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Tips from MIT Calls 
From ICMA Members in Transition bimonthly conference calls, with additional job interview tips from ICMA Range Riders
Take care of yourself and your family first.
· Set yourself up for the next job from day one. Write out your brief, upbeat statement of what happened and practice it so that you are ready when the media or community members ask. “The council was ready to go in a different direction. I respect their decision and wish the community all the best” is great. Consider proactively reaching out to your media contacts with your statement.

· Don’t burn bridges. Try to help fashion the council’s statement if you can or get recommendation letters from your supporters on the council.
· Continue exercising, eating healthy, and getting enough (but not too much!) sleep; it will help relieve stress.

· Talk to your family about how far they are willing to move before you start the job search.

· Let them “vent”. Family members often get more upset than the person who lost the job. They care about you and want to protect you. They may also feel fear of the unknown.

· Remember also to keep them in the loop. If you don’t talk to them about your job search or your ideas for the future, they may mistakenly think that you are not taking this seriously or that you are depressed.

· If your partner needs someone besides you to talk to, ask your Range Rider if his or her spouse would be willing to talk with yours. Many of them have been through this too, so they understand the emotions involved.

· Consider looking for an interim or non-local government opportunity if your children are in high school and you do not want to move.

· Consider using this opportunity to look for positions closer to aging parents or other family members.
· Remember that most MITs do not hear from anyone after leaving a local government. It is up to you to keep in contact with former co-workers and other contacts.

· Do some self-analysis. Consider other options, such as becoming a department head in a larger city, expanding your search to other states or regions, or becoming a consultant. Department head positions can be less stressful and further removed from the “firing” line. So can top CAO positions in small communities or on reservations. Make sure you are cut out for this–if not, consider another line of work. Also consider legal administration (see alanet.org) or university administration.
· Accept that it happened and be willing to look at it. Focus analysis on what you can learn about yourself, your profession, and dealing with elected officials.

· Be cognizant of whether you view your line of work as a “calling” or “just a job”. If the former, be careful not to lose your identity when you lose your job. You are still the same person and will be able to fulfill your calling in a different local government.
· Define feelings of guilt or shame, which sometimes manifest themselves in withdrawal, bad temper, excessive drinking, and so on. Look at the job loss as a learning experience whether you were at fault or not. Remember that feelings of guilt or shame are just that – feelings. They do not define you. Talk about your feelings.

· Remember, though, to problem solve, not feelings solve. Ashamed people do not usually come across well in interviews. Work through these feelings before interviewing.
· Set up a routine that is similar to the one you had when you were working. Get up the usual time, stay in contact with colleagues, get out of the house at least once a day, etc. Don’t lie around waiting to go back to sleep. Treat the job hunt as a full time job.
· Write your life goals and take this time to bond with others. Look for the positive in ordinary, everyday events. Positive feelings broaden thought and creativity.
· Try to stay positive. Sometimes communities wait until a manager has been in transition for a while before they consider them—in an attempt to make sure “the other shoe isn’t going to drop” re: negative news articles or reasons for transition. 

Update your resume and cover letter.
· Resume should be a true marketing document. Include city sizes, budget sizes, number of employees, people supervised. Include facts such as a project and the outcome, a program and its outcomes, etc. Focus on your strengths and take credit for your successes.
· Be concise. The resume, no matter how long you have been in the profession, should be no more than two pages (multiple recruiters have said this on different calls), with a focus on the last ten years. Include details on recent accomplishments and only include titles and dates for the rest. Do not include personal items, such as hobbies and family information. 
· Use at least 12 point font and plenty of white space so the resume is not overwhelming.

· Put your resume in chronological order (unless you are applying for a job in another field, such as university administration – in that case, functional first followed by chron might work better). 
· Remember to include states. Don’t just say City of Anytown, for example. Say City of Anytown, State. If you have room, consider providing a short description to give context, for example, population ____________, suburb of _______________, home to __________, a Fortune 500 company, X number of employees, budget size.

· Remove outdated technological skills or other language. Ask a 30-something to review your resume and cover letter; don’t assume you know what is outdated and what is not. 
· Remove older certifications and training unless they are very prestigious. If that leaves your resume looking a little thin, take some courses, even if they have to be free webconferences or state meeting sessions.
· The cover letter should be one or two short paragraphs and tailored to the community. Provide bullets on what you can do for them immediately and make it clear that you have done your homework. Do not focus on the great things you’ve done in the past (that should be in your resume).
· If you are not getting interviews, consider adding a special note explaining your transition (or transitions) and including recommendation quotes from former council members. 

