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Document Summary 
 
This composite document includes five tools and strategies to help you overcome some of the major 
barriers to a successful career transition. A career transition can be to a new job, or moving up to a higher 
position in your existing organization, moving to an entirely different career, or committing to ongoing 
professional development.  
 
The tools are the Talent Table, Knowledge Edge, Networking Dialog, Document Team, and Success Team.  
 
Use the Talent Table to get very clear about what you do well, what you want to do again, and what you 
can document with accomplishments.  
 
Use the Knowledge Edge for targeted internet research and reading to add depth and context to your 
competencies, experience, and interview stories.  
 
Use the Networking Dialog in any social situation to put you at ease, make a memorable impression, and 
expand your contacts.  
 
Use a Document Team for ideas and feedback as you develop and revise your transition documents, 
including the Talent Table, Resume, Letters, and LinkedIn Profile.   
 
Use a Success Team for advice, feedback, contacts, and encouragement throughout your transition.  
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Copyrighted material. For your personal use only. Please do not copy, circulate, 
or post on any other web site without permission. Do not use with your own 
coaching clients, or to teach your own workshop. You may print up to three 
copies to share with your own document team as described below.  
 
This composite document of several tutorials is posted on the "The Mentors 
Radio" website with special permission through 28 Feb. 2018 as a resource 
following the radio broadcast with Tom Loarie and Dan Rink in January 2018. 
Contact Dan directly for additional information, resources, or assistance in 
career transitions or professional development.   
 
Original radio broadcast on Saturday, Jan. 27th and Sunday, Jan. 28th on KTRB 
(860AM) in San Francisco; also broadcast on Saturday, Jan. 27th on KCBQ 
(1170AM) in San Diego.  
 
You can also listen to the podcast at www.TheMENTORSRADIO.com, or find 
it on iTunes. 
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A Note to the Reader 
 
Job search in today's rapidly changing environment is inherently complex and stressful. The avalanche of 
books, articles, coaches, workshops, and webinars (plus all of their conflicting advice) can be intimidating. 
Even a relatively short document like this can feel overwhelming.  
 
Print a copy of this file, read it carefully, highlight key points, and proceed in small steps without trying to 
do it all at once. Ideally, you will find a few, carefully-selected colleagues to work with who are also in 
transition. Transitions are difficult to do alone.  
 
Acknowledge the complexity and move past it by consistent activity. Resist the temptation to rely on 
simple shortcuts. Career transition is a major undertaking if done well. Think of a transition as a $50k 
project that requires adequate preparation, a clear strategy, and consistent execution. The economic and 
psychological rewards of a successful transition make it all worthwhile.  
 
Left to their own inclinations, most people in job search take shortcuts in using various tools and strategies. 
They inadvertently prolong their transition and pursue less desirable options. The problem is that job 
seekers are all unique in their backgrounds, interests, talents, resources, and current circumstances. Specific 
tips and tutorials from books, speakers, and web sites may or may not be suitable for any particular person 
or situation.  
 
A success team of colleagues or an experienced coach can be of tremendous help. But, once again, not 
every coach or colleague is a good match for every job seeker. Rapport, current experience, and similar 
professional levels are incredibly important because job search strategies and documents change frequently 
and because effective strategies differ for the various professional levels.  
 
To encourage collaboration, you have permission to print up to three total copies of this entire document to 
share with selected colleagues who agree to work with you in a Success Team or Document Team. Do not 
print more than three copies, or modify this document, or share this document electronically, or use it 
commercially in any way, or post it on any website. If you have questions, talk with me.  
 
In early March, I'll be launching a free follow-up webinar program for the first 100 listeners from the 
Mentors Radio program who communicate with me sometime during February. The purpose will be to help 
you refine and build on your Talent Table. Admittance to the webinar will require a copy of your resume 
and a rough draft of your Talent Table. This requirement is to help me help you, and to be sure that you 
understand and are committed to this approach. Your documents will not be shared with any other webinar 
participants or outside parties unless you choose to do so yourself.  
 
If, after reading this document, you think you need more assistance, or want to move much faster, send me 
your current resume (and a draft of your Talent Table if you have one) and we'll chat.  
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Why Spend Time on the Talent Table? 
 
It re-energizes your job search. Many people have 
"resume fatigue." They've been over it so often, and 
have received so much conflicting advice that they are 
burned out. Resumes are too complex; there are too 
many variables and too many issues; people are too 
close to their own experience. That's why it's usually 
easier to re-energize a job search with the Talent Table 
instead of the Resume.  
 
The Talent Table is a fresh document. It begins with 
what you want; and it doesn't have dates. Many people 
are troubled by resume gaps, short tenures, or lack of 
recent experience on their resumes. Freeing oneself 
from dates in the Talent Table avoids those issues.  
 
Contrary to first impressions, the Talent Table does  
not require much extra work. It's work you need to do 
anyway to develop more compelling content for your 
resume, approach letter, LinkedIn profile, and interview 
stories. It organizes and summarizes your content on a 
single, carefully-crafted page. Carefully-crafted is the 
key. The Talent Table is not a simplistic re-statement  
of the job description with your corresponding claims.  
 
