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Introduction

Welcome to Job Hunting & Career Change All-in-One

For Dummies, your launch pad to success in preparing

for and gaining the kind of job you want. Making

decisions about your career can be tough, and many

people struggle to know the way forward. That’s where

this book comes in.

Finding a job is a job in itself, and can be a stressful

process to work through. While not rocket science, job

hunting can be hard work, and there are skills you need

to master to transform yourself into the high-calibre

candidate employers want and make your search

successful. Preparation is key to achieving this success,

and whether you’re looking to enter the job market for

the first time or you’ve been in employment for donkey’s

years and are looking for a change of direction, you need

the essential tools in place before starting your search.

Successfully hunting down a job or changing career is as

much about knowing what direction you want to be

heading in and what you have that employers want as it

is about actually selling yourself to them. You need to

look at what motivates you and what your priorities are,

and to have a positive frame of mind before setting to

work on your CV, interview preparation, and

presentation skills. With help from this book, you can

build your confidence, discover exactly what you want to



be doing in your professional life, and equip yourself

with the right tools to get there.

About This Book

Job Hunting & Career Change All-in-One For Dummies

merges the best of For Dummies career books with the

best of For Dummies self-help books. We draw on advice

from several other For Dummies books, which you may

wish to check out for more in-depth coverage of certain

topics (all published by Wiley):

 Answering Tough Interview Questions For

Dummies (Rob Yeung)

 CVs For Dummies (Steve Shipside and Joyce Lain

Kennedy)

 Building Self-Confidence For Dummies (Kate

Burton and Brinley Platts)

 Life Coaching For Dummies (Jeni Mumford)

 Neuro-linguistic Programming For Dummies

(Romilla Ready and Kate Burton)

 Public Speaking & Presentations For Dummies

(Malcolm Kushner and Rob Yeung)

Conventions Used in This

Book



To make your reading experience easier and to alert you

to key words or points, we use certain conventions in this

book:

 Italics introduce new terms, and underscore key

differences between words.

 Bold text is used to display the action part of

bulleted and numbered lists.

 Monofont is used to highlight Web addresses,

showing you exactly what to type into your computer.

Foolish Assumptions

This book brings together the elements of knowledge

that are essential for preparing yourself for career

change or searching for a job. As a consequence, to keep

the book down to a reasonable number of pages, we’ve

made a few assumptions about you (we hope you don’t

mind!). Maybe you’re someone who is:

 Staring at a blank CV as a newcomer to job

hunting, or looking to rework your CV to aid a

change of career as a seasoned veteran of the job

market.

 Entering the daunting world of job interviews and

wanting to prepare yourself for the type of questions

you are likely to face.

 Wanting to develop motivation and confidence in

your work environment.



 Facing the prospect of having to deliver a

presentation as part of the recruitment process, but

have never had to do this before and you’re not sure

where to start.

If any (or all) of these assumptions accurately describe

you, or if you just want to gain a better awareness and

understanding of the things you need to do to get the job

you want, you’ve come to the right place!



How This Book Is

Organised

We’ve divided Job Hunting & Career Change All-in-One

For Dummies into four separate books. This section

explains what you’ll find out about in each one of these

books. Each book is broken into chapters offering

different aspects of job-hunting advice. The table of

contents gives you more detail about what’s in each

chapter, and we’ve even included a cartoon at the start

of each book, just to keep you happy.