· If you claim to have been a consultant during your transition, then include a client list. If you have not done any consulting, then do not put it down.

· If your transition is more than 6 months, consider volunteering. The Red Cross, FEMA, and similar organizations might be able to put your skills to good use. GuideStar.org is another way to find nonprofits. Also consider substitute teaching or community service.
· Also take free online courses, such as those offered through edx.org

· Continue attending local and regional manager meetings, state conferences, and national conferences. This will help you network, stay up to date, and fill the gap on your resume. You may also pick up temporary project work or interim or full-time jobs leads.
· Consider highlighting economic development experience and anything else that fits the potential community’s needs. Tailor your resume to each community.
· Stress experience with economic downturns, service reduction, reduced revenues, and downsizing, especially if you are an older manager. Show that you are a problem solver, energizer, creative type with a “fire in the belly” outlook.

· If you’d like to move to a smaller community, consider demonstrating your reasons and excitement in the cover letter and focusing your resume on the value you added in previous positions, not how many employees you managed or how big your budget was.
· If you are an older manager with considerable experience, be sure to demonstrate your excitement in the cover letter and consider focusing your resume on the value you added to recent communities, not how many years of experience you have. Consider adding information on volunteer work, especially if it demonstrates energy and activity.
Then move on to the job search.
· Print a “business card resume” to hand to colleagues at state meetings or to networking contacts that you meet. Put your name and contact information on the front along with a statement saying you are looking for a position as ____________ or ________________. On the back, restate your name, and provide a brief profile, such as X years of experience as _______________ and X years of experience as _____________________. Don’t worry about stating where or cluttering up with detail. Provide URL for LinkedIn profile if they want to learn more.
· Stay in touch with colleagues; don’t wait for them to call you; reach out.
· Make sure recruiters know you are available for work, but also remember that they usually work for the local government. 
· Remember that when you are an older manager, there are advantages to applying directly to communities. This gives elected officials an opportunity to review all applications instead of just applications that have been filtered through a search firm. 

· Keep in mind that many communities and search firms prefer to communicate about job openings by e-mail or through online web forms. Some will not even accept faxed or mailed resumes. It is a good idea to have a home computer with a free web mail account that you check at least daily. People have gotten used to expecting very quick replies to e-mail. If you cannot purchase a home computer or Internet access, utilize free Internet access at your local library. You can reach your free web mail account from there. On a related note, keep up with your technological skills during transition.

· Get a professional email address that shows you are technologically current, such as firstname.lastname@gmail.com or firstname@lastname.com. 
· Google™ the community and the elected officials. Read local newspapers. Find out whether the staff is stable and whether the community or local government has gone through any major changes. Talk to Range Riders in the state where you are applying. Not only can this help you learn about the local government, but it can also help you decide whether to apply. 
· Obtain ordinance/job descriptions for the position; this is especially critical for manager/administrator positions.

· Obtain government business documents, such as budgets, financial plans, comp plans, and so on.
· Research the average tenure of the last 3 or 4 managers to determine how long the local government may be expecting you to serve. (You can search by Work History at http://icma.org/whoswho.) Make some calls; determine why the position is open. Consider contacting the Chamber or the manager in a neighboring community.
· Talk to your state association about maintaining a list of difficult communities whose administrators/managers have had a history of short tenures. This might be useful information for job seekers.
· Find out whether anyone from inside the community is also applying. Sometimes during a tough economy, it is financially and emotionally easier for councils to hire “inside” so you may not want to spend the time/money on that particular community (this really depends on your needs and experiences).
· Investigate the city before writing a cover letter and applying. If you can, mention something in the cover letter that you found out about the city. Check their website, the local Chamber or economic development site, agendas, newspapers, etc. Maybe even mention in the letter that you’ve looked at the website. Show some personality in the cover letter. Mention your area of expertise. If possible, address specific issues and how you can assist.
· If you are trying to move to a different state, research that state’s laws and how they impact local governments. To demonstrate your knowledge, weave some of that information into your cover letter.

· Be thoughtful about your applications. Only apply for jobs you want and are willing to commit to. Recruiters usually must tell elected officials if you have applied for more than one job through their firm. Although that can be fine when explained the right way, it does not look good to just apply to every single available job without thought to whether it is a good fit.