The Talent Table helps you focus your energies, 
evaluate job descriptions, and craft compelling stories. 
It's also your "cheat sheet" to remind you of questions 
you might have for the interviewer. Having defined 
your ideal job on the Table, you can then go back to 
your resume, letters, and LinkedIn profile to make  
sure that they reflect the competencies you've defined.  
 
This tutorial helps you develop the Table in easy steps. 
I also suggest that people work together in small 
document teams of three matched professionals for 
feedback and editing after they have a fairly complete 
draft.  
 

Beware the Obvious  
Matching the stated job requirements with your 
experience on a table is intuitively obvious to most 
managers and professionals. It's so obvious that it's  
easy to do it badly - to miss the added credibility, 
authority, and usefulness of a carefully-crafted table. 
 
 
 
 
 
 
 

What is the Talent Table? 
 
It's a one-page table of your core competencies in 
the left column, matched with your detailed, 
relevant background in the right column. It looks 
like this before you fill in details. 
 
 
 
 

 
 

 
 
 
 
 
The Talent Table is an incredibly powerful addition 
to your resumes, letters, and LinkedIn profile. You 
use it in the following ways in your job search:  
 

A Brainstorming Tool 
You'll use the Talent Table first to help you define 
your ideal job. Later in this Tutorial, you'll be urged 
to write down all the main activities or 
competencies you want your job to include. You'll 
think back to the best job you had - the one you 
most enjoyed and were most successful in. What did 
you spend your time doing? This will be your draft 
list for the left column with relevant detail later in 
the right column. 
 

Criteria to Assess Fit with a Position 
Having defined what you want, you are in a much 
better position to determine whether a particular job 
would be a good fit, and what kind of job to seek.  
 

Guide for the Interview 
The most powerful use of the Talent Table is when 
you introduce it at the beginning of the interview.  
If you use the right language, the interviewer will 
typically look down the left column, understand 
what the document is for, and then begin asking you 
questions on these topics.  

Talent Table Tutorial  
by Dan Rink 
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The Ideal Talent Table Answers Very Specific Questions 
 
The purpose of the Talent Table is to engage the hiring manager in a discussion that goes far beyond the 
formal job description. You should clearly meet most of the stated job requirements, but you should also go 
beyond them to stand out from the crowd. That's why you should not simply copy the job description in the 
left column and your qualifications in the right column.  
 
Below is an example of what the first two rows of your table might look like, in this case, focusing on 
industry (medical devices) and function (product development). Note the richness of detail and the ease of 
understanding the qualifications of the job seeker. Note the emphasis on evidence instead of empty claims, 
and lack of generic adjectives like "results-oriented." The rest of the rows follow this same format to create 
a complete picture of your qualifications for a specific job. The typical Talent Table has 11 rows.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Talent Table is arranged to answer very specific questions in a specific order, and to prompt you to tell 
your most powerful stories. These questions are summarized below: 
1.   Who are you?  
2.   How do we contact you?  
3.   What position are you looking for?  
4.   How much relevant industry experience do you have?  
5.   How much experience do you have with the role or function described?  
6.   What specific tasks did you perform or manage with real accomplishments?  
7.   What soft skills do you have that helped you succeed in the position?  
8.   What other experience do you have that might interest us?  
9.   What is your educational background?  
 
The hiring manager will have a basic understanding of much of this from having reviewed your resume 
briefly, but the Talent Table summarizes and organizes the material to make it very accessible - all on a 
single page. 
 
These obviously aren't the only questions that will come up in the interview, but they provide the 
foundation on which to hang your stories. The hiring manager wants to know answers to all of these 
questions at a minimum. The structure of the Talent Table addresses these questions in a much more direct 
way than the typical resume.  
 
You should create your basic Talent Table by focusing on what YOU want, before you start adapting it to 
posted positions. This puts you in a much more powerful position psychologically as you design your job 
search campaign and as you participate in job interviews.  
 

Fifteen years of experience in the medical device industry as a manager and 
executive in strategic planning, product development, and marketing with 
large corporations and two start-ups. Product development and regulatory 
experience with angioplasty catheters, lasers, surgical instruments, and 
electronic monitoring equipment. 

Medical Devices 
 

RELATED  EXPERIENCE  CORE  COMPETENCIES  

Product development experience includes hands-on engineering to turn 
product ideas into prototypes. Selected materials and suppliers, drafted 
patent applications and 510k applications for FDA. Set up production 
facilities and managing quality assurance. Oversaw development and 
introduction to the market of 12 medical devices.  
 

Product Development 
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 Beware the Obvious? 
 

 
Because the tutorial and the resulting table go far beyond the obvious, it's important to appreciate the power 
of this more strategic approach so that you'll put in the time and energy to create a compelling document.  
  
Doing the Talent Table right does not require much additional time in your overall job search because the 
content you develop for the table will help you create or adapt your other job search documents, including 
your resume, letters, and LinkedIn profile. A good talent table will typically shorten your job search and 
lead to a better job with higher compensation.  
 
