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October Employee  
of the Month 

 

Congratulations to Mary Verruno for being chosen Brooks Personnel’s employee of 

the month.  Mary registered with Brooks in August and was placed with one of our 

premiere clients within two weeks.  Due to her exceptional work perform-

ance, reliability and professionalism Mary was hired by the client soon 

after starting her assignment.  Congratulations to Mary for a job well 

done! 

Summer’s over and perhaps you took some 

time off to enjoy those last few weeks of 

August.  Labor Day has passed, fall is in the 

air, and you are feeling the pressure to find 

that perfect job.  It’s time to recharge your 

job search, but how do you get started?    

Well, starting at the beginning is always a 

safe bet!  

 

First, sit down and evaluate your job 

target.  What is it that you are going after?  

Are you seeing jobs available in this area 

when you search job ads?  Is this still what 

you want? 

 

Next, review your resume.  Does it reflect 

the skills and experience you have related 

to this job target?  If not, update that re-

sume so that it markets you more effec-

tively to employers.  

 

Set up an action plan to get started.  Put 

the plan in writing with target dates next to 

each of your goals.  Your plan should in-

clude renewing contacts, building your 

network and researching companies where 

you may want to work.  Commit to spend-

ing time each day conducting your search.  

 

Get your resume out there.  Get posted 

on key job boards  (Monster, HotJobs, 

Careerbuilders, etc.).  Find reputable re-

cruiters who are actively filling the types of 

positions that you are seeking and get your 

resume to them.  

 

See if there are any professional asso-

ciations in your line of work.  These are 

great for professional development and for 

growing your network.  Many have job 

boards for members only and some have 

support groups for those in transition. 

Keep track of your efforts.  Get organ-

ized through a notebook, spreadsheet, or 

software program – whatever works for 

you.  Be sure to follow up with anyone with 

whom you have made contact 

 

Treat yourself.  A reward at the end each 

week can be a nice incentive to stay 

―charged‖ – whether it’s a new book, a 

manicure, or an ice cream! 

 

Get more resume tips on the web at  

www.dynamicresumesofNJ.com. 
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Camden County  
Cancer Screening Project 

 has teamed with  
Susan G. Komen for the Cure 

Central and South Jersey  
òReach Out for Life: 

 Somebody Needs Youó  
campaign 

 
If you are a woman who is uninsured 
and would like a free mammogram 

please call: 
(856) 968-7092 
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Anyone can  

answer a phone.  

The real question 

is whether or not 

you can do it in a 

professional man-

ner.  Can you do it with tact?  When you 

throw that little word into the equation, han-

dling the phone suddenly becomes a much 

more difficult task.  But it’s one you’ll want to  

master if you hope to possess a profes-

sional image at the office. 

 

So, how do you handle the phone with tact?  

First, it’s important to unpack that word and 

take a closer look at just what ―tact‖ means.    

Tact is the ability to deal with persons in 

difficult situations without giving offense.  It 

involves diplomacy, smoothness, poise and 

composure in the face of an embarrassing 

or confusing situation.  It requires that you 

be sensitive to what is appropriate at any 

given time.  If this sounds like a tall order, 

don’t be discouraged.  You can develop tact 

if you work at it.   Here are a few things to 

practice that will help you develop some 

telephone tact. 

 

When Screening Calls 

Be gracious in screening calls for others.  If 

your boss has requested that you screen 

his/her calls, do so in a way that doesn’t 

make it obvious to the caller.  Be diplomatic.  

Use phrases such as ―May I tell her who is 

calling?‖  Saying something like ―Who is 

this?‖ or ―Why are you calling?‖ can make 

the caller feel defensive.  If you have to 

check to see if your boss can take the call, 

say something noncommittal such as ―Just a 

moment, please‖  instead of ―Let me see if 

he’s available to talk to you.‖  Never give the 

impression that your boss is too important to 

speak to a caller. 

 

When More Than One Line Rings 

Sometimes the phone can seem to ring off 

the hook.  When you have a flood of calls 

and need to answer several lines at once, 

excuse yourself to the first caller.  Let him/

her know that you have to answer another 

call.   Answer the second call, but let that 

person know that you can’t handle the re-

quest right away because you are helping 

another caller.  Give them a time frame of 

when you can return their call.  Be espe-

cially careful when using the hold button.  

It’s very easy to put someone on hold and 

then forget that the caller is still on the line.  

There’s nothing more frustrating to a caller 

then waiting on hold.  It’s usually best to 

take a message and end the call rather than 

making the caller wait for you. 

 

When Taking a Message 

Concentrate on the essentials.  Take down 

the caller’s name, organization name, the 

return phone number, a brief message and 

the best time to return the call.  Make sure 

you double- check the caller’s name and 

phone number.  Be careful not to make 

promises to the caller that your boss can’t 

keep such as, ―He’ll call you back as soon 

as he returns to the office.‖  Instead, just 

insure the caller that your boss will receive 

the message.    

 

Above all else, manage your emotions.  

There are times when callers can be de-

manding, angry and even rude.  No matter 

what attitude you find coming at you over 

the phone lines, meet it with calm courtesy.   

If you can do all these things, then it’s offi-

cial—you have tact! 

Handle Phones Professionally  

Telephone Tact 

 Happy Birthday to... 

October 12 – Erika Grant 

The secret of joy in work is contained in one 
word - excellence. To know how to do 

something well is to enjoy it.  

   Pearl Buck 

     US novelist in China  

  (1892 - 1973)  

Do you know someone 
who could benefit from 

our services?  
 

Brooks offers competitive  

pay rates, great career  

opportunities and superior  

service.    

 

Ask about our special referral plan 

and how to receive a special  

―Thank You‖ gift when you  

make a referral.  