· You need to address the transition question head-on, possibly through your recruiter. Remember that potential employers may do background checks, read newspaper articles, or read blogs to prepare for your interview. Most understand election and form of government changes. Even if it is a big issue, you will have an opportunity to explain your side. Also, most elected officials have been burned by a reporter before and understand that not everything in the paper is accurate. And, although they may read blogs, they don’t usually put a lot of faith in them. Above all, be honest!
· Write up your brief, upbeat response to the “why are you in transition” interview question. Have others edit it and make it concise. Resist the urge to ignore editing advice because you know your situation best—the statement needs to sound good to other people. Practice answering it with a friend or recruiter and, if appropriate, practice repeating yourself when asked for more details. Don’t blame anyone.
· You may even want to mention the transition toward the end of the cover letter. You don’t need to make a big deal about it.

· Tell recruiters up front if bad press may be uncovered during the application and interview process.
· Remember that prospective employers may Google™ your name. The June 2008 issue of Kiplinger’s magazine included an article entitled, “Reclaim Your Good Name on the Web”. It explained some techniques for pushing some of the less positive articles down. Cresta Norris also wrote a book on this issue titled You.com 
· The most important techniques in online reputation management are to develop websites with your name in the URL, generate fresh content for those sites by writing professional articles or blog postings, and fully develop your social networking profiles through sites such as Facebook, Twitter, LinkedIn, MySpace, and the Knowledge Network. Do not respond to misinformation on blogs; it generates fresh content for the negative blogs and can push them higher in web search results.
· Consider starting a management consulting blog on wordpress.com or a similar site. Tag it with your name and versions of your name. Keep it up to date and push out new content daily or every other day so that search engines will pick it up. 
· If you are having a particularly difficult time with online reputation management, consider hiring an online reputation management firm. Check references and proceed very carefully; some of these firms charge a lot without much in the way of results.
· Check social networking websites and Google™ yourself often so you know what others are seeing. Search results differ from computer to computer, so ask trusted friends or family to search for you as well.

· If you have a common name, add former cities/counties to your search string to make the results more manageable. Google™ yourself on the day of the interview. Consider printing off the page and making the results available during the interview if you think that will help you show transparency OR have your recruiter handle this beforehand.
· If you are asked to sign a release for a credit report, ask for a copy of the report. You can also get 3 free credit reports each year – one from each major credit bureau.
· In some communities, age and/or experience will be an issue. In such cases, don’t ignore it. Work it into an interview answer or include it in your cover letter. Make sure they understand you plan to stay for X number of years. If applicable, briefly explain why in two to six words (young children, supporting college student, their exciting projects, etc.). If you’re applying for a less responsible position, make sure they know you don’t plan to use that as an interim position until you find something else. Explain why you want that particular job. Show energy and enthusiasm and focus on your experience, especially during this difficult economy. 
· Some communities have perceptions that younger candidates are willing to work for less money, seem more eager, show more initiative, have better computer skills, and are more adaptable and less stuck in their ways. Get over these perceptions by being what they perceive of younger employees. 
Prepare for the interview.

· For manager or administrator positions, review the ICMA Recruitment Guidelines Handbook. An additional resource is the ILCMA (Illinois City/County Management Association) “Guide to the Recruitment and Selection of a CAO”.

· Prepare just as much for a phone or webcam interview as you would a face to face interview. Smile while on the phone–it comes across the line. Give shorter, focused, direct responses on the phone or webcam. Do not ramble and do not be afraid of silence.

· If you are doing a webcam interview, be very careful about what is behind you, hanging on the wall, or sitting on your desk. Remove personal effects or anything that could distract interviewers. Set the camera up so that it is pointing directly at the front of your face as opposed to pointing up at your face/chin. Practice looking into the camera on your laptop or tablet. If you look directly at the faces on your screen the entire time, it may appear to interviewers as if you are looking off to the side or down. Practice with a friend.

· Create a briefing book/binder on how you can help the local government with existing issues or upcoming projects. Collect all the information you can. Take that information and develop examples from your work history that directly apply to their issues and programs.

· Keep in mind that local governments cannot always provide out-of-state interview travel expenses and moving expenses during tough economic times; weigh the importance of this before you ask or consider proposing an alternative like using a webcam for the initial interview.
· Develop a list of accomplishments you have had in a number of departments. Write a brief summary and a couple of short paragraphs about whatever occurred. This will help you be prepared when you are interviewing. You will have a ready list.

