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How to Use This Guide
To connect to Internet links

When you see blue underlined type it is a link you can click to go directly to a
website, as long as the link has not changed since publication. (See page 2 for
more information about links and how to get a free e-book of the next edition of
this guide when it is updated.) You will need to be connected to the Internet to go
to the website. When you click on the link it will either open your Internet browser
software or, if it is already open, it will open the page within the browser. If you
have your browser open and minimized at the bottom of your screen, click on it
to view the webpage. Book covers and pictures of DVDs are linked to webpages
where you can find more information and purchase the product.

To move around
You can move through the guide in any of the following ways:

• You can simply start reading, and move around by using the scroll bar on
the right side of your screen. As you drag the scroll button, you can see the page
number indicated. (By the way, the Table of Contents starts on page 4.)

• Another option is to use the arrow buttons. You can find them at the top of the
screen or at the bottom of the screen beside the white box indicating the page
number. To go to a specific page, type it into the white box and press enter.

• If you want to start with a particular topic, you can click on the topic that
interests you in the Table of Contents which begins on the next page. You will
then be taken to that topic. (The screen may be small when you get there, so
adjust the size using the instructions given below.)

• If you want to find a particular word or phrase, go to the Edit menu at the top
of your screen. From the drop-down menu choose “Find” or “Search”, then type
in the word or phrase you want to search for.

To read with ease and comfort
To read this guide most easily and comfortably, we recommend you adjust the
viewing size. You can easily change the viewing size to the one that’s best for
you by changing the percentage size. Click on the arrow to the right or left of
the percentage and you can adjust the size. A size of 125% will be comfortable
for many readers. If that looks too big or small on your screen, adjust the size up
or down to find the best size for you.
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1. Introduction
Welcome to the FabJob Guide to Become a Management Consultant. This guide
will introduce you to the exciting and prestigious world of management consulting.
Hundreds of hours of research went into this guide, to give you the most up-to-date
insider information on becoming a management consultant.

You may have heard about the big names in management consulting – companies like
Deloitte Consulting, Cap Gemini Ernst & Young and PricewaterhouseCoopers
Consulting – and you may know some of the consultants who work for them. They are
smart, business savvy, confident, earn big paychecks and enjoy a lifestyle that many of
us would love to have.

You may also know some consultants who are self-employed. They operate their own
firms, work their own hours and find their own clients. They are as smart, as business
savvy, as confident and earn as much as their colleagues employed by multinational
consulting firms.

You don’t have to wait any longer to start enjoying a lifestyle like theirs. This guide will
explain how you can become a management consultant.

1.1  What is Management Consulting?

Definition
First things first. Let’s find out what management consulting really is. An excellent
definition of management consulting is:

providing guidance and solutions in critical management issues to
ensure that business gets done efficiently through managing people
and other resources.
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“Business” can be carried out in an organization such as a company, government
department, or non-profit agency. Business activities include planning, production,
sales, marketing, finance, and human resources. As a management consultant, your
job is to find out what’s wrong in a business by examining the elements of a problem,
then suggest solutions.

Let’s take a physician as an analogy. Physicians use their expertise in medicine to find
out what’s wrong with a patient. To reach a diagnosis, physicians sometimes use
additional tools such as X-rays and lab tests. These tests function as analytical tools.
The same also applies to a management consultant. He or she uses his or her exper-
tise, and various analytical tools such as interviews and surveys, to solve business
problems.

The United States Department of Labor has this to say about the work done by man-
agement consultants:

Their work is quite varied, depending on the nature of the project
and the client’s needs. In general, consultants study and analyze
business-related problems, synthesizing information from many
sources, and recommend solutions. Suggested solutions can range
from overhauling a client’s computer systems to offering early
retirement incentives to middle managers, switching health plans,
improving just-in-time inventory systems, hiring public relations
firms, or selling troublesome parts of businesses.

Because of the varied nature of organizations’ needs, firms hire management consult-
ants from a wide variety of backgrounds, including: business, engineering, finance,
marketing, law, human resources, political science, and many other fields.

Brief History
Management consulting is a relatively new occupation. In the 1970s, small consulting
firms with specific areas of expertise started to emerge. In the 1980s, generalist man-
agement consulting firms began to introduce themselves to the business world and
enjoyed wide acceptance.

Among the pioneers in the field of management consulting are James McKinsey, a
University of Chicago professor, with his “framework analysis” and The Boston Con-
sulting Group with its “growth share matrix.” (The resources provided later in this
guide explain how to learn more about these approaches.)
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In the 21st century, management consulting has evolved into a prestigious and growing
profession.  As new opportunities and challenges arise in the business world, manage-
ment consultants are needed to help companies adapt to those changes. For example,
management consultants are now needed to help companies with IT (information
technology) and e-commerce matters. After the tragic events of 9/11, more consultants
have been hired to work on security-related projects.

Career Profile
According to the U.S. Department of Labor Occupational Outlook Handbook, manage-
ment consultants held 5771,000 jobs in 2002. Of these, 30 percent were self-em-
ployed, which is about one and a half times the average of other management, busi-
ness and financial occupations. So, if entrepreneurship is your forte, this is a good field
to plunge into.

The same source also noted that most management consultants work in management
consulting and computer and data processing firms, as well as for the government. The
majority of those who work for the U.S. federal government are in the U.S. Department
of Defense.

According to research from the Harvard Business School, the management consulting
business generates about $100 billion in annual revenues worldwide. Over half of
that comes from U.S. consultants and another quarter from Europe. The latest trends
in the early 21st century include super specialization and e-commerce consulting.

Employment in this field is expected to grow faster than the average of all occupations
through 2012, as industry and government increasingly rely on outside expertise to
improve their performance. Both large and small management consulting firms – with
specializations in international business, biotechnology, healthcare, information tech-
nology, human resources, engineering and marketing – are expected to continue grow-
ing to meet the high demand.

This growth is expected no matter what happens in the economy. In a slow economy,
companies need consultants to help them increase revenues and cut costs.

The majority of management consultants are self-employed and work in firms of ten or
fewer people, but the highest paid ones usually do a significant stint at a large com-
pany, making professional contacts and building a solid reputation.
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1.2  Myths and Realities
Management consulting is probably one of the most misunderstood professions. Here
are some myths and reality checks about this profession.

Myth 1 To become a management consultant, you need to have an
MBA or a business degree.

Reality Having an MBA (Masters of Business Administration) degree is helpful,
but it is not an absolute prerequisite. As mentioned above, because of
the varied nature of the job, consultants may come from a wide variety
of backgrounds. However, while many successful management consult-
ants do not have MBAs, most do have college degrees or some univer-
sity-level education.

Myth 2 Management consulting is a good career choice only if you
have strong quantitative skills.

Reality I personally know some management consultants whose educational
backgrounds are not numbers-oriented. They may have average quanti-
tative skills, but they do possess good analytical and problem-solving
skills.

Myth 3 Management consultants need to do a lot of bluffing.

Reality To bluff means “to impress, deter, or intimidate by a false display of
confidence” (source: American Heritage Dictionary).  This is definitely
a no-no. Consulting is not a card game; it’s a serious business that
requires genuine expertise.

Myth 4 To break into management consulting you need to find a job
with a large firm.

Reality Basically, there are two types of management consulting firms: large
and “boutique” (small in size and specialized). Depending on your
interests and expertise, working in a boutique firm can be as rewarding
as working in a large multinational firm. In many cases, breaking into a
small firm is easier as well.



FabJob Guide to Become a Management Consultant

Copyright © 2005 FabJob Inc. PAGE  13

Myth 5 Clients who hire management consultants don’t really want to
hear that their business has any problems.

Reality Most clients would not have hired management consultants if they only
wanted to hear the good stuff about themselves. A management con-
sultant is hired to help clients see what they have overlooked, and make
suggestions to fix whatever problems there are.

1.3  Career Benefits
Good management consultants are always in demand (even in a slow economy)
providing a stable income and benefits. Also, more than ever before, this profession
has become a symbol of success and intellect. The following list describes the many
other benefits of being a management consultant.

Opportunity to Learn

As a management consultant you will have the opportunity to learn about a
variety of industries and business practices. You could literally learn something
new every day.

Intellectual Challenge

Management consulting requires enormous intellectual ability to perform ana-
lytical activities and draw conclusions. Because every problem is unique, a
management consultant must find ways to solve it creatively.

Helping Others Succeed

By finding solutions to business problems, management consultants can help
their clients to achieve greater success, such as higher profits and growth. The
people who can benefit from a more successful company include employees
(especially if new jobs are created), shareholders (who need reassurance now
more than ever), suppliers, and the community at large.
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Financially Rewarding

Management consultants are among the highest paid professionals in America.
According to the U.S. Department of Labor, the median annual earning in 2002
was $60,340. A survey conducted by Association of Management Consulting
Firms in 2002 revealed that, on average, entry-level consultants earned $61,496
annually while senior partners earned $254,817 (including bonuses and profit
sharing). The U.S. and Canadian independent consultants I interviewed earn
anywhere from $100 to $350 per hour.

Prestige

Consultants are experts in providing management solutions. Therefore, CEOs
and boards of directors (and many others in the organization) naturally listen to
what the consultant says.

Self-Satisfaction

Listen to what these management consultants (listed alphabetically) say about
their job satisfaction:

“Seeing the difference that I make in people’s lives by sharing my
skills with them gives the most satisfaction to me. My key business
strategy is to give my skills to others so that they can branch out
after I teach them.  When my students (clients) have mastered these
special management skills, they look at me with the greatest level of
confidence and say ‘I can do this. I love it.’”

– Tony Dottino, president of Dottino Consulting
Hartsdale, New York
http://www.dottinoconsulting.com

http://www.dottinoconsulting.com
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“I love the feel of helping people make a memorable difference in the
world. I also enjoy helping great organizations that need re-energizing
and refocusing. It is a privilege helping those transformations take
place.”

– Martha R.A. Fields, founder and CEO of Fields Associates, Inc.
Cambridge, Massachusetts
http://www.fieldsassociates.com

“My greatest satisfaction is being able to come up with the right
strategy and executing it flawlessly. The money is great, but doing a
great job, not just a good job, puts a smile on my face and an extra
lift to my walk.”

– Robert Gelphman, founder of Gelphman Associates
San Jose, California
http://www.gelphman.com

“I gain satisfaction in assisting those who need a fresh look at things,
so that they are blinded by the forest, but can see all the trees.”

– Henry H. Goldman, Ph.D, founder and managing director of
Goldman-Nelson Group Global Consulting
Huntington Beach, California

“It gives me the most satisfaction when I see something I can do
there. I do it and I finally see how to make sense of this.”

– Lin Kroeger, president of PWD Consulting
New York, New York
http://www.pwdconsulting.com

“There is incredible satisfaction in helping clients finding solutions to
problems, expanding their thinking, or challenging them to see new
ways in approaching issues. The relationship with my clients has been
very rewarding. It is gratifying to earn the trust and respect from
clients who have become friends. Helping others to see, what to them
may be too close to see for themselves, is also very satisfying.”

– Bette Price, founder and CEO of The Price Group
Dallas, Texas
http://www.pricegroupleadership.com

“My job gives me satisfaction through helping clients identifying
and solving problems. Seeing recommendations accepted and being
able to measure a client’s success also satisfies me.”

– Ian K.P. Ross, president of KIR Resources, Inc.
Willowdale, Ontario

http://www.fieldsassociates.com
http://www.gelphman.com
http://www.pwdconsulting.com
http://www.pricegroupleadership.com
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1.4  Inside this Guide
This guide will provide you with the answers to many questions such as:

• What does a management consultant do?

• What knowledge, skills and personal attributes are needed to break into
this career?

• How much money will I make as a management consultant? What are the
perks?

• What types of employers does a management consultant work with?

• Where can I find desirable employers?

• How can I get trained to become a management consultant?

• How can I get hired as a management consultant?

• What should I include in my resume?

• What will my job interview be like?

• How can I start my own firm?

• How can I be successful as a management consultant?

In Chapter 2, Getting Ready, we’ll explain the knowledge, skills and personal at-
tributes employers expect management consultants to have. You’ll find out where to
get training and how to succeed in this career even if you don’t have a management
degree.

Chapter 3, What to Expect on the Job, gives you an insider’s view of the industry.
You’ll get information about titles, job descriptions, and specializations, discover what
happens during each stage of a typical consulting project, and learn how to prepare a
proposal.

Chapter 4 focuses on Getting Hired. It gives information about the types of employers
management consultants work for, and how to approach them.  It explains how to
obtain experience, prepare an effective resume and cover letter, hunt for jobs like a pro,
make a lasting first impression, and breeze through interviews. A pool of experienced
consultants offer valuable advice for an aspiring consultant.



FabJob Guide to Become a Management Consultant

Copyright © 2005 FabJob Inc. PAGE  17

Chapter 5, Starting Your Own Firm, covers what it takes to start your own manage-
ment consulting firm. It gives the “truth” about working solo and explains how to assess
your entrepreneurship qualities. You will learn where to find free and almost free re-
sources to get you started, the nuts and bolts of writing a business plan, how to set up
the business, and ways to creatively promote your firm on a shoestring budget. Once
again expert experienced consultants contribute their wisdom and practical tips.

Chapter 6 is a compilation of resources and includes links to websites of many pro-
fessional associations, industry publications and must-read books and magazines as
well as lesser-known online resources.

Whichever pathway you choose (working for a firm or self-employment) I am sure you
will find management consulting extremely gratifying and continuously challenging.
Read on to learn how to get ready for this exciting career.
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2. Getting Ready
This chapter provides information on the knowledge and skills, personal attributes and
training you’ll need to break into management consulting.

2.1  Skills
Because of the varied job tasks involved in management consulting, most consultants
have a broad range of skills. If you are missing any of these traits, you may be able to
learn them through an educational program (covered in section 2.3). However, many of
these skills are self-taught. This part of the guide includes a number of resources (includ-
ing many free online resources) to help you learn any skills you would like to improve.

2.1.1  Problem-Solving
Problem-solving is an essential set of skills for a management consultant to have.
After all, it is the reason businesses hire you – they have a problem, and they want you
to tell them how to solve it.

Problem solving requires both analysis and synthesis. Analysis involves making a
detailed examination of a situation, while synthesis involves combining all your findings
into one or more solutions.

Often, the roots of a problem are not immediately seen, so you will need to delve
deeper. For example, a client hires you because the company’s sales have dropped 30
percent in the last three months. That’s the “symptom,” not the problem. Your task is
finding what caused it and suggesting what to do to fix it.

“A successful management consultant should have empathy and
insight, the ability to understand the context of issues together with
the personalities surrounding and causing them.”

– Erich A. Helfert, PhD

Section 3.2 of this guide, “Typical Consulting Project Life Cycle” gives you more infor-
mation about the process management consultants use to gather data, analyze it, and
synthesize it.

Two important skills involved in problem-solving are “critical thinking” and “ethical
decision-making.”
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Critical Thinking
“Most clients who employ management consultants know there is a
problem, but frequently it has not been well identified. The first task
of a consultant is verifying that the problem does exist in the form
described by the client, so do not take everything said at its face
value. Frequently, there are undisclosed causes and a good consult-
ant will find these.”

– Ian K.P. Ross, president of KIR Resources, Inc.

If you are a “critical” thinker, it means you have a healthy dose of skepticism when you
hear or read something new. You don’t take everything at face value or automatically
assume it’s true. Instead, you are open to the possibility that the information may not
be true, or at least that it may not be the entire truth. In a nutshell, thinking critically
includes these skills:

• Being curious

• Observing

• Asking the right questions

• Reading between the lines

• Thinking creatively (“outside of the box”)

• Understanding the real causes of a problem

If you are already a critical thinker, you are the type of person who questions things in
your daily life.  If you believe your skill could be better, you can start practicing critical
thinking when you receive new information by asking yourself questions such as:

1.  What is the source of this information?

2.  What evidence is there to support this?

3.  Is there another possible explanation?

See the resources at the end of this section for more ideas on how to develop this skill.
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Ethical Decision Making
Ethical decision-making involves following your own conscience on what is the right
course of action, and doing the best you can to offer solutions that will not cause any
present or future damage to you or your clients.

It is considered by some to be the most important basic skill in management consulting
because you will deal with many people from all levels whose needs may conflict, and
you will be privy to more confidential information than in many other jobs.

Don’t simply try to make your clients “happy” by seeing a situation through their eyes.
You are hired to see things objectively (from all sides) and to give unbiased workable
opinions.

“A successful management consultant should have perspective and
ability to distance himself or herself as an unbiased observer.”

– Erich A. Helfert, Ph.D.

At times you may find it challenging to make unbiased decisions. For example, if you
are working on an efficiency project, you may need to suggest changes that involve
streamlining the company’s structure, which often means downsizing. If that’s what you
need to do, do it without hesitation.  Even though you may find it heart-wrenching to
see people get laid-off, remember that it is part of the job and it may be justified for a
higher good – such as keeping a company from going out of business.