Read over the entire tutorial before beginning to create content on the accompanying template. Why do I 
caution to beware of the obvious? It's so easy to just copy the position requirements from a job ad into your 
left column, and then import relevant experience from your resume. This is the old "T-Letter" approach. 
There are several problems with this approach.  
 
First, many of the stated requirements are generic boilerplate like "excellent communication" or "high 
energy" or "self-starter." These may indeed be important, but they tend to lead you to writing empty 
"claims language" instead of providing evidence. Also, these types of qualities will be evaluated in the 
face-to-face interview, not on a piece of paper. You should reveal these traits through your evidence and 
your professional presence instead of just claiming these qualities.  
 
Second, many of the requirements are stated in long phrases like the following: "able to handle multiple 
tasks," or "able to work in a rapidly changing environment." The Talent Table is built to be a visual 
document, with each of the topics in the left column on a single line and easy to scan and grasp quickly. 
You should take great care in how you phrase these topics and how you order them to create a narrative 
flow as the eye travels quickly down the left column.  
 
Third, the hiring manager already knows what the job ad says. If you just repeat the ad, the hiring 
manager won't read the left column. Instead they will ignore the entire document, or they will dive into the 
detail in the right column. You generally DO NOT want the hiring manager to read the right column during 
your first face-to-face interview. You want a conversation stimulated by the topics in the left column and 
elaborated by the stories you tell. You want the hiring manager to scan the left column, conclude that you 
truly understand the job, and then begin the interview by asking questions that your topics suggest. This 
gets them off the scattered details in the resume. It doesn't always work this way, but it usually does, and 
when it does, it's powerful. Your goal should be to surprise the hiring manager by an elegant summary of 
the position, ideally including one or two qualities that were not included on the job description.  
 
Fourth, when you start with job descriptions, you often fail to articulate what you want. You can easily 
bounce back and forth from one job description to another and waste a lot of time trying to fit yourself into 
someone else's definitions. It's far more powerful and more credible to the employer when you are very 
clear about what you do well and what you want to do again.  
 
Finally, if you just cut and paste sections from your resume, the right column will consist of choppy and 
disconnected items. You want these to be smooth, easy-to-read paragraphs.  
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Sections of the Finished Table 

 
It helps to visualize the Talent Table as having three distinct sections. These sections are delimited in this 
tutorial for clarity, but are not delimited in your final document itself.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Section 1:  Job Description, and three themes, 
including industry, function, and skill level.  
 
The interviewer will already be generally familiar 
with this content from your resume; it's why they 
decided to interview you. Here, the basic information 
is repeated and elaborated to provide context and to 
guide questions and stories during the interview.  
 
This content can be used later for a much more 
compelling summary section in your resume and 
LinkedIn. It's also useful for the second paragraph of 
your cover letter. 

Section 2:  Tasks and Talents that are essential to 
day-to-day performance of the function defined by 
the position.    
 
This is the key section of the Talent Table. This 
section summarizes experience and accomplishments 
that are typically scattered throughout your resume. 
Pulling it together here helps the interviewer and it 
helps you focus on the key tasks and talents required 
for success in the position. This is what you will 
actually do day-by-day or week-by-week in exchange 
for compensation. You need to have compelling 
stories for each of these themes.  

 Copyright © 2007, 2018 by Dan L. Rink                     (510) 213-5383   danrinkcoach@yahoo.com   

A Note on Terminology 
 
I use the terms themes, tasks, responsibilities, talents, 
strengths, and core competencies somewhat casually- 
using whichever term seems most appropriate at a 
particular point in the Tutorial. Focus on the meaning 
in context, not the abstract term. There is no standard 
definition for most of these terms.  

Section 3:  Nice-to-have qualities and experiences 
that make the candidate more attractive beyond the 
basics described in the two earlier sections.  
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Name 

(925) xxx-xxxx                    xxxxx@gmail.com 
Alameda, CA 94501               LinkedInxxxxx 

 
 

TALENT  TABLE    
 

POSITION 
REQUIREMENTS RELEVANT BACKGROUND 

Medical Device Background Twenty years of experience as a manager and executive in product development, 
marketing, and strategic planning in the medical device industry with large 
corporations and two start-ups. Broad experience with angioplasty catheters, 
lasers, surgical instruments, and electronic monitoring equipment.  

Product Development  

R&D Management  

International Experience  

Strategic Planning Led three strategic planning efforts in the past six years - two at startup medical 
device companies and one at Boston Scientific. Managed cross-functional 
strategy teams that included professionals and executives from product 
development, marketing, engineering, and corporate headquarters.  

Team Leadership  

External Client Contact  

Process Innovation  

Presentations  

Startup Experience  

Education and Certificates  

 
 
 
 
 
  

The first paragraph should be broad enough and 
detailed enough that the reader can "see" you even if 
they don't read any further. The paragraph consists of 
evidence, not claims, and it includes rich detail. Ideally, it 
covers industry, function, and skill level in summary form. 