· Do not say you don’t know why you were fired or forced to resign. Find out why, and be able to explain it concisely. Don’t talk about personalities or different directions. “Different directions” is fine for the media or community members, but you should be more specific during job interviews.
· If you have a gap in employment, consider raising it at the beginning of the interview when they ask you to provide a brief explanation of your background. They know you have a gap in your employment. You know you have a gap. Just get it out there and move on. The goal is to have them forget the gap.
· Practice interviewing with a friend, family member, or colleague. This will relieve a lot of stress and anxiety. Your recruiter can help you figure out what to focus on. Then develop questions and practice with a spouse or friend. Especially practice the answer to “Why did you leave your last position?”  Focus on brief answers that explain policy direction issues and bad fits, not personality conflicts. If pressed more for information, give topical information such as “it had to do with budget or economic development.”  Be positive about lessons learned. Practice eye contact with interviewer(s). 
· Be concise, yet specific, while interviewing. Give percentages, such as “during my tenure, satisfaction as measured by a community survey rose from 75% to 90%.”

· Answer honestly; no puffery or faking answers. Be consistent if you are asked a similar question by more than one person.
· Don’t repeat the cover letter or resume; just hit the key items and be aware of time. No answer should be longer than 60 seconds. Do not reference very old accomplishments. Focus mostly on the last ten years.
· Show that you’ve done your homework. “I know from reading your minutes that . . . “

· Make sure you are up to date on the latest terminology, especially in regard to technology and diversity.
· Make a connection. Look the questioner in the eye. If there is more than one person in the room, don’t just focus on one the whole time.

· Watch your and their body language.

· Be prepared for the “when available and for what” question.

· Be prepared for the unexpected question.

· You are interviewing them also; have your own questions in hand.

· If possible, go into the city or county a day before the interview to look around and speak to citizens.

· Show up 10 minutes early and wear a fashionable business suit. Take years off of your appearance with a new hairstyle. Consider coloring your hair, switching to contemporary eyeglasses, and having your teeth whitened.

· “Be yourself” when interviewing and stay calm.
· Consider whether there is anyone in your old local government who could provide a good reference and/or be fair and balanced. Former city attorneys, elected officials, and department heads are all good choices.
· During the interview, bury anger or other negative emotions that may come through when you are asked questions about why you left your last job. (Don’t bury these emotions the rest of the time, of course–work them out so you can get past them.)
· Consider mentioning your involvement in the MIT Program. Couched the right way, this can shed light on the fact that the profession expects ethical, competent managers to end up in transition one or more times during a career.

· Clinch the deal; sell yourself.

· Ask for the job if you are sure you want it. Ask when a decision is expected.

· After the interview, send a written thank you letter or card if there is time. Send an e-mail if deliberations are happening quickly.
· A low-key inquiry as to the status is fine, but don’t call repeatedly.

· Ask the recruiter how you could improve.
· Visit http://icma.org/Wiki/Preparing_for_an_Interview for other interview tips.
Negotiate your contract carefully.
· Hire your own attorney for contract negotiations and renewals. The Municipal Attorney works for the council.
· Managers are generally advised to include severance equal to 12 months’ aggregate salary in their employment agreement/contract in the event of termination. Make sure this severance pay is not affected if you must take a part-time or interim position to make ends meet. Go to ICMA’s online Job Center to view ICMA’s model employment agreement and to read tips for negotiating an employment agreement.
· However, in tough economic climates, use caution with the word “contract” and expect pushback on severance and relocation expense reimbursement requests. Be aware that these items can even be deal breakers, so decide in advance whether you even want to ask for them or whether you want to ask for less than you normally would. 
· Include attorney fees in your contract. In this tough economic climate, some councils are trying to avoid honoring severance agreements. 
· Try to avoid having a termination gag order in your contract. You’ll want to be able to talk about reasons for transition if it happens again.
· Include goal-setting and evaluation processes and timelines in your contract.

Consider interim assignments.

· Talk to your state association or municipal league about interim project work. Contact entities where members have been fired and offer yourself as an interim manager. Contact other entities to offer yourself as an interim department head, community relations manager, or succession planning consultant. Be sure you have a clear statement of the interim work project, including scope, work hours expected, time off for interviewing, etc. If unemployment benefits, retirement benefits, or severance pay are important to you, research whether interim positions will affect those benefits.
· Talk to state agencies and local governments about project management work tied to recent federal stimulus bills. Focus on your capital project management experience and your lack of ties to the development industry (integrity).

