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Speak So Hiring Managers Will Listen
Excerpt from Buy Me, I’'m Worth It, by Brian Geery and Sally Sweeney

The Hiring Manager’s Language

Job seekers often look at sample resumes in books and conclude, "Sure, if I had that kind
of experience, I could write a resume like that too!" Although you may not know it, you do have
that kind of experience.

This chapter enables you to speak so hiring managers will listen. You will learn how to
convert your experience into accomplishments and articulate them in what I call the hiring
manager’s language — dollars, numbers, and percentages. It is amazing how rapidly you discover
that you do have that kind of experience.

In sales, there is process is called identifying features and benefits. A feature is a
description of a product or service; a benefit is a description of what the product or service does.
People buy benefits, not features. For example, millions of drill bits are sold every year, but no
one wants a drill bit (feature). They want a hole (benefit). People pay more for anti-lock brakes
on their car, but they do not want anti-lock brakes. They want safety. Hiring managers buy what
you can do for them (benefits), not what you have done for others (features). Learning to identify
your benefits and present them in a manner that distinguishes you from other candidates gives
you the advantage.

Learning to speak so hiring managers will listen is perhaps the most critical element in
the job search process because you will identify your benefits to the company. If you can’t
articulate what you can do for a hiring manager (describe your benefits) in a manner that
distinguishes you from other candidates, you will not be considered for a position. In the world
of employment there is no second place. You either get the job and a paycheck, or you do not.
You won’t get half a paycheck if you come in second place. You either win or lose. In order to
be a winner you must be willing to invest some time.

Begin by completing the exercises in this section. You will find these exercises lead to a
type of self-discovery that will enable you to wake up motivated and ready to tackle your job
search with enthusiasm every day. The completed exercises help you write resumes and job
search correspondence with ease, articulate what you can do for employers in a manner that will
distinguish yourself from the competition, feel confident, and get job offers. I have witnessed
down-trodden, discouraged job seekers transformed to motivated, enthusiastic go-getters as they
worked through this chapter and learned to speak so hiring managers will listen. Whatever your
current mindset, you will feel better as soon as you work through the exercises.

How to Discover Your Abilities
Discovering your abilities enables you to present your qualifications in a manner that will
cause hiring mangers to be interested in you. You are about to create 20 to 60 statements about
the results that you can produce. These results-produced statements will be used throughout your
job search for the following:
e Motivation — Read your list at the beginning and the end of each day and before all
interviews; you will get motivated!
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e Resumes, Marketing Letters, and Follow-Through Letters — Use your best of and the
most relevant results-produced sentences as power statements in these communications.

e (Career Choice — People succeed when they enjoy their work. Read your list and ask
yourself, "What did I enjoy the most?" This will help you define your career choice.

e Interview Questions — Use your list to easily and effectively answer interview questions.

e Phone Calls — Keep your list nearby when making phone calls. It is a handy reference
during phone interviews or follow-through calls to recipients of your marketing letters.
Even if you are only calling to get the name of a hiring manager, have your list ready;
sometimes these calls lead to a brief telephone interview.

e Negotiation — Your list will help you place a dollar value on your abilities. Hiring
managers will feel better about affording you when they understand your value in dollars.

What Hiring Managers Care About

Hiring managers are not interested in your experience. Hiring managers are interested in
what you can do for them. They do not care that you have experience typing, but they do care
that you can support typing assignments for seven associates and never receive a document back
for correction. They do not care that you have experience as a programmer, but they do care that
you completed every project on time or ahead of schedule. They do not care that you have
experience in retail, but they do care that you maintained the highest customer satisfaction rating
in your region. In other words, they care about the results you can produce, based on your
experience.

Pay careful attention to commercials and you will discover the same concept applies to
product marketing. Notice that the commercial for men’s jeans does not tell you about the fabric
from which they are made, nor does it tell you about the special stitching process. These are
features. Instead, the commercial shows that women will be the chasing men who wear the jeans
because the jeans make them look so good and the men will be happier because of the female
attention. These are the benefits! Notice commercials for women’s perfume. They do not tell
you about the ingredients used to make the perfume nor do they tell you about the bottling
procedure. These are features. Instead, the commercial shows that women will enjoy romantic,
exotic moments when they wear the perfume and that their powers of attraction will increase.
These are the benefits!