Resources
In addition to educational programs (covered later in this chapter), you can learn how
to improve your problem-solving skills by reading books and articles such as the
following:

How to Be a Critical Thinker
http://www.rit.org/essays/think/critical_thinker.html

The McKinsey Mind: Understanding and Implementing the Problem-
Solving Tools and Management Techniques of the World’s Top Strategic
Consulting Firm, by Ethan M. Rasiel and Paul N. Friga
http://www.amazon.com/exec/obidos/ASIN/0071374299

Thinking Ethically: A Framework for Moral Decision Making
http://www.scu.edu/ethics/practicing/decision/thinking.html

http://www.rit.org/essays/think/critical_thinker.html
http://www.amazon.com/exec/obidos/ASIN/0071374299/fabjobcom
http://www.scu.edu/ethics/practicing/decision/thinking.html
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2.1.2  Communication Skills
While fifty percent of the consultant’s job is research-related, the other half (this is the
hard part) is convincing clients that your suggestions will work.

As a management consultant, you will be continuously communicating with clients and
team members from various backgrounds and all levels of the organization.  Suzanne
Bates, founder of Bates Communications, a consulting firm that provides solutions in
improving productivity through professional assessment, strategic planning and execu-
tive development, says:

“A management consultant has to be confident and comfortable in
executive offices. The key to communicating with clients is not to
waste time – get to the heart of the matter, tell the truth and be an
ally. Clients have few of those, even in the best organizations, be-
cause too many people are saying yes to them all day. You have to
tell them the truth and help them succeed.”

Bates Communications
http://www.bates-communications.com

Following are communication skills that are particularly important for management
consultants. Mastery of these skills will definitely put you ahead of the competition.

Presentations
Can you confidently speak in front of a group of people? Can you “sell” your ideas, and
convince people of the best course of action? Management consultants require good
presentation skills because they are constantly making presentations in various set-
tings: one-on-one, in small groups, and in large groups. Presentations may take place
in formal, semi-formal or informal settings.

According to Lin Kroeger, founder of PWD Consulting and author of The Complete
Idiot’s Guide to Successful Business Presentations, business presentations should be:

• Clear. A presenter is expected to pronounce words completely and carefully,
speak in complete sentences and present information in a sequence that the
listeners can easily follow.

• Audible. Everybody in your audience must be able to hear you comfortably.
Not too low, not too loud. If you are making a presentation to a group, make
sure that the audio system works well before you start.

http://www.bates-communications.com
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The Complete Idiot’s Guide to Successful Business Presentations
http://www.amazon.com/exec/obidos/ASIN/0028617487

According to Lin Kroeger, business presentations are different from public speaking.
While public speaking usually has a strong entertaining performance element, busi-
ness presentations do not.

“Business presenters usually have to make sure that the listeners
know, think, or do something very specific that has impact on the
business itself.”

There are many resources available to help you improve your presentation skills. Many
colleges and universities offer continuing education courses on speaking and presenta-
tion skills. Another place to hone your presentation skills is Toastmasters International.
It has 10,000 chapters worldwide, including many chapters in the United States and
Canada. And the fee is reasonable: a $16 new member fee and $18 dues every six
months. You can search for a chapter close to you at:

Toastmasters International
http://www.toastmasters.org

There are also a number of excellent resources available online. The following are
among the best free resources for developing business presentation skills:

117 Ideas for Better Business Presentations
http://www.117ideas.com

LJL Seminars Presentation Skills Tips
http://www.ljlseminars.com/monthtip.htm

Presentation Training
http://presentersonline.com/basics/

http://www.amazon.com/exec/obidos/ASIN/0028617487/fabjobcom
http://www.toastmasters.org
http://www.117ideas.com
http://www.ljlseminars.com/monthtip.htm
http://www.ljlseminars.com/monthtip.htm
http://presentersonline.com/basics/
http://presentersonline.com/basics/
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Responding to Criticism
One challenge you may face during a presentation is disagreement from the people
listening to you. As logical as a recommendation sounds to you, some people might not
find it so. At some point you will have people oppose and criticize your work.  The
ability to not get defensive easily can help ease the situation.

If you have a tendency to oppose those who disagree with you, one idea is to try to
imagine being in your opponent’s shoes. Robert Gelphman, Principal, Gelphman &
Associates, offers this advice:

“Recognize and acknowledge the other person’s point of view.
Though what you recommend may seem so logical that nobody
could disagree, invariably someone does. You need to figure out
how to get your point across without offending the other person,
especially if he or she is the president of the company. Choose your
battles and not every battle has to be fought right then and there.”

As with other communication skills, there are many courses, books, and online re-
sources available to help you communicate non-defensively. Here are some excellent
resources if this is a skill you want to improve:

How to Disagree Without Being Disagreeable, by Suzette Haden Elgin
http://www.amazon.com/exec/obidos/ASIN/0471157058

Tongue Fu!, by Sam Horn
http://www.amazon.com/exec/obidos/ASIN/0312152272

Listening
“The ability to listen carefully and read between the lines requires
maturity and experience, being non-judgmental, patience and the
ability to find the ‘gold’ in every person you speak to.”

– Anne Hawley Stevens, founder of Clear Rock Executive and
Career Coaching

Listening can help you gather the information you need to determine clients’ needs and
the causes of their problems. While listening seems like an easy skill to master, most
of us experience challenges in either paying attention, understanding, or remembering
what people tell us.

http://www.amazon.com/exec/obidos/ASIN/0471157058/fabjobcom
http://www.amazon.com/exec/obidos/ASIN/0312152272/fabjobcom
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You can improve your listening skills through “active listening” – a form of listening
used by many successful consultants, as well as high-profile communicators such as
Oprah Winfrey and Larry King.  In consulting, active listening consists of a number of
activities, including:

• Showing interest in what the other person has to say.

• Eliminating distractions.

• Focusing your attention on the person and the conversation.

• Listening with an open mind.

• Asking questions to clarify and gather additional information.

• Paraphrasing (putting into your own words) what the other person has said
to ensure understanding.

• Taking notes to assist you in remembering what was said.

Behaviors that cause problems in listening include: interrupting people, rushing the
speaker, and finishing the speaker’s sentences. If you believe your own listening skills
could be better, here are some helpful resources.

Listening Self-Assessment
http://www.highgain.com/SELF/index.php3

Listening: The Forgotten Skill (A Self-Teaching Guide), by M. Burley-Allen
http://www.amazon.com/exec/obidos/ASIN/0471015873

Non-verbal Communication
Effective communicators not only listen for facts, they are also able to read between
the lines by observing non-verbal forms of communication such as gestures, posture,
facial expressions, and eye contact.

For example, if someone tells you everything is “fine” but they are frowning, shaking
their head, avoiding eye contact, and standing with their arms folded across their chest,
there is a good chance they are really telling you that everything is not fine. By paying

http://www.highgain.com/SELF/index.php3
http://www.amazon.com/exec/obidos/ASIN/0471015873/fabjobcom
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careful attention to the non-verbal communication, or “body language,” of the person
you are speaking with, you can pick up important clues to help you probe for further
information.

Although body language can’t tell you precisely what someone is thinking, it can give
you clues so you can ask follow-up questions, even as basic as “How do you feel
about that?”

Understanding non-verbal communication can also help you ensure you are not inad-
vertently communicating negative messages through your own body language. You
can avoid using body language that communicates negative messages such as anx-
iousness or boredom, and use your body to communicate that you are confident and
interested in the person you are speaking with.

If this is an area you want to learn more about, here are some excellent resources:

How to Read a Person Like a Book, by Gerald I. Nierenberg
& Henry Calero
http://www.amazon.com/exec/obidos/ASIN/0671735578

Reading People, by Jo-Ellan Dimitrius
http://www.amazon.com/exec/obidos/ASIN/0345425871

Writing
“Writing is a vital skill for all consultants. You always need to be
able to put in writing what’s going on, what’s committed to and
what’s happened.”

– Lin Kroeger, founder of PWD Consulting and author of The
   Complete Idiot’s Guide to Successful Business Presentations

Excellent writing skills can help you get hired, win consulting contracts, and ensure
client satisfaction. As a management consultant you will be presenting ideas in writing
on a regular basis. Throughout your career you will likely write numerous business
documents, including proposals, reports, letters, and emails.

If writing is not one of your strengths, consider enrolling in a business writing class at a
community college in your area or check out the following resources to learn better
business writing:

http://www.amazon.com/exec/obidos/ASIN/0671735578/fabjobcom
http://www.amazon.com/exec/obidos/ASIN/0345425871/fabjobcom
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The Blue Book of Grammar and Punctuation
http://www.grammarbook.com

The Elements of Style by William Strunk, Jr.
http://www.bartleby.com/141

Paradigm Online Writing Assistant
http://www.powa.org

2.1.3  Management Skills
The basic definition of management is effectively getting things done through people.
You will be expected to carry out consulting projects (you’ll see a sample project in
section 3.3) and ensure the work is completed by the agreed-upon deadlines. To most
of us, “deadline” is a scary word, but not to management consultants.  All projects have
due dates when the final reports and presentations must be ready, and they must be
carried out on time.

“Management consultants must be willing to work hard under pressure
of deadlines.”

– Erich A. Helfert, PhD, managing principal of Helfert Associates
http://heleassoc.net

“Management consultants are expected to meet deadlines. There is
no excuse for poorly prepared or presented work or for it to not be
completed on time.”

– Ian K.P. Ross, president of KIR Resources, Inc.

To get a job done by the agreed upon deadline, you will need to use a variety of skills.
For example, employers and clients expect you to be skilled at:

• Scheduling

• Prioritizing

• Multi-tasking

• Delegating

• Coordinating

http://www.grammarbook.com
http://www.bartleby.com/141
http://www.powa.org
http://heleassoc.net
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Not only can these skills help you get hired and ensure client satisfaction, they can
also help you serve as a role model for your clients. If you can show clients that you
are skilled at managing your own tasks, it sets a good example for them to get their
tasks done.

Resources
There are many management seminars and college classes that can help you learn
project management skills. (See section 2.3 for information about management educa-
tion programs.)  In addition, there are numerous books and online resources available.
Articles on time management are particularly helpful if you want to increase your
productivity and ability to get things done by a deadline:

Time Management at Work
http://stress.about.com/library/weekly/aa031202a.htm

Time Management
http://www.organized-living.com/articles/timemgmt.html

Getting Things Done: The Art of Stress-Free Productivity, by David Allen
http://www.amazon.com/exec/obidos/ASIN/0670899240

The proper equipment can also help you manage your time, stay organized, and be
more productive. Section 5.4.2 has more information about specific types of equipment
you can use once you’re on the job. In the meantime, a device that can help you during
your job hunt is a PDA (short for “personal digital assistant”).

If you’re not familiar with PDAs, they are handheld computers that can help you stay
organized. A PDA is a combination calendar, daily planner, address book, to-do list,
note pad, calculator, and expense tracker. You can find PDAs through the resources
listed in section 5.4.2, or visit the website of Palm, Inc., the leading manufacturer of
handhelds:

Palm Products
http://www.palm.com/products

2.1.4  Computer Skills
Management consultants need to know basic word processing, and be able to use
email, a spreadsheet program, and a project management program. The most useful
software applications for this career are:

http://stress.about.com/library/weekly/aa031202a.htm
http://www.organized-living.com/articles/timemgmt.html
http://www.amazon.com/exec/obidos/ASIN/0670899240/fabjobcom
http://www.palm.com/products
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• Word Processing: MS Word or WordPerfect

• Spreadsheet: Excel or Quattro Pro

• Project Management: MSProject

• Presentation: PowerPoint

Learning new computer skills is fairly easy. Most local colleges and trade schools offer
classes to help you learn various computer programs, or you can teach yourself.
Equipped with a good how-to book and the software, you can possibly learn a new
computer program within hours. Or you can take an online course.  If you are new to
computers, you may want to start with one of the following free or low-cost resources
to learn basic typing skills:

Learn 2 Type
http://www.learn2type.com

Nail It Now
http://www.nailitnow.com.au

21st Century Office
http://www.21stcenturyoffice.com/education_training

Barnes and Noble University (a division of Barnes and Noble bookstore), offers a free
PowerPoint course as long as you buy a book on PowerPoint:

Barnes and Noble University
http://www.barnesandnobleuniversity.com

2.1.5  Foreign Languages
Knowledge of a foreign language can increase your opportunities as a management
consultant.  For example, if you want to work in a multinational firm, Chinese, Japanese
and European languages (such as German, French and Spanish) can be useful.

http://www.learn2type.com
http://www.nailitnow.com.au
http://www.21stcenturyoffice.com/education_training
http://www.barnesandnobleuniversity.com
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Spanish is exceptionally useful to conduct business in South America and in regions of
the United States with high Hispanic populations.  In Canada, a working knowledge of
French is very useful if you plan on working in Montreal or Ottawa.

Many local community centers and colleges offer foreign language classes. Berlitz, a
respected languages school, is also a good option.  It has branches in most U.S. and
Canadian cities as well as in other countries. For those with limited time, their website
also offers various self-study materials.

Berlitz
http://www.berlitz.com 

If you prefer self-study, you may also want to check your local library under the “lan-
guages” category, or find an audio and video program to help you understand basic
daily conversations in a foreign language. Two companies that offer such programs are:

Interlingua Audiobooks
http://www.foreign-audio-books.com

Audiobooksonline Language Learning Page
www.audiobooksonline.com/shopsite/Language_CDs_audiobooks.html

2.2  Personal Attributes
In addition to the above knowledge and skills, having the following personal qualities
will increase your chances of being hired as a management consultant. As you read
through this section, start making a list of specific situations (at work or elsewhere)
where you displayed these traits. Being able to point to specific examples will make it
much easier to demonstrate to employers that you are the type of person they are
looking to hire.

2.2.1  Leadership
Clients hire a management consultant because they are seeking solutions for their
problems. Thus, naturally, they see you as an expert. However, a consultant must be
more than someone who is simply very knowledgeable about a particular field (an
expert) – they must also be a leader.

While there are many definitions of leadership, most agree that leaders influence
people to accomplish goals. As a management consultant you will need to influence
people to get the consulting project done, and to accept your proposed solutions.

http://www.berlitz.com
http://www.foreign-audio-books.com
http://www.audiobooksonline.com/shopsite/Language_CDs_audiobooks.html
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Everybody has the potential to become a leader. While only a few people are born
leaders, the rest of us can develop this skill by taking on leadership positions in school,
the workplace, sports teams, volunteer organizations, or other environments.

For further training in leadership, check the continuing education department of your
local college and university. Another organization that offers leadership training is Dale
Carnegie. Check their website to find a class near you:

Dale Carnegie Training
http://www.dale-carnegie.com

There are also many excellent books and articles available on leadership skills. The
resource section of this guide lists a number of periodicals that publish leadership
articles (such as the Harvard Business Review).

An excellent book to learn about leadership is True Leaders: How Exceptional CEOs
and Presidents Make a Difference by Building People and Profits by Bette Price (a
management consultant interviewed for this guide) and George Ritcheske. They
interviewed nearly 30 successful CEOs and presidents and have the results packed
into a practical book.

True Leaders: How Exceptional CEOs and Presidents Make A Difference
by Building People and Profits, by Bette Price and George Ritcheske
http://www.amazon.com/exec/obidos/ASIN/079314826X

You can also take the leadership test on their website to find out what type of leader
you are and what areas need polishing.

Price Group Leadership Test
http://www.pricegroupleadership.com/tl_quiz.shtml

2.2.2  Work Well Under Pressure
Management consulting can be stressful. There are many people to listen to, ideas to
“sell,” clients to please, projects to finish on time and team members to coordinate.
Furthermore, management consultants constantly work under pressure of deadlines
and often work overtime and weekends. According to Ian K.P. Ross, president of KIR
Resources, Inc. consultants must remain enthusiastic and upbeat and be “willing to
work unusual hours to meet (or preferably exceed) customer’s expectations.”

Some people thrive on stress, but others may become overwhelmed by it. Employers
want to know that you are one of those who thrives on it, or that you have effective

http://www.dale-carnegie.com
http://www.amazon.com/exec/obidos/ASIN/079314826X/fabjobcom
http://www.amazon.com/exec/obidos/ASIN/079314826X/fabjobcom
http://www.pricegroupleadership.com/tl_quiz.shtml
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ways of coping with stress. If you already handle stress well and can turn it into a
positive force, that’s excellent. But if you think you can use some help, there are many
ways to improve your stress tolerance. Here are a few ideas:

• Escaping from your daily routine, such as having lunch at the park or going
to events you wouldn’t normally attend

• Taking up a hobby like reading, listening to music, photography or collecting

• Working out or participating in cardiovascular sports such as kickboxing,
swimming or tennis

• Activities such as meditating, tai chi or yoga

• Writing in a journal

There are many excellent online resources with additional advice on how to reduce
stress. About.com has two particularly helpful sites on the topic:

Stress Management Resources
http://mentalhealth.about.com/od/stress

Skills for Coping with Stress
http://stress.about.com/od/copingskills/

2.2.3  Other Qualities
Here are some comments from the experts about other essential traits for manage-
ment consultants:

“Absolute honesty in telling the client what he or she should hear
instead of what he or she wants to hear. Absolute honesty in making
only commitments that can in fact be fulfilled in their substance and
within the budget. Absolute confidentiality in dealing with client data
and insights.”

