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RESUMES AND JOB APPLICATIONS

In today’s competitive job market, a well-written resume is one
of the most important factors in getting your foot in the door and
on your way to landing the perfect position.

Your resume needs to be concise.

Potential employers will not read through pages on every job
you have every had. They are looking firstly to see that you
have the qualifications they require then information on work
consistency, willingness to train, and what skills, experience and
personal attributes you will bring to the position.

At we can put together your resume
based on this proven formula and retain it on file for you to be
easily updated when required. We can assist with letters of
application, key selection criteria etc; put together in a
professional format for potential employers.




Will you reach your next goal?

1) At critical moments of decision, do you usually
think about why you want the goal , giving you
the strength to make the right decision? Is
making the right choices in the direction of your
goal easy?

2) Do you often visualize yourself as already
having attained the outcome , seeing and feeling
success in advance, as opposed to worrying
about things not working out?

3) Are you incredibly determined to succeed,
completely willing to make even dramatic
changes in your lifestyle to reach your goal?

4) Do you really, honestly feel confident that
you'll reach your objective  in the time you've
given yourself?

5) Are you totally committed to continuing the
daily actions , both big and small, that achieving
your goal requires?

6) Are you truly enjoying the challenge of
reaching your goal? Is it fun as opposed to feeling
like you're pushing yourself into doing something
unnatural that you dislike?

7) Are you taking all the time that's required to
learn the new skills and/or steps necessary to
reach your goal?

8) When set-backs and delays occur do they feel
tiny and insignificant, not slowing your belief and
progress at all?

9) Do your little daily "victories" make you feel
like continuing the quest for your goal? Does each
right decision and action feel important and keep
you motivated to forge ahead?

10) Do you find it truly easy to give up your
habits or the things associated with your old way
of doing things?

11) Are you at complete ease with accepting the
new life, habits, routine or responsibilities
associated with reaching your goal

Prosperity
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Mirrors can be used wisely in your
business. For example, a mirror hung
by the cash register symbolises a
doubling effect, thus it signifies the
doubling of turnover. Hung on the side
walls signifies the doubling of stock
and customers. Full length mirrors are
advised in this case as smaller mirrors
will signify cutting the customer in two,
bringing bad luck. Avoid hanging a
mirror on the back wall unless it is not
visible from the entrance, as this will
reflect the Chi entering the store. Also
take care not to reflect bathrooms or
staircases.

Desks can be energised with objects
that symbolise the five elements to
attract work luck. Here are some
examples:

North: Your cup of tea or coffee
Northeast: A crystal paperweight
Northwest: Your computer terminal
East: Fresh flowers

Southeast: A small green plant
South: A desk lamp or something red
West: Golden Ingot

www.all-about-feng-shui.com.uk
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Email has been beneficial to us all in many
ways. It's a wonderfully quick way of delivering
a message. It helps us to answer on our own
time--no telephone tag, or waiting on hold. Plus,
it's extremely cost effective. You can basically
send email to friends and family worldwide, and
pay nothing more than a monthly fee. However,
there is a price to pay. Just like paper clutter,
email could easily turn into virtual clutter. Now,
in addition to having a mountain of paper, many
people have an enormous amount of email to
plow through each day. Here are a few simple
tips to help keep it under control.

Check and manage email on a daily basis.

Schedule one or two consistent time periods
each day to go through your email inbox. Get rid
of as much email as you can each day. If
possible, don't go to bed at night before clearing
out your email inbox.

Take action. Just as it's easy to paper

shuffle, it's also simple to 'email shuffle." Try to

take action on each email you open.
First, skim the subject lines and immediately get
rid of email that you don't need. A high
percentage of email can be deleted without ever
opening it
Second, open each message one by one. If there
are any that can be answered immediately, do
so. Usually, the message can then be deleted. Be
brutal here. Again, most messages do not need
to be kept after the action has been completed.
If you 'truly’ need to save a particular message,
file it in a computer folder. A computer folder is
simply an area in your email program where you
can ‘file' email messages into ‘folders' so you
don't have to print the out, but they're easily
accessible when you need them.
Categorize these folders, just like you would with
paper folders. For instance, if you like referring to
some regular newsletters you get, make a
computer folder for each of them. The name of
each folder should be the name of the newsletter.

Take advantage of filters. Some email

programs come with an option which allows you
to filter your messages. Check with your email
provider to determine if you have this option and
how to take advantage of it. There are two
common reasons that you might want to use
your filtering capabilities

Quickly storing emails you want to reference
later: Let's say you get an email report every day
from a co-worker that lists some numbers that
you may need to reference, but you don't have to
look at on a daily basis. You can filter email from
that particular person directly into a computer
folder. Then, when the person sends you the
email report, it will automatically be moved into
the folder you have set up.

Quickly getting rid of email you don't want: |
recently was getting was getting email messages,
from a specific email address,
that were unsolicited. After determining that it
was impossible to get off this list, | decided to
filter any email from that particular person right
into my ‘deleted’ mail folder. Now, | never have
to deal with it. Very often, you can filter by
different variables, such as sender, subject line,
messages with attachments, and so on.

Stories, jokes and email hoaxes. Stories,

jokes and email hoaxes are constantly being
forwarded throughout the Internet. Some people
really enjoy receiving these types of messages.
Others don't have the time for them. If you don't
have the time to receive such email, tell the
senders that you'd prefer not to receive them
anymore. It's not being rude. Simply tell the
person that you're happy to receive a personal
note from them, but you don't have time for the
other types of email.

Don't stay on lists that are not helping you.

Be particular about the newsletter lists you sign
up for and remain on. The lists you should be
on are the ones that benefit you in some shape
or form.

Print with caution. If you like printing a

particular newsletter to read from your comfy
chair in another room, that's fine. However, be
careful about printing every single email you
get. You don't want to double the problem by
duplicating your email clutter into paper clutter.
Remember, you can store email in folders on
your computer. Yes, they'll take up some room
on your computer, but at least they won't begin
to clutter your home and your office too

by Maria Gracia - Get Organized Now!

Want to get organized? Get your FREE Get Organized Now! Idea-Pak,
filled with tips and ideas to help you organize your home, your office and
your life, at the Get Organized Now! Web site
http://www.getorganizednow.com