Speak in the Hiring Manager’s Language

Years ago [ was a junior sales representative for a software company. I wanted to do a
mailing to prospective customers in my territory. I found out what it would cost for envelopes,
postage, administrative assistance, creating the mail piece, and printing. [ went to my boss all
enthused about my plans, just knowing he would approve the funds I was requesting. My boss
said, “This sounds good, Brian. But, how will I get a return on investment? Please let me know
the numbers; how many mailings will you send? What is the anticipated response percentage?
How much money will we make on your sales?”
I realized at that moment the importance of speaking in terms of dollars, numbers, and
percentages.
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Whether you are selling your boss on a mailing or selling yourself to a hiring manager,
you need to speak the hiring manager’s language, which means you speak about the results you
can produce in terms of dollars, numbers and percentages. Hiring managers understand this
language because it helps them understand what you can do for them. The following statements
written without and with dollars, numbers and/or percentages will help you see the power of
speaking the hiring manager’s language:

Without With

Using dollars | “I am a thorough researcher.” “My research uncovered over $43
million in hidden assets”

Using “I was selected to participate in a “Of 235 employees, I was one of 4
numbers special project to help the CEO selected to help the CEO develop
develop competitive strategy.” competitive strategy.”
Using “I am superb at scheduling shifts so | “On my shift, 95% of calls were
percentages | we have the right coverage for answered in less than 30 seconds,
answering phones.” compared to a company average of
78%.”

Why Will You Be Hired?
You will be hired because you can do one of three things for a prospective employer:

1. Provide a service

2. Improve efficiency

3. Produce a profit
Other than that, they dont need you! Why would an employer give you a paycheck to do
anything other than one of these three things? So, let’s work on telling hiring managers how you
can provide a service, improve efficiency, or produce a profit — and tell them in their language —
dollars, numbers, and percentages.

Converting Responsibilities to Results Produced

The following is a list of actual results-produced statements developed by Buy Me, I'm
Worth It enthusiasts. It is provided to serve as a guide to help you develop your own list. As you
review this list, begin thinking about your own responsibilities and how you may articulate them
in terms of the results you produced using the hiring manager’s language.
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Responsibility Results Produced

Delivered training courses e Improved skills and netted a 9% reduction in past due
accounts receivable

e Trained more than 35 employees

e Learned course material in 1 week

e Improved efficiency training by 30%

Responsible for purchasing e Implemented controls that saved the company 25% of
purchasing budget

e Negotiated with more than 30 suppliers

e Saved $45,000 through effective negotiating

e Recognized out of 6 other purchasing agents for never
exceeding budget

Systems analysis e Generated over $135,000 in revenue 1st year
e  Worked with more than 30 customers
e Defined customer's requirements to 3 programmers

Customer service ¢ Eliminated potential problems with demanding
customers

e Chosen out of 30 reps to service major customers

¢ Awarded for outstanding customer service

e Performed quality assurance preventing the loss of a
$500,000 per year customer

e Achieved 90% success rate training customer service
representatives

Typing Averaged over 60 words per minute

Supported 7 salespeople and 2 managers
Handled over 15 major typing projects per week
Maintained less than 2% return rate for project
corrections

e Prioritized projects with no direction from

management
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Responsibility Results Produced

Administrative management e Maintained the lowest employee turnover in a region
with 16 administrative teams

e Improved efficiency by 30% through implementing
technology to automated processes

e Saved over $25,000 by negotiating office equipment
purchases

Programming e  Completed over 90% of assigned projects on schedule

e Saved over $50,000 per year in consulting fees

e Prevented failure of programs by implementing
effective test procedures

e  Supported over 30 customers

e Minimized support problems by setting design
standards

e Self-taught 2 programming languages

Learned new data base software in 2 days

Retail work Maintained high customer satisfaction level

Minimal product returns

Increased sales through creative promotions

Awarded for highest revenue out of 18 representatives
Promoted in 3 months

Accepted all requests to work overtime or change
schedule

Sales Sold largest new account in region

Achieved over 100% of quota 4 out of 5 years
Recognized for superior teamwork

Won 3 awards for prospecting efforts

Consistently averaged highest phone prospecting, 55
new contacts per week

Averaged 3 new prospect appointments per week

¢ Increase sales by 50% in 12 month period

Note how the results produced statements begin with strong action verbs. Use the same format in
your list; action verbs make your results produced statement even more powerful!
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How to Create Your Results Produced List

Creating your results produced list is a process, not an event. Most job seekers take a few
days and several sessions to create a thorough, well-worded list of the results they have
produced. I encourage you to find a quiet place where you will not be distracted. Mentally put
yourself in brainstorming mode. Anything that comes to mind should be put on paper. Your goal
is to write as many ideas as possible — later on you will have plenty of time to edit your list.