– Erich A. Helfert, PhD

“It’s important to be a quick study because management consultants
work in many different industries.”

– Martha R.A. Fields, CEO and founder of Fields Associates, Inc.
   http://www.fieldsassociates.com 

http://mentalhealth.about.com/od/stress
http://stress.about.com/od/copingskills/
http://www.fieldsassociates.com/
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“Be available for extra assignments and make doing a great job
inherent in everything you do. Practice good manners and courtesy,
it is never inappropriate to be polite. Call the president of the com-
pany ‘Mr.’ or ‘Ms.’ Until and unless told otherwise, it is a sign of
respect. Always be on time, or a few minutes early.”

– Robert Gelphman

While different employers or clients look for different qualities in a management con-
sultant, there are a number of traits that can be particularly helpful in your career. In
addition to those mentioned in the section on skills (such as critical thinking and being
able to take criticism), traits of successful management consultants include:

• Honesty

• Credibility

• Confidence

• Perseverance

• Service-oriented

• Team player

• Deliver more than they promise

There are many excellent resources that offer advice on how to develop these and
other qualities that will help you succeed as a consultant. The following books are
recommended by the senior editor of this guide (a part-time university instructor of
management communications):

How to Win Friends and Influence People, by Dale Carnegie
http://www.amazon.com/exec/obidos/ASIN/0671723650

The 7 Habits of Highly Effective People, by Stephen R. Covey
http://www.amazon.com/exec/obidos/ASIN/0671708635

Working with Emotional Intelligence, by Daniel Goleman
http://www.amazon.com/exec/obidos/ASIN/0553378589

http://www.amazon.com/exec/obidos/ASIN/0671723650/fabjobcom
http://www.amazon.com/exec/obidos/ASIN/0671708635/fabjobcom
http://www.amazon.com/exec/obidos/ASIN/0553378589/fabjobcom
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2.3  Education

2.3.1  Why You May Not Need a Degree
As mentioned in the introduction, you don’t necessarily need a college degree to
become a successful management consultant.  Here are some insider opinions on the
issue:

“One of the best marketing consultants I know has never been to
college. Another, without a college education, is one of the foremost
human resources people, author of five books on the subject (plus
one on organic gardening). We stress education too much. How one
performs is a better measure.”

– Henry H. Goldman, PhD, CPCM, founder and managing
director of The Goldman-Nelson Group Global Consultants
http://www.consultapc.org/goldman.htm

“You can break into this field without a degree, but you’d better have
a lot of solid experience to back it up. Otherwise, you have nothing
to offer clients.”

– Martha R.A. Fields, CEO and founder of Fields Associates, Inc.
http://www.fieldsassociates.com

“Nothing that you learn at business school is appropriate for inde-
pendent consulting, at least I can’t think of anything in the 18 years
I’ve done it (I have an MBA in finance and market research). Most
issues are pretty basic and involve the ability to visualize the busi-
ness and management personality issues, and develop and carry
out a solution. That’s not something you learn in business school.”

– Jeffrey Geibel, founder of Geibel Marketing and Public Relations
http://www.geibelpr.com

“If you’re young, with little experience, you’d better have the [educa-
tional] credentials to get you in the door. If you’re middle-aged, with
a good track record of achievements in the business world, your
experience is what they hire you for.”

– Bette Price, president and CEO of The Price Group
http://www.pricegroupleadership.com

As the comments above illustrate, you do not need a college degree to break into
management consulting provided you have solid experience in the business world.

http://www.consultapc.org/goldman.htm
http://www.fieldsassociates.com
http://www.geibelpr.com
http://www.pricegroupleadership.com
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However, if you are a recent graduate without any prior experience whatsoever; the right
educational credentials can help you get in the door.

2.3.2  Degree Programs
Because of the varied tasks involved in management consulting, consultants have
many different types of degrees. In fact, having a college degree in almost any subject
can be useful.  After all, what makes college education worthwhile is that it teaches you
how to think logically, carry out research, and complete assignments.

Best Degrees for Management Consultants
According to The Princeton Review, the subjects that management consultants with
college degrees usually major in include the following (a complete list can be found at
their website):

• communications

• history

• human resources management

• marketing

• political science

• psychology

The Princeton Review – Management Consultant
http://www.princetonreview.com/cte/profiles/dayInLife.asp?careerID=90

Although any degree can be useful, there are certain degrees that can give you an
advantage over the competition.  The majors that are most attractive to employers are
any that give an education in business or quantitative skills such as statistics or eco-
nomics.

While a bachelor’s degree can be helpful, for most management consulting jobs, the
best degree you can have is an MBA (Master’s of Business Administration). An
MBA is a graduate degree in business. It typically takes from one to two years to earn
an MBA, although it can take longer if you enroll in a part-time program.

http://www.princetonreview.com/cte/profiles/dayInLife.asp?careerID=90
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Finding a B-School (Business School)
One important consideration when looking for a business degree program is whether
the school is “accredited”. The purpose of accreditation is to assure students and the
business world that a school has met the established educational standards.

Hundreds of business schools in the United States and Canada are accredited by The
Association to Advance Collegiate Schools of Business (AACSB). You can search
through more than 400 AACSB accredited programs at:

AACSB – Schools Accredited in Business
http://aacsb.edu/General/InstLists.asp?lid=2

Many good business programs are not AACSB accredited, but are accredited by a
regional agency recognized by the U.S. Department of Education. To search for region-
ally accredited institutions, you can try the following Web site. You will need to register
in order to use the search engine.

Peterson’s Thomson Learning
http://www.petersons.com

Top MBA Programs
According to U.S. News & World Report, the top 10 MBA programs in the United States
for 2003 are as follows. (NOTE: There are actually twelve “top 10” schools because
there is a three-way tie for 10th place.)

1. Stanford Business School
Stanford University
Stanford, CA
http://www.gsb.stanford.edu
E-mail: mba@gsb.stanford.edu

2. Harvard Business School
Harvard University
Boston, MA
http://www.hbs.edu
E-mail: admissions@hbs.edu

http://aacsb.edu/General/InstLists.asp?lid=2
http://www.petersons.com
http://www.gsb.stanford.edu
mailto:mba@gsb.stanford.edu
http://www.hbs.edu
mailto:admissions@hbs.edu
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3. The Wharton School
University of Pennsylvania
Philadelphia, PA
http://www.wharton.upenn.edu/mba
E-mail: mba.admissions@wharton.upenn.edu

4. MIT Sloan
Massachussetts Institute of Technology (MIT)
Cambridge, MA
http://mitsloan.mit.edu/mba
E-mail: mbaadmissions@sloan.mit.edu

5. Kellogg School of Management
Northwestern University
Evanston, IL
http://www.kellogg.northwestern.edu
E-mail: mbaadmissions@kellogg.northwestern.edu

Tie 6. The Fuqua School of Business
Duke University
Durham, NC
http://www.fuqua.duke.edu
E-mail: admissions-info@fuqua.duke.edu

Tie 6. Chicago GSB (Graduate School of Business)
University of Chicago
Chicago, IL
http://gsb.uchicago.edu
E-mail: admissions@chicagogsb.edu  (Full-time MBA)

evening-weekend-hotline@chicagogsb.edu (Part-time MBA)
xp@chicagogsb.edu  (North American Executive MBA)

8. Columbia Business School
Columbia University
New York, NY
http://www.gsb.columbia.edu
E-mail: apply@claven.gsb.columbia.edu

9. Tuck School of Business
Dartmouth College
Hanover, NH
http://www.tuck.dartmouth.edu
E-mail: tuck.admissions@dartmouth.edu

http://www.wharton.upenn.edu/mba
mailto:mba.admissions@wharton.upenn.edu
http://mitsloan.mit.edu/mba
mailto:mbaadmissions@sloan.mit.edu
http://www.kellogg.northwestern.edu
mailto:mbaadmissions@kellogg.northwestern.edu
http://www.fuqua.duke.edu
mailto:admissions-info@fuqua.duke.edu
http://gsb.uchicago.edu
mailto:admissions@chicagogsb.edu
mailto:xp@chicagogsb.edu
http://www.gsb.columbia.edu
mailto:apply@claven.gsb.columbia.edu
http://www.tuck.dartmouth.edu
mailto:tuck.admissions@dartmouth.edu
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Tie 10. Haas School of Business
University of California at Berkeley
Berkeley, CA
http://www.haas.berkeley.edu
Contact information: http://www.haas.berkeley.edu/haas/contact.html

Tie 10. University of Michigan Business School
University of Michigan – Ann Arbor
Ann Arbor, MI
http://www.bus.umich.edu
E-mail: umbsmba@umich.edu

Tie 10. Darden Graduate School of Business Administration
University of Virginia
Charlottesville, VA
http://www.darden.virginia.edu
E-mail: darden@virginia.edu

The U.S. News site includes a lot of excellent free information including links to the top
50 MBA programs, an online directory of 377 MBA programs, plus links to the top part-
time MBA programs. More detailed information about the programs, including admis-
sion details, costs, and financial aid can be found in the U.S. News America’s Best
Graduate Schools 2006, available for $14.95 (online edition).

U.S. News – Best Graduate Schools
http://www.usnews.com/usnews/edu/grad/directory/dir-mba/
dirmbaindex_brief.php

Another source of information about MBA programs, including rankings of the best
schools, and links to business school websites, can be found at:

MBA Ranking Summary
http://www.foreignmba.com/schools

http://www.haas.berkeley.edu
http://www.haas.berkeley.edu/haas/contact.html
http://www.bus.umich.edu
mailto:umbsmba@umich.edu
http://www.darden.virginia.edu
mailto:darden@virginia.edu
http://www.usnews.com/usnews/edu/grad/directory/dir-mba/dirmbaindex_brief.php
http://www.usnews.com/usnews/edu/grad/directory/dir-mba/dirmbaindex_brief.php
http://www.foreignmba.com/schools
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Top International Programs
Numerous rankings of MBA programs are published each year in business publications
such as The Financial Times, The Wall Street Journal, Business Week, and Forbes.
There are a number of international MBA programs that show up on many lists.

The top Canadian MBA program is offered by the Richard Ivey School of Business at
the University of Western Ontario. Recognized as one of the best B-schools in the
world, Ivey also has campuses in the Toronto area and Hong Kong.

Richard Ivey School of Business
University of Western Ontario
London, Ontario
http://www.ivey.uwo.ca

Other Canadian universities offering top-ranked MBA programs include: McGill,
Queen’s, Toronto, and York. You can find links to Canadian B-schools at:

Graduate Business Programs
http://www.infozee.com/channels/mba/canada/mba-canada-rankings.htm

The following are recognized as leading international programs. A number of interna-
tional schools have campuses or offer classes in other countries. For example, IESE
offers its programs in Silicon Valley, California and China, as well as Spain.

IESE Business School
Barcelona, Spain
http://www.iese.edu

IMD (International Institute for Management Development)
Lausanne, Switzerland
http://www02.imd.ch

INSEAD
Fontainebleau, France
http://www.insead.fr

London Business School
London, U.K.
http://www.lbs.ac.uk

http://www.ivey.uwo.ca
http://www.infozee.com/channels/mba/canada/mba-canada-rankings.htm
http://www.iese.edu
http://www02.imd.ch
http://www.insead.fr
http://www.lbs.ac.uk
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Melbourne Business School
Melbourne, Australia
http://www.mbs.unimelb.edu.au/home.cfm

You can find links to some other international MBA programs at this site:

Top International MBA Programs
http://www.b-school-net.de/topmba.htm

Getting into an MBA Program
You can find the admission requirements for an MBA program at the school’s
website. While an undergraduate business degree may be helpful, it is not a require-
ment. Even Harvard Business School advertises “There is no particular course of study
required to apply. Given the analytical rigor of our curriculum, however, we do pay
particular attention to your ability to master quantitative concepts.”

TIP: Get your application in as early as possible. Many business
schools will begin accepting applications in October 2005 for
MBA programs starting September 2006. (Admission at top
schools is closed for 2005.)

Before applying to an MBA program in the United States or Canada, you will need to
take the Graduate Management Admission Test (GMAT). (Many international schools
also require applicants to take the GMAT.) The GMAT measures verbal, quantitative
(mathematical) and analytical writing skills. To register for the test, you can use the
Graduate Management Admission Council (GMAC) website.  Both the GMAC site and
The Princeton Review provide learning materials to help you increase your score.

Graduate Management Admission Council
http://www.gmac.com

The Princeton Review – Business
http://www.princetonreview.com/mba

2.3.3  Online Business Schools
If you think a business degree will support you in getting a job as a management
consultant, there is an alternative to “face-to-face” (F2F) learning. Instead of attending
classes at a university campus, you can earn an undergraduate or graduate degree
through “distance learning”.

http://www.mbs.unimelb.edu.au/home.cfm
http://www.b-school-net.de/topmba.htm
http://www.gmac.com
http://www.princetonreview.com/mba
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Since you’re reading this e-book, you already have Internet access, so online learning
may well be an enticing option. Online learning allows flexible scheduling, and may
be cost-effective as well because you’ll be able to keep your present job and income.

Many students find studying via distance learning challenging. They have to juggle job
and family commitments with reading assignments, homework and exams. (I know this
firsthand due to my personal experience as a student and Instructional Systems De-
sign documentation writer.)

A F2F delivery mode is a good learning ground to improve one’s verbal communication
skills as well as cultivating lifelong friendships – which can be very useful networking
tools in the business world.  Good friendships can be found in the virtual world but as
most of the learning done online is accomplished through written communications, stu-
dents who need to polish their verbal communication skills may be better suited to an F2F
environment. In summary, here are the advantages and disadvantages of both methods:

Face-to-Face Learning

Advantages
• Direct interaction with faculty and students, which is important in

enhancing verbal communication skills and future networking

• Focused attention, which minimizes distraction and increases motivation.

• Greater acceptance of the degree by employers

Disadvantages

• Rigid format

• Inflexible scheduling

Online Education

Advantages
• Flexible scheduling, particularly in “asynchronous delivery method” (i.e.

learners can access information whenever they wish)
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• Can be cost-effective because you can keep a full-time job while attending

• Online learning lets you be intellectually independent and self-sufficient

Disadvantages

• High dropout rate (because of inadequate self-discipline and motivation)

• Some courses require online meetings with instructors and classmates,
which can become an obstacle for learners who reside in different time zones
or work irregular hours

• May be lower acceptance in the workplace

After considering the advantages and disadvantages of distance learning online pro-
grams, if you’re convinced that this is the right route for you, take a look at the follow-
ing resources. They give valuable insights about what online business degrees have to
offer and give contact information for educational programs.

Additional Resources
Best Distance Learning Graduate Business and Management 2002
http://www.geteducated.com/bdlgs_bm.htm

Bears’ Guide to the Best MBAs by Distance Learning by John Bear, PhD
and Mariah Bear, MA
http://www.degree.net/books/mba.html

DistanceStudies.com
http://www.distancestudies.com/search.cfm

World Wide Learn
http://www.worldwidelearn.com

TIP: Make sure you carefully evaluate a school before registering.
Check the program syllabus, if possible. Or, better yet, visit
the school personally if it is within your vicinity.

http://www.geteducated.com/bdlgs_bm.htm
http://www.degree.net/books/mba.html
http://www.distancestudies.com/search.cfm
http://www.worldwidelearn.com
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2.3.4  Tuition Fees
Tuition fees vary greatly. To show the range of fees, I have included one school from
the top 10 MBA programs, a couple of regional colleges, and an online program. The
list includes several schools that offer graduate and undergraduate business degree
programs for comparison.

Haas School of Business
University of California at Berkeley

Full-time graduate (MBA) program

California resident: $34,842 for 9-month tuition fees and living costs

Non-California resident: $47,088 for 9-month tuition fees and living costs

Evening and weekend MBA program

Charges approximately $15,005 per semester to both California and
non-California residents

Undergraduate (Bachelor’s) program

California resident: $21,538 for one academic year tuition fees
($6,730) and living costs

Non-California resident: $26,346 for one academic year tuition fees
($15,163) and living costs

Haas School of Business
University of California at Berkeley
Berkeley, California
http://www.haas.berkeley.edu

http://www.haas.berkeley.edu
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Capital University

Full-time graduate (MBA) program

$16,000 tuition fee per academic year (regardless of residency status)

Evening MBA program

$400 per credit hour (graduation requires completion of 40 credits)

Capital University
School of Management
Columbus, Ohio
http://www.capital.edu

Eastern Kentucky University

Full-time graduate (MBA) program

Kentucky resident: $2,043 tuition fees per semester

Non-Kentucky resident: $5,670 tuition fees per semester

Full-time undergraduate (Bachelor’s) program

Kentucky resident: $1,896 tuition fees per semester

Non-Kentucky resident: $5,232 tuition fees per semester

Eastern Kentucky University
College of Business and Technology
Richmond, Kentucky
http://www.cob.eku.edu

http://www.capital.edu
http://www.cob.eku.edu
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Capella University
(a virtual university offering online programs)

Graduate (MBA) program

$1,625 per course (3 credits per course, requires 48 credits to graduate)

Undergraduate (Bachelor’s) program

$1,575 per course (6 credits per course, requires 186 credits to graduate)

Capella University
http://www.capella.edu

2.3.5  Continuing Education
One way to build your resume is by taking continuing education courses in business
and management. There are hundreds of organizations offering continuing education
programs, ranging from one-day seminars to courses presented once a week for an
entire semester.

