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Top 5 Tips for Your Total Career Satisfaction 

 
For an average person, we spend more than 30 years in our 
career. 
 
Don't you think making your career a satisfactory one being you 
number 1 concern? 
 
1. Do What You Love. 
 
If you love what you do, you can enjoy the process. That is, 30 
years of enjoyment. When you enjoy your work, you can do it well. 
A career counsellor or a career coach can help you identifying your 
career interest. 
 
2. Decide Your Next, Next, Next Job. 
 
If you aren't those who like to have a full career plan, then think 
about what will your next, next, next job be. What do you want 
from that next, next, next job? What kind of work do you prefer? 
Salary? Status? Industry? Small or Large Corporation? Self 
Employed or Start Your Own Business? When will be your next, 
next, next job? 
 
3. Be Self Employed. 
 
Even you are working for others, think of yourself being self 
employed. Don't rely on others to help you developing your career. 
You are on your own. 
 
4. Networking. 
 
I don't think I need to tell you how important networking is. When 
you have a great network, you can gather information easier to get 
your job done. You network can even get you a new job when you 
need one. 
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5. Update Your Resume. 
 
Even you do not want a new job now, you still need to update your 
resume every 6 months. When you just can't find anything adding 
to your resume apart from that 6 months' additional working 
experience, you are wasting your last 6 months without enriching 
yourself a single bit. 

#################### 

This article is written by Dr. Keith To, Certified RCC Instructor of 
the Worldwide Association of Business Coaches and Certified 
Trainer of the Association of Coaching and Training. Want to get 
more free information about your career and career coaching, go 
to www.CareerCoachCertification.com. 
 
Or go to Dr. Keith's homepage, www.keithto.com for more 
personal development articles. Dr. Keith can be contacted at 
keithto@ECoachSystem.com. 
 
You are welcomed to circulate this article to anyone you like. But 
you must not change anything and must include the above 
information of the author. 
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Are You in the Wrong Career? 

 
Many people might think that they are in the wrong career. But 
how can you tell. It can be a waste of time and life if you really are 
in the wrong place. Check for yourself with the follwoing top 5 
signs: 

1. You do not want to talk about your work and your company with 
your friends and family. 

2. You do not want to get up to go to work. 

3. The only happy days in your work life is the pay dates. 

4. You feels drained during and after work. 

5. You find work like "work". 

If you have all 5, it might be time to rethink about your career now. 
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Top 5 Strategies to Achieve Your Career Goal 

 
Nearly everybody want a successful career. But the majority of us 
ends up in disappointment. It is because they do not have a 
strategy to win.  

1. Find out what you are good at and then find a job that need 
your capabilities. Simple? Yes, but most of us do not do so. 
 
2. Have a Career Goal. If you want to achieve your goal, it is 
logical to have a goal first! What do you want to become after 5 
years? 10 years? 
 
3. Sharpen Your Interviewing Skills. You are good at your work 
and profession doesn't mean that you are good at interviewing. So 
many people lose opportunities just because of their poor 
performance during interviews. Attending trainings, reading books 
or getting a career coach can all help you improving your 
interviewing skills. 
 
4. Brand Yourself. Think yourself being a brand name. You must 
promote this brand, enhance the brand, sell the brand to your 
potential buyers. 
 
5. Identify Market Trend of your Industry and Profession. Keep 
ahead of the trends. If your knowledge is behind the trend, you are 
behind the trend.  
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You are welcomed to circulate this article to anyone you like. But 
you must not change anything and must include the above 
information of the author. 
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How to Get a Job promotion Part 1 

 
Promotion? Are you joking? If I can secure my job, I am more than 
happy now.  

Yes, you can get a promotion if you master the Top 10 Strategies 
to get a Promotion. Here comes the first five and we will discuss 
another five in our next issue. 

1. Increase your Value to your Organization. Your paycheck 
has no realtionship with your experience and your qualification. It 
depends on the value to your company. Are you indispensable? 
How can you increase your value or importance to your 
department or to your company? 
 
2. Your Next Challenge. You can go nowhere if you stay where 
you are. Once you feel comfortable with your current job content, 
ask for extra projects, tasks or assignments. You might fail but the 
payoff can be great. 
 
