
To anyone seeking a new opportunity:
 
As you might imagine, headhunters are often contacted about specific opportunities or just for career advice. 
Because there might be some value as you contemplate other opportunities, I've taken the liberty of including some 
information I've sent to many people who contact me on a regular basis seeking career advice or inquiring on a 
particular search we're engaged in. There are a few nuggets of wisdom at the end that may not be all that new to 
you, but they are the concepts I share with all who seek our advice, particularly when most people don't change jobs 
often enough to think about the concept of "seeking a new role" aggressively. 

In addition, you will find on our website a downloadable summary of the questions I now have significant 
candidates respond to before I meet them in the field. The answers a person will have to these questions drive a 
more significant conversation and the ability to understand what has motivated one's accomplishments, as well as 
how they were executed. An exhaustive exchange focused on this information gets us much closer to that elusive 
"fit" that everyone seeks to find in people and opportunities. In your spare time, and preferably before you're "on 
the spot" with a headhunter or other corporate opportunity some day, I encourage you to answer the position related 
questions to at least ten years back in your own career progression. If you've spent a long time with one company or 
organization, consider at least breaking that tenure into segments of time to address significant impact in those 
periods. 

Finally, download the reasonable list of "due diligence" questions one should seek to understand about a new 
opportunity, the company and the person the role reports to. (You will no doubt think of others.) After two decades 
of interviewing and interacting with a variety of talent, I know that individuals with complete answers to these 
questions in advance, are generally more successful in their job search and stay connected with opportunities 
longer. Use this information any way it may help you or others.

Hope to keep in touch and wish you all the best in your endeavors. Do keep me apprised of your contact 
information so we may network in the future on other opportunities or Board assignments we become involved 
with. My years in executive search have proven what a small world we have and how likely it is for our paths to 
cross again. Also, if I can be a "brainstorming" resource on something you're ever considering, even with one of the 
other great headhunters in my profession, call any time.

Be well! 
Rick

For any of the books listed, see www.Amazon.com for more details and your local library, since many of these 
books sit on shelves collecting dust because people don't know how valuable they are.

If you're not aware of the book Rights of Passage....at $100K+, by John Lucht, I strongly recommend it to 
established professionals seeking to advance their careers. It offers some of the best tips, from a well-regarded and 
seasoned headhunter, which I have introduced to hundreds of executives and professionals over the past ten years. 
Please visit Lucht's outstanding website, ritesite.com for additional information and/or subscription services. In 
some ways, it is the executive's version of the classic What Color is Your Parachute (by Richard Bolles) a 10-
million copies annual best seller that is still an excellent resource for those earlier in their careers or those 
attempting to move in a different direction with their career. Much of the Parachute book's resource materials are 
located at www.jobhuntersbible.com. 

In my opinion, the single best book for corporate leaders who seek to hire and retain the best "A-Players" possible 
is called Topgrading-How Leading Companies Win by Hiring, Coaching, and Keeping the Best People, by Brad 
Smart. It is the book many of the world's largest retained search firms use to train new headhunters how to identify 
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talent. One section is titled "Becoming an A-Player". After people land in new opportunities, I’ve been told this 
book helped their next employer make better hiring decisions. It has profoundly impacted my interview process 
over the past several years. It could impact how you view and present yourself to others.

While most people are not "sales types", the book SPIN Selling, by Neil Rackham, is an excellent resource to learn 
how to ask "better questions" that elicit or magnify problems. In the end, effective people are brought in to solve 
problems. You should know some of the best ways to inquire of companies about issues where you might be able to 
add value. I wish I had read this book earlier in my career for the many opportunities I was not able to capitalize on 
for lack of this wisdom. See www.huthwaite.com for a wealth of related information.

If you ever wondered what your best strengths are, see Now, Discover Your Strengths, by Marcus Buckingham and 
Donald Clifton, based on a Gallup study of nearly two million people, stating more is accomplished by enhancing 
people's strengths rather than eliminating their weaknesses. Following the authors' popular previous book, "First, 
Break All the Rules", it fully describes 34 positive personality themes (strengths) and explains how to build a 
"strengths-based organization". The best compliment is their Web-based interactive questionnaire that allows you to 
instantly discover your own top-five inborn talents at www.strengthfinder.com online.  I took this test and it's a 
great tool for those considering career options. They now publish Strengthfinder 2.0, which provides a more 
detailed report after taking the online assessment.

Have an idea of what you "really want to do". (Most spend careers locked into circumstances having never really 
considered this idea.) Most efforts and all advice are limited without focus.