Virtually every college and university offers continuing education programs. To find
courses near you, do an online search or check the phone book for local colleges and
universities, then contact the continuing education department (it may have a different
name such as “adult education” or “further studies”).

Continuing education courses are also important after you land your first consulting job.
Many corporations prefer to employ people who continuously upgrade their skills
through continuing education programs, workshops and seminars. In management

http://www.capella.edu
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consulting, upgrading your skills is very important because you will spend a great deal
of time learning about new clients’ companies and industries.  The following websites
offer cutting-edge management courses.

American Management Association
AMA is one of the most respected management training organizations in the
United States, offering hundreds of courses. However, they are pricey, so you’ll
probably want to wait until you have an employer to pay for any courses you take.
http://www.amanet.org/index.htm

OnlineLearning.net
This online learning provider gathers business and management courses from
top universities, such as UCLA, Syracuse and University of San Diego.
http://www.onlinelearning.net

University of Texas World Lecture Hall
This site publishes links to faculty pages that use the Web to deliver course
materials. According to the site’s About page: “Some courses are delivered
entirely over the Internet. Others are designed for students in residence. Many
fall somewhere in between.” Select “Browse by Area” then choose “Management.”
http://web.austin.utexas.edu/wlh/

Open Directory Project – Business Training and Schools
This is a comprehensive list of training providers and schools in business,
management and business development.
http://dmoz.org/Business/Education_and_Training/
Business_Development/

2.3.6  Learning By Reading
It’s not the same as earning a degree or taking a class, but reading business publica-
tions (books, magazines, newspapers) can help you learn a tremendous amount about
management and business issues. You can also learn business terms that may be
mentioned in a job interview, so you can respond intelligently and “talk the talk.”

Of course you will learn from reading this guide (the next chapter is particularly useful
for getting a quick education in the consulting business). However, to learn as much as
possible about this field and ensure you keep your knowledge on the cutting edge, it is
recommended that you read other publications as well.

A number of resources are listed in chapter 6. In the meantime, here are some publica-
tions that are excellent resources for self-study.

http://www.amanet.org/index.htm
http://www.onlinelearning.net
http://web.austin.utexas.edu/wlh/
http://dmoz.org/Business/Education_and_Training/Business_Development/
http://dmoz.org/Business/Education_and_Training/Business_Development/
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Periodicals
The following business publications will give you solid and current business knowledge.
You can get a subscription, buy individual copies at a newsstand, or read them for free
at your local library.

Harvard Business Review
Published by Harvard Business School, Harvard Business Review offers man-
agement ideas, research results, and first-person accounts of real business
problems and solutions. Reading HBR is a great way to learn about business
trends, management tools and strategies. A subscription costs $99 annually.
http://www.hbr.org

Fortune
A leading magazine that publishes articles on business trends and best prac-
tices. At the time of writing their website was offering a special subscription
price of $19.99 for 28 issues.
http://www.fortune.com

Wall Street Journal
The leading business daily newspaper. An annual subscription costs $215.
http://www.wsj.com

Books
A number of excellent business books are referred to throughout this guide. However, if
you are looking for a single book that can help you acquire as much MBA level knowl-
edge as quickly as possible, here are some possibilities:

The 12 Hour MBA Program, by Milo Sobel
http://www.amazon.com/exec/obidos/ASIN/0130453528

The Complete MBA for Dummies, by Kathleen Allen and Peter Economy
http://www.amazon.com/exec/obidos/ASIN/076455204X

The Ten Day MBA: A Step-by-Step Guide to Mastering the Skills Taught
in America’s Top Business Schools, by Steven Silbiger
http://www.amazon.com/exec/obidos/ASIN/0688137881

http://www.hbr.org
http://www.fortune.com
http://www.wsj.com
http://www.amazon.com/exec/obidos/ASIN/0130453528/fabjobcom
http://www.amazon.com/exec/obidos/ASIN/076455204X/fabjobcom
http://www.amazon.com/exec/obidos/ASIN/0688137881/fabjobcom


FabJob Guide to Become a Management Consultant

Copyright © 2005 FabJob Inc. PAGE  47

3.  What to Expect on the Job

3.1  Titles and Job Descriptions
Because of the varied tasks and specializations, describing what a management
consultant does is not a simple task.  The roles a consultant holds include being a
consultant (in its full literal meaning), a manager, a partner, a teacher and a coach.

Following are the job titles and job descriptions typically found in firms. Smaller firms
usually have fewer jobs and therefore will not have a wide variety of titles, while multi-
national firms have many layers of seniority.

Analyst or Researcher
When you enter this field, you will most likely be called an “analyst” or “researcher.”
This title is reserved for entry-level consultants for the first two or three years. Most
analysts or researchers have college degrees, but some don’t. Those who don’t have
college degrees usually have other significant research-oriented prior experience.

Their duties range from gathering and analyzing data, to drawing conclusions and
pulling the results into a report to present to clients. As you would expect, researching,
reasoning and writing skills are very useful in this position.

TIP: Breaking into management consulting as an analyst or
researcher gives you an opportunity to learn about and
understand the business.

Associate

In a Large Firm

If you have a graduate degree such as an MBA, you might be able to get hired as an
associate, and not have to start as an analyst or researcher. However, in some firms,
breaking in as an associate is possible only for graduates of the top business schools.
Other firms have an intermediate position between analyst and associate.
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Don’t let this discourage you. Starting as an analyst is probably the best way to learn the
nuts and bolts of this field. After all, in the first year as an associate your job often
overlaps an analyst’s anyway.

As an associate, you will be doing an analyst’s job (gathering and analyzing data,
drawing conclusions and pulling the results into a report) and you will be making direct
contact with clients. This means that you will be heavily engaged in client meetings and
making presentations.

In a Boutique Firm

In a small firm with fewer than ten consultants, the title “associate” may have a different
meaning. Henry H. Goldman, PhD, from The Goldman Nelson Group explains:

“An associate is someone whose work you know and is brought into
the consulting firm on an ad hoc basis.  For example, your firm may
be contracted to provide consulting work for an oil refinery.  You do
not do any environmental work so you might call in an associate
who is well known in that specific area to work with you.  The asso-
ciate would become a part of your organization, but, only for that
particular assignment.”

Consultant
Once you have plenty of experience to move up the ladder the next highest position in
a large firm is “consultant.” Consultants have more responsibilities than associates or
analysts, and can act as project manager (the person in charge of an assignment).
Due to their seniority and extensive experience, they usually make direct contact with
clients to provide practical advice and presentation of the final project.
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Management (Principal and Partner)
Consultants in the management category are the ones who sign the formal agree-
ments and legal papers with clients and others. According to Dr. Goldman, most large
consulting firms, legal firms and public accounting firms are limited liability partnerships
(LLP), thus partners and principals are fundamentally the “owners” of the firm.

TIP: In large multinational firms, there are consultants wearing
“manager” and “director” hats. They are primarily consult-
ants who are more experienced, more educated (post-grad-
uate degree holders) and better paid than those in lower
ranks.

Other Titles
The official titles of consultants vary from firm to firm depending on the tasks they
perform.  In addition to the titles listed above (Analyst, Researcher, Associate, Consult-
ant, Principal, Partner), the following terms are sometimes used in management
consultants’ job titles:

• Adviser

• Coach

• Professional

• Project Manager

• Systems Developer

• Trainer

Note that the above titles may also be used by people who are are not management
consultants.

3.2  Specializations
Selecting one specialization that best suits your interests, skills and experiences can
be the key to your career success.
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For example, if you love computers and are passionate about learning how to imple-
ment information technology in a company, information technology consulting might
be the specialization for you. If you are interested in human resources, organizational
development consulting is a good option.

In general, there are at least five important categories in the management consulting
industry:

• strategy

• operations

• organizational development

• systems

• e-commerce

Today, however, the lines have blurred. Most clients demand a more comprehensive
approach in formulating an overall strategy. Also, the latest trend in management
consulting includes the proliferation of new specializations, many of which are IT-
related and many new boutique firms offer Internet-related services. Here are brief
descriptions of the various specializations.

Strategy Consulting
The goal of strategy consulting is helping clients identify, understand and deal with the
strategic challenges in a particular environment (usually in their own company or
organization). After a development such as a drastic drop in sales or a leadership
change, you will help clients set a new goal and assist them in achieving it.

As a consultant, you will need to assess the company, prepare a report detailing the
various issues in the company and make the appropriate recommendations. To come
up with a report and recommendations, you will need to carefully investigate the is-
sues, gather data and make conclusions.

In the past, a strategy consultant’s job was complete when he or she reported the
findings and made recommendations. Today, clients want to see recommendations
implemented before you go.  Consequently, you will need another skill: the ability to
transform abstract concepts into actual programs.
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Sample Assignment 1
Your clients are anxious about marketing a new toy for children
aged 9 to 12 in Japan. They have spent a lot of money developing
the prototype and wouldn’t be happy to see their products fail. Your
job is to help your clients successfully market their product. What
your assignment entails: doing a survey or multiple surveys on what
type of toys children want to buy and the price they are willing to
pay, and determining product introduction and marketing strategies
that can boost sales.

Sample Assignment 2
Your client’s business has suffered a 20 percent decrease in sales
since a competitor opened in the neighborhood. Your job is to find
out what actually happened. What your assignment entails: doing a
comparative study on what your client’s and competitors’ stores
sell, how they conduct business and how the stores are laid out.

Operations Consulting
Operations consulting is also called re-engineering or process consulting. As an
operations consultant, you will help clients by investigating and implementing efficiency
and effectiveness in company structure and organization, processes and policies. Your
work may encompass areas such as the production process, distribution and customer
service.

Sample Assignment 1

Your client’s company is experiencing an increase in production
time. What used to take 10 days from the raw material stage to
final product now takes 15 days. Your job is to investigate what
is causing the slowdown in processing by conducting thorough
research of activities from raw material shipment, unloading, and
warehousing to direct production processes, such as laborer
activities and workflow in the factory.

Sample Assignment 2

Your client’s restaurant expenses have increased by 15 percent.
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Apparently, there is more waste than before. Your job is finding out
what causes it by observing employees’ activities, workflow in the
kitchen and conducting multiple customer surveys to notice any
changes in taste preference.

Organizational Development Consulting
The aim of organizational development consulting is helping clients maximize the value
of human resources in a company or organization. It is also known as human re-
sources or change management consulting. If you consider yourself a “people”
person and love making meaningful changes in people’s lives, then this is the special-
ization for you.

Change usually occurs after an event such as a merger, acquisition or expansion. Your
job as a consultant is to design a new organizational structure and ensure that it is
properly implemented.

In addition to providing technical and practical advice, an organizational development
consultant often provides coaching sessions. More and more companies are realizing
the importance of investing in good people and in maximizing their value. Today, it is
one of the hottest specializations.

Sample Assignment 1

Employee morale in your client’s company is decreasing: high
turnover and higher than normal rates of absenteeism also plague
the company. Your job is to assess the current corporate culture,
employee policies, systems and benefit package to spot any prob-
lems or anything out of the ordinary. You may also be assigned to
reorganize or streamline current compensation structures.

Sample Assignment 2

In a slow economy, your client’s company laid off 500 of its good
people. Your client wants to see them successful in their new en-
deavors. Your job is to create a committee to help laid off employees
find new jobs. You can assist them by assessing their skills and
making suggestions on possible future careers. Or, you may help
them to write compelling resumes.
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Systems Consulting
The aim of systems consulting is helping clients to understand various technologies to
maximize efficiency in a company or institution. Systems consultants are also called
information technology (IT) consultants. They provide technical advice to support
business performance.

IT consultants are probably the most “techie” of all management consultants. They
usually have strong technical skills and follow the latest cutting-edge technology devel-
opments closely. If you like technology and have some educational foundation to back
it up, then this might be a good specialization for you.

Sample Assignment 1

Your client is an online bank. They are concerned about the insecu-
rity of the World Wide Web. Your job is to investigate the possibility
of hackers breaking into their system and to make suggestions to
prevent hacking. Upon the client’s approval, you and your team will
need to implement a system (both online and off) that ensures
maximum security.

Sample Assignment 2

Your client is a major retail conglomerate in Asia. They would like to
implement a new system that would link their nationwide storefronts
to the centralized warehouse for immediate access to inventory
count. Your role in this project would be analyzing the current
dataflow, making suggestions on the technologies required and
more effective dataflow, and implementing them within an agreed
timeframe.

E-Commerce Consulting
The dot-com frenzy gave birth to e-commerce consulting. The aim of e-commerce
consulting is to help clients create and strategize in an e-commerce environment using
practical and technical advice to maximize performance.

Your primary job would be evaluating the available data and suggesting the positioning,
branding, marketing and network security strategies based on the best practices in the
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industry. Since e-commerce involves more than business expertise, your role as a
consultant is acting as a liaison between the clients and Web programmers and de-
signers.

If you enjoy working with technical people and have both a technical and business
background, you might become an excellent e-commerce consultant. The ability to
balance both business and technology will give you a real advantage in this field.

Sample Assignment

Your client is a major retail chain. They are excited about online
shopping and want to open a new retail chain on the Web. Your job
in this assignment is to assess the company’s readiness to receive
direct online orders, evaluating the existing technologies for online
integration, suggesting new technologies and implementing them
into a Web presence that is convenient, secure and aesthetically
pleasing.

3.3  Typical Consulting Project Life Cycle
Following are the stages and tasks involved in a typical consulting project.

3.3.1  Proposal
If you have just started working in a management consulting firm, most likely, you will
not be responsible for sending out Letters of Proposal (LOP) to prospective clients.
This task is usually reserved for the management level (mostly partners). Their senior-
ity and extensive experience, as well as good reputation in the business world, add
more weight to the proposal.

TIP: You are more likely to make the proposal (or “pitch”) to the
clients yourself if you start your own company.

In a nutshell, a good Letter of Proposal should include the following information:

• Situation appraisal – describing the problem

• Methodology – clarifying the key issues and explaining the methods you are
going to use in solving them
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• Tasks and deliverables – final products, i.e. reports, implementation of
programs

• Schedule – specific dates when the final products will be delivered

• Fees and billings

• Contracts, terms and conditions – a few short sentences that can turn this
proposal into a legally binding agreement. NOTE: Some consultants prefer to
have a separate agreement.

• Credentials – describing the credentials and experience of the supervising
partners or the firm’s principals

• Summary – summing up the problem, methodology and final products)

• Copyright notice – to protect your proposal content from prospective clients
who want to “steal” your ideas without retaining your services

A Sample Letter of Proposal, courtesy of Jeffrey Geibel from Geibel Marketing and
Public Relations, can be found in the following section, 3.4. It includes valuable practi-
cal insights and comments that can help you in writing your own winning proposal and
protecting your intellectual property rights.

3.3.2  Brainstorming
Letter of Proposal accepted? Ready to roll? Once you have been hired (also known as
“engaged”) by the client, the first stage of engagement is “brainstorming.”  To brain-
storm, consultants and clients meet to discuss the symptoms of a critical management
problem and decide on guidelines for carrying out the project.

Brainstorming can be the most exciting yet also the most draining process, where good
ideas are either – literally – eagerly accepted or pitilessly rejected.
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To beginning consultants, brainstorming is an excellent way to learn the real craft of
consulting and to practice active listening. Juniors can learn a lot by watching how
senior consultants tackle a problem, practice diplomacy, and create a win-win environ-
ment. Brainstorming and solving problems together will help you see a problem from
diverse views, which can greatly contribute to the overall success of a project.

By the end of this stage, you and your team should come up with a hypothesis and the
following guidelines:

• Who is in charge of the project? (name a member of your team or the
project manager who will coordinate the investigation)

• Why does the client need this investigation? (describe the problems, i.e.
drop in sales of 35 percent in the last two months, low employee morale in
the last quarter, etc.)

• When is the project due? (the exact due date, time frame when you’ll need
to finish the research and breakdown of activities)

• What data will be required? (describe the types of data you’ll need to
examine the problem, i.e. total number of employee turnover, how customers
perceive the products, etc.)

• Where can you get the data? (describe the location of the required data, i.e.
monthly sales report, sales floor, etc.)

• How can you get the data? (describe the methods used to gather the data,
i.e. survey, audit, observation, etc.)

3.3.3  Data Gathering
“Management consultants are expected to draw conclusions from
facts and data which is verified and verifiable.”

– Ian Ross, president of KIR Resources, Inc.