Begin creating your list by drawing a line from the top to the bottom of your paper. On
the left side of a page, write every job related responsibility you have ever had. Think back
through your last 10 years of employment if it helps. Whether or not you think it will be relevant
to your job search is not something to concern yourself with now; just write! Strive to be
specific. For example, you may have had the responsibility of managing an office. The specifics
might include the following: wrote position descriptions, planned budget, performed scheduling,
and negotiated contracts. Once you have a list of at least 10 responsibilities, begin crafting your
results-produced statements. Each responsibility should yield two to six statements. Here are some
questions to get you warmed up for creating a terrific list of results-produced statements:

e  What did I do during a typical day, week, month?

e With how many people did I work?

e How did I rank in the office, department, region, company, country? For example, ‘Ranked
#1 out of 16 customer service representatives.”

e How was I evaluated on my review? In what areas was I recognized for outstanding or
above average performance? Consider your objectives, tasks and projects. For example,
‘Recognized for accomplishing tasks above and beyond my job description,” or
‘Recognized for above average organizational skills for all 3 years of employment.”

e What exactly happened as a result of accomplishing my responsibilities? Carefully assess
each responsibility; think of the result in dollars, numbers, or percentages. For example,
‘Performed pre and post sales support for a team that was ranked #1 of 40 and finished the
year at 222% of quota” or “Was a key player on a 20 member team that successfully
launched a new service representing $1.2 million in 9 months.”

e How well did I service customers? For example, ‘Prevented the loss of a $20,000 per year
customer through outstanding service.”

e  What percentage of my tasks did I perform on time or under budget? For example,
‘Completed margin analysis of $25K worth of customer orders 3 days ahead of schedule.”

e What losses did I prevent? For example, ‘Prevented loss of $200/day by effective
purchasing.”

e What did I do more effectively than prior employees? For example, ‘Reduced proposal
generation time by 50%.”

e What objective, task or projects did I do that were not part of my job description? For
example, ‘In addition to completing 97% of my assigned goals, I was 1 of 7 employees who
participated in the organization of our annual open house.”
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Guidelines for Developing Your Results Produced Statements

There are often a few statements that are difficult to articulate in terms of dollars, numbers
or percentages. This is OK as long as the majority of your statements include dollars, numbers or
percentages. The statements are still very useful. If you have to estimate some figures, do not
worry. You can use words like approximately, over X, under Y, in excess of, close to, etc. and still
create powerful results produced statements.

Typically you will revise your statements three or more times to develop a satisfactory
result-produced list. Often, after you have had a good night’s sleep and look at your list when you
are well rested, you will find it easy to further develop your statements. Your list is not complete
unless you have at least 20, preferably closer to 60, results-produced statements. The more
statements you have, the easier it will be to write resumes and marketing letters, develop phone call
structures, and answer interview questions.

Story Telling

Everyone likes to listen to a story. It probably goes back to our childhood. I have visited
my nieces and nephews who were engrossed in their electronic games or playing hide and seek.
When I asked, “Who wants to hear a great story?” they stopped what they were doing to listen.
Years ago, E.F. Hutton aired an award winning commercial. The tag line was, “When E.F.
Hutton speaks, people listen.” The commercial showed a large room of people becoming silent
when E.F. Hutton was speaking. Story Telling is a great method for articulating your results-
produced statements so they become credible, memorable, and distinguish you from competing
candidates. Here’s why:

e Stories bring credibility to your results-produced statements

Hiring managers like to hear stories
Hiring managers tend to remember stories
Hiring managers tend to repeat stories
Stories are easy for you to remember
Rehearsing your stories helps you be relaxed during interviews
Stories distinguish you from competing candidates

How to Develop Your Story Telling Ability

Select any one of your results-produced statements and write the story behind it. Details
help your story come alive. Use names, dates and locations, and actual conversations that took
place. You may consider including sensory description: what you saw, heard, smelled, or felt.
Your goal is to have the story come alive. The more details you include, the better your story will
become. At the same time you must be succinct. You do not want the hiring manager thinking,
Does this story have an end? Just get to the point. Business communication should be concise
and direct.
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Example of Story Telling

Here is how you might use a story in a conversation with Joel Peterson, a hiring manager.

Joel says, “You indicate on your resume that your team won 12 new network consulting
assignments resulting in over $700 thousand in revenue. Please tell me more about how you did
that?”

