time that I was completing my bachelor’s degree.
Needless to say, by then I couldn’t be bothered with finding a
mentor. My mind was set on landing my ideal career in IT. Not
having a mentor while in college and continuing that mistake as a
professional was a great disservice to myself.

A mentor is an experienced person in a specific field who shares
wisdom with and supports a less experienced person, or mentee.
Mentoring is a long-term relationship that focuses on the mentor
supporting and guiding the mentee with his or her career (Reh
2019). A mentor can be a variety of people depending on where
you are in life. Teachers, college professors, managers, and
family and friends are all people that you can consider asking to
serve as your mentor.

When choosing a mentor there are certain qualities you should
look for. The Balance Careers (Loretto 2019) list the following
eight qualities as those of good mentors:

Mentors
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Remember, having a mentor is a great benefit to you and your
career. Having one can prevent you from making mistakes and
missteps throughout your career. Finding a mentor shouldn’t be
an involved process; the key thing to remember is that your
mentor should fit you and your needs.

Don’t believe the hype. College is great for many people, but it
isn’t a place for everyone despite what a lot of people might have
you believe. “Everything ain’t for everybody.” I’m not telling you
that you can’t or won’t succeed in college; what I am telling you is
that almost 40% of people who go to college drop out (Hanson
2021). Determining whether college is the right path for you is a
big decision. There are a lot of not-so-smart people who graduate
from college and a lot of really smart people who never stepped
foot on a college campus. That said, going to college shouldn’t be
based solely on your past academic performance; instead, it
should, be based on your personal and career goals, your ability,
your resolve, and your potential. Here are some questions that
you should ask yourself to help determine whether you should go
to college:

● Is a college degree required for your desired career?
○ If no, do you want to take an alternative route to

achieve your career goals?
● Are you a good student?
● If you aren’t a good student, do you have the

determination and work ethic to complete college?
● Can you accomplish your career goals without a college

degree?
● Do you like school enough to go for four more years?
● Are you going to college for yourself, for someone else,

or because it is expected of you?
● Are you willing to get a late start in life?

Mentoring = Coaching/
Mentoring is not the same thing as coaching.
Coaching is short term and focuses on
strengthening or getting rid of a certain behavior
as soon as possible.

Is College For You?
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Lastly, don’t go to college for your family or friends. Sometimes
the people around you can pressure you or make you feel as if
you need to go to college. Going to college needs to be
something that you do for yourself and no one else. Ultimately,
you need to be satisfied with your career decisions.

One of the primary reasons attending college is so important is
that for many professional jobs today, you must have a four-year
degree. Georgetown University conducted a research study that
concluded that 35% of the job openings in 2020 required at least
a bachelor’s degree (Georgetown University n.d.).

But besides the obvious, what other factors make a college
degree important? A college degree says more about you than
that you were able to complete a bunch of courses. It speaks to
your dedication; it says that you can work with others; it proves
that you were exposed to new ways of thinking and doing, that
you are a self-starter, and that you have the determination to
complete what you start. Having a college degree can also
increase your job satisfaction. By pursing and obtaining a college
degree, you can choose which industry you want to work in and
the career you want to have, giving your work a sense of
meaning. A college degree will also increase your earning
potential (Torpey 2018), a benefit I think most of us look forward
to. To quote Warren Buffett, “The more you learn, the more you
earn.” But the benefits of attending college don’t stop there.

Fun Fact!
Heads up!
30% of college freshmen in America drop out
before their sophomore year.

If you know that college isn’t for you, move
on to the “College Isn’t for Me” section of this
book.

The Importance of a College Degree
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Kaplan, a company that provides educational services, has
created a list of things that college admissions staff view as the
most important admission criteria (Kaplan 2015). Below is a list of
five items ranked from most to least important.

1 GPA/Class Rank/Coursework
2 ACT/SAT Scores
3 Essays
4 Teacher Recommendations
5 Extracurricular Activities

Let’s take a look at the items on this list that I haven’t covered yet.

