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Tino Sequeira, Freelance Technical Writer

The following are 12 steps to help you get your dream job:

Step 1: Make a list of companies that you would like to work for and in the area that you would like to reside.

Step 2: Go to the local library and get a directory of businesses. You can ask the librarian and they will assist you. From the directory find out the following information on those companies that you listed in Step 1 above and enter them in your notes (use a notebook or a spreadsheet on your computer):

· Mailing address

· Name of the President, CEO or Top Executive

· Email address of the Executive

· Phone number of the Executive

Step 3: Research those companies on the Internet and find out as much information about the company and the executives as you can. You will need this information to ask questions during your meeting with the Executive.

Step 4: Prepare an introduction or cover letter.

Step 5: After sending the above letter by email and by snail mail, wait for a few days and call up the Executive's assistant. Draw his attention to your letter and request a meeting.

Step 6: If you are not successful in speaking to the Executive directly, explain to the secretary that you will be sending a follow up letter/email to the Executive. At this point leave your telephone number with the secretary.

Step 7: Wait up to 15 days and if no one calls you back, make a note in your diary and send another follow-up.

Step 8: Go to the next company on your list you gathered in Step 1 and follow the same steps.

Step 9: When you do get a meeting with the Executive, go to the meeting in proper attire, if possible a business suit. Remember, first impressions count and since you hope to get an interview, you should dress accordingly.

Step 10: Prepare a series of questions in advance based on your industry and practice asking those questions in front of a mirror.

Step 11: At the end of your meeting with the Executive do not forget to ask if he has any questions for you.

Step 12: When you return home, do not forget to send a letter/email outlining what you can do for the company and thank the Executive for sparing the time to grant you a meeting.

If you follow the above steps persistently, within two to three months you could be granted a proper job interview with the company that you want.

Good luck on your job hunting!