The first three topics and paragraphs provide a summary 
of your relevant background, including industry, 
function, and skill level. The interviewers already know 
this from your resume, but re-word it and include it here. 
This is why they are even considering you. 

This set of five core competencies is the key to the 
entire Talent Table strategy and the interview. This 
is what you actually do in your position, where your 
real expertise lies, what you bring to the table that the 
others who have the basic qualifications may not have. 
Each of these topics should be compelling to the hiring 
manager. Each is worth about $20,000 per year. 

This last set of topics covers other requirements or 
"nice to have" qualities. If you haven't sold them above, 
these don't matter. Make sure that the last one on the 
page ends with strong evidence and a clear sentence.  

The paragraph on a core competency should only contain evidence 
related to that competency, in this case "strategic planning." Again, the 
text contains details and evidence, not claims. Use shorter sentences 
than in the Resume. Don't use bullets, special formatting, or personal 
pronouns like "I" or "we." Most sentences begin with past tense verbs, 
with the subject of the sentence implicit.  

Checklist for Final Draft  

Each topic is on a single line and is in 12 point bold, 
black font. Each paragraph in the right column focuses 
on that topic only, and ideally repeats key words early 
in the first sentence. Paragraph is 10 or 11 point font. 

The best way to proofread the Talent Table is to 
have someone who hasn't seen it read it out loud to 
you. Wherever they hesitate, go back, or look 
confused, you have made a "mistake." 

 Copyright © 2007, 2018 by Dan L. Rink                         (510) 213-5383   danrinkcoach@yahoo.com   



 9 

A Note to Participants 
 
My goal with this special free Talent Table and Teams Tutorial is to provide information and advice you 
need in order for you to develop a compelling Talent Table, integrate it into your comprehensive job search 
action plan, and land a better job sooner.  
 
If you want to move even faster or need additional assistance, call me.  
 

Five Approaches to Creating Your Talent Table 
 
Many people in job search (out of anxiety or a sense of urgency) try to take shortcuts. Over the years,  
I've watched managers and professionals try all of the approaches below with widely varying success.  
 
1.  Scan the tutorial and give it a try; work by yourself, cutting and pasting sections from your resume  
     and from a job description. (20% effective in my estimation; not recommended.) 
 
2.  Get the basic idea and just charge ahead using your preconceptions and your own judgment.  
     (40% effective; can work in some cases, but not recommended.)  
 
3.  Read the entire tutorial and follow the advice carefully while working alone. (60% effective.)  
 
4.  Work with a Document team following the tutorial carefully; rely on your team for advice, support,  
     and feedback. (85% effective; the best option when a workshop or coach is not available.)  
 
5.  Work with a trained Talent Table facilitator in an intensive workshop or coaching program that  
     takes you through the Tutorial step-by-step. (95% effective in my estimation; nothing is perfect!) 
 
The intent of this free program is to encourage you to pursue Option 4 (tutorials plus self-organized 
document teams). Some people may be able to finish an acceptable Talent Table using Option 3, working 
by themselves, as long as they follow the guidelines carefully. But I do not recommend this.  
  
Most people will find it much easier and more enjoyable to work with a Document Team of three matched 
professionals. This is the approach that I often recommend. But if you want to get in play within the next 
few weeks with a compelling Talent Table, or if you are stuck, call me. We can move much faster working 
together. A stalled or delayed job search is very expensive.  
 

Commit to the Process 
 
Creating a Talent Table obviously takes time and energy. But, the time spent on the Talent Table will 
make it much easier to revise your resume, to draft approach letters, to create a more compelling LinkedIn 
profile, and to interview with confidence. In the final balance, a good Talent Table can actually reduce the 
time and energy required to mount an effective job search. 
 
For now, it's important to get a first draft of the Talent Table. It's easier to do this first draft alone. Once 
you have a first draft, colleagues have a better idea of what you are looking for and how to help you.   
 
Finally, it's important to understand and follow these guidelines carefully. This document format and 
strategy have been extensively tested with workshop participants, recruiters, and coaching clients 
throughout the Bay Area. This format works. Do it this way first. Resist the temptation to get fancy with 
bullets, highlighting, centering, bold, italics, or special fonts.  
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Knowledge Edge  Strategy 
by Dan Rink  

 
 
 
 
 
This strategy is geared to managers and professionals in knowledge intensive careers. Many companies and jobs 
today are driven by knowledge. Knowledge Management has evolved as a formal discipline within the corporate 
world and among leading consulting organizations. I call this approach to career transitions "The Knowledge Edge" 
because with a bit of focused research and reading, you'll be much more effective and confident that those who rely 
exclusively on their past experience.  
 
This strategy focuses on career transitions as ideal times to reassess our personal knowledge practices. It provides 
additional leverage for the Talent Table. In this approach, roughly 80% of your content and credibility will come 
from your past accomplishments. The other 20% will come from the research and reading you do and your ability to 
integrate your newly-acquired "book knowledge" with your experience in resumes, letter, and stories.  
 
