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GEOFFREY LALONDE B.A (Pol Science Economics) 
 Civil Law (partial)  MA Communications (partial) 

AGE: 60  
LANGUAGES: English, French (fluent) 48 Granby St
CIVIL STATUS: Married, 2 children: Max (21) in university 

studying Sports Management, Alexandra 
(20) in Paris studying acting 

Toronto M5B 2H9 
Off  (416) 204-1034

Res  (416) 593-4683
 Spouse Loreen marketing executive Cell  (647) 986-8406
 (originally from Calgary) Lalonde@LalondePartners.com
  4MinutesToTheJob.com

CAREER EXPERIENCE  
  

VP & Consultant LALONDE PARTNERS  (4MinutesToTheJob.com) 1978-10- 
    (12,000 client consultancy counselling in job search, career selection, and salary nego-

tiation, a clientele of 70% employed individuals, 20% unemployed and 10% corporate de
hirings, $1,200-$24,000 resumes and training packages) 

(to present) 

 Toronto 
32 yrs: Managed 6-12 staff in 1-3 locations: 
Meet and consult with 1-5 clients/day in-person and by 
phone-internet ; nation-wide job search seminars, career orientation, 
12,000 clients, 500 radio-tv shows across Canada, wrote a best sell-
ing book “4 Minutes to the Job You Want” in English published by 
McGraw Hill and in French by Les editions de l'Homme 

 

and concurrently:   
Author LALONDE PARTNERS  (4MinutesToTheJob.com) 1997-10- 
 Career Management Systems Inc (to present) 
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    (12,000 client consultancy counselling in job search, career selection, and salary  

negotiation, a clientele of 70% employed individuals, 20% unemployed and 10%  
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32 yrs: Managed 6-12 staff in 1-3 locations: 
Meet and consult with 1-5 clients/day in-person and by 
phone-internet; nation-wide job search seminars, career orientation, 
12,000 clients, 500 radio-tv shows across Canada, wrote a best sell-
ing book “4 Minutes to the Job You Want” in English published by 
McGraw Hill and in French by Les editions de l'Homme 

 

and concurrently:   
Author LALONDE PARTNERS  (4MinutesToTheJob.com)  
 Career Management Systems Inc  
  (13-year project to develop series of do-it-yourself job search kits with video, computer 

and cassettes) 
 

 Toronto 
13 yrs: Write 2-6 hrs/day; and design-develop series of 9 Job 
Search kits distributed by Web and to clients; work with editor 

 

and concurrently:      
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Our successful challenge 

 
The challenge we set ourselves 30 years ago was to translate all young 
experiences into skills, and into a format that was 
 

1. Understandable 
2. Appealing 
3. Worth paying you for 
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1. If you give visual attention to something that you did,  
the employer will also give it attention 

 
2. Studies show that the person reading your Resume will give the 

same value to a unpaid volunteer activity (Contact Points) as 
something that you were paid for.  
 
So treat your unpaid activities seriously as if they were paid. 

 
3. Our strategy:  

Since you don’t know what will generate a Contact Point with a 
particular employer, show everything in an easy-to-read format 
so that s/he can easily find the things s/he likes.  And hire you for 
them 

 
 

here are examples of how to set up your individual sections 
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Here are section headings in the CV 

1. Overview 
2. Experience 
3. Table of Contents 
4. Skills 
5. Reports 
6. Research papers 
7. Travel 
8. Sports 
9. Activities 
10. Community Activities 

11. Volunteer Activities 
12. Professional Activities 
13. Memberships 
14. Professional Memberships 
15. Competitive Sports 
16. Pleasure Sports 
17. Other Personal Activities 
18. Education 
19. Special Studies 
20. Professional Studies 

21. Other Experience 
22. Learning by Osmosis 
23. Reading 
24. Subscriptions 
25. Travel 
26. Residences 
27. Awards  
28. Appendices 

. 
 

Most people use 12 to 15 of the 28 possible sections. It depends what you have 
done in your life. Now let’s drill down. In the limited time available we will show 
you a single item from each of the above sections.  
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COMPETITIVE SPORTS 

   
Point Guard SMITH SCHOOL BASKETBALL TEAM 2001-05 
        & City League  
 Team Captain (13-player team in a 30-team league)  
 Oakville  

 

4 yrs:   770 hrs 
2 90min practices and 2 inter-school games/wk and 1 
weekend tournament/mth  

 Achievements  

 

• 1st Place Team 2 yrs 2003, 2005, 12 top teams 
• Captain, 2 seasons, 2004, 2005 
• played in all-State Tournament, season 2004-05 

against the 40 top teams in the state 
  

   
 
Skills: teamwork, analysis, leadership… 
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SPECIAL STUDIES 

   
   
Piano MRS J.B. JONES 1994-05 
 (RCM teacher who offered lessons from her home)  
(age 5-16)  Regina  

 
11 years:   2,300 hrs 
7 30-60min practices/wk and 1-2 lessons/wk   

 Achievements  

 

• Top 3, annual recitals 2001-03 
• Grade 4, Royal Conservatory of Music 

  
   

 
Skills: discipline, perseverance, talent? 



 4 Minutes to the Job.com 
62 

 

  62 

SUMMER JOBS 

   
Waitress FAIRMONT HOTELS - DELTA SHERWOOD INN 2002 
 (20-table 5-star restaurant in the heart of Ontario’s ‘cottage 

country’ 3 hours north of Toronto; unique lakeside facility with 
$200-$300 per-person meals - including wines) 

(summer) 

 Port Carling, Ontario, Canada  
 4 mths:   480 hrs 

Worked 8 hr/day shift, 6 days/wk 
Served 4,100 dining patrons, 40/shift, 2-3 sit-
tings/night; responsible for 5 tables, 2-5 guests/table 

 

 Wine course: 5 hr course given by a sommelier to be 
able to recommend wines from an extensive cellar and 
pair wines to entrees  

 

 Achievements  
 • significant earnings through appreciative tips  

 
 

 
Skills: analysis, client relations, sales, scheduling, teamwork 
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Lifeguard CITY OF MANCHESTER - PARKS DEPT 2001-03 

 (8-member lifeguard teams with 4 lifeguard towers, 2 
walking lifeguards, and 2 on-rotation relieving the others; 
in 50-meter [½ Olympic] outdoor pools accommodating 
200-250 swimmers) 
Manchester 
3 yrs:  2,580 hrs 
Life guarded 10 hours/day, 5 days/wk, 4 
mths/yr  
Talked to, advised 24,000 swimmers, 95-
100/day 
Cleaned pool, tested the water, added chemicals 
Achievements 

(summer) 

 • only had to save 2 people in 3 years 
• pre-empted problems before they occurred 
• established consistent discipline to eliminate 
dangerous situations: horseplay in the pool: 
dunking, shoving, inappropriate diving, bullying...  
 