If you have not done so yet, immediately obtain personal business cards so you can pass something out to those you 
meet. Business cards are saved in drawers for years, when resumes are often tossed. Forget the local office supply 
stores, for professional and inexpensive cards, check out www.VistaPrint.com on the web; trust me, you'll be glad 
you did.

Take control of your transition process and track all your activities to measure progress each week. (i.e. calls, 
meetings, follow-ups, correspondence, etc.) To feel better ... keep count. It is likely your career developed over time 
without complete planning on your part. We bump into people and opportunities "incidentally" over time and things 
happen. What you need to do now is convert the "incidental" into the "intentional". It's okay to be professionally 
assertive in seeking ways to "bump into" decision makers more frequently, to discover where opportunities may 
hide.

Create a list of "target companies" you want to know more about in geographies or industries of interest; go after 
with warm lead or cold. Between libraries and the web, there is no excuse for ignorance. Never take a call or a 
meeting without this evolving list at your disposal....never!

Focus on getting appointments with leaders or those who control the role you want. When approaching and talking 
with them, seek other contacts at your target companies, in their area, which you keep handy during every call or 
meeting. Then go back every several weeks and ask for names at a different short list of companies on your list. 
Never appear to be simply "seeking a job". Seek ways to add value and solve problems.

Once an "out-of-town" meeting is scheduled, (or long drive) quickly identify other companies you can meet with 
nearby while you're in the area; there is a unique "sense of urgency" and curiosity that will drive some to see you 
just because you're from "out of town" and on a mission. 

Don't send resumes to those you have not spoken with, where possible "in person" first. You want people to take 
"who you are" in person into consideration when finally reviewing your credentials, not trying to fit who they 
"think you are" into meeting you after forming an "opinion" from reviewing your resume first. Don't let a piece of 
"ink on paper" be the reason someone won't see you. Most of the time, if they won't see you based on who you are 

The Windham Group
Executive Search & Consulting

“Pursuing the Best”
P.O. Box 558    •    Green, Ohio 44232-0558    •    rick.jacobson@thewindhamgroup.net    •    (330) 899-9961

http://www.huthwaite.com
http://www.huthwaite.com
http://www.strengthfinder.com
http://www.strengthfinder.com
http://www.VistaPrint.com
http://www.VistaPrint.com


on the phone and the juiciest accomplishments you can share in two minutes, requesting the paper is the lazy 
person's way of saying "no". You'll have to decide case-by-case and move on!

Subscribe to and review ad postings in newspapers or executive web sites (i.e. Exec-U-Net, Netshare, 
6Figurejobs.com) as a "compliment" to getting appointments, not exclusively as a primary replacement.

Reduce your expectations of headhunters; we all work for companies, not individuals (the exceptions may be the 
few you know well already, but they too really work for companies). As for outplacement firms, they only provide 
"tools" that help, a little space, a database and counseling. The job of getting a job rests on your shoulders "alone". 
It is important for people to understand that there is only so much another person can do to "help you" with your 
search; none of us are paid to run another person's search for them; and no one has ever sent money for the help 
they received. I have turned down a few "unusual requests" from executives in transition offering me thousands of 
dollars to market them; those situations can ruin professional relationships because the expectations could seldom 
be met. Nearly all of the headhunters that might interact with you along the way are paid by companies; our "help" 
is only benevolent at best, our business goal is not to help you, but the client who pays us. This gets lost in 
translation as so many will say they landed at a job because a headhunter "placed" them. We really don't place 
people; we may "introduce" individuals and opportunities, but the client companies make their own decisions on 
who they hire, not us. (Of course they blame us when it doesn't work out.) The only time you could expect someone 
to really "help you" on any continued basis is when YOU pay for that service through some form of outplacement, 
or career management firm. I don't recommend it.

Think and present yourself as a "Consultant" in your area of specialty, you may be able to help a company solve a 
problem without being on their payroll, while building a relationship and looking for opportunities at the same time. 
Incidentally, while thinking of yourself as a consultant, you're never technically "out of work"; this will have a 
positive mental impact in all you do. You cannot believe how many professionals have said this was the best piece 
of advice in all this email contains. It's always amazing to learn how many people running companies do not know 
what you do in your field of expertise. You have wisdom and insight to offer to thousands, go find them and 
discover that among them, a few really need you on board "full-time". While seeking opportunities to provide even 
free advice and wisdom on a problem for an executive, never take your resume to that meeting; if requested, send it 
later.