· If your benefits are affected by paid interim positions, consider volunteering for the position instead. It will still give you valuable experience to include on your resume.

· Consider international assignments during transition. Such assignments usually pull on expertise in finance or public works, etc. rather than general management expertise. ICMA’s International Department sometimes hires members to complete short-term assignments overseas. Please visit http://icma.org/main/bc.asp?bcid=775&hsid=2&ssid1=2434 to learn more about workshops that will give you exposure to the nature of the work. Please be sure to register your resume/CV in their recruitment database at http://recruitment.icma.org.
Take advantage of the resources available to you.

· Continue attending state meetings for networking purposes, especially if they are within driving distance or if your state association waives hotel costs for MITs. State registration fees are usually inexpensive, and are sometimes waived for MITs. 
· Attend one free webconference per month, courtesy of ICMA.

· Take free online courses, such as those offered by edx.org

· Consider attending state meetings for other states where you might be interested in working. Not only does this help you network with other managers and search for opportunities, but it is good thing to mention if you ever apply for a job in that state.

· Find out whether your state association offers complimentary dues for MITs. Take advantage of these and other resources.
· If you have financial questions during your transition, please refer to the brochure ICMA-RC has created for managers in transition at http://icma.org/main/ld.asp?ldid=20336&hsid=10&tpid=21. It includes an 800 number for you to use if you have further questions. 

· Deal with idle time by keeping up with your professional development, taking continuing education classes, reading, or volunteering with your state association or state league.

· Don’t forget to make use of all the resources ICMA offers in the Members section of icma.org. Participate in the bimonthly teleconference and the private online MIT group at http://icma.org/kn. Let your colleagues and state association know you are in transition and looking for a job and/or interim work. Talk to Range Riders both in your state and in states where you would be willing to work. Visit the job boards at icma.org and sgrjobs.com. Read the Job Hunting Handbook for Local Government Professionals. Review the free annual conference archive materials or take advantage of complimentary annual conference registration. Apply for the MIT conference scholarship if you need help with travel and lodging.
· After you find your job, remember your colleagues who are still in transition. Provide them with moral support and let them know if any interim assistant, department head, or project-oriented jobs become available in your community.
· Develop your social networking profiles fully, including a picture that clearly shows your face up close. Consider getting a professional head shot. Be visible!
Remember the following tips on council-manager relations, courtesy of John Nalbandian.

· Councils are more important in the manager’s world than the manager is in their world.
· Don’t respond to the impulse to do the council’s work.
· Find ways for the council to discuss the unique value it brings to the community.
· Bring in someone to facilitate a council “self assessment, if the council is willing.
· Help the council understand why their work is difficult.
· Find ways to reward the council for good work.
· If there is confusion over what the council expects of the manager and what the manager expects of the council, talk about it. Make expectations explicit.
· Show the council its decisions make a difference.
· Don’t assume the council understands your form of government.
· Beware of applying administrative logic when assessing council’s work and relationships. There is technically no hierarchy on the council, which is difficult and unfamiliar to council members, especially those from traditional business backgrounds.
· Resist allowing one council member to dictate your view of the council as a whole.
· It is not your job to discipline council members. Just assist and facilitate. Encourage the council to discipline its own members.
· Wait until the right time and/or until the council comes to you
· Prompt mayor or council member who raised the issue to present it to the rest of the council; do not present it yourself
· Don’t assume the council isn’t also irritated with a disruptive member. The best course of action is to ignore disruption (“thank you” and then move on, or “thank you, how would the council like me to proceed”). Don’t respond to it.
· Also distinguish between disruptive and just a different personality or role misunderstanding. 
· Perfect Roberts Rules of Order.
· Consider putting council meetings on television.
· Consider majority vote instead of consensus.
· Remember that council goal setting and teambuilding should not have to be re-approved by the council each year. If current council approves, just make it part of the calendar after that (possibly tie it to something important like budget process). All new council members will see it is part of their expected duties, but they do not have to participate if they don’t want to. Most will see its value, especially if results are tied into some type of annual report. Facilitator does not have to cost money. Any person with facilitation skills, such as a local counselor or pastor, can preside.

- 1 -