 

Skills: Analysis, trouble shooting, client relations, cleaning, chemical testing. and life guarding 
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VOLUNTEER ACTIVITIES 

   
University Frosh   MACDONALD COLLEGE 2004-07 
  Leader (Frosh Week comprises a 75-member trained group of upper 

class students who assist first year students to move in, tour 
the city, participate in welcoming events; get to know the uni-
versity) 
Montreal 
3 yrs: 524 hrs 
24 hrs/day on call for 6 days, Introduced new students to 
university life in 60-resident House 
Campus tours: 4-5 residents guided by 2 tour guides: li-
brary, 10-restaurant tour; best places to study; extra cur-
ricular ‘Clubs Day’ to join associations  
Mediated potential conflicts: students not liking their 
room-mates; how to get along with other frosh, home 
sickness,… 
Frosh Activities:  5 am start to bring Frosh to events: 
breakfast; games day (against other colleges), tour of the 
city, 2 concerts; 7 parties, 3 races: cross-Toronto Amaz-
ing Race, Survivor (tasks for points), nightime Capture 
the Flag: houses competing  

 

 Achievements   
 • known for getting to know students quickly and make 

them feel comfortable 
 

 

  64 
Skills:  Leadership, motivation, scheduling, client relations, coaching, counsellng… 
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PLEASURE SPORTS 

Hiking, walking, basketball, bridge 
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OTHER ACTIVITIES 

Presentation IN ONE PLACE of everything that you do in your spare time, when you have the choice 
of what you want to do…  Great Contact Points. Do not forget family time:  

Family Close Family: I am the middle of 3 sisters (4 years apart 
from each other), father is an businessman; mother part time 
travel agent; elder sister is a Port of Vancouver customer 
service agent; younger is a General Arts student at univer-
sity; currently: 1 dinner/wk with family at home; elder sister 
and I do not live at home; the whole family spends time to-
gether 10 days every summer, and 4 long weekends  

 Very close to my sisters: see my younger sister 3-4 
times/wk, 1-2/wk by phone, family dinner once/wk; we have 
a connection point: a mutual interest in competitive sports; 
my elder sister went to the same school as I 

 Staying in touch: have lived in University residence (1st 
year), moved home in 2nd year, then took an apartment with 
friends in the last 3 years of university, nevertheless stay 
close to siblings and parents 

Reading 2 hrs/day 
TV 1 hr/day: sports news, local and international news, Lost, 

Survivor, The Amazing Race 
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Movies 8/mth: Lost in Translation, Garden State, Life is Beautiful, 
Legends of the Fall, City of God, Motorcycle Diaries, Vanilla 
Sky, The Matrix, American History X, Shrek, Lord of the 
Rings, Harry Potter 

Snowboarding 2005-10: 5 yrs: 15 days/yr, primarily at Whistler Blackcomb 
Skiing 1998-04: 7 yrs: 6 trips/yr: Whistler (1 week/yr), Cypress 

Bowl, Grouse Mountain, Mt. Seymour  
Music Alternative: Arcade Fire, The Shins, Broken Social Scene, 

Kasabian, The Killers, The Postal Service, Sam Roberts  
 Classic Rock: U2, Tragically Hip, Fleetwood Mac, Pearl 

Jam, Pink Floyd, Beatles, David Bowie, Neil Young, Nirvana, 
Oasis, Ray Charles, Bob Marley  

 Contemporary Rock: Coldplay, Jack Johnson, Dave Mat-
thews Band, Damien Rice 

Gym 2003-10-: 6 days/wk, 90min workout: cardio and weights 
Sports 10 hrs/wk: of organized sports (1998-08): volleyball, Ulti-

mate Frisbee, fast pitch baseball, soccer, basketball 
Hanging Out  
   w friends 

2 nights/wk: restaurants and pubs; mix of sports and non-
sports; lived in university residence for the first year and so 
made many acquaintances and saw close friends from high 
school 
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Cooking Daily: 3 yrs: for self and roommate(s) 
Favourite projects: stews, pastas (risotto), stir fries, osso 
bucco, chicken parmesan, chicken curry, wraps, spinach sal-
ads, fruit salads 

Dining Out 1/wk: with 5 friends: casual bistro food, fusion 
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READING 

You have been reading for at least 10 years, what are your favourite impact books. Books are win-
dows to your mind. This is one of the strongest Contact Points 

   

Fiction The Kite Runner Khaled Hosseini, Anils Ghost Michael On-
daatje, The Curious Incident of the Dog in the Night Mark 
Haddon, The Secret Life of Bees Sue Mark Kidd, Catcher in 
the Rye J.D Salinger, Bonfire of the Vanities Tom Wolfe, Cry 
the Beloved Country Alan Paton She’s Come Undone Wally 
Lamb, White Oleander Janet Pitch, The Beach Alex Garland, A 
Tree Grows in Brooklyn Betty Smith, The Piano Tuner Daniel 
Mason, Memoirs of a Geisha Arthur Golden, Fortunes Rocks 
Anita Shrieve, Da Vinci Code, Angels and Demons Dan Brown

 

Non Fiction A Complicated Kindness Mirian Toewes, Under a Tuscan Sun 
Frances Mayes, Angelas Ashes Frank McCourt, The Heart-
breaking Work of Staggering Genius Dave Eggers 

 

Technical Motor Control and Learning; Behavioural Emphasis Schmidt 
& Lee, Foundations of Sport and Exercise Psychology 
Weinberg & Gould, Principals of Anatomy and Physiology 
Tortora & Gabowski  
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EDUCATION 

Here’s what we see of 98% of resumes, something like this 

Education 

Concordia University, Montreal, BA Political Science, 2010 

 

1. You are taking up only 1/40th of a 2 page Resume or 2½% of the material. 

2. Remember:  No space: No importance! 

3. If employers are looking for a recent graduate, they want to know a) what they 
are getting and b) what is the latest, most modern things that are being taught 

4. If you simply focus on the Degree, the message is that here is a person who  
a)  spent 4 years forgetting how to work,  
b)  chased boys/girls 
c)  sat around and drank coffee… 

5. Tell them what they are getting! 
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EDUCATION UNIVERSITY 
 

   
B.A. History &  UNIVERSITY OF OTTAWA 2006-10 
   Political Science  Faculty of Arts and Science   
     (Honours) (29,000-student faculty of a 71,000-student university located at the city 

centre.  Students from over 150 countries) 
 

 Ottawa 
4 yrs: 
3.0/4.0 GPA   Led 8 group projects 
4 Science Labs, 5 group projects, 65 essays 

 

 Course % grade Class 
avg Year Course % grade Class 

avg Year  

 HISTORY     POLITICAL SCIENCE      

 19th Century Europe 82 A- B- 2008 International Relations 75 B C+ 07-08  
 Contemporary Europe 80 A- C+ 2009 Cdn Int’al Relations 73 B B- 09-10  
 Modern Espionage 74 B B- 09-10 European Politics in a  74 B C+ 08-09  
 Mediaeval Society  80 A- C+ 07-08    Global World      
 Canadian History 1600-1945 74 B C+ 07-08 Global Networks – UN,  72 B- C+ 06-07  
 History of Modern Japan 77 B+ B- 08-09    EU, ASEAN      
 Modern Canadian Politics 76 B C+ 08-09 Canadian Federalism  76 B C+ 09-10  
 18th Century Britain 73 B B- 09-10 Canadian Foreign Policy 73 B B- 09-10  
 Immigration to Canada 75 B B- 2009 Politics of Development 70 B- C+ 07-08  
 Post Col Latin America to 1914 71 B- C+ 07-08 Political Theory Plato… 70 B- C+ 08-09  
      Science       
      Sun & its Neighbours  82 A- B- 2006  
      Stars and Galaxies 81 A- B- 2007  
      Sociology 70 B- C+ 06-07  

