
Everyone is used to sending or receiving traditional items in the
job search process. The resume and cover letter is standard fare
for everyone. Why not consider some less traditional items,

such as the two-sided personal business card and/or the letter of
introduction?

Here is a common scenario for many professionals. You are seeking
a position that pays you what you are worth. You are at a major con-
ference that is full of essential players. Attendees include people from
at least six companies where you would love to work! You are talking
with these people, and at the end of the conversation, they hand you
their business card and you give them your... What do you give them?
You cannot just give them your resume. You may as well have a neon
sign over your head flashing JOB SEEKER.

PERSONAL BUSINESS CARDS

Personal business cards are back in fashion. The way that people
perceive you is a major factor in your success and getting to the
decision-makers. If you hand them a resume, you are viewed as a
job seeker. If you provide them with your two-sided business card, you
are at the level of the networking professional. I began using this con-
cept in the early ‘90s when engineering professionals would hire me as
a career coach. An overwhelming majority of these people found good
employment applying this tool.

Regardless of your employment status, this is the way to go. You are
using your own resources, not your employer’s. In addition, you want
to be called at home, not at work, to maintain confidentiality.

This card is a mini-resume. The front of the card has the identifying
information—name, telephone number (include cellular telephone if
needed) and home e-mail address. Give yourself a generic title based
on function (Customer Service, Web Development, Project
Management, Business Analyst, etc.) The back of the card contains 4-
8 bullets of your best skills/qualifications as a mix of technical abilities
and workplace competencies. You simply pull the best items from your
resume and adapt to bullet format. If you are a student or new gradu-
ate, include a category of “Trained in” or “Relevant Coursework.”
Many times, current training will be desired or accepted as a substitute for
experience. You are not reproducing your resume; you are providing just
enough information to generate interest in you. The purpose is to obtain a
meeting with a decision-maker so that you can supply the details.

Use of graphics is advised, but be conservative, gender-neutral, and
avoid clutter. Use of certain colors is also gender-based. The “feel” of
the card is also important. Visual and tactile are the two modalities used

for business cards. Do not skimp on the quality of the paper. You need
to go to Office Depot or Office Max and ask to feel the stock before you
make your purchase.

Do not print 1,000 cards; you can keep this low volume. Run off
10-15 cards and get comments from individuals you trust. Since all of
this is on your disk, changes are easy to make. Do not print up 100
until you have an effective card. A good card for an established profes-
sional can have a “shelf life” of 3-5 years. Students’ or new graduates’
cards are only good until you find that first position or move. If you
are a new graduate, find out if your college or university maintains
your school e-mail address after you graduate. You may be able to use
that for consistency.

LETTER OF INTRODUCTION

This is an alternative to the standard cover letter. It is a “stand alone”
document or it accompanies your business card. It is as simple as the
title indicates—an introduction for you. The purpose is to use 2-4 items
in your background that are related to their business or employment
needs. Obtaining the person’s name and title are very important when
using this tool. You want to make sure that the decision-maker reads the
letter. A critical item in this letter is that you are requesting a meeting
with this person (telephone conversation is an acceptable option).
Remember to use the word meeting (not interview) in your request.
Again, you want the advantage of the professional having a business
discussion with another professional.

The letter of introduction is the most effective tool for very experi-
enced professionals or upper management levels. Not only would you
use it to get to CIO/CEOs, but also for those people in your networking
circle. It provides enough information to help them in effectively
targeting their assistance.

Using the letter necessitates a telephone call follow-up. Well, do
it! Indicate in the letter that you will call later in the week to follow
through. They will be expecting your call, and you will increase
your chances of success. The enclosed business card provides an
added incentive.

CONCLUSION

These items are not standard practice. The only other reference I
have seen on this concept was an article published in TechRepublic’s
e-magazine in February of 2002. Right away, you are separating yourself
from the herd. You are not being lost in the shuffle due to competition
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in this current employment market. Currently there are more job seekers
than there are good jobs. You are also displaying a desired skill
required today, a personal application of basic business skills.

You need to employ every advantage that you can to reduce your
failures and achieve success. The business card is also essential in net-
working. Provide two for your contacts; they can keep one and pass the
other along. Using your resume in this manner is just not practical. You
run the risk of “over papering” the market and becoming less effective.
Step out of the box occasionally. Think of other people who can help
you besides your technical contacts. You should always keep a few
cards in your wallet. You never know whom you will be standing in
line with at the grocery store, post office or DMV! If in your conver-
sation you uncover important information, give them your card. You
will be surprised at the connections a total stranger may have. Finding
other people who will assist you in the job search reduces the wear and
tear that you may experience in this process.  

Questions or comments? Please e-mail editor@naspa.com.

Kathy Bornheimer is the director of career services at Bryant & Stratton College
in Milwaukee,WI. She can be reached at kmbornheimer@bryantstratton.edu.
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