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Did you know that getting a job is a full time job. It is not easy. 
Getting a job requires hard work and dedication. In order to get a job 
you have to prepare yourself with the following: 
 

 A professional resume and cover letter 
 A computer with a modem and internet access 
 A comprehensive list of fax numbers and email addresses 

 
 
Your first step to finding a good job is to have a resume professionally 
prepared. Make sure it is sharp looking, interesting to look at, 
consistent in look and without errors. In addition, you need to have a 
cover letter that compliments your resume. It should also be free of 
errors, interesting to look at and perfect in grammar. 
 
Now what you have to do is blast out your resume to as many places 
as possible. The biggest mistake that most people make is that they 
do not send out their resume to enough places. I ask people all the 
time who are searching for a job, " How many resumes did you send 
out?" and I always hear the same answer "ohh..I sent out a lot..maybe 
15 or 20".  Of course at that moment I am laughing out loud,,,and I 
tell them, try sending out 200 to 400 and then you will get results. 
They are shocked when I tell them that.  
 
You see, this is a numbers game and here is the formula to win the 
game. For every one-hundred resumes you send out, you might get 10 
legit responses, out of ten legit responses you might get seven 
interviews, out of seven interviews you might get one job offer. 
 
So there you go. Your target is a minimum of one hundred…per week. 
 
Now here is how we do that. First we have to set up your computer 
with Faxing. You can either register with a faxing service like: 
http://www.rapidfax.net  or use your computer.  
 
Yes, your computer has faxing capabilities. I am going to assume you 
have a good working computer with a modem and Windows XP as the 
operating system. Next you have to make sure you have faxing set up 
on your computer. Here is how you check: 
 



Go to start / programs / accessories / communications  / fax  [see 
graphic below] 
 
 

 
 
 
 
If you do not have this set up then do the following: Go to start / 
settings / control panel : go to add remove programs / then click on 
the left side add/remove windows components: [see graphic below]  
 



 

 
 
 
Select the fax service and click next:  
 



 
 

You might be prompted for your cd or the path of the necessary files: 
put in your Windows XP cd or point to the folder where you have your 
windows installation files. 
 
Once you have faxing capabilities set up on your computer, you are 
ready for broadcast faxing. 
 
Here is what we do next: Open your resume and cover letter in 
Microsoft Word. Make sure both your cover letter and resume is in the 
same file. If they are not then copy and paste your cover letter to the 
resume file. So that the cover letter is on page one and the resume is 
on page two. This will make it very easy to fax. 
 
Next: In Microsoft Word click File / Print / and select the fax option 
and click OK [see graphic below] 
 



 
 
Next you will see this screen: 
 
Click next: 
 

 
 
 
Type in the name of the person your faxing to: if you do not know the 
name then simply put Hiring Authority:  
Select the box: Use dialing rules and put the area code and the fax 
number then click the add button: 
 



Do not click next! Keep adding the names into the list. Add another 
name and fax number and click add again. Keep doing this until you 
have a large list of numbers to fax out to. What you are doing is 
building your fax list. 
 

 
 
 
Continue to build your fax list:  
 

 



When you are finished building your fax list, click next. 
 
You can skip this screen because you will have your cover letter and 
your resume in one file. So click next: 
 

 
 
 
Click the button that says Now and then click Next: 
 

 
 
 



Then click finish. 
 

 
 
Now the computer will start to send out your cover letter and resume 
to all of the phone numbers that you had specified in your fax list. 
 
If the computer can not send the fax for the number you specified 
[maybe their number is wrong or it is out of paper] then it will simply 
skip over it and try again later. 
 
Make sure you have a telephone line connected to your fax modem in 
your computer and to the phone jack to where you get a dial tone. 
 

 
 
 



Troubleshooting problems: 
 
Problem: No dial tone - is your modem plugged into a jack with a dial 
tone? Plug a regular phone and see if you get a dial tone.  
 