 Extracurricular Activities  
 • OXFAM Fundraiser, designed and launched website, Volunteer 

teaching to new immigrants in community 
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 • Volunteer teaching to new immigrants in community  
 Academic Awards   
 • Queen Elizabeth II ‘Aiming for the Top’ scholarship  
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EDUCATION HIGH SCHOOL 
 

High School  CENTRAL TECH HIGH SCHOOL 2002-06 
   French Immersion  
    (French Immersion) (900-student highly academic environment located in downtown Toronto; 

rated in 2006 as Best Toronto School for Languages (Toronto Life) and 
well recognized for its French Immersion and counts author Margaret At-
wood and actor Will Arnett (NBC’s ’30 Rock’) as graduates) 

 

 Toronto 
5 yrs: 
80% average final year, 12 papers and projects 

 
 

 Course % Year Course % Year  
 Understanding Canadian Law 87 11 Int’al Business Fundamentals 87 12**  
 World History to the 16th Century* 88 11 Computer & Info Sciences  84 10  
 Cdn-World Issues: Geog. Analys.* 80 12** Computer & Info Sciences 75 11  
 Classical Civilization 85 12** Integrated Technologies 77 9  
 Canadian History 20th Century* 73 10 Info. & Commun Tech in Bus.* 66 9  
 Geography of Canada* 71 9 Physics  78 11  
 The Writer’s Craft 80 12** Science  10  
 English  82 10 Science 79 9  
 English  80 12** Anthropology, Psychology, Soc. 81 11  
 English  78 11     
 English 73 9 Functions and Applications* 71 11  
 French Literature & Grammar      12** Phys Ed 77 9  
 French Literature & Grammar      11* Dramatic Arts * 76 10  
 French Literature & Grammar      10* Civics * 80 10  
 French Literature & Grammar      9* Careers* 80 10  

* course entirely in French    ** courses were advanced placement (credit in university) 
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High School       (cont’d) 
 Extracurricular Activities  

 • Track & Field  
• Computer Club, entered 3 annual American Computer Science 

League competitions   

 
 

 Academic Awards   

 • Honours Certificate of Bilingual Studies in French Immersion 
• Certificate of French Proficiency    
• Certificate of Academic Achievement    

 

 Achievements   

 • 30th Place, 2004 among 3,000 competitors in Canada-US annual 
American Computer Science League competitions 

• Sole competitor from our school in 3 annual American Com-
puter Science League competitions 
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Now the big SECRET. How to Sell the University SKILL 

How do you sell the CONTENT of your university work as a SKILL 
 
There are many managers who no longer want to write long reports or do extensive re-
search projects, but who would be only to happy to sign the work of a new freshly-trained 
researcher-writer, YOU  
 
If you learned one thing in university it was how to listen, read, research and write or pro-
duce a project 
 
The way to sell it is to display it 
 
In your document, talk about it 
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RESEARCH PAPERS & PROJECTS 

   
Federal-Provincial    YORK U – INDUSTRIAL RELATIONS 1984 
  Relations  

‘Federal-Provincial Diplomacy – An analysis of 
Richard Simeon’s Study’ 
 
Examined consequences of powerful federal and 
provincial structures and institutions on processes 
of decision-making and policy making  
Conclusion: federal-provincial relations in Can-
ada are negotiations between 11 powerful sover-
eign authorities representing distinct regional sub-
cultures; case study: Canada Pension Plan debate 
and Quebec’s opting out 
6 wks prep, 28 pgs, A Grade  

 

   

 
This client was 3 years out of university, working as an RRSP Administrator in a trust company. He 
presented 8 similar papers. He arranged an informal Career Advice Meeting with a senior manager in 
the Office of the Management of the Budget and shipped his CV-Resume in 3 days prior. When he ar-
rived, he was offered a job. As he reported to us, the Manager said, I may not agree with your conclu-
sions but like the reasoning. We’d like to have you here. That’s when we began selling university pa-
pers in earnest. It shows what is going on in your head. That’s what you’re buying. 
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Sell your research and term papers 

   
Philosophy     U OF SASKATCHEWAN – CHAUCER  
  of Fame  

‘Comparson of Chaucer’s book The House of 
Fame and Boethius’ The Consolation of Phi-
losophy, Book II’ 
 
The 2 ultimate achievements of fame are thought 
to be immortality and greatness. However both 
concluded that fame achieved neither. Instead 
fame was found to be guilty of decdit, distortion, 
unjust change, ability and fickleness 
1 wk prep, 7 pgs, 75% grade 

 

   
   

 
This is BA English Literature graduate who wanted a job writing in Ottawa – a city 
full of writers. She displayed 10 short papers in the above format and became a 
writer attached to an Assistant Deputy Minister of Justice’s office drafting papers 
and briefings addressing some of the great justice themes.  In her case, they were 
impressed by the subject and the brevity of her work. Here is another one of hers 
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Condition      U OF SASKATCHEWAN – 15TH & 16TH CENTURY  
  of Man LITERATURE  
  

‘Is Gulliver's misanthropy on his return from 
the Island of the Houyhnhims meant to be 
taken as Jonathan Swift's personal view on the 
condition of man?’  
 
Swift did not hate mankind rather he loved it. He 
saw man affected by such vices as hypocrisy, ly-
ing, greed and malice but man is also capable of 
tremendous potential. Man's potential is to be 
achieved by a viable balance between the pas-
sions and pure reason; limit man's pride, curb his 
vices and man be comes the greatest of creation; 
5 days prep, 5 pgs. 79% grade 
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What about things I learned Out Of School 
 
LEARNING BY OSMOSIS 

 

   
Math & Music HAROLD SIEGEL  
 (Harold Siegel, my father, was initially a musician who 

later took a BSc Physics and then taught science (phys-
ics) and math; he also invented a self contained electro-
mechanical instrument that taught music theory, and 
played piano at classical ensembles hosted in our home) 

 

 Boston, Mass  
 Math: 250 hrs: 3 yrs: 4 hrs/day: tutored with Har-

old Siegel to gain entrance into the Franklin Insti-
tute 
Music: 2,400 hrs: 8 yrs: 6 hrs/wk: he accompa-
nied my cello work on the piano to perfect my en-
semble work 
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Fashion  CHARLES & MICHAEL WILSON  
   Importing (father and grandfather owned ladies mid-price con 

temporary knitwear import house; sold to chains) 
 

 Rhode Island  
 4,000 hours: 11 yrs: 

Daily breakfast and dinner conversation in-
cluded discussion of industry case studies 
over an 11-year period; worked in the busi-
ness during summers, weekends and holi-
days 
Subjects: 

 

 styles market trends import quotas  
 advertising justification of air/ freight forwarders  
 selling   sea shipments fashion trends  
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TRAVEL 

Canada Quebec Quebec City (4), Montreal* (500), Dorval* 
(200), Pierrefonds (100), Pointe Claire* (100), 
Beaconsfield (20), Baie d’Urfé (20), Laval 
(100), St Sauveur (40 ), St Jerome (10), 
Tremblant (2), Drummondville (2), Sher-
brooke (10), Trois Rivieres  

1996-10 

 Ontario Brampton (10), Mississauga (10), Toronto 
(10), Niagara (2), Hamilton, Sudbury  