This is the fun part! Although the brainstorming brings you closer to the problem and
keeps you focused, it won’t have any value until you and your team take it to the next
level.  The data-gathering phase can be intimidating and overwhelming BUT, at the
same time, very exciting and satisfying.

You will be exposed to an ocean of data and possibilities. Many consultants thrive in
this phase but some find it nerve-wracking. If you’re anxious, remember to remain calm
and poised. Keep in mind that as you get more experience, this stage will seem easier.
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Where must you start, then? Most clients have their own internal library, although they
might not call it a “library.” In a nutshell, a “library” is the place where data is compiled
and recorded. It can take the form of filing cabinets, stacks of reports, or piles of
reference materials.  This is your starting point for gathering the required data.

Other internal sources include your client’s employees and managers. As a manage-
ment consultant, you must interview these personnel. If interviewing people you don’t
know is not your strong point, you can learn by watching how your firm’s senior con-
sultants conduct interviews.

The rules of thumb of an interview are:

• Keep an organized record of all your interviews (i.e. an organized
filing system arranged by date, subject and last name of your
interviewees)

• ALWAYS request permission from your interviewee to record the
conversation onto a tape recorder. In some states, recording a
conversation without permission is considered a crime.

• Use the 5W and 1H formula in your open-ended questions: Who,
What, When, Where, Why and How.

• On some occasions, you might want to use closed questions. An
example of a closed question, which can be useful in a survey, is a
question that can be answered only “yes” or “no.”

TIP: Continuing education courses in journalism can help you to
hone your interviewing skills.

The data collection process may also include direct observation, which can be te-
dious for some people. For example, you may need to stand beside the door of your
client’s store to count the actual number of visitors or audit the inventory of your client’s
warehouse by literally taking the items one-by-one and comparing them with the inven-
tory record.

During the information gathering process, you might also need to consult industry
experts and their resources to clarify some information. For example, imagine your
client is interested in using online training to keep customers coming back.  Since this
is a new specialization, your firm might not have sufficient experience in dealing with
online training, or “edu-commerce” issues. Thus, your manager may ask you to find
more information from a few online training experts to help your clients select and
implement the most appropriate edu-commerce programs for their company.
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3.3.4  Data Analysis and Synthesis
You’ve gathered a load of data. Now what? How you process the data to come up with
a conclusion is what matters to the client. So the next stage of the project involves
analyzing the collected data to create a new overall picture of the elements of a
problem.  Data analysis activities may include combining data from several sources,
identifying patterns, and testing assumptions.

Once you have analyzed the data, you’ll be able to make conclusions and applicable
suggestions. This stage is known as “synthesis.” As you become more experienced,
you’ll develop your own style in arranging information and making conclusions. Here
are a couple of possibilities to start with:

• You write a rough draft and then continually integrate new findings into it

• You write the conclusions in chunks and then put the pieces together
in a clear and orderly manner, or

• Arrange your findings by creating a “mind map” – a tree-like diagram
to group related thoughts together

What is Mind Mapping?
http://www.mindmapper.com/whats-mindmapping.htm

An old adage says, “The conclusion is not important, the process is.” In management
consulting, this is not true because both are equally important. Remember that your
clients didn’t hire you to sweet-talk them nor to tell them what they want to hear. Your
data may or may not prove the points as rendered in the brainstorming phase, but you
will need to advise your clients professionally (and diplomatically) nonetheless.

TIP: Keep an open mind so you won’t be disappointed if the
conclusions don’t match your expected results. Many clients
appreciate unexpected results because they realize they
would not have come to those conclusions on their own.

3.3.5  Presentation
There is no single standard method of presenting information to the client. Your
ongoing and final presentations to the client can be done verbally or in writing. If a
presentation is in writing, it can be one lengthy report or a series of short reports.

http://www.mindmapper.com/whats-mindmapping.htm
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Most clients need to be updated periodically to advise them of any developments in
the project. Usually, this can be accomplished with a series of informative meetings at
the clients’ office or short written reports delivered to them. Consultants usually format
the final presentation, the BIG presentation, as an impressive meeting attended by the
board of directors and management of the client’s company. The written report is
printed and bound.

3.4  Sample Letter of Proposal
The sample letter of proposal that appears below is provided courtesy of Jeffrey
Geibel, the principal of GEIBEL Marketing and Public Relations, a consultancy that
provides technology companies with the capabilities to use public relations to support
their sales and marketing, as well as marketing consulting and execution to exploit
market opportunities.

Jeffrey Geibel explains that the proposal should simply document what has already
been agreed to in discussions with the clients:

Many consultants make the mistake of thinking that proposals win
projects. I don’t know of any situation where that is really true, any
more than resumes win job offers – interviews get job offers. The
real key for consultants in winning work is to create a superior
vision of a solution to a prospect’s problem (so you have to satisfy
yourself that you know their problem, and they know their problem –
which is sometimes not the case), and demonstrating that you have
a superior set of capabilities that will help them get to that solution.
All of that is done in the dialogue prior to the proposal, and the
proposal merely documents this narrative. For this reason, I do not
respond to across-the-transom RFPs unless I have established a
dialogue and know I can create a unique vision.

In the sample below, a number of comments are included to assist you in preparing
your own Letters of Proposal.
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July 13, 2005
Client                                  
Company
Address
City, State, Zip

Dear Client:

As a follow up to our discussion, I would like to provide a proposal to address your
requirements for support in developing an [client] public relations program to support
[purpose or business objective].

Situation Appraisal

You had indicated that [descriptive narrative of problem].

COMMENT: This section is to read back your understanding of the
client’s objectives for the project. It serves to eliminate
any misunderstanding or ‘mission creep’ of the con-
sulting engagement.

My services are of interest to you from two perspectives: First, to help you develop a
strategy for this effort, and secondly, to provide the capabilities to develop the materials
and execute the public relations effort on your behalf.

COMMENT: This paragraph defines the scope of the initial engage-
ment and sets the stage for possible follow-on work.

Methodology

I would work with you and other [client] staff to identify the key issues that you want to
leverage in this effort. This would involve the identification of the key audiences you
want to reach, the major competitive messages you want to send regarding [client]. I
would make the selection of the appropriate media to reach these decision makers,
provide the capabilities for the development of the materials (press releases, etc.)
appropriate for distribution to the media and for posting to your website, and provide the
capabilities for the execution of a public relations program to contact and cultivate the
media on your behalf.

COMMENT: Here you want to outline the process you will follow.
This serves to clarify what process you will follow and
the tasks you will perform for this engagement.
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Tasks and Deliverables

The tasks to accomplish the above objectives, and the deliverables are:

1.   Strategy development and consultation – we would interview selected
members of the [client] staff that you designate, and identify key public
relations issues and information. We would research the media for the
industries that you want to reach. From all of this information, we would
develop a strategy for the announcement of the release of the [client] data
at the October conference, identify the media to contact and the material
necessary to support your objectives, and also suggest ways that it can be
leveraged throughout the year in addition to the conference publicity.

2.   Pre-conference media materials development – We would create press
releases and other media materials that would serve to communicate your key
information. This is the single most difficult problem for technology companies
that want to engage in a consistent, high-quality public relations effort. Not only
do we generate all materials in-house (no subcontractors are used) we can
produce high quality and content-rich materials rapidly. As measure of our skill
at this - we can point to many of our releases that have been printed verbatim
by the media.

3.   Media campaign – We would execute your public relations program by
contacting the appropriate trade publications. This period would bracket the
conference – usually begin about a month prior and continue for one week
after. There are essentially two tasks here – pre-conference cultivation of
interest, and post-conference follow up. We research editorial schedules and
media topic coverage independently for each vertical industry, and develop a
unique, highly targeted media list. Additionally, most conferences publish a
media list in advance - we contact that list, determine who is actually attending
(e.g., verify the list), alert them to the [client] presentations, and determine if
they are interested in perhaps meeting with [client] staff at the conference. After
the conference - we follow up with the media who has expressed an interest to
provide any additional information that they may need, or pave the way for
future media coverage. Because of this attention to detail, we have a higher
than average success rate in placement of our clients’ media materials.

COMMENT: The Deliverables section gives the client a clear
understanding of exactly what you are going to
provide, and what the relationship is to their other
business activities. This section is a balancing act
between being specific, and not knowing exactly what
the situation will be until you get into it.
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Schedule

Using a backwards-planning methodology, the execution of a public relations effort for
a conference should start about a month prior to the conference (in other words, by
late September.) The development of the materials usually takes two to three weeks,
and the development of a strategy about a week or two. Hence, we should plan for a
kick-off in late August to ensure the timely (and not rushed) development of your
conference publicity strategy and necessary materials.

COMMENT: A project schedule should be spelled out, along with
any dependencies on client actions in order to make
the schedule. This protects you in case of ‘schedule
creep’ due to client inactivity or non-performance (it
happens). It is also useful to peg payments to either
deliverable milestones or the calendar (a certain pay-
ment due by a certain date, regardless of the project
progress). This adds an incentive to the client to stay
on schedule.

Fees and Billing

For each of the tasks identified above the fees would be:

Strategy development and consultation $[amount]

Pre-conference media materials development $[amount]

Media campaign $[amount]

Invoicing would be done weekly, with the first invoice for half of the fee for the strategy
development task submitted by return mail once the signed contract was received.

COMMENT: There are as many philosophies of fee structures as
there are consultants. Some clients only want ‘the
bottom line’. Some want monthly fees, some want
hourly. Some want invoicing weekly, some want it
monthly. It’s best to present your fees in whatever
format will help them sign off on the project. As a
general rule, unless you want to have a certain amount
of guaranteed bad debt write-offs each year, always try
to work against client money on deposit.
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In other words: get paid in advance, or get a series of
progress payments that lead the performance of the
work. Sometimes that’s not possible (such as with
very large clients that pay against purchase orders), so
a structure of 50% down, 30% at the first milestone
and 20% on final delivery usually works. (For detailed
information about typical fees, and how to price your
services if you have your own firm, see section 5.6.1.)

TIP: Money is a sign of commitment. If the prospect is
giving you a hard time on the fees and invoicing
up front, you will almost certainly have collection
problems. This is a sign that you either have not
adequately established the value of your proposed
work, or the prospect will become a problem client.
Time to back up and re-evaluate the situation.

Contracts, Terms and Conditions

Assuming this proposal is acceptable, this document would be converted into a con-
tract between us. Contractual language (Terms and Conditions) are added, primarily to
satisfy the requirements of the IRS and to mutually limit liability.

COMMENT: This lets the prospect know that there is boilerplate
(standard legal terms and conditions) added, but it’s
not important to the approval of the project. I avoid
putting boilerplate in the first round of a proposal –
make sure you are going to get the project before
going to that level of effort. Your terms and conditions
should be items that you can explain, and know which
ones you can negotiate away, and which ones are not
negotiable. For example, I have a limit of liability
clause that is non-negotiable.

This proposal is valid until [date - usually 90 days].

COMMENT: Always put a deadline on the project. It adds a small
incentive for the prospect to make up their mind, you
don’t want it hanging out there forever, in case they
put it on the shelf for six months and you want the
flexibility to rebid on the work. You can always extend
the deadline if you want.
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Credentials

Jeffrey Geibel, APR is the principal of GEIBEL Marketing and Public Relations, a
consultancy that provides technology companies with the capabilities to use public
relations to support their sales and marketing, as well as marketing consulting and
execution to exploit market opportunities. He is an accredited member of the Public
Relations Society of America.

He is the creator of the Sales AutopsySM methodology, which is the underlying method-
ology for his Thematic Release Program process. He has used this process to gain
visibility for clients in such diverse industries as technology recruiting services, sales
training, digital printing, specialty eyewear, shop management software, management
consulting, Internet systems engineering, B-to-B Internet auction sites, and e-com-
merce, to name a few representative clients. He obtained exposure for this diverse
client base in many trade publications that reached the decision makers of their pri-
mary markets. Each client had a distinct set of media that had to be cultivated. Ex-
amples are posted on his website at www.geibelpr.com.

He is the author of the book Applications Software Marketing: A Field Manual for
Success and has contributed the chapter Evaluating and Implementing a Website into
Your Integrated Marketing Program to The Ultimate Multi-Media Handbook published
by McGraw-Hill. A widely published author on business topics, he has had 200 profes-
sional articles appear in print. His website has a large collection of his articles, accumu-
lates 8,000 hits a month and is referenced in several academic programs as required
reading. His academic credentials include an MBA and an undergraduate degree in
mechanical engineering. An active general aviation pilot with more than 2,000 flight
hours, he holds FAA credentials as an Instrument Flight Instructor, and is rated in both
airplanes and helicopters.

COMMENT: The credentials section should be arranged to lead
with the information that is relevant to the proposed
work, but also show your breadth and depth of capa-
bilities and experience as a professional. You may
wish to add selected items that could enhance your
chances – such as the case with my aviation creden-
tials. A lot of executives are pilots or have always
wanted to be pilots, so in some cases, it opens doors.
On the other hand, you may have some credentials
(such as a big-game hunter, or worked on a controver-
sial political campaign or social issue) that may not sit
well with certain people. When in doubt; leave it off. If
you choose to mention it, do so in a discussion, but
only after you’ve tested the waters and think it will add
to your prospects of success.

http://www.geibelpr.com
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Summary

A high-quality public relations campaign in conjunction with the [client] presentations
and annual release of estimating data can help you leverage the October conference
for the maximum amount of visibility for the [client]. However, this requires the develop-
ment of a strategy that is keyed into your marketing objectives, and the professional
execution of that strategy. These are the capabilities that I offer to [client] in this pro-
posal.

I would like to have the opportunity to support [client] in the development and execution
of your public relations program for your October conference. I look forward to working
with you.

COMMENT: It’s always important to ask for the work – just like a
politician needs to ask for your vote. But there’s a quid
pro quo here: pay close attention in the pre-proposal
dialogue to see if you get ‘buying signals’ that the
prospect wants you to do the work for them. You don’t
want to be just one of many. If in doubt, ask (before
submitting a proposal): “Am I the preferred vendor for
this project?” Pay careful attention to the answer, then
decide if you want to bid on it. Some consultants
indiscriminately write elaborate proposals on projects
that they have no serious chance of winning. If you
don’t value your time, why should the prospect?
Better to spend your time looking for new prospects.

Regards,

Jeffrey Geibel, APR
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Copyright Notice

Copyright 2002, Jeffrey P. Geibel, All Rights Reserved. This document is the copy-
righted material and intellectual property of Jeffrey Geibel, APR. It may not be distrib-
uted to any third parties other than the proposal recipient  [client name] without ex-
pressed written approval.

COMMENT: A common fear among consultants is that someone
will take their proposal and use it to do the work
internally, or use it for some other consultant to
execute. There are two simple protections for that:
don’t write it so specific that it becomes an operator’s
manual, and put a copyright notice on it. This serves
notice that it is proprietary intellectual property. It goes
a long way to discouraging the opportunists, wise
guys and occasional dishonest prospect (they are out
there). You can also copyright your work product, with
final release to the client only upon final payment –
that’s one of the clauses in my ‘Terms and Conditions’.
Very few consultants think to protect themselves with
copyrights.
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4.  Getting Hired
This chapter covers some of the possible avenues and creative ways to get your first
consulting job, the types of employers you might work for, how to prepare a winning
resume and cover letter, ingenious ways to hunt for jobs, how to make a lasting first
impression and, eventually, win the job!

4.1  Getting Experience
Having relevant experience on your resume can give you an advantage over other
applicants when you are applying for a job. If you have already acquired plenty of
business experience, you may want to skip this section. However, if you are like most
readers, you may find some good ideas in this section to help enhance your resume.

TIP: Most major employers run their own programs to train junior
consultants in accounting, internal policy, research tech-
niques, and how to work as part of a close-knit, hardworking
team. Professional certification is available, but experience is
more important.

Your strategy for breaking into this career largely depends on your educational and
professional background. If you’re just out of business school or college, applying for
an internship or summer associate position might be your best bet. If you aren’t,
consider volunteering.

4.1.1  Pro Bono Work (Volunteering)
Doing pro bono work (volunteering) in local community-based non-profit organizations
is a win-win situation. The organization gets free professional help and you get the
much-needed experience, or even endorsement, to build your reputation. Above all, it
can be an excellent ground to practice your skills. Now, how can you find a pro bono
client? And what types of projects can you work on?

Plan A
First you should look for opportunities in your own community. There are very likely
some local organizations that can use extra help such as community associations,
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environmental organizations, etc. I suggest sending an official proposal similar to the
one shown in the previous chapter to enhance your professional image. This can help
you avoid being assigned to projects unrelated to your career goals.

To submit your proposal, you should call ahead and arrange a meeting with the Execu-
tive Director of the organization.  When you meet the Executive Director, present
yourself professionally (dress well and be confident) as if you were meeting a corporate
client. Reiterate your intention to volunteer management consulting skills, not typing
or fundraising skills.

It’s not uncommon for volunteers to settle for jobs they didn’t intend to be doing in the
first place because they don’t have the heart to speak up from the beginning (after all,
it is for a good cause). Make sure this doesn’t happen to you, especially when you
have limited time and resources. However, the final call is yours. You might want to
donate extra hours if you’d like to contribute more than your management skills.