This strategy links previous accomplishments and professional experience to “book knowledge” in order to advance 
your career. This helps you gain a powerful edge in job interviews by becoming articulate about what you know and 
how your knowledge ties into the broader body of knowledge in your field.  
 

Job  Search  Model  
 
 
 
  
 
 
 
 
 
 
 
 
 

Steps  in  the  Knowledge  Edge™  Strategy  
 
 
 
 
 
 
 
 
 
 
 
 
Ideally, you'll follow these steps for each of your five most important core competencies from your Talent 
Table. Use your stories in your Networking Dialog and in your job interviews.  
 
The pages below describe how to use Google searches to find a key book, plus related books, reviews, and 
articles. Amazon makes it very easy to find appropriate books and content-rich reviews for each of your 
core competencies.  
 

Interviews  (stories)  

Networking    (talking  with  strangers)  

              Talent  Table  
  
              Letters  
  
              Resumes  
 
        
 

  Knowledge  Edge  
 

   Accomplishments  
 

1.    Describe  your  core  competencies,  including    
          industries,  functions,  and  skills.  
  
2.    Define  several  specific  job  targets  based  on    
          published  job  ads  or  your  own  specifications.  
  
3.    Pick  one  core  competency  that  will  provide    
          the  greatest  short-term  leverage.  
  
4.    Get  “a  book”  that  supports  your  chosen    
          competency  and  provides  a  broad  overview.  

5.    Read  with  intensity  while  reviewing  your    
          experience  and  accomplishments.  
  
6.    Review  what  you  have  learned  from  your    
          experience  and  your  reading.  
  
7.    Prepare  at  least  one  short  story  integrating  
          your  accomplishments  and  knowledge.  
  
8.    Rehearse  your  stories  with  friends  or    
          colleagues  during  mock  interviews.  

™                                                
        
                                            

Jan 22nd   
2018 
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The previous page described how to find and use one key book for the "Knowledge Edge 
Strategy." Below I describe how to use Google searches to find relevant, on-line documents.  

 
Google Searches to Refine Core Competencies 

              Dan Rink 2 Aug 2012 
 
Google Search 1: "xxx yyy" + book + amazon 
Google Search 2: "xxx yyy" + "best practice" 
Google Search 3: " xxx yyy" + wiki 
Google Search 4: "xxx yyy" + job + responsibilities 
 
Example below is for Google Search 1 on collaboration (as the  
core competency) + book + amazon.  Additional searches for  
"Best Practice" or  wiki  or job + responsibilies will bring lots more.  
Screenshot below shows first five items of search results. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you look at the reviews of the book, Organizing Genius, you'll find one review that describes  
the 21 characteristics of "Great Groups." In another review, you'll find a description of the barriers to 
collaboration. You can easily imagine how you can incorporate those insights into your knowledge base 
and into your interview stories.  
 
The other searches noted above will also uncover fascinating and useful information. I recommend 
spending at least an hour researching each of your five major core competencies, and creating a draft 
background document of 10 to 20 pages on each. Then read carefully and assimilate the information into 
your professional knowledge base, your job search documents, and your stories.  
 
 
  

Copyrighted material in 
screenshots below from 
Google and Amazon 
websites. For personal 
and educational use only.  

Type in your own core competency (for 
example "strategic planning") in place of 
xxx yyy. Be sure to use quotes around any 
two words that go together like "best 
practice" or "strategic planning". 

These are screenshots 
of Google results. An 
alternative is to just 
copy and paste text 
into a Word document 
so you have live links. 
to come back to later.  
 
I put a red box around 
any item that I've 
followed the link to 
and found relevant 
information for my 
research.   
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Why Networking Dialog? 
 
Elevator speeches are oversold. They are awkward and 
inappropriate for initiating discussions with strangers. This 
is especially true when the group we find ourselves in has 
gathered for a purpose other than job search networking. 
Yes, there are times and places to state up-front that you 
are looking for a job, and there are stages in a conversation 
when something like the elevator pitch is appropriate. 
However, in most social settings, in most meetings, and at 
the beginning of most conversations, the elevator speech or 
appeal for job search assistance or contacts is awkward and 
inappropriate, and we all know it. That's why we seldom 
feel confident in networking in the broader world. 
 

What Does Work? 
 
In most situations, our first step should be to build 
rapport. We should not begin by trying to sell ourselves, 
or by hinting at, or by stating a request. This is true  
at gatherings as varied as a holiday party, a meeting  
of the local Chamber of Commerce, a college reunion, a 
meeting of the Commonwealth Club, an author event at  
a bookstore, or in line at Starbucks. 
 
We need to begin with dialog, not a speech. The 
networking dialog strategy described below is designed to 
make networking comfortable in any of these situations. 
It's a bit easier said than done. A successful dialog goes 
through a fairly predictable series of transitions from first 
introduction to development of rapport. Implementing this 
strategy takes some practice, ideally in a role play situation 
in which you can watch others, take a turn or two yourself, 
observe the transitions, and get feedback.  
A workshop or success team provides a setting in which 
you can learn how to ease into the "Networking Dialog," 
and learn how you can use it effectively in diverse social 
settings. When you practice in a small group, you develop 
a style appropriate and comfortable for you.  
 