 

    
United States California  San Francisco, Los Angeles (2), Monterey  2000-10 
 Connecticut  University of Connecticut  
 Florida  West Palm Beach, Miami, Fort Lauderdale (2)  
 Illinois Springfield (4), Chicago (3)   
 New York New York, Buffalo  
 Texas Austin, Dallas (*), San Antonio (1),  
    
South Asia India New Delhi (22) 1998-2009 
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VOLUNTEER ACTIVITIES 

   
University Frosh   MACDONALD COLLEGE – FROSH WEEK 2004-07 
  Leader (75-member trained group of upper class students who assist 

first year students to move in, tour the city, participate in wel-
coming events; get to know the university) 
Montreal 
3 yrs: 524 hrs 
24 hrs/day on call for 6 days, Introduced new students to 
university life in 60-resident House 
Campus tours: 4-5 residents guided by 2 tour guides: li-
brary, 10-restaurant tour; best places to study; extra cur-
ricular ‘Clubs Day’ to join associations  
Mediated potential conflicts: students not liking but 
how to get along room-mates; home sickness,… 
Frosh Activities:  5 am start to bring Frosh to events: 
breakfast; games day (against other colleges), tour of the 
city, 2 concerts; 7 parties, 3 races: cross-Toronto Amaz-
ing Race, Survivor (tasks for points),  

 

 Achievements   
 • known for getting to know students quickly and make 

them feel comfortable 
 

 •   

 
Skills:  Leadership, motivation, scheduling, client relations, coaching, counsellng… 
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PLEASURE SPORTS 

Hiking, walking, basketball, bridge 
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Travel 

    
Canada Quebec Quebec City (4), Montreal* (500), Dorval* 

(200), Pierrefonds (100), Pointe Claire* 
(100), Beaconsfield (20), Baie d’Urfé (20), 
Laval (100), St Sauveur (40 ), St Jerome 
(10), Tremblant (2), Drummondville (2), 
Sherbrooke (10), Trois Rivieres  

1996-10 

 Ontario Brampton (10), Mississauga (10), Toronto 
(10), Niagara (2), Hamilton, Sudbury  

 

    
United States California  San Francisco, Los Angeles (2), Santa 

Barbara, Monterey  
2000-10 

 Connecticut  University of Connecticut  
 Florida  West Palm Beach, Miami  
 Illinois Springfield (4), Chicago (3)   
 New York New York, Buffalo  
    

 
Travel is one of the greatest Contact Points section that touches on where people come from, where 
they had holidays, where their spouses came from; where their head offices are located of where they 
have offices or territories 
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Marketing Your Transferable Skills  
 

A major 4 Minutes’ success is having candidates identify the 16 to 25 skills that 
they use every day.  
You overlook most of your skills. Most candidates can only name 3 to 5 skills. 
You overlook the activities that you do most easily: “Oh,” we say, “That is not im-
portant, because it is so easy to do!”  
Your easy activities-skills are easy because you are using your best skills. You 
focus on the difficult things: which is often the application of your weaker skills.  
So the 10 to 15 strong, easy skills that the employer wants often disappear from 
your resumes and your discussions. The skills disappear at the very time 
when you need them most – to get the job offer! 
The 4 Minutes CV-resume quantitatively describes your Transferable Skills 
and your ‘technique’ and where you can ‘transfer’ them and apply those skills 
in other industries or companies. The 4 Minutes Transferable Skills process sol-
idly identifies your top 16 to 25 skills to: you, the candidate, and to the employer. 
This process is very motivating to you, as the candidate and it will provide the 
path to transition into your ideal job. Instructions are in your 4Minutes Transfer-
able Skills Kit 
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Take a minute to jot down what you consider  

your major skills. 
How many skills do you think that you have? 



  Minutes to the Job.com 
 

  79 

15 to 25 Skills 

Our experience is that clients function with 15 to 25 skills every day 

As an employer, to hire you sight unseen, I want to know what they are and I 
want to prove to me that you have them 

Let’s take the phrases  

“Good with people.”  

“Team player” 
What do those expressions prove?  In that form, they are not proveable. 

Can’t prove it?  I cannot hire you, unless you prove it. So we have to inter-
view you. So you cannot sell yourself sight unseen  

So we developed a method to prove your skills by quantifying them. And we 
have a complete do-it-yourself, with fill in blanks so that you can calculate 

them and put them in your CV.  Here are some of the skills, and then we will 
show you how to do one.  The list 



  Minutes to the Job.com 
 

  80 

List of Skills 

 
1. Analysis 
2. Budgeting 
3. Buying  
4. Chairing Meetings 
5. Class Training  
6. Client Relations 
7. Coaching 
8. Computerization 
9. Communications 
10. Costing 
11. Counselling 
12. Creative Concepts 
13. Debugging 

14. Designing 
15. Event Organization
16. Expediting 
17. Forecasting 
18. Group Training  
19. Hiring 
20. Instructing 
21. Inventory 
22. Marketing 
23. Motivating 
24. Negotiating 

25. On the Job Train-
ing 

26. Planning 
27. Presentations  
28. Problem Solving 
29. Programming  

30. Project Manage-
ment 

31. Purchasing 
32. Research 
33. Sales 
34. Scheduling 
35. Staff Scheduling 
36. Staff Supervision 

37. On the Job Train-
ing 

38. Strategic Planning 
39. Supplier Relations 

40. Systems Develop-
ment 

41. Teaching 
42. Teamwork* 
43. Troubleshooting 
44. Operations*…. 
45.    Cooking 
46.    Moving 
47.    Mechanics…. 
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Quantifying your Skills 
 

Analysis Analyzed 720 budgets 
(12/mth) 

Budgeting Budgeted 32 programs 

Buying  Bought $72 million of aircraft 
wing parts, $5-7 million/mth 

Chairing  
  Meetings 

Chaired 84 meetings, 2/mth 

Class Training  Trained 240 groups; 20-
25/group 

Client Relations Served 32,000 clients, 20-
50/day 

Coaching Coached 72 professionals, 
3-5/quarter 

Computerization Computerized 4 corporate 
procedures 

Communications Made 23,000 calls, 30-35/day 

 Received 40,000 calls, 40-
50/day  

Costing Costed 27 projects, $7,000-
$92 million each 

Counseling Counselled 90 staff, 2-3/wk 

Creative 
  Concepts 

Developed 6 plant process 
improvement ideas 

Debugging Debugged 17 systems, 3/yr 

Designing 
  Systems 

Designed 41 systems to 
UNIX based computer solu-
tions at customer locations    

Event  
Organization 

Organized 90 events, teams 
2-8, 25-2,200 guests 

Expediting Expedited 420 special ship-
ments, 4-6/day 

Forecasting Produced 230 forecasts 

Group Training  
  Teaching 

Trained 32 groups of teach-
ers, 5-6/group 

Hiring Hired 15 managers and 22 
staff 

Instructing Instructed 1200 drivers, 30-
40/yr, 5-6/group 

Inventory Took 7 annual inventories, 
350 monthlies 
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Marketing Developed 30 marketing 
plans, 6/yr 

