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INTRODUCTION

PREFACE

[ am grateful that many thousands of students have benefited from
the first edition of The Job Search: Your Guide to Success. My objec-
tive in preparing the second edition is to preserve the basic struc-
ture, approach, and features of the the first edition, while adding
important new coverage and updating existing material. Some of
the changes you will find in the new edition are as follows:

* The Internet is such a widely used method of advertising job
openings throughout the country and I felt it important to
include this resource to facilitate the job search process. | have
given specific Web sites that should prove useful to students.

* To make my directions for producing resumés, reference
sheets, and cover letters more universal, I have added a sep-
arate appendix for each of the leading software programs in
use today—WordPerfect 6.0 (DOS), WordPerfect 6.1
(Windows), and Microsoft Word 6.0.

* [ have included an appendix covering how to use the mail
merge feature from all three of the programs above to pro-
duce envelopes to accompany cover letters.

¢ Casual dress is becoming more and more accepted in the
workplace today and I felt it important to address this issue
in Chapter 9. It is necessary to understand what is acceptable
casual dress in the workplace.

* [ have changed some of the resumé formats and broadened
the scope of the career objectives to touch a wider cross-sec-
tion of career paths.

Whether we like it or not, it’s a fact that most people will change
jobs, and even careers, several times. Gone are the days when peo-
ple would be employed by the same company in their hometowns
and retire with 30-40 years of service. Today’s graduates will likely
extend their job search nationally through the internet and face
possible relocation. Evolving technology, advances in manufactur-
ing processes and computer applications, and corporate restruc-
turing are just some of the factors influencing the trend toward job
and career mobility.

In my 28 years of teaching experience, I've never found a book
that offers concrete, realistic guidance which truly prepares stu-
dents for the job search that lies ahead. Many courses and career
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