        

Importance  of  the  First  Few  Seconds  
 
Within seconds, we form an impression about anyone 
we meet; it's a remarkably detailed and persistent 
impression. Researchers have discovered that 50% of 
the impression we make is based on purely visual cues, 
including dress, grooming, energy level, eye contact, 
“presence,” etc. Another 35% or so is based on tone of 
voice. This leaves just 15% for the content of what we say.  
 
It doesn't make sense to cram content into our 
opening. We actually lose credibility and rapport when  
we do so. Forget the 20-second introduction or “elevator 
speech” until later in the encounter. Intuitively most of 
know this, but we don't know any alternative to get us past 
the chit chat to meaningful discussion, and then on to our 
agenda. 
  
Our initial goal should be to make us feel good. Why 
focus on yourself? Whenever we feel good, we display the 
confidence, the tone of voice, and the presence to create  
a lasting, positive impression. Once we have established 
our initial impression, then we can move on to mutual 
discovery.  
 
A networking dialog goes through five stages - a 
handshake introduction, an elaboration, a transition 
statement, an invitation to further contact, and follow up. 
At first this step-by-step process may seem arbitrary and 
contrived. It soon becomes comfortable, flexible, and very 
effective. It becomes a skill useful throughout a lifetime, 
far beyond job search situations.  

1.    Handshake  Introduction  
 
The first part is the “handshake introduction” which 
begins when we say our name and shake hands. The 
conversation then typically goes back and forth a few 
times within about 10 seconds. It's important to present a 
single concrete image about our self, either in the 
opening sentence, or very shortly thereafter.  
 
You might say, for example, “Hi. I'm Joe Smith. [Pause] 
This topic is very interesting to me because I design 
software. What brings you here?” It can be more subtle, 
such as “A group of programmers I work with suggested  
I come to this event. Are you a member here?” It takes a 
while to get the hang of this opening, but it soon becomes 
almost automatic, and it leads the discussion in your 
direction. The opening can be less direct if you prefer.  

Networking with Confidence 
 
Energize your job search or professional networking 
by learning the Networking Dialog, and by using it 
to network strategically. The old "elevator speech" 
doesn't to it. Ideally, attend relevant events with a 
colleague so you can help each other circulate, 
connect, and provide each other feedback.  
 
 
d give each other feedback.  
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For example, "I've always been curious about this group, 
so when I had some time returning from Monterey, I 
thought I would stop by. Interesting group. Are you a 
member here." In this case, you'll nudge the conversation 
in the direction you want to go a bit later. Note, this 
introduction is NOT loaded with qualifiers, claims  
to greatness, examples of accomplishments, complex 
images, abstract concepts, or divergent messages. It's not 
an "elevator speech." It’s informal and conversational.  
The key is that it has one piece of suggestive information, 
and, it ends with a question. 
 
After the other person responds, usually more or less in 
kind, the discussion typically allows an opportunity to 
elaborate a bit on our qualifications. Often it will be in 
response to a question from the other party, such as: 
“Really, what kind of software do you design?” Part  
of the reason you gave them an image initially is to 
encourage them to ask a question. Or, for example, they 
might respond to your other opening by saying "I love 
Monterey this time of year. What took you there?"  
 

2.  Elaboration 
Their question is your cue to launch into the second part  
of your introduction - the 20-second “elaboration.” If the  
other person doesn’t ask a leading question, you'll have  
to make your own transition. Again, it’s conversational  
and descriptive, rather than an effort to sell yourself 
aggressively. In the example above, you might say “Most 
software I’ve been involved with is custom middleware for 
major corporate clients such as Pac Bell and Schwab. 
Middleware allows the various desktop applications to 
communicate with back office servers and databases." 
 
After your 20-second elaboration, turn the conversation 
back by asking a question, such as, “What does your job 
involve?” You want to establish three things during this 
elaboration - your focus, credibility, and rapport. You still 
are NOT asking them for anything or even hinting at a 
need. Depending on their response, you'll have to decide 
whether to let the other person know what you are looking 
for or what you need. This is done with the transition.  
 

3.  Transition Statement 
The transition statement is where you say or imply that 
you are looking for something specific. You can make  
the transition in any number of ways, including making  
a connection to what the other person has just said, or by 
introducing a new topic. For example, in response to a 
comment “Designing middleware sounds complex.” you 
can say, “It is complex, but fascinating. You often get to 
see the heart and soul of a company. In my most recent 
job, I worked with Pacific Bell to integrate their IT 
systems with SBC after the merger.”  
 

You’ve let the cat out of the bag (“in my most recent 
job”), but not in any way that implies desperation. Give 
the other person a chance to respond. They will often ask, 
“What are you doing now?” Your answer, “I’m looking 
for another corporate IT position in the Bay Area.” If they 
appear open, responsive and possibly helpful, lead the 
conversation or suggest further contact. Otherwise, you  
can disengage gracefully, or you can turn the conversation 
back and see if there is any way that you can help them. 
Remember that networking is a two-way street. 
 