The ACT and the Scholastic Aptitude Test (SAT) are both used
as part of the criteria for college admission. According to the chart
above, your ACT and SAT scores are the second most important
things that colleges look at when deciding on your admittance.

In order to do your best on the ACT or SAT, I highly recommend
that you take the PreACT or PSAT during your sophomore or
junior year in high school. These pretests will give you an idea of
what is on the real tests and show you the areas in which you
need to improve. When you are ready to take the real test, make
sure to get plenty of rest the night before and to rid yourself of all
distractions, including social media, as hard as that may be.
Actually, you might want to unplug from the internet a week or so
before your test to really clear your mind of distractions. If you
aren’t satisfied with your initial ACT or SAT test score, you can
take the test again. The number of times you can take the SAT is
limited only by the number of offerings and how far along you are
in school; you can take the ACT up to 12 times.

ACT and SAT

Fun Fact!
Not all colleges require the ACT/SAT!

College Application Ranking
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The way our society is conditioned, you would think that
college is the only and the best option after graduating
high school. Needless to say, college isn’t
the best option for everyone. This
may be true for you. College is a
good option and sometimes the
best option for some. But it
isn’t the only option to help
you reach your career goals.
A l t e r n a t i v e options can
give you more control over
how, when, and where you gain
knowledge and skills. This
section of the book provides you with
the answers to those questions
and more.

2.
COLLEGE
ISN’T FOR
ME



You don’t need or want to go to college and aren’t exactly sure
what your other career options are. Cool. A big misconception is
that college is the only route to a meaningful and financially sound
career after you finish high school. That couldn’t be further from
the truth. Today there are a growing number of ways to continue
your education outside of a four-year college. Some benefits to
taking these alternate routes are that you save time and money.
There is a notable disadvantage of not earning a degree: your
career options are limited. Let us take a look at some of the
educational alternatives that you can pursue.

OK, let’s go ahead and address the obvious before we get
started. In this book and in many other books and articles, you will
see community and junior colleges listed as alternatives to
college. Yes, technically they are colleges, but they are listed as
alternatives because of their shortened curriculum.

Community colleges or junior colleges are two-year
postsecondary educational institutions that offer associate
degrees. Associate degrees serve as bridges to four-year
degrees; they also prepare students with the necessary skills for
a career should they choose not to pursue a four-year degree.
The classroom experience at a community college will be more
similar to that of high school than a four-year college. There are
some similarities to college classrooms, mainly that the courses
will predominately be lecture based. This means your professor/
instructor will cover the course material via a lecture or
presentation. Community college programs that prepare you for a
career are called vocational programs. These programs offer a
more practical learning experience. This means you will be using

Postsecondary Education:
Alternatives to College

College Dropout Rate

If you start college and figure out that it just isn’t
for you, don’t feel bad; 26%of first-time bachelor
degree seekers drop out of college (Hanson
2022).

Community Colleges
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tools and software that you will use on the job. In some instances,
you will have to take part in a practicum before you can complete
your program.

Vocational schools are often referred to as trade schools and
technical schools. These are learning institutions that offer
tailored programs that focus on preparing you for a specific
career. There is little to no traditional classroom training, and
vocational schools don’t require you to take courses that don’t
pertain to the career you are pursuing. They are solely focused on
preparing you with the skills needed to perform a specific job.
Programs at vocational colleges usually take between eight
months and two years to complete.

Apprenticeship programs are designed to train you to become
skilled in a trade. A trade is a highly skilled job that requires
special training and is often manual in nature. Apprenticeships
require you to learn a new skill by on-the-job training from an
expert. In some cases, there will be some elements of traditional
instruction like studying outside of work, but this is not common.
Something that differentiates apprenticeships from most of the
other options mentioned is that you are paid during your
apprenticeship. When you start your apprenticeship with a
company, you also start employment with that company. Given
that it takes anywhere between a year and six years to complete
an apprenticeship, getting paid to learn is a great benefit because

Pros & Cons of Community Colleges

Pros of community colleges: comparatively
cheaper tuition and fees, smaller class sizes,
better instructor support, and more night classes
in comparison to four-year colleges, and they
serve the community in which they are located in
(hence the name “community” college).
Cons of community colleges: Loss of credits/
course when transferring to four-year university,
fewer majors and courses, less to do/lack of
campus life.