 Implemented 16 marketing 
programs, 4-5/yr 

Motivating Motivated 50 staff, 2-20/yr 
 

Negotiating Negotiated 17 purchasing 
agreements, 4-6/yr 

 Managed 3 collective agree-
ments, 1/yr 

On the Job  
  Training 

Trained 32 new staff, on the 
job, 2-4/yr 

Planning Planned 22 product 
launches, 1-2/mth 

 Planned 8,500 delivery 
schedules, 5-7/day 

Presentations  Made 2,200 presentations, 
30-60 minute, 7-10/wk 

Preventive 
 Maintenance 

Implemented 1 preventive 
maintenance program 

Problem Solving Troubleshot 8-10 prob-
lems/day among 21 lines 

Programming  Programmed in Fortran on 
DLC, 5 hrs/wk; and systems 
design 

Project  
 Management 

Managed 200 projects, 1-mth 
to 2 yrs 

Purchasing Purchased $32,000,000 of 
Food & Beverage, $400,000-
$600,000 

 

Research Managed 22 research pro-
ject, 4-6 ongoing 

 Produced 15 research pa-
pers, 2-3/mth 

 Researched all 72 incidents 
pre-1997, 7-10/mth 

Sales Made 1,820 sales presenta-
tions, 2-3/day 

Sales Mgmt 
  (sales reps)  

Manage 9 sales reps 

Scheduling Scheduled 52 projects, 2-5 
ongoing 

Staff Evaluation Produced 320 evaluations, 
5/yr 

Staff Scheduling Produced 289 mthly sched-
ules, 4-8 staff 

Staff  
  Supervision 

Supervise 22 staff 
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On the Job Train-
ing   

Trained 15 staff on the job 

Strategic  
  Planning 

Developed 12 strategic 
plans 

Supplier  
  Relations 

Contacted 3,300 vendors, 14-
20/day 

Systems  
  Development 

Developed missile system 

Teaching Taught 1,935 classes, 5 40min 
classes/day 

Teamwork* Teamwork: 60% of working 
hours, 4-14 staff/team 

Troubleshooting Troubleshoot 5-7 difficulties/day 

 

Samples of Accumulated Skills… 
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Your skill in making Presentations:  
Let’s take the example of your skill of making presentations 
It’s something that every organization wants, and where have we done it: 
 

1. introduction of a speaker to a 
group 

2. 10 minute presentations to high 
school classmates 

3. a speech to 100 spectators 
4. a 2-minute song, sung to a 

group of 20 people 
5. a sermon in church 
6. piano recitals 
7. art shows 
8. readings of liturgy in church 
9. opening prayers at meetings 
10. 3-4 interventions per meeting 

as president 
11. plays you acted in 
12. thank-you for an award 

13. motivational presentations 
14. informational presentations 
15. first encounters 
16. briefings 
17. status reports 
18. image building presentations 
19. training sessions 
20. fund raising pitches 
21. artist demonstration 
22. goodwill presentation 
23. product presentation 
24. university project presentations 
25. classroom presentation 
26. high school class presentations

27. orientation presentation 
28. pre-game motivation talk 
29. multi-media presentation 
30. roast 
31. ceremonial presentation 
32. recruiting 
33. community recognition 
34. poster presentation (medical 

school) 
35. panelist 
36. symposium presentation 
37. workshop presentation 
38. roundtable presentation 
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How to Present and Prove your Presentation Skill 

  Group  MCDONALDS - YOUTH CTEE – CONCORDIA U –  1998-09 
     Presentations CABOT HIGH SCHOOL  

 41 presentations 2-50 audience over an 8-year period  
   

 McDonald’s 1 10min speech at annual staff BBQ, 50 co-workers ¼ yr 
 Youth Ctee 4 16-60min presentations: plans and ideas at annual meeting 

to 50 general members 
4 yrs 

 Concordia 2 20-30min presentation s to 10-35 colleagues 4 yrs 
    University 4 2hr marketing case studies presentations, 20-25 peers  
   Robert Hood Foods cable wire manufacturer  
   specialty chemicals mfg’er corrugated metals mfg’er  
  2 2hr marketing plans  
   San Francisco (tall ships) Agricultural Horse Show  
  10 1hr research studies to 18-20 colleagues  
   mortgage plans Clinique cosmetics  
   Francisco Bay (tall ships) baby food manufacturer   
   advertising agency mkt research consultantcy  
   accounting firm luxury cars  
  2 10-20min communications presentations: obstacles for 

women climbing the corporate ladder, to 25 colleagues 
 

 Cabot High 
   School 

16 10-20min in-class presentations: history, business,  
German, English literature to 25-35 peers 

3 yrs 

Work 

Volunteer 

School  
Presentations 
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How to Present and Prove your Teamwork Skill 

  Teamwork  MCDONALDS - YOUTH CTEE – CONCORDIA U –  1998-09 
      CABOT HIGH SCHOOL  

 2,300 hours of teamwork, over an 11 year pe-
riod 

 

   

 

 

  Client Relations  MCDONALDS - YOUTH CTEE – CONCORDIA U – 1998-09 
      CABOT HIGH SCHOOL  

 Served approx 126,000 people over an 11-
year period 
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if you have another method to 
deliver your information 

 
 
 
 

And 4Minutes has another method 
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Success – Let them know you before seeing you: 
 
a)  deliver information (marketing) and  
 
b)  ensure that your in-depth CV-resume  
     material is fully read and absorbed  
      by your line manager or  
      host executive (employer) –  

                      
                      before an interview or meeting 
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 Success – make Contact Points: 
 
CV’s have 500 to 1,000 items 
 
You only need 4 contact points  
    to be hired or to move to the next 
    unless someone else has more: 5, 10.. 
 
But which items are Contact Points? 
 
You don’t know 
 
Give yourself every possible chance 
 
The more items – the more possibilities 
   of making a Contact Point 
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Success – make Contact Points with your CV 

 
 
 
 
 
Here is how the 
 
4Minutes CV-Resumes  
create Contact Points   
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Hired Sight Unseen 
With your 4Minutes CV, the employer has the information to hire (or wish 
s/he could hire) you sight unseen (without seeing you).  
 
Your target is to ensure that you have a CV-Resume that answers all the 
employer’s needs – before the interview or meeting  
 

At all times when you send or give a copy of your 
long CV-Resume, ensure that you include your 
4Minutes short resume as well. 

 

 

 

     How to include your Thank You card in your CV-resume package 

+ 
+ + 

 
Short 

Resume + 

 
CV- 

Resume + 
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85% of an interview is VISUAL,  
11% to 13% is oral or aural (speaking and listening) 
Effective information transfer must be visual and graphic and readable 

 

Benefits to candidate: 
1. Visual 85 %: The best way for a candidate to present information to a manager is in visual format 

because there is a 85% absorption  

• Oral-aural-verbal (speaking-listening) is a weak method to transmit information.  

• The 4Minutes CV-Resume graphic presentation works doubly in your favour if you are not a 
natural presenter, or you are language-challenged and are presenting the challenge of foreign 
experience (as an immigrant)  

• At the point of where the CV-Resume is presented (prior to the interview or meeting), commu-
nication is maximized. 

2. One of many of your advantages will be : Uniqueness  
The average resume has no graphics! This makes you stand out from the competition. 
 