3. Meet with your Boss to Review Your Performance Once 
Every Quarter. Don't wait until the annual apprisal. People only 
remember recent bad things during formal performance apprisal. 
The information you get during this quarterly feedback can help 
you to improve continuously during the year. 
 
4. Keep a Record of Your Performance. No one will remember 
your achievements. Keep a records of all your achievements so 
that you can discuss all these with your superior during 
performance review. 
 
5. Learn a New Skill Every Month. Knowledge is power. The 
more you know, the more capable you will be. 
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more free information about your career and career coaching, go 
to www.CareerCoachCertification.com. 
 
Or go to Dr. Keith's homepage, www.keithto.com for more 
personal development articles. Dr. Keith can be contacted at 
keithto@ECoachSystem.com. 
 
You are welcomed to circulate this article to anyone you like. But 
you must not change anything and must include the above 
information of the author. 
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How to Get a Job promotion Part 2 

 
This is Part 2 of the "How to Get a Job Promotion" series. If you 
missed Part one, go to 
www.CareerCoachCertifcation.com/tip4.htm.  

6. See Farther. Don't just see things at this present moment. See 
farther. What will your job becomes 1 year, 2 years or 5 years 
later? How about your company? Or your industry? Profession? 
What will be needed 1 year, 2 years or 5 years later? Acquire the 
knowledge and skills for your future. 
 
7. Networking. This one is simple to talk about but not so in doing. 
People loves to work with "friends". Have more firends inside and 
outside your organization. Networking also provides you with more 
information and intelligence. Start networking inside your 
organization, then within your industry or profession, then outside 
your industry and profession. 
 
8. Willing to Move. Many people say that they want to do this and 
that but nothing is started. People are reluctant to changes. 
Changes imply difficulties, risks and discomforts. So, many people 
stay where they were for 10 or more years without moving. Good 
changes seldom come to you automatcially. (Bad ones might!!!)  
 
Take a small move every 2 to 3 years and major changes for every 
5 years. You are going to depreciate when you stay in your 
position for too long. You can change your company, you job or 
actively seeking new responsibilties. Make some changes. 
 
9. Calculate the Risks and Go Ahead. Moving is important but 
calculating the risks is equally essential. Tabulate all potential risks 
of your planned move and ask yourself whether you can tolerate 
them in case of the worst happens. If yes, go ahead at full speed. 
 
10. See the Bigger Picture. Don't just see your job from your job. 
Even if you are the CEO, you are still part of the organization. See 
how your work fits into other parts of the company. People getting 
most promotions are those who can see the bigger picture and 
concern what the company concerns. 
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Top 5 "Musts" for Your Application Letter 

 
HR people read hundreds of application letters. If your letter 
cannot draw their attention, nothing will happen. You can even get 
an interview. Investing your time in writing a great application letter 
always pays off well. 
 
Here are some of my top recommendations for writing an excellent 
application letter. 
 
1. Always write to a specific person. No "To whom it may 
concern". Call the company to find out the name of the HR 
Manager. If you are serious about getting the job, make sure you 
show some seriousness in addressing your letter to a "person".  
 
2. Ensure everything in your letter is Correct. Correct spelling, 
correct grammar, correct names, and correct dates. People want a 
reliable person. If there are mistakes here and there, how reliable 
can be that person? 
 
3. Meet their Needs. Identify from the advertisement the needs of 
the company. Tell them how you can meet their needs. This is why 
they employ someone. 
 
4. Design a Powerful Opening. People seldom complete reading 
an application letter. If the opening is weak, you are discouraging 
your future employer to read your letter. Tell them how you can 
meet their needs right at the beginning.  
 
5. Keep it Short and Simple. Your application letter should not be 
over one page. Leaving most of the details in your resume. The 
shorter the letter, the greater the chance your future employer will 
complete reading it. Don't play with too much styles, graphics and 
fonts. 
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to www.CareerCoachCertification.com. 
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Top 5 Ways to Keep Your Job Under Any Circumstance 

 
In these days, there are still lots of downsizing happening. Keeping 
your job can be essential for a stable life. The secret to keeping a 
job is to be as indispensable as possible. Here are some of my top 
recommendations in making yourself indispensable in your 
company. 