Plan B
If you couldn’t find any local non-profits that are accepting management consulting
volunteers, try checking non-profit web directories such as Guide Star and Idealist.
Both are extensive directories of non-profit organizations in the United States.  Type in
the specific keywords of the cause you’d like to support and the city where you’d like to
volunteer in the search box. It will come up with a list of organizations that you might be
interested in.

Guide Star
http://www.guidestar.org

Idealist.org
http://www.idealist.org

CharityVillage.com (Canadian organizations)
http://www.charityvillage.com/cv/nonpr/index.asp

I tried out Idealist.org to find a volunteer grant writing position. I clicked on “Volunteer
Opportunities,” typed in “grant writing” and “San Francisco” in the search boxes and
Voila! Another option is using Opportunity Knocks. This site provides information
about paid jobs and career opportunities in non-profit organizations. The last time I
typed “management consultant” in the search box, it came up with nine matching
results.

Opportunity Knocks
http://www.opportunityknocks.org/

http://www.guidestar.org
http://www.idealist.org
http://www.charityvillage.com/cv/nonpr/index.asp
http://www.opportunityknocks.org/
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TIP: You may qualify for paid consulting positions in a non-profit
organization, but if you prefer doing volunteer work first,
contact the manager in charge of the particular job opening
to find out if he or she is looking for a volunteer consultant as
well. Since they already are looking for consulting help, they
are more likely to respond positively.

4.1.2  Internship or Summer Associate
If you are a recent graduate, interning is a good way to get your foot in the door. Your
own school might have internship arrangements with local firms or you can browse the
web for internship opportunities.

“But, make sure that you get a paid one,” says Robert Gelphman.  “How much you are
paid doesn’t matter. The point of getting paid means the sponsoring organization will
put you to work doing real stuff. If on a volunteer or unpaid basis (school credit only),
you could end up answering phones, filing and refilling coffee cups. If you are being
paid, you can be sure they will want a return and are more likely to give you responsi-
bility.”

There are two types of internship searches you can do online. First, start with the
websites for consulting organizations. Most have a search mechanism to look up for
the closest member consultants in your area. For example, the website of the Institute
of Management Consultants USA, has a search box where you can type in keywords
such as a consultant’s name or the city you’re looking to work in. Or, you can search
directly from its chapters’ sites. (For a comprehensive list of professional management
consulting organizations, please refer to chapter 6.)

Institute of Management Consultants
http://www.imcusa.org/chapters.acgi

The search result should take you to a list of consultants and their contact addresses
that match your keywords.

TIP: Note that not all consulting firms have internship vacancies.
Some firms sponsor summer associate programs, which are
actually an internship offered to business students during the
summer.

There are also a number of websites that have internship opportunities listed, including
the following. For those that have keyword searches, do a search for “consulting”.

http://www.imcusa.org/chapters.acgi
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InternshipPrograms.com
http://internships.wetfeet.com

Intern Jobs
http://www.internjobs.com 

Intern Web
http://www.internweb.com

4.2  Types of Employers
There are basically two types of employers in management consulting: firms and non-
firms. In a nutshell, if you work in a consulting firm, you’ll be working for several
clients simultaneously, while in a non-firm environment (such as in a corporation or in
a non-profit organization), your employer is your only “client.”

Firm employers include large multinational firms and smaller, more specialized,
boutique firms.  The non-firm employers include corporations, non-profit organi-
zations, government and educational institutions.

Depending on your career objective, you’ll need to carefully select which type of em-
ployment really fits your experience and preferences. (For example, if you need stabil-
ity, consider working in a non-profit organization or a government institution.) This
section of the guide provides more details about each of these employers so you can
decide which might be best for you.

The good thing about working as a management consultant is you can find all types of
employers in most cities, even though most multinational firms are located in larger
cities such as Boston, Chicago, Dallas, Los Angeles, New York, San Francisco, San
Diego, Toronto, Vancouver, and Washington, D.C.

4.2.1  Large Firms
Large firms, also known as multinational firms, usually have offices worldwide (or at
least nationwide) and employ hundreds, thousands or tens of thousands of employ-
ees. Moreover, although their services are specialized, because of the size and human
resources they have at their disposal, they can take on a variety of projects. This
explains why most large firm consultants have a vast base of knowledge.

http://internships.wetfeet.com
http://www.internjobs.com
http://www.internweb.com
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Workers in a large firm will find it takes longer to reach a more senior position as the
competition is quite fierce. You will be competing with many bright and exceptional
people, including business school graduates and experienced executives. Most business
school graduates from top-tier universities and graduate schools race to win prestigious
associate or manager positions in the top 50 leading consulting firms. Unfortunately, the
prizes – consulting positions in large consulting firms – are quite limited.

However, if you are a competitive person who doesn’t mind office politics, long hours
and working your way up from the very bottom, working in a large firm may give you the
ultimate satisfaction. After all, it is always nice to know you are a part of something big.

One of the many perks in working with elite firms are excellent starting salaries that
range from $50,000 to $60,000 with signing bonuses of between $3,000 to $7,000.
“Less prestigious” firms may offer higher starting salaries to attract candidates of
higher quality. Those who hold higher degrees (such as MBAs or other graduate
degrees) with some experience can expect to earn between $95,000 to over $100K in
starting salaries with up to $30,000 signing bonus.

Pros of Working in a Large Firm
• Exposure to large corporate clients

• May involve international and regional travel

• Great learning experience

• Opportunity to interact with many people (clients and colleagues)

• Competitive (gives you the opportunity to be the best you can be)

• Excellent stepping stone if you are considering working solo or moving to
other companies or firms
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• Satisfaction of knowing you are a part of something big

• Lots of perks: tuition reimbursement, excellent benefits, first-class treatment
by major corporate clients

Cons of Working in a Large Firm
• May become too competitive

• Long hours

• Lots of office politics

• Harder to get noticed by more senior staff

• May take longer to get to the top

• You are just “a small fish in a big pond”

Where to Begin Looking for a Job
Many large firms have dozens of offices in countries around the world. At their
websites, you should be able to distill contact information from their “About”, “Contact
Us” or “Careers” pages. Following are a number of top firms. Some have useful prac-
tice cases on their websites to prepare you for a job interview.

Accenture (formerly Andersen Consulting)
http://www.accenture.com

Arthur D. Little
http://www.arthurdlittle.com

A.T. Kearney
http://www.atkearney.com

Bain & Company
http://www.bain.com

Booz Allen Hamilton
http://www.bah.com

Boston Consulting Group
http://www.bcg.com

http://www.accenture.com
http://www.arthurdlittle.com
http://www.atkearney.com
http://www.bain.com
http://www.bah.com
http://www.bcg.com/
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Buck Consultants
http://www.mellon.com/hris

Capgemini
http://www.capgemini.com

Deloitte Consulting
http://www.dc.com

Hewitt Associates
http://www.hewitt.com

KPMG Consulting
http://www.kpmg.com

McKinsey and Company
http://www.mckinsey.com

Mercer Consulting
http://www.mercer.com

Monitor Group
http://www.monitor.com

PricewaterhouseCoopers
http://www.pwcglobal.com

Roland Berger Strategy Consultants
http://www.rolandberger.com

Towers Perrin
http://www.towers.com

Watson Wyatt
http://www.watsonwyatt.com

The Association of Management Consulting Firms (AMCF) consists of consulting firms
with $1,000,000 in minimum annual revenue.  Its alphabetical “Member Firms” page is
an excellent starting point to search for a position in a large consulting firm. Some
members are located overseas.

Association of Management Consulting Firm Member Firms’ Page
http://www.amcf.org/memFirms.html

http://www.mellon.com/hris
http://www.capgemini.com/
http://www.dc.com
http://www.hewitt.com
http://www.kpmg.com
http://www.mckinsey.com
http://www.mercer.com
http://www.monitor.com
http://www.pwcglobal.com
http://www.rolandberger.com
http://www.towers.com
http://www.watsonwyatt.com
http://www.amcf.org/memFirms.html
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TIP: Avoid sending your resume and cover letter to the Human
Resources department if at all possible because most likely
they will never reach the recruiting coordinator. Rather,
address your application to the appropriate “recruiting
coordinator” and include your level of education or level
of position you are targeting (refer to section 3.1 for more
information on ranks in a consulting firm). Thus, your appli-
cation should be addressed to: “Undergraduate Recruiting
Coordinator,” “MBA Recruiting Coordinator,” “Analyst Re-
cruiting Coordinator” or “Associate Recruiting Coordinator.”

4.2.2  Boutique Firms
Boutique consulting firms are smaller in size, more specialized in expertise and
services offered, and target a specific niche. They usually employ fewer than 100
employees and don’t have branch offices.

Many boutique firms are startups and actually a one-person entity with the principal
working solo. These principals usually have prior experience working in large firms.
Most likely, when you’re ready to open your own firm, you will belong to this category.

If you are entrepreneurial, don’t like office politics or corporate bureaucracy, and prefer
being in close contact with your clients and colleagues to working in a small cubicle,
this is probably the place for you. Also, since boutique firms tend to super-specialize,
you’ll be able to learn the nuts and bolts of cases as well as creative marketing strate-
gies to attract more clients.

Pros of Working in a Boutique Firm
• Friendly atmosphere, strong camaraderie – you’ll be working closely with

senior consultants and the principal

• Opportunities to work closely with clients

• Great learning opportunity (you’ll be learning and implementing specialized
knowledge, rarely found elsewhere)

• More opportunities to find work locally

• You are “a big fish in a small pond”
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Cons of Working in a Boutique Firm
• Job insecurity due to the limited number of clients and low marketing budget

to attract new clients

• Limited variety of clients (mostly local companies, not big names)

• Most likely to wear “many hats” simultaneously due to lack of administrative
support

• Narrow focus doesn’t allow for development of a wide variety of skills

• Fewer perks: rarely get tuition reimbursement, few travel opportunities

• Due to the limited number of clients, most boutique firms cannot afford
special treatment for their consultants

The competition to work in a smaller firm might not be as fierce, but they usually don’t
hire as many people either. In boutique firms, the principal (i.e. the owner of the firm)
frequently chairs the interview process and makes the final hiring decision. The hiring
process is usually fairly direct: one or two interviews and you’re done. In many instan-
ces, a candidate can get acquainted with the principal right from the beginning, which
is an excellent opportunity to use “the right moves” to “win the decision-maker’s heart.”

TIP: While most large multinational firms do require candidates to
have at least an undergraduate degree, many boutique firms
will consider specialized expertise in lieu of a degree. Such
job openings, however, are rarely advertised so networking is
probably your best bet to find out about those positions.

To start your search for potential boutique firm employers, browse the following sites.
The listings include names, addresses and contact numbers. A courtesy e-mail or
phone call is recommended to find out if the particular firm is indeed hiring. You may
want to say something like this,

“Good afternoon. My name is Jane Doe, I found your phone number
listed on APC’s website. I am a recent graduate and interested in
joining your firm. Could you tell me if you are currently hiring?”

If they are, find out who the hiring coordinator is. Address your application, consisting
of a well-written resume and cover letter, to the Managing Principal (if the firm con-
sists of a few staffers) or to the Recruiting Coordinator (if the firm employs more than
50 people).
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Association of Professional Consultants
http://www.consultapc.org

Institute of Management Consultants USA
http://www.imcusa.org

Canadian Association of Management Consultants
http://www.camc.com

4.2.3  Corporations and Non-Profit Organizations
Consultants who work for corporations, non-profit organizations, and other non-firm
employers are called “internal consultants.” According to the Association of Internal
Management Consultants, internal consultants “are focused on improving the quality,
effectiveness and bottom-line performance of their organizations.”

Like their counterparts who work for firms, internal consultants may work to solve
problems and implement solutions in areas such as planning, quality, and information
technology. The difference is that internal consultants do all their work for a single
“client” (their employer).

If you are interested in learning about the history of internal consulting, the following
paper from the United Nations International Labour Organization provides an interest-
ing overview of the profession, including typical workflow and what is expected from an
internal consultant.

Internal Management Consulting: Building In-house Competencies
for Sustainable Improvements
http://www.ilo.org/public/english/employment/ent/papers/emd20.htm

Most internal consultants have a previous proven track record in a particular consult-
ing specialization or specific niche, and many formerly worked for a large or boutique
firm. Thus, if you are passionate about working in a corporate or non-profit environ-
ment, you might have to wait for a few years before being offered an internal consulting
position. However, as in all things, there are exceptions for qualified candidates.

Oftentimes, internal consultants have previously worked with the company that hired
them as an external consultant. If this is your career objective, start by establishing
close rapport with the clients you work with. Show them how attentive and caring you
are, in addition to having exceptional skills.

http://www.consultapc.org
http://www.imcusa.org
http://www.camc.com
http://www.ilo.org/public/english/employment/ent/papers/emd20.htm
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Listen to what to Henry H. Goldman, PhD, president of Goldman-Nelson Group Global
Consulting, Huntington Beach, California has to say about internal consulting:

“Often, a consultant brings such expertise that he or she can
become a fixed part of the client’s company.  I have met several
former consultants who joined their client in an executive position,
because, in the long run, it is less expensive.  The former consultant
usually is given the title of ‘vice president.’ I don’t know anybody
who keeps a consultant title, even though he or she has become,
quite literally, an internal consultant.  There are also times when
the full-time position that is awarded to the consultant for a fixed
amount of time, perhaps three to five years, after which, the con-
sultant returns to independent consulting.”

While the best way to break into “the lesser-known side of the industry”, internal con-
sulting, is by working closely with the management in an external consulting arrange-
ment, you may be able to break in simply by being an outstanding candidate. Years of
experience in the business (preferably in the prospective employer’s field) combined
with a distinguished reputation in the profession can help you land a position as an
internal consultant.

There are a number of places to collect contact information for top companies in the
United States and Canada.  The following are good places to start your company
search. At Hoovers, you can search for a specific company, or click on “Companies &
Industries” to go to a page with a menu that allows you to browse a company directory
or search by industries.  The Fortune and Report on Business sites list top compa-
nies in the U.S. and Canada, respectively.

Hoovers.com
http://www.hoovers.com

http://www.hoovers.com
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Fortune.com
http://www.fortune.com/fortune/companies

Globe & Mail Top 1000 Canadian Companies by Industry
http://www.globeinvestor.com/series/top1000/tables/companies/2004/

Non-profit organizations hire management consultants as well. One of the most suc-
cessful non-profit management consulting firms that offers services to non-profit clients
is CompassPoint’s Institute for Non-Profit Consulting (INC). Their website is available
at:

CompassPoint’s Institute for Non-Profit Consulting
http://www4.compasspoint.org/p.asp?WebPage_ID=518

4.2.4  Government Institutions
Federal, state and local governments need management consultants to help them
solve organizational problems and ensure work is being doing efficiently.

According to the U.S. Department of Labor Occupational Outlook Handbook, the
majority of those who work for the U.S. federal government are in the U.S. Department
of Defense. In the post September 11 world, security issues have come to the forefront
and require highly specialized skills. If you have a background or experience in secu-
rity, biotechnology, information technology, high-tech or performance improvement,
your skills are likely to be in demand.

Working for the government is considered to be a secure career compared with other
types of employers. You don’t need to worry about the employer going out of business,
or being laid off when the market is slow. The hiring process, however, is more rigid
and you may need to pass a series of tests.

You can find links to government agencies and departments through the following
websites. FirstGov is the official U.S. government web portal.

FirstGov
http://www.firstgov.gov

U.S. State and Local Governments
http://www.statelocalgov.net

http://www.fortune.com/fortune/companies
http://www.globeinvestor.com/series/top1000/tables/companies/2004/
http://www4.compasspoint.org/p.asp?WebPage_ID=518
http://www.firstgov.gov
http://www.statelocalgov.net
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Canadian Government Links
http://canada.gc.ca/howgoc/howind_e.html

4.2.5  Educational Institutions
Colleges and universities occasionally need internal consultants and are always hiring
instructors. If working in a stable recession-proof academic surrounding is what you
are looking for an educational institution may be the answer.

To search for available positions in educational institutions, start with your state’s
Department of Education or your local community colleges. They often post job open-
ings for internal consultants.

American Association of Community Colleges
Click “Career Center” then select “CC Finder.” It will take you to a
clickable U.S. map, then you select your state of residence.
http://www.aacc.nche.edu

Accredited U.S. Colleges and Universities
http://www.utexas.edu/world/univ

Canadian Universities
http://www.uwaterloo.ca/canu

TIP: Working in an educational institution typically requires at
least a college degree, while many institutions require a
master’s or doctoral degree as a pre-requisite to teaching.
However, this is not written in stone. If you have extensive
business experience, you may be able to find a teaching
position at a community college without an advanced degree.