Vocational Schools

Apprenticeships
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While practically everyone knows that students can receive
financial aid for attending a four-year university, few know there is
financial aid for educational opportunities outside colleges and
universities. You can receive some form of financial aid for most
alternative education options. These include grants; scholarships;
federal, private, and institutional loans; and work-study. You will
need to complete a FAFSA to be eligible for financial aid. Boot
camps offer financial aid that includes private loans and
scholarships. Some boot camps offer deferred tuition, installment
payments, and income-share agreements. Certificate and
certification programs have scholarships, private and personal
loans, and installment plans as financial aid options. Additionally,
check with your employer to see what type of educational funding
or assistance it may provide. In many cases employers will cover
your education expenses, especially if it benefits the company.
Also, look for and ask about discounts, especially when
considering certificate and certification programs. Sometime if
you are a member of a specific organization, you may be eligible
for a discount with these programs.

Now that you have your certification or degree or have acquired
some new talent, knowledge, or skill, how do you let potential
employers know? A common struggle for individuals with skills but
no experience is how to convey those skills or knowledge to
employers. There are several ways you can make yourself more
competitive in the job market with no work experience. You can
use one of the options below or a combination of them to show
employers that you know your stuff.

Digital portfolios. This is probably the most common way to
display your work digitally. A digital portfolio is a collection of an
individual’s best work to highlight the person’s knowledge, skills,
and accomplishments. In some cases, this is as simple as
uploading documents, images, or other media in a folder online
and sharing it with employers.

Financial Aid Options for
College Education Alternatives

Talent Show
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“Education is the most
powerful weapon which you
can use to change the world.”

-Nelson Mandela

“The more things change. The more they stay the
same.” As much and as fast as our world is
changing, some things remain the same. At least a
lot longer than others. A lot of tech and creative
skills can be learned without a college degree. But
for some other skills there is no escaping the
requirement of a college degree. You know, like
becoming a doctor or lawyer. This section is
imperative to anyone who hasn’t had any type of
exposure to college and how to navigate it. It will
help you maximize your time and resources in
college and help set you up for the
next stage in life. Be it grad
school of a p r o f e s s i o n a l
career.

3.
COLLEGE
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College will be completely different from anything you’ve
experienced before. This is your first go at “adulting.” You won’t
have anyone telling you to study, go to work, clean up, go to bed,
or any of the things you heard growing up. OK, well, let’s be
honest . . . your mom will probably still have something to say if
she’s anything like my mom (love you, Mom!). Most likely you will
be in a new city, state, or in some cases even a new country. You
will be surrounded by people from all over the world with different
beliefs, styles, attitudes, and perceptions. You will learn and you
will grow, and hopefully, at the end your college experience, you
will be a better version of yourself!

The purpose of college is a somewhat contentious topic. Over the
years this topic has been increasingly discussed and debated due
to factors like the increase in student enrollment, students’ lack of
job-related skills, the increase in tuition, and the insurmountable
amount of student loan debt. According to PEW, 47% of people
believe college is the gateway to a better life, and its purpose is
to prepare students for the workforce (Heimlich 2011). Others
(39%) think that the purpose of college is to create well-educated
and enlightened individuals. Then there is the 12% who say that
college should serve both purposes.

This is why your purpose for attending college and the mission of
the college that you are interested in attending must align. A quick
and easy way of getting an idea of a college’s stance on its
purpose as an institution is by viewing its vision and mission
statement. You might even want to look at the mission statement
of the department from which you would be obtaining your
degree.