Ensure that your CV has graphics, from the Web 
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 Presentation – Value Yourself: and they will see value! 
When you value yourself, the person reading your CV-Resume will see that. Then they will value you. They will 
see that this CV-Resume is impressive – and that other people will be impressed. They will take you seriously. 
Value: 
 

1. High quality paper – the difference 
may be $10 per 500 sheets 

2. Colour Printing: a second col-
our (blue) increases the 
‘pick-up’ rate by 40%.  
When your CV-Resume is sitting on a 
desk, the 2nd or 3rd colour increases the 
chance of being noticed and picked up 
– and read. You need to be read. 

3. High quality front and back covers – 
the difference may be 20 cents per 
cover 

4. High quality red cerloxes: it adds 
a 4th colour – which increases the 
‘pick up’ rate by another 40%! 

5. White envelopes – not brown 

       

3 colours 
 

        

 

4 colours 

      

2 colours 
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1st Interview:  Delivery Timing 
Give them enough time to read Minimum 2 working 

days The timing of the delivery of your CV-
resume and letters needs to be very 
precise 

1. Busy junior managers and supervisors 
do not read your CV-Resume as a pri-
ority. 2nd Interview:  

Minimum 1 working day2. Senior Managers, Senior Executives 
and Presidents will find time to read 
your CV-resume. They even take it 
home! 

Informal Advice  3. The lower the manager, the less likely 
s/he will schedule time to read your re-
sume Meeting:  

Minimum 3 working 4. Your presentation and colour will 
stand out and encourage him/her to 
read your CV 

5. Your Thank You card will show your 
appreciation and encourage him/her. 
This is not a reading society. And you 
must encourage him/her to read your 
CV 

  

days 

Full working days, 
not half days 
or weekends!
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If your host or potential employer does not read your CV-Resume 
before you arrive, you have wasted all your time.  
 
Make perfect logistics the base of you entire search.   
 
Plan and schedule the time of arrival of your CV-Resume (your 
‘brochure’), Thank You cards, letters, emails.  And carefully plan 
the follow-up Phone Calls 
 
All the precise details are covered in your 4Minutes Job Search Kit 
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Timing for sending your CV-resume 
 

All of these preparation and sending actions are called ‘marketing.’ The timing of your message’s 
delivery is critical to your success. 

Try this little test of your timing 
Let us say that today is Wednesday. You have just finished a telephone conversation 
with a manager who gave you a meeting for next Tuesday at 10 a.m. When should your 
CV-resume arrive at the manager’s office? 

Circle the day that you think it should arrive 
 

 

Tuesday 
(today) 

Wednesday Thursday Friday Saturday Sunday Monday Tuesday 
(meeting) 

 
 

 
The answer is on the next page 
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The Answer:  
Today is Tuesday 4 p.m. You have a meeting scheduled for next Tuesday at 10 a.m. 
Your CV-resume needs to arrive at your host’s office 3 full working days before your 
meeting. Count back 3 days. The weekend does not count as working days. Your CV-
resume package has to arrive by 10 a.m. tomorrow, 3 full working days prior to your 
meeting. 
 
 

Tues Wed Thurs Fri Sat Sun Mon Tues 

Timing for sending your CV-resume – the answer 
 

you 
get your 

Meeting to-
day 

 (1) 
10 a.m. 

(2) non-
working 

day 

non-
working 

day 

(3) 10 a.m. 
Meeting 

 
Saturday and Sunday:  are not ‘working days.’ When you send your package, do not count week-
ends and holidays as ‘working days. 
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50% memory drop-off – each day   1. If you send your CV-resume 
too early, your host-Target 
Manager may read it imme-
diately 

2. Your host-Target Manager’s 
memory decline will begin 
immediately  

3. It drops 50% per day!  

4. Do not send your CV too 
early 

5. Optimum 3 full working days 
before your meeting 

 
Avoid:  sending your package too early 
Ideal: package to arrive 3 working days prior to meeting 
 

day 7       

 

 
 
 
 
 
 

day 6 
 
 
  
 
 
 
 
 day 5 
 
 
 
 day 4 
 
 day 3 
 day 2 day 1 
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Should I give my CV-Resume after the meeting?  No! 
 

Suppose you host-interviewer decides, “No. I do not want this candidate (you).” during the meeting. If s/he decides 
“No”, your target manager or potential employer will never look at your CV-resume. We have never heard of candi-
dates who successfully rescued themselves by sending a CV-resume after an interview.  It is too late!  Get your 
CV-resume read before the meeting. 

 

 

2% chance that they 
change their mind 

minutes

4 

after the 4th 
minute  

everything 
s/he hears re-
inforces the 
1st decision 



 100 4 Minutes to the Job.com 
 
 

  100 

If they decide “No”, they will not read your resume after the in-
terview. It must be read before the meeting. 
 
THE TV EXAMPLE: 

 
 

 

Here is an example. You 
decide to purchase an ar-
ticle, such as a TV. You 
research; you read infor-
mation to find the best, for 
the best price. You talk to 
friends. You visit stores to 
see the TVs. Then you buy 
your TV.  
After you purchased your 
TV, do you collect bro-
chures of TVs that you did 
not buy? Do you read 
about the TVs that you did 
not buy? No!  

You read about the TV 
that you said, “Yes” to. 
The employer does the 
same! 
 
 
 
 
 
 
 
 
 
When the employer has 
seen you – there is only a 
2% chance that she will 

change her decision. So 
you are wasting your time 
and energy if you hope to 
change the employer’s de-
cision with your resume. 
We are all well-educated 
here. We would not make 
a plan that only had a 2% 
chance of success. 
 
Spend your energy wisely. 
Build your CV-Resume 
and get it delivered before 
the meeting. Spend your 
time where it will be 98% 
successful. 
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“My Friend knows me.  I do not need to give him my resume.” 
Wrong.  
 
You need to give your resume and CV to your friend. Give the same first class treatment to your 
friends that you give to strangers!  
 
 
 

  
 
 
 
 
 
 
 
 
 

You may think that your friend knows you well enough so that you do not need to provide a CV-resume. No. Friends, 
acquaintances, and business associates only know us to the extent of the interactions they have with us. Similar to 
the way a mirrored disco ball reflects hundreds of images as it sparkles above a dance floor, you never get to see all 
the mirrors at the same time. Your CV-Resume will fill in the gaps. 
Your friend or acquaintance may have seen 40 facets of you, but there are 1,000 more that were never seen be-
cause you never interacted on those activities. You may think that your friend knows you but s/he does not. Even 
spouses have limited knowledge of each other. 



 102 4 Minutes to the Job.com 
 
 

  102 

Target senior managers, executives and presidents  
 

1. Senior managers will read your CV-resume. Senior managers do not have difficulty to read. 
2. The senior manager’s success is in building teams. They take the time to read and investigate 

their candidates. They made less mistakes than the junior people who are under them. 
3. The senior executive is always interested in seeing new people, for now or for the future. 
4. The senior manager rose to the top by being OPEN to people. All you need to do is get past 

the ‘Gatekeeper’ who tries to protect him/her. 
5. 95% of hiring is done directly by a Manager, Executive or President in a company or organiza-

tion. S/he finds his/her own candidates.  The executive may use the Personnel Department to do 
the hiring paperwork.  Or the Executive may follow the rules of his/her organization by having a 
‘competition.’  But a good manager will ensure that his/her candidate wins! Why? Because 
s/he will have to live with the chosen candidate. And every manager is evaluated on the basis of 
the performance of his/her staff – the ones that s/he hired.  