4.3  Preparing a Resume and Cover Letter
Preparing a professional consulting resume and cover letter requires as much time and
energy as preparing for other jobs. You should try to condense your skills and profes-
sional experiences into one page, which can be difficult. The following advice and
insider tips will help you create a winning and irresistible resume and cover letter.

http://canada.gc.ca/howgoc/howind_e.html
http://www.aacc.nche.edu
http://www.utexas.edu/world/univ
http://www.uwaterloo.ca/canu
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4.3.1  What Employers Are (and Are Not)
   Looking For

OK, first things first, before typing up your skills, let’s brainstorm a little bit. Look at your
skills, education and professional experiences, and start making a list.

Employers Are Looking For

Integrity This is the most important trait you’ll need to show in a
consulting job application. Never exaggerate your achieve-
ments.

Analytical Skills Include any previous quantitative activities, or positions that
show you have used your brainpower to achieve something
meaningful.

Enthusiasm Choose words and include past activities that reflect your
high energy.

Communications Use clear and concise language. Make sure your resume is
well-organized and your cover letter is well written.

Teamwork Include previous team activities to demonstrate your ability
to get along with various types of people.

Leadership Describe any previous leadership positions in professional,
educational or volunteer activities.

Familiar with Firm Employers expect you to be familiar with both the industry
and their firm. Mention your recent research, e.g. “I would
be honored to work with your firm, a top ten consulting firm
according to [Publication Name].”
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Entrepreneurship Include any past business-related activities or entrepreneur-
ship courses.

Accomplishments Any accomplishment will do if it shows your potential to
grow, along with tenacity and motivation. If possible, quan-
tify your previous job achievements, e.g. “My sales were
25% higher than the target”.

Other Distinctions Include any foreign languages you speak, computer skills,
titles of anything you have published, and other unique
qualities.

What They Don’t Want to See

Inconsistency Overlapping dates and unclear responsibilities.

Lies Don’t claim to be a Harvard MBA graduate if you’re not.

Rudeness Don’t try to win over a recruiter by badmouthing your
former employer or making sarcastic jokes.

Typos One small typo can considerably decrease your chance for
getting hired. Make sure to spell-check thoroughly or,
better yet, use editing software.

Ignorance Employers do not want to hire candidates who are unfamil-
iar with either the consulting industry or their firm. This is
especially true if the firm is among the top fifty firms world-
wide. If you don’t know what they do, how do you know
you’ll fit in?

4.3.2  Writing a Winning Cover Letter
Remember these rules of thumb when writing a cover letter:
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• One page only, single-spaced, in standard business format. (This is the
ultimate rule of thumb.)

• Include your name and contact information (address, telephone number,
e-mail address) at the top. If you use letterhead stationery, don’t repeat this
information.

• Personalized for that particular position. To show that you aren’t using a
generic cover letter, include some reasons why you are interested in their
particular firm.

• Address it to the hiring manager. Don’t use a generic greeting, such as “Dear
Sir/Madam”; use names instead.

• To address a female recruiter, use the title “Ms.” instead of “Miss” or “Mrs.”

• Briefly describe who you are in the first paragraph.

• Concisely explain why you are interested in management consulting and
want to work with their firm.

• Include reasons why the firm should hire you. You can include a few
sentences giving examples of your winning qualities, such as analytical skills,
leadership, interpersonal skills, and high-achiever traits.

Now, how do you make your cover letter stand out from a pile of hundreds of others?

To make a good impression, your letter must be well written. Business writing is con-
cise, conversational and well organized.  You may also include some business jargon
to impress the recruiter, but use it sparingly.

Remember that your cover letter is more than a piece of paper that describes who you
are. It is also a marketing tool to demonstrate your suitability for the position. As you
read in the previous chapters, writing is one of the most important skills a consultant
has.

TIP: A cover letter should be positive and professional. Have a
friend read it for you, then give you his or her objective com-
ments. Edit it several times if you have to. Once you have a
good cover letter, you can change a few sentences to tailor it
to a specific consulting firm.
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Sample Cover Letter (Entry-Level)

Suzanne Hawkins
110 Any Street Apt. 100
Any City, MA 94000

Rita Cruz
ABC Consulting, Inc.
600 Any Street Suite 300
Any City, CA 94000

Dear Ms. Cruz,

I will be graduating in December 2002 with a B.A. in Economics from Boston College. I
am writing to apply for an Analyst position at ABC Consulting, Inc. because I believe
my skills and personal attributes suit your requirements.

My interest in management consulting began when I was a volunteer on a project at
XYZ non-profit consulting in 1999. I learned the various tasks of market research and
organizational re-structuring. This explains my interest in working with ABC Consulting,
Inc, one of the nation’s top twenty re-engineering firms.

I am confident in my ability to contribute meaningfully to this position. My previous pro
bono project work demonstrates analytical and communication skills, as well as leader-
ship and teamwork. During my studies, while maintaining a 3.5 GPA, I worked part-time
at HIJ Department Store Inc. as an Assistant Buyer, which introduced me even further
to the business world. I am also familiar with various problem-solving tools and can
speak fluent Spanish.

I would appreciate meeting you personally to discuss this opportunity in greater detail.
A detailed resume is enclosed and I will follow-up this letter next week. Thank you for
your attention and time in reading this letter.

Very sincerely,

Suzanne Hawkins
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Sample Cover Letter (Career Changer)
Prepared by Jacqui D. Barrett, CPRW, CEIP, President of Career Trend

JENNIFER D. McKINLEY
2121 College Boulevard • Overland Park, Kansas  66210 • 913-451-5555

E-mail: jdmckinley@msn.com
_____________________________________________________________________

Let Me Introduce Myself:

If you are interested in an ambitious and passionate management consultant with a
doctorate in psychology, you will want to give consideration to my qualifications.
Please find my resume enclosed for your review.

I have developed strong organizational, analytical, communication and team-building
skills during the past 10 years’ contribution to psychology-related initiatives. My record
is one of consistent accomplishments and simultaneous management of multiple
projects. At present, Major Telecommunications Corp. challenges my deep-thinking
abilities and executive-level relationship development skills where I interrelate with
leadership and functional groups daily. I view business problems in terms of individuals
and systems and use my knowledge of behavior to conceptualize and offer solutions.
Responsive, analytical, innovative and personable, I serve the executives well, in turn,
gaining their respect. Additionally, I am a quick learner and enjoy the challenge to
integrate new ideas into the business culture. I will work as diligently for your company.

My fast track education, having graduated with my Master’s and Doctorate degrees in
four, rather than the standard seven years, is further evidence of my determination. In
addition to performing as a research and teaching assistant, I was a psychology intern
and postdoctoral fellow and project coordinator at three separate institutions.  In
particular, I was successful communicating and problem-solving project execution
issues with health-care professionals, administrators and families.

My people skills, combined with an attention to detail, produce a solutions-based,
productive environment. I believe I would be an asset to your organization and would
like the opportunity to meet with you personally to discuss how I can make a significant
contribution to your company.

Sincerely,

Jennifer D. McKinley

Enclosure
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4.3.3  Writing a Winning Resume
A winning resume summarizes your skills and professional experiences. What you
include and DON’T include can equally affect your chance of getting hired.

Basics
• One page if possible, two pages maximum unless you have extensive experi-

ence. Neatly typed, single-spaced with double spaces between paragraphs.

• Put your name and contact information (address, phone number, e-mail
address) at the top, or you can use letterhead stationery.

• If you’re applying to a multinational firm, most likely scanning software will
scan your resume. Thus, you should include keywords specific to the indus-
try. (You can find many examples of keywords in this guide. Here are a few
sample terms from chapter 3: strategy, operations, organizational develop-
ment, systems, e-commerce.)

• If you received your degree(s) more than five years ago, don’t include the
dates because it might not be relevant anymore. Only include the dates if
you have just recently received it.

• Never include your GPA (Grade Point Average) if you didn’t graduate cum
laude or with honors.

• If you are a new graduate without prior relevant experiences, put your
education information at the top.

• If you are a career changer with previous business experience, put your
professional experience at the top, followed by education and other relevant
information (computer skills, foreign languages, etc.).
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Optional
• Contact information for references if you are sure those people are well-

known and respected in the industry. This is a selling point to demonstrate
that you know the “right” people in the field.

• Testimonials from prior employers (who have given permission to include
their quotes).

TIP: As an independent consultant, I always include some
testimonials of satisfied clients at the top of my resume to
“create” a winning image right from the beginning. At the
end of my resume, I include at least three references to
round out the “winning consultant” image.

Tips from a Pro
Following are 10 Tips to Creating a Winning Resume by Jacqui D. Barrett, CPRW,
CEIP (Certified Professional Resume Writer and Certified Employment Interview
Professional). She is the president of Career Trend and writes a monthly “Resume
Magic” column for the Professional Association of Resume Writers and Career
Coaches’ International Newsletter.

1. Limit Your Resume to Two Pages if possible.

2. Do Not Use Personal Pronouns – Begin resume phrases with an action
verb, when possible; for example, “Increased revenues 20%.” Do NOT
write, “I increased revenues 20%.”

3. Research the Target Company(ies) / Industry(ies) – Design your
resume around the target company(ies) and industry(ies) within which you
seek employment. Illustrate your value to these companies via your
custom-focused impact statements.

4. Omit the Objective – Cutting-edge resumes do not list an objective.
Instead, begin your resume with a Summary of Qualifications or Profile
that summarizes your value to the organization(s) to whom you are apply-
ing. Occasionally, a Headline or Target statement placed at the top of the
resume is useful in quickly pinpointing the candidate’s position “objective”;
this can be useful during a career transition when a candidate’s Work
History / Achievements do not firmly support the career goal.



FabJob Guide to Become a Management Consultant

Copyright © 2005 FabJob Inc. PAGE  87

5. Focus on Recent / Related Career Experience and Achievements –
A rule of thumb is highlight the last 10 years of experience. Additionally,
the resume is NOT a job application; it is a marketing tool. While you
MUST be truthful, you do not have to include every detail of every job.
Instead, you want to identify information that is relevant to selling you into
the position for which you are competing.

6. Build Impact Statements – Identify challenges you have faced, the
actions you took to resolve those challenges and the measurable results.
Then, cull the information into high-impact resume statements that illus-
trate your career achievements.

7. Produce Error-Free Content – Remember, hiring managers and recruit-
ers allow ZERO tolerance for errors, especially in regard to spelling and
punctuation. Proofread, proofread and then proofread some more.

8. Do Not Include Personal Information – Unless you are targeting a
career position in France or Germany or other international cities where
including personal information is required, do NOT include personal
information such as Date of Birth, Gender, Marital Status, Photograph,
Race and so forth.

9. Convert Your Resume to ASCII / Plain Text – When e-mailing your
resume to a company, job site or recruiter who does not accept attach-
ments, you will need to have an ASCII / Plain Text resume to cut and
paste into the e-mail message or job board.

10. Do Include Keywords Relevant to the Position You Seek.

Career Trend
http://www.careertrend.net

http://www.careertrend.net
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Sample Resume (Entry-Level)

Donald Walker
123 Any Street

Any City, CA 94000
(777) 123-4567

_________________________________________________________________

EDUCATION

B.A. in History with minor in Marketing, Burlingame College, December 2002.
Graduated Summa Cum Laude. GPA: 3.7/4.0.
Courses include Marketing, Entrepreneurship and Office Management.

RELEVANT EXPERIENCE

ABC Consulting Group, San Francisco, CA
Summer Associate, Summer 2002
Assessed clients’ marketing strategy effectiveness by gathering data through customer
surveys and interviews. Conducted presentations to the client at the end of the project.

GHJI Retail Store, South San Francisco, CA
Part-time, Summer 2001
Led a team of sales associates and increased sales from $2,000 to $2,400 per shift
through implementing active customer service and proactive store security measures.

OPQR Mystery Shopping Provider, San Jose, CA
Part-time, Summer 2001
Performed in-depth and investigative customer service research by conducting direct
observation in clients’ stores.

ACTIVITIES

Editor-in-Chief of campus newspaper, The Burlingame View
Burlingame College, 2000-2001
Led and managed a bi-weekly campus newspaper with 8,000 copies in circulation,
recruited writers and editors, assigned topics, monitored circulation and approved final
drafts for publication.
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Volunteer Front Desk Clerk, Burlingame Animal Shelter, 1999
Provided information to visitors and clients, maintained cleanliness and decorative
attractiveness in the shelter and supervised volunteers.

ADDITIONAL INFORMATION

Former international high school exchange student who lived in Singapore for two
years. Played the bass in Burlingame Amateur Orchestra.

Sample of a Career Changer’s Resume
Prepared by Jacqui D. Barrett, CPRW, CEIP, president of Career Trend

JENNIFER D. McKINLEY
2121 College Boulevard • Overland Park, Kansas  66210 • 913-451-5555

E-mail: jdmckinley@msn.com
_________________________________________________________________

Management Consulting / Psychological Consultant to Management______________________________________________________________

! Accomplished in a corporate setting, including innovative, entrepreneurial
experience.

! Resourceful in solutions development: logical, inquisitive, creative and business-
minded.

! Demonstrated ability to leverage research and statistics in a value-based
environment.

! Expert relationship building / partnering acumen to exceed corporate / customer
expectations.

! Exceptional concentration skills, project commitment and stamina help drive goal
attainment.

! Highly articulate with solid listening skills; familiar speaking and reading French.
! Computer skills: MS Office, SAS, SPSS.

Well-regarded Psychologist with acute research, analytical and human
relationship skills. Earns respect of peers and management through strategic
and tactical planning, conceptual and critical thinking abilities, creative problem
solving and customer-driven actions.
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EXPERIENCE and ACCOMPLISHMENTS

MAJOR TELECOMMUNICATIONS CORP., Denver, Colorado 1999 – Present
Major Telecommunications Corp.’s strategic focus is in the fastest-growing areas of
telecommunications: wireless personal communications services, the Internet, high-
speed data services, wireline and wireless broadband services, along with packages
and bundles of communications services aimed at high-end consumers and small
business.

Project Manager - University of Excellence
(Corporate university that serves as an employee training and development center.)

Selected Accomplishments:
• Spearheaded alliance between Virginia Commonwealth University and University of

Excellence.
! Generated a virtually-operated “action learning team” that consulted with Major

Telecommunications Corp. to examine measurements of University of
Excellence and determine pros / cons of a virtual team.

! Results: Gained no-cost, 1,000-hour consultation (valued at $65K) over
3-month period while affording University students valuable hands-on
experience in a corporate university.

! Residual result: Solutions-based information will be included in 2001 Strategic
Plan.

• Revamped and implemented standardized customer satisfaction “score cards”
organization-wide.
! Assembled score card samples from functional groups representative of

multiple divisions; e.g., Executive Leadership Development, Assessment
Center, Delivery and Technology.

! Calculate average group scores each quarter to drive decisions impacting
customer satisfaction.

! Residual result: Information is Internet-posted on Major Telecommunications
Corp.’s Knowledge Management System for universal employee access.

Responsibilities:
• Predominantly serve strategic planning initiatives of Leadership Team (vice

president of human resources and her executive team).
• Orchestrate one or two monthly Leadership Team meetings charged with:

! Generating discussion and managing change to drive improvement and
enhance internal customer partnerships.

! Identifying and discussing trends affecting organization’s strategic
development.

• Consult with University of Excellence functional groups regarding customer
(employee) satisfaction with development and training initiatives.
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MAJOR TELECOMMUNICATIONS CORP., Denver, Colorado 1999 – Present
• Perform as Subject Matter Expert (SME) for external groups and as SME on Major

Telecommunications Corp.’s value-based measure to Chairman’s Quality Award
judges, analyzing, interpreting and composing data reports.

• Champion best industry practices and leading trends via monthly newsletter vehicle.
• Executed one-on-one executive interviews on Major Telecommunications Corp.

culture and diversity initiatives for presentation to Human Resource Leadership
Team.

DELUCA’S RESEARCH AND MEDICAL CENTER, Cincinnati, Ohio  1996 – 1999
Project Coordinator (Research Associate)
• Collaborated with authors and composed multiple research papers that were

published.
• Directed $1.1M National Institutes of Health grant, including recruiting project

personnel.
! Initiated key relationships with HMOs, local physicians’ offices and public

schools to drive project participation.
! Managed and trained 4 employees to maintain quality standards, ensuring

validity and reliability requirements were met.
! Utilized creative problem solving to surmount issue of HMO staff turnover and

retain commitment-ridden families through project completion.
! Result: Met requirements 2.5 months ahead of schedule.

• Performed clinical work during day treatment program contributing to behavior plan
creation.

UNIVERSITY OF NEBRASKA HOSPITAL AND CLINICS, Lincoln, Nebraska  1994 – 1996
Postdoctoral Fellow
• Piloted research for six-country, cross-cultural study on attachments between

infants and caregivers, including recruiting families, setting up home visits and
measuring results.

• Streamlined treatment interventions through accurate client assessment /
diagnosis.

• Performed outpatient based evaluations and therapy for a caseload of 8-15 patients
per week.