Personally, I fall in the 12% of the population that believes that
college should both serve as a resource to prepare students for
the workforce and create well-rounded, educated individuals. If I
had to lean one way, I would say that college should prepare you
with the skills you need for your career. This is how it was sold to
my generation: “You need to go to college to get a good job.” Let’s
face it—the cost of attending college is too pricey just to become

College: It’s a Different World

So, What’s the Purpose of
College Anyway?
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tend to use the same teaching methods and assessment
materials year after year.

Professors at research institutions tend to put more focus on
research, presenting at conferences, getting publications, and
grant writing than they do on developing curriculum and
classroom experiences. So be aware of these things when
choosing professors and colleges. In some cases, you might not
be able to choose a professor; there might be only one professor
teaching the class. To get started on finding out about prospective
professors, check out Rate My Professor (http://
www.ratemyprofessors.com/). On this site students leave
comments, rate their professors, and share other valuable
information.

Memorization and learning are like knowledge and wisdom.
Knowledge is the accumulation of facts and information; wisdom
is the application of the combination of knowledge and
experiences with real-life situations. Memorization is the act of
committing something to your memory. Memorizing information
doesn’t mean that you understand it. Learning is the ability to
interpret or understand information in a certain way.

Memorization in the form of “cramming” is committed to short-
term memory. This might be beneficial when you need to pass an
exam, but it doesn’t bode well for you when you need to recall that
information four years later on a job. Learning, on the other hand,
is long term and contributes to your growth as an individual.
Learning allows you to solve problems and adapt to new
situations. So do your best to learn everything that your brain will
allow you to while in college—both in and outside of class. Figure
out how courses that you are required to take but don’t want to

Instructor or Professor
You might even consider taking the course under
an instructor instead of a professor. Instructors
aren’t tenure track and can focus more on the
learning experience due to the lack of
responsibilities that tenure-track professors
have.

Don’t Memorize. Learn.
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A bachelor’s degree in interdisciplinary studies is a degree that
is designed to fit the specialized educational needs and interests
of a student. This degree is offered so that students can earn a
degree in a specialized area not offered by their college. These
degrees allow students to select their concentrations. Most
colleges require that a student pick two or three concentrations as
part of the degree requirements. Job recruiters may have a hard
time understanding what a degree in interdisciplinary studies is,
so you’ll need to make sure you do a good job of explaining your
degree to them.

When looking at job descriptions, it may seem that employers
want you to know how to do everything under the sun. I
exaggerate, but not by much; looking at job descriptions today
you would think that you need to have three different degrees. To
make yourself more marketable with the diverse array of skills
employers are looking for, find out what skills you will need
beyond those you will gain from your major. You can find this out
by doing a little research on job requirements and industry trends.
You can use your elective courses to enroll in classes that will
equip you with those skills. You might even consider a minor to

Take Courses That Will
Make You Marketable to Employers

“Skills Not Degrees”

“These are qualities that you don't necessarily
pick up from a degree. There are qualities . . .
that have a tendency to be completely
overlooked when people are sifting through
résumés or LinkedIn profiles. And yet,
increasingly, we find that these are the kinds of
people that make the biggest difference within
our organization.

Increasingly I hear this mantra: Skills, not
degrees. It's not skills at the exclusion of
degrees. It's just expanding our perspective to go
beyond degrees” (Bariso 2017)

—Jeff Weiner, LinkedIn CEO

Interdisciplinary Studies
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○

Honestly, grad school changed my perspective on
college. More specifically, my time spent in grad
school obtaining my Ph.D. Grad school is essential
in a lot of cases. But obtaining a graduate degree
isn’t always just for professional goals and
advancement. Sometimes it’s personal. Which was
part of the reason I got my Ph.D. However, grad
school isn’t the golden ticket to
g e t t i n g p r o m o t e d ,
earning more, or learning
new skills. As similar as
grad school may be to
u n d e r g r a d , there are a
lot of differences.
This section will help
ease the “ l e a r n i n g
curve” of grad school.