1. Report regularly to your boss, even you have not been 
asked for. Every boss want to know the progess of his/her 
subordinates' works. Drop him/her a small notes, an email or a 
memo about your progress once a week. 

2. Inform your boss well in advance any potential problem. 
Nobody want this kind of suprises. In case of any potentail 
problem, tell him/her in advance. Tell him at the same time what 
you had done to prevent this from happening. 

3. Volunteer to do more. You are more indispensable if you take 
up more works than your colleagues. Of course, it means 
hardwork. But this also increases your visibility to other people 
(might be your boss's boss) in the company. It can be a good idea 
to serve on task forces and committees. 

4. Enlarge your allies. You might not be able to find true friends in 
workplace but you do not need enemies either. Make others, 
especially those "powerbases" be your allies. Executive 
secretaries and human resources people must be some of your 
friends in your company. They can affect many decisions or at 
least they can tell you something about your fate in your company 
in advance.  

5. Make yourself famous for something good. You must be 
something or you are dispensable. You can be either a great 
negotiator, a super salesperson, or you can be famous for keeping 
great quality or anything else. Make yourself famous for something 
good. 
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Top 5 Ways to Win a Job Interview 

 
Many people ask me about the secrets of job interview. 
Interviewing is a skill that you can acquire and improve. If you 
haven't been doing interview for some times, apply for some "not 
that important" job for practising your skills.  

Here is some of my reccomendations. 
 
1. Be Over-Prepared. Check everything about the company. 
Check their websites. Check their publications. Check with your 
friends. Check from the web (not just their homepages) every 
pieces of news and information about them. Understand how they 
manage their company, how they treat their staff, competitors and 
all other business partners. Check the name of their key 
personnel. Check their key products and services. You will 
become more confident or look confident when you know more 
about them. 
 
2. Have Several Professionally Bounded Resumes. Dark 
colored backing and clear plastic cover looks great. Provide your 
resume to each of the interviewers. Most candidate will not do this. 
You stand out yourself. You make it easy for the interviewers. 
 
3. Prepare Answers for All Possible Questions. Interviewers 
are not very innovative. They usually ask the same set of 
questions over and over again. You must hear them before. 
Prepare your best answers for these questions. Examples include: 
Why do you interest in our company? 
What are your strengths/weaknesses? 
How do you get along with your previous boss? 
What is your style of management? 
Tell me more about yourself. 
Why do you left your previous company? 
Why do you feel qualified for this job? 
Why should we hire you? 
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4. Interview the Interviewers. Ask them questions even though 
they haven't asked you to do so. Do it near the end of the interview 
so that you do not look too aggressive. If you don't ask questions, 
they either think you are too shy or show no concern about the job 
and their company. Both impressions are not good. 
 
5. Choose the Right Time. It is better in the morning than 
afternoon. Both you and the interviewers will not be too tired. Avoid 
early morning. It is not a good idea to travel during the early rush 
hours. If the time offered by them is not good enough, request 
another time. Don't be afraid of doing so. Tell them you have a 
meeting at the time they offered. 
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Your Free Personal/Business Resources 

 
I. Visit our webpages to get more free personal & corporate 
improvement information and resources. 
 
Dr. Keith To’s Homepage: www.keithto.com 
The Institute of Mental Technology: www.mental-technology.com
PDCoach Network: www.pdcoach.net 
The Excel Centre: www.ExcelCentre.net  
3 Steps to Get a Job: www.3stepstogetajob.com 
 
II. Send a blank email to: 
 
1. Subscribe to the Excel Centre Personal Development 
Information Updates ExcelCentre-Subscribe@yahoogroups.com 
(Free Special Report of How to Live up to Your Greatest 
Potential upon your subscription) 
 
2. Subscribe to our Monthly Personal Development Email 
Newsletter, the Mind Tech mind-tech-
subscribe@yahoogroups.com 
 
3. Subscribe to the Daily Quote for Your Soul Daily Email List 
(You will receive an inspiring quote everyday to kick-start your 
day) quote4soul-subscribe@yahoogroups.com 
 
III. Call 852-2135-8734 for arranging a Free Corporate 
Coaching Session by Dr. Keith To to improve your company 
performance instantly. 
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