6. The only time that a candidate is recruited by the Personnel Department or by the Human Re-
sources Department is when the executive did not do his/her job: recruiting. It is the job of a 
manager to recruit his or her own staff.  Executives and Managers do not fail very often. They 
only need to use HR Departments or Personnel Departments in 5% of hirings. 

7. Build your strategy (CV, Resume, training, rehearsals, practice….) to get to senior executives 
where 95% of the hiring is done.  
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How to target Senior Managers and Executives 
 

1. Target and approach senior corporate management and executives who are 
not reading-challenged! 

2. In the Informal Advice Meeting approach, your 4Minutes Job Search 
Weapons Kit shows you how to reach senior managers and executives.  

3. It requires you to memorize and practice.  
4. You need to secure meetings with senior managers because they  usually 

will read all your available material if it is well-presented.  
5. Senior managers have the good habit of informing themselves for a meet-

ing, before the meeting.  
6. That is why senior managers are at the top of an organization.  
7. Senior managers make fewer mistakes because they are better informed.  
8. When you arrange a meeting with a senior manager, send your CV.  
9. The senior manager will read your CV. Why? It is his/her habit to read to 

inform him/herself before walking into a meeting.   
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 Cover Letters 
 
“I should spend time preparing my covering letter?”  

1) A job ads are written from a general company or organization ‘Job Description’  
2) The job description may have been written years before 
3) Job ads do not identify the immediate needs of the manager who is hiring.  
4) Those needs will therefore be hidden.  
5) When you write your cover letter closely targeting what is written in the Job Ad, you will probably miss 

what the manager truly needs 
6) Make your cover letter short, with the promise that the full story is in your CV and resume 
7) Ensure that your cover letter pushes the reader into your CV Resume where s/he can discover 40 to 50 

Contact Points 
     

Cover  
Letter 

or 
Application

Letter 

 

 

Your  
Resume 

& CV 

 

     
Use your letter to push the employer into your resume  
where you have control 
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Tip: When you write your cover letter: 
 

1) Use the pronoun “I” only once.  
2) The remainder should be “You.”: “You will receive…” “You have a candidate that…” “You will 

note in the attached resume…” 
3) Use the pronoun, “I” in the last sentence of your letter:  

 
 

 
 
 
I have had the opportunity to contribute to the bottom line in all my positions and pro-
jects, and look forward to doing the same for you. I remain 
 
Yours sincerely 
 
 
Jan Smith 
 
 

 
Remember, all of this work is only 5% of the job market! 
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85% of an interview is visual – dress for success 
 
Benefits:   
 
1. Your visual presentation will carry greater impact than the conversation 
2. Wear an ‘interview uniform’ that will launch and support your message 
3. If your written information was read by the host, the Interview Uniform will support your profes-

sionalism 
 
 
 
 

This Thursday there will be a seminar on Dress. Don’t miss it. 
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VISUAL support: 

     

Written Pre-Interview and Follow-up Communication – 
has 80% impact 

Good 
Visual 
Control 

Thank You card 
CV-Resume 
Short Resume 
Follow-up Thank You card 
Interview Suit 

 Little  
or No 
Visual 
Control 

Speeches 
Questions 
Arguments 
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Benefits:  
1. In a busy hiring executive’s life, verbal-oral-aural communication has small impact 

2. Written pre-meeting and post-interview Thank You cards, letters and  
emails have high impact, more effectively carry messages of your interest and 
thanks 

Thank 
You 

 

3. With detailed debriefings with your advisor or with help from your volunteer proof reader 
immediately after meetings or interviews – your letters can be structured to cover any weak-
nesses or mistakes that you make at an interview or meeting 
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Personnel Depts and Human Resources Dept or Managers 
 
1. The line manager (executive, president, manager) recruits his or her own candidates in 

95% of the cases. Therefore, you need to access managers directly 

2. When the manager fails to recruit an employee, s/he goes to the Personnel Department. 
This occurs 5% of the time 

3. When the Personnel Department becomes involved it is often because the position is va-
cant. It may have been vacant for a number of weeks or months. Therefore, the company 
wants someone who has done EXACTLY that job before 

4. You will find almost impossible to get a job through the Personnel Dept because you did 
not do exactly that job before – but it is only 5% of available jobs 

WHAT TO DO? 

5. You need to visit managers to ‘chat’ with them.  
a)  When they are NOT recruiting, or  
b)  When they ARE recruiting quietly – and did not tell anyone 
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110 
 
 

1. The Method for your Job Search 
222..   BBBuuuiillddd      
your new CV-Resume, aanndd your Short Resume 
your Interview Presentation 
learn your Phone technique and your Interview tech

prepare your PAD to use in the meeting and practice it 
prepare your Answering Questions at an Interview (12 answers) 

3. DDeecciiddee  
the job you want, pick 10 companies you would like 

4. PPPhhhooonnneee 
make a phone call to a manager in the companies that inter-

est you  
5. CCChhhaaattt: Arrange an informal 15 minute ‘chat’ for advice 
6. SSSeeennnddd your new CV-Resume 3 days ahead of the meeting 
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10. AAAssskkk the manager where s/he suggests that you go to get closer 
to doing what YOU want to do, or  
TTTaaalllkkk about the job that s/he offers you  

12. GGGooo   tttooo   mmmeeeeeettt the people he/she 
sends you to, using the same 
method 1 to 10 method 

9. UUUssseee your Pad to ask the ques-
tions at the meeting 

11. SSSeeennnddd him/her follow-up 
cards and letters 

8. MMMaaakkkeee   a   3½ minute presenta-
tion 

 
 

7. GGGooo   tttooo   ttthhheee   mmmeeeeeetttiiinnnggg in your  
Interview Uniform 

Thank 
You 
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A Job Offer 
 

Day 
          

 
         

    Advice Meeting     

       
         
         
         
         
         
         

1          2          3         4            5           6         days  

3 days 
prior to 

Meeting, 
your CV-
resume 
arrives 

Arrange 
Advice 

Meeting 
6 days 

4 minutes 3 days Discusses 
job offer 

Meets, 
evaluates 

and 
likes you 

Reads 
CV, 

needs 
you 
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Where should I start to choose companies? 
 