4.
GRAD
SCHOOL
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This section will cover the key components necessary for most
dissertation proposals. A dissertation proposal is a
comprehensive document that outlines your proposed research
project. It is the first few chapters of your dissertation—usually the
chapters before the Findings and Conclusion chapters. After the
document is complete, you must present your proposal to your
dissertation committee. The committee must approve your
proposal before you can proceed to conducting your research
and completing your dissertation.

The Introduction of your dissertation is where you give the what,
why, and how of your study: what you are researching and intend
to answer, why the research is important, and how you will
conduct your research. Here you will find information like the
following:

● Dissertation topic
● Purpose of the study
● Statement of the problem
● Background of the problem
● Significance of the study
● Research questions
● Limitations and delimitations
● Assumptions of the study
● Definition of terms

Your dissertation topic is a broad area of interest on which you
want to conduct your dissertation.

The purpose of the study is simply why you are doing the
research and what question(s) you plan on answering.

The background of the problem is the section of your
introduction that gives a general overview of the problem in a
specific area. It briefly sums up the history of the problem, issues,
previous successful research on the topic, and the current state
of the situation and how it should be ideally.

Introduction

The Proposal
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○

Going into corporate America I didn’t have any
experience with it, be it first-hand or second. My
resume was filled with part-time retail jobs. My
mom transitioned from a garment factory worker to
construction worker. No cousins, aunts, or uncles
to explain to me the culture of the “holy grail” of
work environments. The dress code, etiquette,
professional development, salary, and even
retribution were all new concepts to me. This
section is a from-the-cradle-to-the-grave overview.
You will learn the critical things a corporate newbie
should know and some things in
between. But you will also
learn about t h i n g s
s u r r o u n d i n g your exit from
a job. Be it voluntarily or
involuntarily.

5.
CAREERS
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This is it! You’ve reached the big league. It’s time to start your new
career. But hold up—isn’t a career just a fancy name for a job?
Well, not really; a career is defined as a profession that someone
takes for a long period of time throughout his or her life with the
possibility to grow and develop within that profession. A job is paid
employment with little or no advancement or professional
development. Jobs, unlike careers, teach you a new skill, like
learning how to use a new piece of equipment or software to
perform your job duties, only when necessary. To have a long and
successful career, there are some important things that you need
to be aware of once you start out. They are:

● Training and development. Your organization should
provide you with adequate learning opportunities that
enable you to continue to grow as a professional. If you
are not growing or given the opportunity to grow at your
current organization, you might not want to stay there
long. Don’t do yourself a disservice and become stagnant
as a professional in your field because your current
situation isn’t providing you with the tools and resources
to grow as a professional. Working for an organization
that doesn’t provide you with development opportunities
will cause you to become less competitive when looking
for new opportunities both internally and externally.

● Career options. Not everyone wants to move up in his or
her current position. This could be the case for you one
day. If you are the type of person that likes variety in life
and know that there is a strong possibility that you will
want to change careers down the road, make sure that
your organization offers you the opportunity to move into
a different position.

● Know your strengths and weaknesses. This is
important because you will want to navigate your career
moves so that they work in unison with your strengths.
You should work on improving your weaknesses, but
don’t end up with an unfulfilled career because you took
positions that weren’t best suited to your strengths.

● Be a self-starter. If you see a problem, take the initiative
to solve it yourself. In some cases, you might need the
approval of your supervisor before you can work on
solutions to a problem. Just make sure that you are
working within the company’s guidelines when taking
initiative and that you aren’t putting yourself or your job at
risk.