I'm often asked what you should say when you're finally able to get that Decision Maker on the phone that you've 
been stalking...professionally. Your temperament, nerves and personality of the person when they take the call will 
alter every conversation to some degree. Here are some ideas I’ve developed, work your own angle into them. 
Since you may not know what your future is, lean on the "consulting" angle first. Let the person know you've just 
finished a great ride with a good company and things have changed. You may still be "on call" with that company 
for follow up questions in your absence day-to-day, so let people know you're still consulting with that former 
employer "as needed". As you are evaluating options, to return inside with one company or provide targeted -or- 
project support to a variety of companies, you've been meaning to contact "whoever" based on a recommendation 
or your discovery of the company in a business directory or magazine. (For me, I would not be inclined to tell the 
person I just found their company in the Yellow Pages, but you decide.) Ask if they have ever used consultants in 
your area of expertise. Where appropriate, ask how they are doing this year and where their biggest challenges will 
be over the next 12 months. The answer to that one question may drive hours of conversation; particularly if the 
challenge is directly in an area you've dealt with. If you're not sure, follow up with "How does that problem affect 
THIS area?" Many times people will only acknowledge the tip of the iceberg of their challenges and need some 
prodding to fully appreciate the scope of impact that challenge has across all areas of their business. (See SPIN 
Selling for more on this.) 

Your real goal is to get a "face-to-face" meeting with as many as possible and if you're on the phone with someone 
more than 10 minutes, you're likely on your way to talking yourself out of meeting in person. When you realize 
this, tell them it's time to move on to another commitment, but you're planning to be in their neighborhood next 
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week and would enjoy meeting them to talk more about this issue. They will wonder what's in it for you, well you 
should have several area companies on a list to inquire if they know a key person that you may want to connect 
with as you continue your consultant approach. Believe this, the more time you spend trying to uncover and solve 
problems, or add value to the solution for FREE, the sooner opportunities will materialize. Just make sure you don't  
give away the whole solution without a meeting, for the cost it's the least the Decision Maker you're about to help 
can do for you. I have a scrappy list of questions I've amassed over the years to help remind me when I'm really 
pursuing a new client company that I call ALWAYS ASK. If you'd like a copy, let me know and I will email it out. 
You would have to modify it to fit who you are and the area you serve, but you're welcome to it. Remember, you 
will generally know much more about your own area than those you reach, so don't view yourself as the inferior 
party to the call. Most of those you call would not make the same call to save their life, much less their job. 

Don't loose sight of whom or what you hope to become, in the end this matters more than the paycheck, title, or 
industry. Generally those later in their careers know this all too well.

This is minor, but more frequently encountered by headhunters in light of telemarketers. If you subscribe to a Call 
Blocker, Privacy Manager, or other phone service that limits calls "getting through" to you, please disable it during 
your search, or refrain from publishing that number. It communicates a negative concept before someone has even 
spoken to you, and some callers you want, will just move on. There are reasons some headhunters prefer to remain 
anonymous to those locations we are calling. I encourage people to use a cell number, so they are more reachable at  
any time and have more control over what a caller encounters.

If you've never read it, check out The Power of Positive Thinking by Norman Vincent Peale from your library 
soon. Of course combining it with Dale Carnegie's How to Win Friends and Influence People is a great 
compliment if you've not encountered it before. Carnegie's book and SPIN Selling is basically all one would ever 
need to study to master most sales situations. Remember, the "first sign of wisdom" is RE-STATEMENT OF THE 
"OBVIOUS". By now you're likely saying.........yeah, I know all this. The "second sign of wisdom" is Doing 
Something with the first sign.

Finally, I have been enlightened, encouraged, and improved by the business philosophies and wisdom shared by 
Jim Rohn over the years. If you have some interest in further developing yourself along the way, he offers a free 
weekly email at http://www.jimrohn.com.

Because I am regularly asked what someone can do to "return the favor" for all this information and the time I 
spend other ways, I can think of three things. First, let me know how this info has helped you somewhere down the 
road if it does. Put a "to-do" on your calendar 3 months down the road to review how any of this helped you, then 
drop me an email. Money simply cannot purchase the feeling one experiences from knowing they have really 
helped someone, particularly in an area as important as your career. I'd welcome the call or email anytime. Second, 
in the course of talking to companies and learning where they may be struggling, if you become aware of a 
company needing to fill a key management or executive position (that isn't for you), please share my contact info. It  
is the highest compliment to be introduced to a new client; our success over the years has certainly NOT been due 
to my "average" sales abilities; I was once an auditor for Arthur Andersen.... need I say more? Finally, if in the 
course of your opportunity-seeking endeavors, you have discovered an excellent resource that should be shared, 
please do so and I'll add it to this list. Whether a book, a system, a website, or something to simplify things for 
others, it is fascinating to learn what has helped. 

Continued success with your search efforts and I hope our paths do cross again!  

Regards,

Rick Jacobson
President
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