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Your 30 Second Commercial Worksheet

What is it?

During your job search, you should network with as many people as possible.  And, it is to your advantage to make sure the people you meet know who you are (personally and professionally) and what you are looking for in your next position.  
To do that requires what is commonly referred to as your “30 second commercial” and sometimes as your “elevator speech.”  It’s called that because you should be able to deliver it within 30 seconds (which could be the length of an elevator ride) AND it is a commercial for YOU.

What do I do now?

First, you need to develop and document your 30 second commercial.  You can use the form that follows to document it.  But we recommend you use Page 2 to start the process.  Draft and, if necessary, re-draft what you want to use.  Then document your final Script on Page 3.
Guidelines?

1. It must provide the listener with a good description of you – hopefully, one that they will remember.

2. It must be short so you can deliver it in roughly 30 seconds or less.

3. You must be able to deliver it at any time without stumbling over the words. 
4. The language should be simple, clear and concise – so it is easy to deliver. 
5. It must be something you can remember and recall when you need it. 

6. You need to PRACTICE, PRACTICE, PRACTICE until you can deliver it easily in conversational format.

7. Before you complete the section dealing with what you’re seeking in your next position, make sure you’ve given some serious thought to that and fully understand what you want to do.  Remember, you’re not just looking for a job.  You should be looking for your next career step.

Start Building Your Commercial
The rest of this document will help you create the script for your 30 second commercial.  Remember, what you’re preparing is essentially a script for a commercial.  

So, the document that follows will step you through the process of preparing the script. 
Use this page to capture the information you will use in the Script for your Commercial.

The Generic Job Title that describes your primary career functions:

Instructions: Do not use titles like “Vice President” or “Department Manager.” Use a more descriptive position title like, for example, “Mortgage Operations Manager” or “Credit Risk Manager.” You can try different titles until you’re sure you have the one you want to use. 
 DOCVARIABLE  Name  \* MERGEFORMAT _________________________________________________________________
_________________________________________________________________
Your Expertise/Core Competencies/Career Theme:
Instructions: This section should include the main theme of your career.  What have you spent most of your career doing – especially recently.  If you have been a medical equipment salesperson for the past 10 years, you might want to include “medical equipment sales” as your core competency.  You might want to list several and then choose the one most applicable to your current job search.
_________________________________________________________________
_________________________________________________________________
Most Recent Employer Name:

_________________________________________________________________
Most Recent Job Title:

_________________________________________________________________
Brief Description of Most Recent Duties:

_________________________________________________________________
_________________________________________________________________
Brief Description of Prior Responsibilities:

_________________________________________________________________
_________________________________________________________________
Key Strengths (3) You Bring to a new Employer:

_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
Future Career Objective:

Instructions: This section should describe briefly what you want to do next.
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________
Script
Introduce yourself – making sure to state your NAME very clearly.

“I am a ___________________________________________________ with most of my 

              Enter Generic Job Title describing your primary career functions
experience in ____________________________________________.  Most recently, I 

                      Enter Industry or Function
worked for ____________________________________ where I 
                      Enter Recent Employer’s Name

_____________________________________________________________________
  Enter brief description of most recent duties
____________________________________________________________________________________________.

Prior to that, I _________________________________________________________
                         Enter Brief Description of Prior Responsibilities
_____________________________________________________________________
Wherever I’ve worked in the past, there are three key strengths that I have brought to 

each of those employers.  And, they are _____________________________________,






ENTER your 3 key strengths here
________________________________, and _________________________________.

At this time, my future plans are to _________________________________________​
ENTER your Future Career Objective Summary here
​

If you have a business card for your new identity, give one to the individual.
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