Gettin' Your Turn at Bat
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Define a specific end goal, then create short-term goals. End
goals define exactly what you want your outcomes to be; they are
things that you are unwilling to compromise on. Short-term goals
are actions you take to reach your end goals. They are a series of
smaller, simpler, and easily achievable goals used to help you
achieve your main goal. Short-term goals give you a sense of
accomplishment and prevent the feeling of being overloaded and
discouraged. Defining and accomplishing short-term goals not
only helps you reach long-term and end goals but can also help
you reach milestones. Reaching a milestone indicates that you
have reached a significant change on the development of the
project. Milestones can give you an extra boost of confidence and
enthusiasm as you move toward accomplishing your end goal.

Earlier I talked about goals and their importance. But creating
objectives for goals can sometimes be a challenge. You can use
SMART goals to help you create clear, actionable items and a
sense of direction; identify what is important; and motivate you. A
SMART goal is a tool used to help guide you with goal setting.
SMART is an acronym for Specific, Measurable, Achievable,
Relevant, and Time-bound. The chart below will give you more
detail about each part of SMART goals. You can find numerous
SMART goal templates and how to create effective SMART goals
online.

SMART GOALS

Prioritize: Set Goals
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ATSs are computer software that companies use to sort and filter
applications and résumés, in addition to performing several other
recruiting tasks. These systems rely heavily on keywords for the
résumé filtering and rejection process. A lot of ATS systems rank
résumés/applicants based on how well they match a job
description. This is why including keywords and phrases in your
résumés and applications is important when applying for different
jobs. Some key things that ATSs specifically track are related
skills (both hard and soft skills), job titles, and years of
experience. The way that your résumé is formatted is important.
If your résumé is not formatted in an “ATS-friendly” way, it will
most likely result in your application ranking low or being rejected.

You can’t win a game if you don’t know how to play it. To help you
“win” a job, try these tips out to help you beat the applicant
tracking system (ATS).

● Include the role-specific keywords in your résumé
(Borsellino, n.d.).

● Only apply for positions for which you have the skills and
qualifications. This isn’t to say don’t ever applied to
positions that you don’t have the qualifications for; it’s
simply a way to help you beat the ATS (Borsellino n.d.).

Man vs. the Machine:
ATS Tips & Tricks

Quote

“Having faith in something commits a part of our
energy to that thing: having faith in someone
commits a part of our energy to that person:
having faith in an idea commits a part of our
energy to that idea: having faith in fear commits
a part of our energy to that fear. As a result of our
energy commitments, we – our minds, hearts
and lives – become woven into their
consequences. Our faith and our power to
choose are, in fact, the power of creation itself.”
- Caroline Myss

Applicant Tracking System (ATS)
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Remember, there is no exact science to calculating a consulting
fee. Make sure that you take all the methods and information
mentioned above into consideration when determining how and
how much to charge. You can search online for free and paid
consultant fee agreement templates that you can use to outline
your consulting fees and the services that you will perform.

Negotiating is important because it benefits everyone involved,
you get the best deal possible, it helps manage conflict and crisis,
and it helps build strong relationships and build rapport. Below
are some tips from the experts that will help you to become a
more effective negotiator.

MasterClass.com (MasterClass staff 2021) listed these five tips
as ways to become a better negotiator:

Make the first offer. This is one of the best negotiating strategies.
By doing this you set the initial terms of the negotiation. Research
has even shown that when the seller makes the opening offer, the
final price tends to be higher. It also allows you to steer the
conversation in the direction of your interests.

When discussing money, use concrete numbers instead of a
range. Giving a skilled negotiator a range will likely result in the
person going with the lowest price from the start. You might have
a minimum price set in your mind, but don’t start negotiations at
that price. Start on the upper end of the range that you set; if the
other party doesn’t want to pay that much, the person will say so.

Only talk as much as you need to. Silence can throw people off
during negotiations. Maintaining eye contact and not speaking
may cause others to become uncertain in their decision making.
It may cause them to start making decisions that they wouldn’t
otherwise. Being silent during negotiations can also give you the
opportunity to see the other person’s point of view.

Ask open-ended questions and listen carefully. Make sure
that when you ask questions, these questions set up a dialogue
between you and the other person. This is important to do
because you could find out information that could enhance the
deal.

