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The Philosophy Behind HIRED!
he fourth edition of HIRED! was written amidst the greatest economic
upheaval in more than 70 years. When the American and worldwide

economies will eventually settle and what they will look like are anyone’s
guess. Yet with all this tumult, one thing is certain. The rapid rate of change of
work and life will continue. And workers need to be able to change and adjust in
such an environment in order to survive, much less thrive.

In this context, this book’s continuing focus on a holistic approach to
career–life planning is more important than ever. Incorporating life-planning
issues with the techniques of the job search process, HIRED! is a resource that can
be used in multiple settings with diverse audiences. Students in career planning
courses at a variety of institutions (community colleges, vocational and technical
programs, four-year universities) will benefit from this comprehensive and practi-
cal guide. Due to the wide scope of the audience, the authors have used a variety
of examples that reflect the breadth of career areas that students might pursue.
Additionally, HIRED! can also be used by individuals who are not enrolled in an
academic institution but who are eager to engage in the process of career–life
decision making. Finally, HIRED! can be used in nonacademic programs by train-
ing professionals, facilitators, and others in business, industry, and nonprofit
organizations.

HIRED! focuses on helping students develop an ongoing, flexible portfolio of
information about themselves and their work to prepare them for satisfying and
productive lives in an ever-changing world. The fourth edition provides informa-
tion on the changing nature of work—including the new economic and
marketplace trends, threats, and opportunities—and enables individuals to
actively explore how to thrive in these fluid and dynamic environments.

Students graduating in the twenty-first century will likely be affiliated with
multiple work situations throughout their lives. Some workers will “job hop” fre-
quently to seek out new and rewarding opportunities. Other workers will be
forced to seek work or retrain after involuntarily losing their jobs. In fact, the
average amount of time spent with a current employer for workers ages 25 to 34
is less than three years. Many career experts contend that the average young
American will hold 10 to 14 different jobs in the 20 years after he or she gradu-
ates from high school. The days of the traditional, loyal employee staying with
one equally loyal employer are long gone.

Academic preparation is also undergoing change within the current eco-
nomic climate. The Bureau of Labor Statistics estimates that two-thirds of jobs
created through the year 2016 will require not a traditional four-year or higher
degree, but rather a two-year associate degree or vocational or on-the-job train-
ing, or both. This is a very different career success formula from in the past.

xv
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HIRED! is designed to help individuals navigate in these turbulent times of
change and transition. Readers will learn how to develop their own portfolios to
help them organize information about themselves and the world of work as they
manage work–life transitions in the future. In uncertain times like these, every
person must take responsibility for his or her career.

HIRED!also helps readers build their confidence and address these changes
in work. This textbook is filled with exercises and examples to assist students in
their journeys. The exercises build knowledge and skills through “doing.” In
turn, this “doing” through writing activities leads to greater understanding. One
of the goals of HIRED! is to motivate you to become personally responsible for
your life and to become an active participant in its process.

This textbook is a hands-on manual combined with a portfolio that you create,
which provides for the ongoing task of organization for job hunting and life plan-
ning. HIRED! encourages readers to view their career/life holistically, with “paid”
work as just one of several roles. HIRED! invites readers to explore those other roles
in life and develop a balance across roles. This whole-life approach will help readers
make well-informed decisions and focus career decision making as a lifelong process.

The four units of HIRED!—Discovering Your Authentic Self, Creating
Opportunities, Selling Your Talents, and Balancing Your Career and Personal
Life—are designed to interact with one another. Each unit allows you to practice
what you have learned in the preceding unit. Each includes exercises that will
provide you with the opportunity to think critically about the issues presented.
Finally, each unit serves to build expression, inspiration, and direction.

What’s New in This Edition
he fourth edition of HIRED! offers these new features:

■ Expanded student profiles within each chapter including a traditional-age
student and a nontraditional-age student. Readers will have the opportunity
to consider the issues each student faces and better apply them to their own
career situations.

■ Second, a stronger emphasis on practical exercises for career determination
and job search has been added. The new features “What Employers Want,”
“Are You Prepared?,” “Do You Measure Up?,” and “Goal Setting” are all
focused on helping the reader address real-life career and job issues that will
help them set goals and take action more quickly.

■ Third, updates on job search skills, including new and more comprehensive
examples of resumes and job search correspondence, have been added.
Discussion of the role of technology, primarily e-mail and Web sites, for the
job search process has been expanded.

■ Fourth, the role of online social networking in the career planning, network-
ing, and job search process has been added. While this phenomenon continues
to develop, we have added the cross-cutting uses of these online sites and
advocate their importance in every student’s career and job process.

■ Fifth, financial planning has been expanded and focuses more specifically
on practical issues faced by traditional and nontraditional students.

xvi PREFACE

T

A01_STEB3259_04_SE_FM.QXD  3/25/10  9:03 PM  Page xvi



■ Sixth, how to develop and use a portfolio has been streamlined for ease of
construction.

■ Finally, updated statistics and information on workforce demographics,
employee skills, coaches and mentors, career resources, Web sites, and other
workplace trends have been incorporated.

The HIRED! System
he goals of Unit One, Discovering Your Authentic Self, are awareness
and direction: knowing what you want to do, what you have to offer, and

where you want to go with your life–career planning. As you complete the
exercises in this unit, you will be motivated to move into the detailed work of the
next unit.

The goals of Unit Two, Creating Opportunities, are expression and creation:
capturing who you are and your experiences on paper. Completion of this unit
prepares you for the action of Unit Three.

The goals of Unit Three, Selling Your Talents, are implementation and
realization: planning and executing the step-by-step job-hunting process. Once
you have achieved these goals, you will be on your way to realizing the career and
life-fulfillment goals presented in Unit Four.

The goals of Unit Four, Balancing Your Career and Personal Life, are growth
and harmony: continuous learning and wholeness. Establishing balance and har-
mony throughout your life brings you back, full circle, to Unit One, Discovering
Your Authentic Self.

HIRED! and Your Portfolio
hile reading HIRED!, you will begin to create two portfolios. Use these
portfolios to learn more about yourself and the world of work and to

prepare for your job search and your future career:

■ A textbook-based portfolio. This portfolio will be a collection of text exer-
cises, writing samples, and other materials that you complete while reading
each chapter. These activities allow you to record a wide range of personal
and professional information that will prepare you for your job search. You
will want to use a three-ring binder or folder to organize your materials. Look
for the icon of a folder accompanied by the word “portfolio”—this is your cue
to complete the exercise and add it to your personal portfolio.

■ Your job-search portfolio. Beginning in Chapter 5, you will learn how to
develop a professional portfolio. This portfolio will be flexible, expandable,
and portable. You will use this portfolio in your job search process, includ-
ing the resume-writing and interviewing steps. The job-search portfolio will
be a collection of essential documents that demonstrate your key skill sets.
These documents will offer evidence of the value you bring to a potential
employer. In some cases, an exercise that you use in your textbook-based
portfolio may also be used in your job-search portfolio (for example, your
resume).

PREFACE xvii
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As you begin your journey into HIRED!, relax and enjoy the creative energy and
awareness developed by doing the exercises. Apply the new knowledge and skills
to all areas of your career and life. Enjoy the journey!

xviii PREFACE
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