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A recent study by Pfeffer and Sutton, presented in their book "The Knowing—Doing Gap," found that
when 1,000 employees in various types of organizations were surveyed, it turned out that most
workplace learning goes on "unbudgeted, unplanned, and uncaptured by the organization." Up to 70%
of workplace learning is informal, say these researchers.

This type of learning takes place informally as workers interact, do their jobs, and discuss things
around the coffee machine.

Most of us know how to do our jobs, but how to maneuver them in the particular company we're
working for, where to go for help, knowing who's likely to sabotage, who has the boss' ear, who 'really
runs thing' —— this kind of vital information get passed around through the grapevine. It isn't covered in
the policies and procedural manual, and doesn't come up in training sessions.

It's important to know how to learn informally on the job and it's important not to underestimate the
importance of it. Keep your hand on the pulse of the organization if you're the boss, and stay in the

loop if you're an employee. This sort of EQ —— emotional intelligence —— is usually more important to your

career and your ability to run your business than your 1Q, and it isn't covered in the text books.
Susan Dunn is a personal and professional development coach working in the areas of strengths,
emotional intelligence and inner work. Visit her on the web at http://www.susandunn.cc

The Resume: What It Is And How To Use It

By Earl Bestman

The resume is something that everyone has heard of, but few people actually know what it is
supposed to do.
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First off, let me say that it is a part of the job—hunting process that is much misunderstood. Many people
think that a resume is nothing more than a list of a job—seeker's qualifications and experience. And a
full list at that.

Many job—hunters just write down everything and anything they know or have completed a course in,
hoping that the employer will find something appealing in the mass of facts presented. This is a
common misunderstanding, and nothing could be further from the truth.

The first rule to remember in any communication to do with business, and especially job—hunting, is to
be brief. Take it as read that anyone with a job is busy. Very busy. Especially people working in the
personnel department. In the bigger companies they often have hundreds of resumes to plough
through. And the last thing they want is to come in the office on Monday morning and be faced with a
resume that is half way to being a novel.

So to repeat: be brief. Or as brief as possible.

The whole point of the resume is not to get a job, but to get a foot in the door. In other words: to land
an interview. Nothing more.

A resume which gives a succinct taste of the candidate's experience and qualifications is much more
likely to succeed in landing the all-important interview than is a resume consisting of pages and pages
of irrelevant facts.

And this is where a professional resume writer really comes into his or her own. A professionally
written resume will stand a candidate in much better stead than one hastily written by the candidate
himself.

A professionally—written resume will take the candidate's experience and put it in the best light for the
type of job being applied for. This makes the employer's job much easier, and gives the candidate a
sense of focus.

A good resume gives a definite advantage in the ever—competitive job market.

Once the resume is written, of course, there's the interview to cope with. But with a great resume in
front of them, that part of the candidate selection process becomes all that much easier, for
prospective employer and prospective job candidate alike.

Earl Bestman writes for

, a resource for those seeking to write a better

resume and improve their job hunting skills
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