4.  Invitation to Further Contact 
The invitation to further contact can be as simple as saying 
“It’s interesting that you mention that.” (whatever “that” 
was). “I have an article that might interest you." 
(Or a contact, or a URL for a related web site). "If you  
have a card with you, I’ll send the information to you.” 
The networking dialog isn’t complete until you've gotten a 
business card and have agreed to further contact. 
 
This entire networking dialog takes place in as little as  
two or three minutes. In a typical social situation - in the  
20 minutes before a speaker begins, during a dinner, or in 
networking time after the speaker - you can easily connect 
with and go through this entire dialog with 3 to 5 people.  
 

5.  Follow Up 
Few people systematically follow up the leads they  
acquire. If you don't take action within about 24 hours, the 
likelihood is that you will never follow up. That's why it is 
so important to have several options in mind for following 
up before you even attend the event. Then you can decide 
on the spot which option to use depending on mutual 
interests and rapport. 
  

In Summary . . . 
 
Most job seekers try to “sell” themselves prematurely. 
Establish rapport first. Don’t rush it. The best way to learn 
is to role play in a small group where a facilitator can 
structure the exercise and provide rich feedback on 
successful transitions and missed opportunities. It sounds 
more complicated on paper than it really is in practice.   
 
The networking dialog isn't intuitive when you first  
attempt it. Introverts and extraverts each have their own 
issues to overcome in networking successfully. Introverts 
often don't know how to begin or to guide a conversation. 
Extraverts often don't know how and when to stop talking.   
 
And practice is the key. We really don't learn complex 
social skills like this from books, seminars, or handouts.  
It takes active engagement with others who provide 
encouragement and feedback. Check out MeetUps for 
information on local events where you can practice.  
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Document teams are groups of three colleagues who have been through the same seminar 
or workshop, who understand and accept the same approach to the basic documents, and 
who meet at least every week for approximately two hours.  
 

The most important role of the team is to help each participant develop rich, detailed 
content for the documents. It's difficult to see our own experience realistically. Many 
times we don't really appreciate our own talents and accomplishments. We also have a 
tendency to use general terms and claims to describe our experience rather than specific 
detail and hard evidence. A team can also catch awkward language and spelling.  
 

Finally, the team can provide the motivation and accountability to actually get the 
documents finished. Members of the team can also attend events together to practice 
the Networking Dialog.  
 

Why just three members? 
 

The typical success team of five to seven members is too big for document review. It's 
much easier to get three people together at a local coffee shop or at someone's dining 
room table.  
 

It usually takes about 40 minutes to go through one document in detail. With just three 
people, everyone gets adequate attention during a two-hour meeting.  
 

Two people on a team doesn't work as well because you need a third person as a "tie-
breaker" or added perspective when the document owner disagrees with one reviewer.  
 

It's also easy for three people to get to know each other well during the first meeting.  
This makes it easier to continue to communicate by phone and email. 
 

Selecting Team Members 
 

It's important that all three members be at roughly the same professional level and same 
degree of urgency. The members don't have to share industry or functional background. 
In fact, it's usually best that they don't so they aren't competing for the same jobs and so 
they don't rely on cryptic industry language. Most of us already have colleagues in our 
industry who can give us feedback. If the initial team members don't develop rapport,  
find others to work with.  
 

A final caution. Document teams are most useful in helping you develop rich content and 
eliminate claims and vagueness. They are less astute in suggesting what to leave out. 

 
  

 Document Team Guidelines 
Handout for Presentations  
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Preface 
 
In previous presentations, I've made the case for two 
types of groups during career transitions - what I call 
"document teams" and the widely known "success 
teams." I always encourage workshop participants 
and coaching clients to form groups and to use the 
groups to challenge each other and help each other to 
move ahead aggressively to complete the job search 
documents and to launch a systematic job search.  
Finding the right colleagues to work with is the key.  
 
Larger events and networking groups are ideal 
settings in which to seek out and qualify potential 
collaborators. Below is a brief review of various 
types of groups to help you determine the type of 
group that would suit your needs.  
 

Types of Groups 
 
Document Teams and Event Teams 
Creating job search documents and attending 
networking events works best with groups of just 
three matched people, ideally three colleagues who 
had been through the same seminar or workshop so 
they all understand the approach. A group of three 
who share the same approach and the same commit-
ment to help each can do wonders.  
 
Success Teams 
Success teams are groups of about six colleagues of 
roughly the same professional level who join together 
after they have completed their documents, and after 
they each know what they want to accomplish in their 
job search. The role of the team is to help each person 
stay on target and achieve their goal. 
 
Other types of Groups 
Two other types of groups - accountability groups 
and support groups - often emerge from the same 
impulse that leads to success teams. Each type of 
group, including each of these two, has its own 
strengths and weakness, its own rules and  
expectations. Any group, unless it develops a clear 
consensus or follows the lead of a facilitator, tends  
to become a support group or accountability group.  
 