Negotiating
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There is no shortage of fun and games on the
internet. But when we take time to look and search
beyond that, we can find an unimaginable amount
of resources that can help us grow
and develop into better versions
of ourselves. Using the
internet to d e v e l o p
ourselves is an offensive and
d e f e n s i v e action. This
section will help you
figure out how to use the
internet to reach your
goals. It will also inform you on
how companies and other
organizations are using it to find
our more about you.

6.
SOCIAL
MEDIA
INTERNET

AND
THE
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Builder and Monster are great resources for job searches. You
can also find jobs via your network. Professionals often post job
openings at their companies on their feeds. Sometimes they will
even sharing an opening that a friend has asked them to share
with their network. This is why it is important to be active with your
network. You can also simply ask the people in your network if
they know about any job opportunities. A lot of times people in
your network don’t know when you are looking for a job; even if
you post it on your social media accounts there is still a good
chance that they might miss the post. Reaching out to individuals
directly can be very effective when looking for job opportunities.

Colleges and universities use social media for many different
reasons, but their primary use of it is to share information and to
recruit students. Colleges and departments within a college will
post updates about what they have going on. You will find posts
about things like deadlines, special events, guest speakers,
athletics, achievements, and student spotlights. They may use
social media to interact with their audience via live broadcasts,
giveaways, and contests.

They also use it to view the behavior and character of college
applicants. So, what does this mean for you? Since you could
potentially become a part of their community, recruiters want to
make sure that they are accepting exceptional students. A
student’s acceptance to a college may be declined or rescinded
because of what the college finds on the student’s social media
profile. When reviewing profiles, recruiters look for red flags. A
large interest in violence (posting a lot of violent pictures, videos,
or text), pictures with alcohol in them, hate toward a specific
group, hypersexual content, controversial political views, serial
dating, unmoral or unethical practices and viewpoints, and
negative comments about past employers are some of the
primary red flags.

The use of social media by colleges doesn’t stop there. If we
zoom in, we will find that professors and career centers regularly

Colleges and Universities

How Colleges & Corporations
use Social Media
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be very detrimental to your brand. Ask family members and
friends not to tag you or post damaging content of you (i.e., wild
parties, drinking, using illegal substances, overly sexy/sexual
images, etc.). Content posted of you should highlight the positive
side of you and your brand. Ask yourself, “Is this portraying me in
a good light?” before you post any type of media of yourself
online. Slander is also something to keep an eye out for.
Negative words can be just as damaging as pictures and videos.
This isn’t something that you want to spend hours every week or
day doing, but make sure that you do take some time out every
so often to check on these things.

The best way to find out about yourself online is to Google
yourself. The search results can be very telling. I, with my boring
life, have been catfished before. I found out via the grapevine,
but a simple search of myself would have displayed the fake
Instagram account. When searching yourself, make sure you
search for variations of your name and even middle names and
nicknames. The person who catfished me used the name Carl
instead of Carlos. Things like this usually happen when you have
a public or open social media account; when that is the case, it
makes finding the culprit more difficult.

If you have a public social media account, searching for yourself
online should be a higher priority than for those who have private
accounts. With things like catfishing; identity theft; and what will
soon be a big issue, deepfake, you might be surprised at what
you find out about yourself in your search results. Don’t just limit
your search to text; Google and Bing both have an image search
feature. These tools allow you to use an image instead of words
to perform a search to see where an image is being used online.

If your search results include negative items that can hurt your
brand, then you should take the necessary steps to get them
removed. There are a couple of ways to do this. If you find
negative content about yourself and your brand on a website, you
can contact the site administrator and request that the content be
removed. If refused, you might have to take legal action; the
chance of it escalating this far is unlikely. Secondly, if it is a fake
social media account or an image(s) or video(s) on someone
else’s account, you can ask the person to remove it or use the
“Report” feature on social media sites to report the content for

Google Yourself
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