You respond, ‘Joel, I've got a great story about how we did that! In February 2002, I was
on a security networking consulting assignment for a client located at Rowes Wharf in Boston. I
remember the day vividly because it was a typical cheery New England day, sideways rain and
ice. My team had scheduled a meeting with our client. All the key executives were there. They
were expecting an update on our progress of a critical security project. My team and I reported
that the project had been finished at 3:00pm that afternoon. We had completed the project two
weeks ahead of our goal! The client was so impressed he asked, ‘Can your team take over a
project from...” I better not tell you the name, but our competitor was removed from a three
month project it had been working on since July. We billed over $80,000 on the new project. The
meeting, which was scheduled for an hour, ended in only fifteen minutes. When I am on your
team, my primary goal will be to exceed expectations and leverage that into more work. What
else can I tell you about how my project management experience?”

The Elements of Story Telling
There are five elements of story telling:

1. Attention: Say something to get the listener’s attention, for example, ‘I know you will
appreciate this story,” or ‘I've got to tell you the details behind what happened; it was
perfect...”

2. Situation: Describe the situation in detail, for example, “The first month I started working
for XYZ Company, my manager, Jim Phillips, asked if I would help with a budgeting
research project. In September of that year the department had exceeded its budget by
over 20%. I actually felt enthused! At my previous job, I had put the controls in place so
the budget could never be exceeded by more than 5%.”

3. Action: Describe the action you took, for example, “The first thing I did was arrange an
individual meeting with each person on his team. I learned everyone’s perspective about
the problems with the budget for the research project. I also made sure I understood how
each member currently did things. The last thing team members need is a new guy to
coming in and telling them a new way of doing things without first understanding the
current method of doing things. It was a very interesting process; one team member told
me at the end of our meeting that he felt like he just had a good therapy session!”

4. Results: Describe the result of the action you took. Try to use the hiring manager’s
language, dollars, numbers and percentages, for example, ‘The following month I
persuaded the team to run a dual reconciliation process. Everyone agreed it would take us
a little extra work, but once we completed the process, we could adapt some new controls
to ensure we never exceeded budget again. When I left three years later, the same budget
controls were still being utilized.”
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5. Closing: Make sure by the close of your story, the hiring manager learned what she
wanted; for example, ask “What else can I tell you about by budget management
experience?”

Matching Results Produced and Stories to Needs

You should outline at least six stories, preferably twelve, to go along with your 20 to 60
results-produced statements. You need many stories and results-produced statements, so you can
choose the story or result that best emphasizes the qualifications the hiring manager is seeking.
Let’s look at the results produced list created by Alison Murray, a job seeker who worked in the
retail field:

Maintained high customer satisfaction level

Minimized product returns

Increased sales through creative promotions

Awarded for highest revenue out of 18 representatives
Promoted in 3 months

Accepted all requests to work overtime or change schedule

Now, imagine Alison is interviewing for a position with the general manager of a retail
shop. The manager explains the reason the position is open. Although the person she just
released possessed good product knowledge, he occasionally upset customers because of an
indifferent and non-caring attitude. The combination of customer dissatisfaction and resulting
lack of sales was the predecessor’s demise. Clearly, Alison would want to focus her discussion
on results-produced statements and related stories numbers one and four that emphasize the
strengths the employer is looking for.

Alison gets the thumbs up from the general manager and achieves her objective of getting
to the next step in the interview process. Now she meets with the store owner. She has learned
from the general manager that the owner wants to hire people who have fresh new ideas, are
team players, and are willing to work hard. In this instance, Alison would want to focus her
discussion on results-produced statements and related stories numbers three and six.

Listen carefully to hiring managers; learn what they need to accomplish and the
characteristics they are looking for in a new team member. Then match your results-produced
statements and stories to their needs.

SN e e

A Final Word on Speaking So Hiring Managers Will Listen

Jane Fenig was one of the sweetest, warmest people I met when I was teaching the Eight
Steps to Employment course, the origins of this book. She was also clearly depressed; her
shoulders slumped, her face appeared sad, and when she spoke, I could barely hear her soft,
monotone voice. Jane had been looking for work as a nurse for over nine months. She had been
on three interviews and received three corresponding rejection letters. Her job search was not
going well. Jane took the exercises in ‘Speak So Hiring Managers Will Listen” to heart. When
she stopped by my office three days later, I almost did not recognize her. She was walking tall,
speaking with pride and giving off the aura I am the best nurse any hospital could ever hire! She
told me she always knew she was a good employee, but she didn’t know she was that good! Her
husband was so enthused about her transformation, he planned to write his own results-produced
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list and start looking for a promotion or a new job. Jane read her results-produced statements in
the morning, at lunch, and in the evening. They kept her motivated and raring to go. Within two
months Jane had job offers.

Jane is just one example of the transformation I have witnessed in the vast number of job seekers
with whom I have worked. Perform the exercises in “‘Speak So Hiring Managers Will Listen”
and you too will be well on your way to landing your new job.
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