 Success Teams - Types and Guidelines 
Handout for Presentations 

by Dan Rink 
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Support Groups 
Many groups become support groups by default. 
Support groups offer more flexible and more diverse 
types of support than a typical success team. Support 
groups frequently address deeper motivational issues, 
and often focus heavily on warmth, acceptance, and 
encouragement that is usually lacking in the job 
search. But, unless the group is facilitated by a 
trained counselor or therapist, it often stumbles into 
personal issues that it cannot easily resolve. People 
can also stay stuck for a long time in this type of 
group in spite of, or even because of, the warmth. 
 
Accountability Groups 
These types of groups are notable more for their style 
of interaction than for their goals. Usually the tone  
is set by one or two strong personalities who are 
committed to goals, objectives, timelines, measurable 
results, and reporting back to the group on whether 
the goals from the previous week were met. Some 
people thrive in this type of group; others do not. 
Ultimately each of us must determine goals, reduce 
them to specific actions, and then monitor our 
progress. However, many people are stuck at a more 
basic level, and cannot define or commit to specific 
goals. Others succumb to the pressure of the group 
and prematurely select goals to which they are 
unsuited or not fully committed.  
 

Finding Your Ideal Group 
 
It's clear to most of us that working together with a 
small group of committed people is especially 
important during career transitions. Yet, few of these 
groups work well because of lack of consensus on the 
purpose and process. It's important that the members 
be matched in terms of professional level, degree of 
commitment, and agreement on meeting format.  
 
An excellent book, in spite of its title, on the value 
and the wide variety of success teams is "Meet & 
Grow Rich" by Joe Vitale and Bill Hibbler. This 
book will help individuals and groups identify and 
think through the underlying issues, and then create 
groups that work for them. 

 Copyright © 2003, 2018 by Dan L. Rink            (510) 213-5383               danrinkcoach@yahoo.com 
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Success Teams – What Works? 
 
We know that success teams or support groups are 
important. Almost every career transition organiza- 
tion in the Bay Area recognizes the need for success 
teams in order to encourage, motivate, and guide job 
seekers. Success teams are attempted in church-based 
programs, in state-supported programs like ProMatch 
and ProSearch, in non-profits like Forty Plus, and in 
commercial programs like Drake Beam and Right 
Management. But, few succeed over the long term. 
 
Again and again, I see teams start with great enthusi-
asm, meet for several weeks, gradually lose energy 
and members, and then disband without having met 
the expectations and needs of the members. Neither 
the organizations nor most groups seem to know how 
to make success teams work. 
  
From my experience and my observations of groups 
around the Bay Area over the past decade, the 
following practices or guidelines seems to work best. 
These guidelines aren’t set in stone, but groups that 
neglect more than a few tend to collapse. Success 
teams that work make a tremendous difference.  
 
1.   The group is limited to six or seven members, 

which means that about five will attend at any 
particular meeting. Any more members, and no 
one gets enough time to explore their issues. 

 
2.   Members should all be at roughly the same 

professional level. It seldom works otherwise.  
Members can be in job search, in consulting, in 
small business, or employed. It doesn't seem to 
matter, as long as each person is focused, and all 
are at the same level of energy and experience. 

 
3.   The group meets every week at the same time  

and place for approximately 2 hours; coffee and 
cookies seem to help; restaurants are too busy. 

 
4.   Within the first few meetings, the membership 

should stabilize, with members making a commit-
ment to the group for at least three months. 

 
5.   Members create a simple email group or Yahoo 

group for communication.  
 

6.   Many of the members help each other outside  
of scheduled meeting times, either by e-mail 
exchange, by going to networking events 
together, or by meeting over coffee somewhere. 

 
7.   People arrive on time, and each meeting starts 

with a one-minute check-in by each person.  
The remaining time is simply divided by the 
number of members present. Some members 
occasionally offer to give up some of their time. 

 
8.   A non-ticking, kitchen timer and a designated 

timekeeper is very helpful. This role can rotate 
among the members from week to week. 

 
9.   Each member should bring to the group a specific 

goal or issue to address; otherwise the discussion 
rambles. Ideally the member circulates written 
background on the issue, preferably a day or two 
ahead of time. 

 
10.  For the first few meetings, it helps to have a 

facilitator who understands group process, 
especially the group formation process. 

 
11.  The group should discuss and get agreement on 

group norms, especially on the structure of the 
meetings and on how to give and receive solicited 
and unsolicited advice and feedback. (When I 
form a group, the issue of appropriate feedback  
is one we discuss in the first few meetings.) 

 
ONE CAUTION  -  Members of the group should 
have finished their basic resumes, business plans, or 
marketing documents outside of the group, before the 
group starts. Few groups have the time and expertise 
to develop these documents for their members. A 
group will tie itself in knots trying to sort out these 
details unless it has an expert who is credible to the 
group. With documents completed, group members 
can focus, and they can concentrate on helping each 
other get “in play.”  
 
Documents can also be prepared in cooperation with 
one or two colleagues working from a tutorial, with 
help from a career coach, or through participation in  
a "document team," described on the following page. 
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