1. Research, Research, Research: with friends, 

acquaintances, colleagues, the web – but not 
too much: when you visit your target  
managers, they will help you by providing re-
ferrals and suggestions 

2. Choose the companies that have the same 
kind of product, service, where want to go, or 

3. Choose companies that are close to those that 
you are interested in 
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7. Find a Canadian proof-reader for your CV, Short resume, and your let-
ters 

8. Use Thank You cards – they are shorter and have more impact 

2. Focus on your colleague Managers, they will meet you 

5. Research the jobs where you used your skills before 

3. Meet Managers, not Human Resource Departments 

13. Make up a Career Advisory Group to consult with 

6. Learn to use the phone script to obtain meetings 

ake an in-depth CV and a Short resume  

12. Use the Pad in the Interview or Meeting 

9. Always dress in your interview uniform 
10. Practice your Handshake – eye contact 

14. Follow-up with interviewers or hosts… 

 

1. M
THINGS YOU NEED TO LEARN: 

11. Make an Interview Presentation 

4. Go for ‘chats’ - not interviews 
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There are many more tips, these were just a few 
There are 27 sections in the CV-Resume Kit 400+ pages 
There are 40 skills in the Transferable Skills Kit 300+ pages 
There are 1,560 sections in the Job Search Kit 400+ pages 
 
The 4 Minutes System and Do-It-Yourself Kits 
The 4 Minutes System is delivered through 7 instructional kits. 
 Authors, 4 Minutes to the Job by McGraw Hill-Ryerson, Toronto (a bestseller) originally a 270-page book is now 

available in 1,400 pages of workbook kits:  
 7 instructional do-it-yourself kits complete with illustrations and examples with online assistance:  

1. CV-Resume Instruction Kit 1 + hardcopy or Word-based computer information entry form 
2. Transferable Skills Kit 2 + hardcopy or Word-based computer information entry form 
3. Interview Presentation Kit + hardcopy or Word-based computer information entry form 
4. Answering Questions at an Interview Kit + hardcopy or Word-based computer information entry form 
5. Job Search Weapons Kit  includes dressing for success 
6. Salary Negotiation Kit + hardcopy or Word-based entry form 
7. Success Tracker (daytimer) 
 

 All services are a combination of the candidate’s personal preparation work.  One-on-one editing, training and 
coaching are available. 

Document preparation is offered in-person or long-distance for the: (a) detailed CV marketing document, (b) short 
resume, (c) interview presentation, and (d) preparing answers to 14 interview questions; including videotaped simu-
lations. 

Learn more about Geoffrey Lalonde and 4Minutes at www.4minutestothejob.com 

http://www.4minutestothejob.com/


 117 4 Minutes to the Job.com 
 
 

  117 

Closing note  

 
As you can see there are many things that you can do to improve your ability to get your story 
across. There are at least 40 hours of work to do the CV-Resume. I know what it is like. I did it 
myself. 
 
We have spent over a million dollars and 13 years to turn our 9 4Minutes instruction kits into 
inexpensive easy-to-understand do-it-yourself documents that people across Canada and 
other countries do by themselves.  
 
The kits are available for $50 in PDF format from our website.  
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NOTES: 
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4Minutes Tools: Benefit to you,  

You only need to speak for 90 seconds or 1½ minutes:  

The employer does not have time to absorb information during the first 15 sec-
onds to 4 minutes of the interview to influence the hiring decision 

 
Therefore the spoken interaction is not so important,  

if you have another method of delivering your information 

(1) (3) (5)(4)(2)

You only need to speak for 90 seconds 

60  
seconds

1½
minutes 4 minutes 

2% chance:  
change of decision 

1½  
minutes 

For your 
host 

 to speak 

after the 4th minute, every- 
thing they hear  

reinforces their first decision

For you 
 to speak 

To get 
in the door

and sit 
down 

employer or 
host 
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Misconceptions: 
 

“Managers want short resumes”:  Wrong.  
Human Resources Departments and Personnel Departments want short re-
sumes. Managers want long resumes.  They want to know everything about you 
– and are happy to have a long, well written, interesting, exciting, clear, accurate, 
understandable document 
 
“Personnel Departments do the hiring”:  Wrong.  
Managers hire. Personnel Departments collect the candidates and manage the 
process 

1. receive the resumes  
2. match candidates to the job descriptions 
3. verify information on the candidates 
4. do a first screening (interview) 
5. do credit reports 
6. call former employers to check references… 

 
And then they give the manager the final choice!  Go to see the  
managers. 
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Your job search is a series of very carefully timed steps 
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Patterns are dangerous in your Uniform 
50% chance that an employer will subconsciously HATE any pattern that you 
may wear  
– do not wear patterns to an interview or meeting: 

Reactions to a Pattern 

 
  

40% love it 20% neutral 40% hate it 

Research has shown that where you do a test of patterns (polka dots, stripes...), any kind of 
design on your cloth or material will provoke a reaction: 40% of viewers will hate it, 40% will 
love it, and 20% will be neutral. To be very safe, wear solid colors. This will take you another 

step into your desired job and salary you deserve. 
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Learn more on dress for success and the interview uniform at:  

123 

 
www.4minutestothejob.com and click Interview Dress on the left 
navigation bar. 

85% of an interview is visual – dress for success 
Benefits:   
 
4. Your visual presentation will carry greater impact than the conversation 
5. Wear an ‘interview uniform’ that will launch and support your message 
6. If your written information was read by the host, the Interview Uniform will support your profes-

sionalism. Canadian employers want to see that  

 
 

 
 

http://www.4minutestothejob.com/
http://www.4minutestothejob.com/TW/Int_Uniform.htm
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The ideal interview uniform 



 125 4 Minutes to the Job.com 
 
 

  125 

Interview ‘Uniform’ 
 

Men 

 
1. solid navy blue suit (no patterns, 

stripes) 
2. solid white shirt (no patterns, 

stripes) 

3. solid red raw silk tie (no pat-
terns, stripes), or 

4. solid navy blue raw silk tie (no pat-
terns, stripes) 

 

Ladies 

 
1. solid navy men’s-style blazer (no pat-

terns) 
2. solid  pale yellow or cream blouse with 

button-up collar (no patterns) 

3. solid navy skirt (with 3 pleats on either 
side of the center point if possible) 

4. solid red scarf (no patterns) 
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Contrasts:  High Contrast = High Precision 
 
 
 

shirt suit  shirt suit  shirt suit 
 
 
 

       

(1)    (2) 
 

Dark suit with dark shirt-
blouse:  
very low contrast:  
     very low precision 

 Dark suit with medium 
dark shirt-blouse:  
low contrast:  
    low precision 

 Dark suit with light  
shirt-blouse:  
high contrast:  

     high precision 
 

1. When you wear a dark shirt with a dark suit you decrease the contrast - and 
decrease the precision.   

2. Men: wear the highest contrast possible - white shirt with a navy blue suit. 
Women: wear a cream or off-white shirt or blouse with a navy blue suit. This 
will project high precision and accuracy as a visual image in the 4 Min-
utes of your Interview or Meeting 

There are many more details about your Interview Dress in your 4Minutes Job Search Kit 
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Advertising Quality 

Advertising Agencies 
have an average  

13 people  
proof-read an  

advertisement before 
they release it.  

 

You can do it too! 

Your CV-resume needs to be of advertising quality 
and presentation.  
Quality – Perfect spelling and grammar  
Many of your resumes and letters that I read last week 
had grammar and spelling errors. Find an English 
friend or colleague or neighbour. The employer is look-
ing for mistakes to prove that you are not ready to join 
the Canadian workforce!  The first place s/he will find 
the proof is in your grammar and spelling errors. 
Particularly, I found places where the present was 
used instead of the past tense, and singular was used 
where the plural should have been used.  
Advertising Agencies have 13 people proof-read an 
advertisement before printing it.  
The last two people are clerks – they usually find the 
most errors! You can do the same. 

Warning: The employer 
is looking for mistakes!  

 
It gives him/her an easy 
excuse not to hire you. 

Note: Canadians generally have very poor gram-
mar. It is the fault of our educational system. But 
they are not afraid to find simple errors in the work 
of others!  Your computer spelling and grammar 
checker will not find everything – it needs human 
help. 
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