Problem: can not dial the number: did you select use dialing rules and 
put in the area code as well 
 
Problem: Can not load fax software - did you go to control panel and 
add it in? If not go to control panel and add it in as an option 
 
Problem: fax not connecting - it might not be you, it might be the 
problem of the fax you are sending it to. 
 
 
Our next step is to gather fax numbers to send your resume to. 
 
Here is how we do it: 
 
Get the local paper on Sunday and get the Job-Ads section: Next type 
in every single fax number in the paper into your fax address book. 
 
Here is the secret: DO NOT SKIP ANY ADS!!!  NONE. SEND A FAX TO 
EVERY SINGLE ONE.  
 
The biggest mistake that people make is that they select which ad 
they want to fax to….do not do that. Send a fax to everybody. 
 
Here is the reason why: Let's say you are an office administrator and 
you want to find an office job. Let's say there is an ad for a chef in a 
restaurant. You should send them your resume because, it might be 
for a chef in the Hilton Hotel. When they receive your resume they will 
most likely forward it over to the Human Resources Department. There 
might be an opening for an office position manager available and they 
might call you for a job interview. 
 
IT DOES NOT MATTER WHERE YOU SEND YOUR RESUME TO…IT ONLY 
MATTERS WHERE IT WINDS UP. That is not for you to decide. SEND IT 
OUT EVERYWHERE!!!!!!!!!!!!!!! 
 
 
 
 
 



Another source of fax numbers is www.verizon.com 
 

 
 
 
You can select a category and it will show you the phone numbers and 
fax number is available. 
 
Also you can also call the business and ask for the fax number for 
Human Resources. 
 
Your objective here is to keep gathering as many fax numbers as 
possible. You can get them from: 
 
The Sunday Newspaper job section 
Verizon.com 
Your local phone books 
 
 
 
 



www.infospace.com is an excellent source to find businesses numbers. 
 
 

 
 
http://www.numberway.com/ 
 
 



 
 
 
 
How to Interview: 
 
The objective of a job interview is to get the job. You want to show 
that you are the best candidate for the job.  
 
In order to do that, you have to give a good interview. You not only 
have to answer their questions well, you also have to ask the right 
questions.  
 
The secret to a good interview is try to control how it goes. This is 
more of an art than a science. Personality goes a long way here. You 
want to make a good impression during the interview and you also 
want the interviewer to consider you for the job. Here are three 
questions you should ask: 
 
What is expected of me as an individual? When he or she tells you 
what is expected of you as an individual, you now have the chande to 
show how you fit right in. In other words, take control of the interview 



and explain how you are 'fit for the job'.  If they say that you have to 
be a self-starter, then go right in and explain how you are an excellent 
self-starter and give some examples of what you have done in the 
past. 
 
The next question you have to ask is: "What is expected of me in a 
group mode?" And once again, after he tells you what the expectations 
are, you now have the chance to take control and explain how well you 
work in a group mode. Give some past examples of how well you have 
worked in 'group mode' in the past.  
 
 
The next question you should try to ask is what Long Term and Short 
Term projects they have planned. Then you can control the interview 
again and explain how you can assist in these short term and long 
term projects.  
 
 
With these questions, you will make a very good impression and you 
should be a strong candidate for the job. 
 
Here are some do's and don'ts: 
 

 Do show up 10 minutes early, in case they want you to fill out an 
application 

 Do show up dressed in business attire with minimum jewelry and 
easy on the perfume or cologne 

 Do have three copies of your resume ready to give 
 Do not sound negative about your last job no matter how you 

feel - simply say that you moved on for bigger and better things 
 Do not show up late 
 Do not argue or disagree with the interviewer - no matter what 
 Do not talk religion or politics 
 Do try to talk about something that might capture the 

interviewers interest - if you see a lot of sports memorabilia on 
the walls perhaps you can chat about it a bit 

 
 
Your personality can do a lot here. The best qualified candidate 
does not always get the job. Sometimes they hire who they 'like' 
not necessarily who is perfect for the job. Try to show a positive 
attitude and a smile.  

 
 