UNIVERSITY OF NEW ENGLAND MEMORIAL HOSPITAL, Biddeford Maine 1990 – 1994
Psychology Intern (Department of Psychiatry, Child and Adolescent Psychiatry
Program) (1993 – 1994) • Teaching Assistant / Instructor (1991 – 1992) •
Research Assistant (1990 – 1992)
• Concurrent achievements: wrote dissertation and conducted internship (inpatient,

outpatient, consultative and developmental assessment work).
• Instructed college-level psychology courses, including preparing and delivering

lectures and administering and grading examinations.
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EDUCATION and AFFILIATIONS

Ph.D. - Psychology, 1994
Master of Arts - Psychology, 1992

University of New England, Biddeford, Maine

Accelerated program (completed 7-year program in 4 years)

Certification: Licensed Psychologist, Nebraska (#1234)

Bachelor of Arts - Psychology, 1989
University of New England, Biddeford, Maine

Member, Society for Industrial / Organizational Psychology
Member, American Society for Training / Development

4.4  Job Hunting

4.4.1  Smart Traditional Job Hunting
You are probably already familiar with the traditional job-hunting strategies: check
newspaper classified ads, attend job fairs and cold-call prospective employers.

Now let’s give a new perspective to it: this time, you’ll do it much smarter.

Before you send off hundreds of resumes and cover letters without any significant
result, let’s examine the market condition and specific niche you’d like to target. First
of all, how is the overall economy? How is the niche’s economy? Is it booming? Or
declining?

Are the large firms hiring? If yes, what’s the trend? For example, human resource
consulting was very big in the 1990s and IT is particularly significant in the 21st cen-
tury.

Here are some resources that can help you target your job search most effectively:

Publications on Business Trends
The following publications can give you insights into trends in business and manage-
ment:
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McKinsey Quarterly
The online journal of McKinsey & Co. that publishes articles on trends in busi-
ness and management, mostly based on their original research. Subscribe to
the monthly e-mail newsletter via the website. Also access the McKinsey quar-
terly (in PDF format) via the website.
http://www.mckinseyquarterly.com

Consulting Central
A management consulting portal powered by Kennedy Information consisting of
links to general consulting news, analysis and features.
http://www.consultingcentral.com

Consulting Trade Magazines
I’d also suggest checking a few consulting trade magazines, such as Consultants
News or its online sister Consulting Central (see above) to get a feel of the current job
market. Usually, these trade publications have insightful insider news and analysis of
the current and forecast future need for new consultants.

Consultants News
A concise 12-page monthly newsletter covering objective news, analysis,
industry data, informed insights and trends in consulting industry. Subscription:
$259 annually for 12 issues and 52 weekly newscasts.
http://www.kennedyinformation.com/mc/mcindex.html

Consulting to Management
Formerly the Journal of Management Consulting, C2M is a quarterly profes-
sional development publication. Subscription: $80 for print, $100 for electronic.
http://www.c2m.com

Local Business Directories
If you are targeting local medium and small-size firms, checking the local Chamber of
Commerce and local directories might also be effective.  See if they have any publica-
tions that spotlight local business and management. Then, browse a few back issues
(the last six months would be sufficient) to get a feel of the regional consulting market.

Usually, independent management consultants find clients through local Chambers of
Commerce or directories, so they probably contribute some articles to position them-
selves in the local community. Use those articles as your data. If the article implies a

http://www.mckinseyquarterly.com
http://www.consultingcentral.com
http://www.kennedyinfo.com/mci/mci.html
http://www.c2m.com
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need to hire consultants to cost cut, try to understand how this applies in the particular
region’s local economy.

TIP: Test the water by being your own Human Resources consult-
ant. What would you do, as a consultant, to assist a client
who’s changing careers? Practice the brainstorming, data
gathering, data processing and making conclusion skills.
Your conclusions would include a list of prospective employ-
ers to contact.

Once you have discovered a number of prospective employers, review section 4.2 for
good advice on contacting different types of employers (large firms, boutique firms,
corporations, non-profit organizations, government and educational institutions).

4.4.2  Online Search
Most career websites offer an online job search feature. Gigantic sites, such as
Monster.com, HotJobs.com and CareerBuilder.com have consulting jobs posted from
time to time.

For example, here’s an excerpt from an ad found during a recent keyword search for
“management consulting” at CareerBuilder.com:

MANAGEMENT CONSULTANT - ASSOCIATE
This is an Associate position with an extremely fast-paced,
performance-based company. As a member of a management team
focusing on culture change consulting for medium-sized to Fortune
500 companies, primarily in the manufacturing industry, extensive
travel is required. Average project duration is 6 to 12 months.

Websites that sometimes have listings for management consulting jobs include the
following. Try a search for “management consulting”.

Careerbuilder.com
http://www.careerbuilder.com

HotJobs.com
http://hotjobs.yahoo.com

Monster.com
http://www.monster.com

http://www.careerbuilder.com
http://hotjobs.yahoo.com/
http://www.monster.com
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Including the quotation marks around your search term can help narrow down the
number of jobs returned. However, while you may find some management consulting
positions listed, you will probably have to weed through a lot of other jobs as well.

For example, a recent search at Monster.com for “management consulting” jobs in the
U.S. brought up more than 1,400 jobs ranging from “Restaurant Manager” to “Software
Sales”. (Fortunately, the most relevant jobs are listed near the top.)

One of my favorite job search engines is Vault.com’s special page specifically for
consulting jobs. You will find a much higher proportion of relevant jobs at this site than
at the gigantic job sites.

Vault.com Consulting Job Search
http://www.vault.com/jobs/jobboard/ind_searchform.jsp?type=consulting

4.4.3  Recruitment Agencies
A bona fide recruitment agency may be your ticket to finding work in a consulting firm.
A recruitment agency may also be called a(n):

• employment agency

• executive search firm

• staffing agency

• temporary agency

Many agencies don’t make any distinction between temporary and permanent place-
ments, so today there are few agencies that call themselves “temporary” agencies.
Most agencies place candidates on a permanent basis.

http://www.vault.com/jobs/jobboard/ind_searchform.jsp?type=consulting
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Agents use an assortment of methods to find out how qualified you are and will assess
your soft skills (problem-solving and literacy) and office skills (familiarity with popular
office software) as well as check your references. It almost goes without saying that
you should only list as references people whom you trust.  If you suspect that a former
employer may speak unkindly about you behind your back, don’t give out his or her
contact number.

Finding a Recruitment Agency
Start with your local Yellow Pages to find recruitment agencies. Look for any that
specifically recruit management consultants. If they don’t specify it in the ads, call to
ask.

To find a management consultant recruiter online, select “consulting services” in
the Specialty Search drop-down box and the state you’d like to work in at the following
website:

Find A Recruiter
http://www.findarecruiter.com

TIP: For better results, register with more than one agency AND
follow-up with the agent on a weekly basis.

Checking Out a Recruitment Agency
There are plenty of recruitment agencies. New boutique firms emerge everyday,
claiming themselves the experts in executive recruiting. But not all agencies are cre-
ated equal. They might have the same specialties, but it is always preferable to get to
know them better. One effective way is to call them up and ask for information about
the types of candidates they usually supply to clients.

If you’re comfortable using “market intelligence,” tell them you are a “prospective
client.” Use a pseudonym if you’d like. Ask them to send you their hiring kit. (Just make
sure to use a different name and address than you normally use.)

You may find conducting market intelligence a bit awkward at the beginning, but you’d
probably find it useful in the end because such market research assignments are a big
part of the consulting industry. For instance, your client might ask you to investigate a
competitor’s performance and you’ll need to play the part of a customer to get the
necessary information.

http://www.findarecruiter.com
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TIP: Try pretending you’re a professional actor on assignment.
Remember, “market intelligence” is a big part of consulting.

4.5  Interviews
Well the big day has arrived.  The interview. In the consulting industry, you will have to
pass the interview with high marks to win the job. With careful planning and execution
you can be successful.

4.5.1  Making a Lasting Impression
It is important to leave a lasting impression after an interview of any kind.  To create a
lasting impression, you must project a confident, trustworthy and successful image
during the interview or meeting.  This positive impression can be created through the
following behaviors.

Basic Dos and Don’ts

Be Organized

Bring extra hard copies of your resume, school transcripts, awards and refer-
ences just in case.

Wardrobe

As in other consulting careers (legal and financial), a conservative wardrobe
wins. So wear something conservative, such as a dark colored suit for men,
and a dark colored blazer and dress (or business trousers) for women.
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Be on Time
Being on time is very important. Leave home early and arrive a few minutes
before the appointment.

Etiquette

Familiarize yourself with the regional business culture and etiquette. For in-
stance, if you’ll be working for a U.S. branch of a Japanese consulting firm,
you’d want to demonstrate your understanding of their business culture and
etiquette, which is formal and emphasizes seniority. Also, use politically correct
terms and a firm handshake. Thank the interviewers at the end of the interview.

Communication Skills
The hiring manager will pay close attention to your communication skills, both verbal
and non-verbal. Good communication skills constitute the following:

• Frequent eye contact to demonstrate focused attention

• Acceptable speaking tone (don’t use a high pitch, speak calmly and confi-
dently)

• Good manners (don’t use inappropriate language, be positive and diplomatic)

• Positive body language (relax and use confident body language, avoid
crossing your arms)

• Demonstrate understanding of message (occasionally repeat back your
understanding of what the other person said and ask intelligent questions)

• Demonstrate genuine interest in the other person (show empathy and
curiosity)

• Listen between the lines (also called “read” between the lines)

• Speak at a normal pace, not too fast or too slow, and avoid using too many
“um’s” or “you know’s.”

Be cognizant of all of these aspects of your communication when meeting with the
hiring team.
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Positive Attitude
The key to having a positive aura is simply being at ease, being you.

However, projecting your positive side can be quite challenging when a hiring commit-
tee is staring at you. Here’s an analogy: when you are having trouble falling asleep,
worrying about getting enough sleep will make you feel more anxious and less likely to
fall asleep. The same also applies in this situation. The more you worry about project-
ing a good attitude, the more nervous and less natural you’ll become.

To help you stay calm and focused during an interview, remember to take several deep
breaths. It’s also a good idea to have a glass of water in case your mouth goes dry.

However, it is even more effective to prepare before the interview. Many people find it
helpful to role play (do practice interviews with friends). Others visualize themselves
confidently answering interview questions.

TIP: Techniques that may help you handle stressful events like a
job interview include surrounding yourself with positive
objects, reading uplifting books, practicing daily devotions,
meditating, embracing your spirituality and starting your day
with positive quotes or affirmations.

4.5.2 Types of Questions to Expect
There are three typical types of questions you’ll encounter during the interview: person-
ality and resume questions, communication questions and business questions. The
hiring committee might ask all these questions within a single interview or in a few
separate interviews. So, be prepared. Familiarize yourself with these types of possible
questions at least two or three days prior to D-day.

Personality and Resume Questions
This type of question is primarily targeting specific areas of your personality and re-
sume. The prospective employer wants to see if you will fit into their corporate culture
and possess what it takes to work within their existing teams. They also want to evalu-
ate the potential risk of hiring you by asking sensitive questions about ethical issues.
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Before we start with the possible questions, here’s a quick refresher of what the em-
ployers are looking for from your answers and the manner in which you present them:

• Reliability, trustworthiness

• Ability to think out of the box (they are looking for a candidate who doesn’t
just work to finish but offers creative suggestions and solutions)

• Communications and interpersonal skills (they are looking for tactful,
confident team players)

• Ability to handle criticism (due to the nature of the job, you will need to
handle criticism very well)

• Low liability risk (due to the close interaction with clients and colleagues,
they are looking for a candidate who is easygoing, gets along well with
people of all backgrounds and is not litigious)

• Capacity to grow (this explains why consulting firms include tuition reim-
bursement in their remuneration package, they prefer to work with a candi-
date who works his or her way up and stays because it costs a lot of money
to hire people)

• Personality and humor (the job can be stressful, so if you are an easygoing
person who can share non-offensive jokes, you’ll fare well)

The interviewer is likely to use personal and resume questions similar to those listed
below, to assess your personality:

Strengths and Weaknesses

What are your greatest strengths and weaknesses?

Wow, that sounds pretty heavy, you might think. “If I reveal my weaknesses, will they
hire me?,”  Well, the answer is pretty simple: the interviewers are not hoping you’ll
humiliate yourself but rather they are looking for your skill in answering hard questions.

Your judgment is being tested here. If you say your greatest strength is being a fast
learner and your greatest weakness is your inability to combat stress, then you are not
using your best judgment. Why? You have revealed a serious weakness that is not
outweighed by your strength. Ability to handle stress is a job requirement. A better
answer is:
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“My greatest weakness is working on assignments a little too
diligently and that can require me to sometimes work overtime. My
greatest strength is my ability to get along with all kinds of people.”

This is a tricky question, but once you understand how it works, you can handle it with
no trouble. It is OK to use clichés and still answer this question diplomatically.

Coping with Adversity

What was your greatest failure and how did you cope with it?

Another tricky question. The interviewer wants to see how you bounced back from a
fall and what you learned from it. He or she also wants to see your ability to handle a
no-win situation positively.

Thus, your ideal answer would be any prior professional or educational failure that you
handled well and gave you insights to succeed in the future. My classic answer to this
question has always been,

“When I was a teacher at a local college, one of my students per-
formed poorly in the class. He didn’t pay attention and his grade
was below average. I felt like a failure because I detest seeing my
students fail. I worked extra by counseling him after school hours
for two hours per week. Shortly after, he showed some improve-
ment. I knew from that moment on that I can make a difference if
I try harder.”

For your own interviews, use an easy-to-understand example that can be told in a few
minutes, make it three minutes maximum. Don’t mention any names, if it involves other
people. Always end with a triumphant remark and how it helped you grow.

Sensitive Issues
What did you (or would you do) when choosing between (an unethical
situation) and (an ethical decision)?

In management consulting, you’ll be constantly challenged by issues which you will
need to handle. To discover how you deal with such issues, the questions may cover
any or a few of the following: unethical scenarios, race, religion, sex, etc. For example,
how you would choose between loyalty to the company and friendship if you caught a
colleague (who was also a personal friend) stealing confidential information from the
company’s database.
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Depending on the question, your answer may demonstrate your capacity for tolerance,
ability to work with people from all backgrounds and how you deal with unethical
circumstances.

Answer these questions firmly and confidently, but don’t overdo it. A few short sen-
tences are sufficient. Remember to emphasize your dislike of unethical actions. Also
remember to use acceptable business language: no name-calling or harsh language.

Teamwork and leadership

What is your experience working in a team?
How would you describe your leadership style?

In the consulting industry, one of the definitive differences between an excellent man-
agement consultant and a mediocre one is their teamwork ability and leadership style.

Review your past experiences. In what scenarios did you work with teams or lead
others? How did you feel about your style? Were you results oriented or people
oriented? Did you delegate? How? Why?

Here’s an example of a good teamwork answer:

“I always believe that we can win anything. As a volunteer coach of
a local karate club for boys, I needed to train my team for a local
district championship. Karate is often perceived as a violent and
egocentric sport, but actually it requires a great deal of teamwork.
For example, when exercising, students wait in line for their turns
and they rotate to carry the kicking pad. In training, the students
learn together. So when the event day comes, they support each
other mentally as well. Without strong teamwork, winning is much
harder.”

An example of good leadership quality is:

“I was once a team member of a science project. There were five of
us in the group and nobody was officially appointed as the leader. I
stepped up and initiated a system to organize the divisions of tasks.
I convinced the members of my team that it could greatly reduce
confusion and speed up our timeline. They agreed and we were able
to finish the project in less time than expected.”
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The interviewers want to hear how you work in a team and that you lead with persua-
sion and by convincing others, not dictatorship. So, never show “domineering” traits.

Decision-making

How do you make tough decisions? Please give an example.

This type of question assesses your ability to make a difficult decision based on deci-
sion-making thought processes. Thus, you will need to answer this question demon-
strating how you prioritize and how you came to a conclusion. For example, a good
answer is:

“After high school graduation, I had to make a life-changing deci-
sion: choosing a college major. I was always interested in Human
Behavior, Public Relations and Marketing. I believed that to come to
a wise decision, I had to perform a comprehensive SWOT analysis.
So I created a matrix to analyze the Strengths, Weaknesses, Oppor-
tunities and Threats of each of them. I used financial (tuition fee),
location of school, future job market trend, and earning potential as
variables. I was glad that I made the decision this way because,
otherwise, I might have regretted my decision.”

Your answer should demonstrate your own reasoning skills and that you used clear
thought processes to come to a conclusion.

Questions About Your Resume

Why did you jump from one job to another?
Why did you choose to do an internship with ABCD Consulting?
Why did you change schools?
What did you do to earn the “analyst of the year” title?

The answers you give to questions such as these will help add depth to your resume
and give the hiring committee greater insight into your personality. You will be as-
sessed on your experience and attitude towards the environment, systems and people
you were exposed to.

Use this as an opportunity to explain anything that could make your resume look incon-
sistent or questionable, such as wide gaps between jobs. You can use this time to
tactfully defend your situation.
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Communication Questions
In general, there are three types of communication questions that you might encounter
during a hiring interview. They are explaining a topic to the interviewer, solving a prob-
lem for the interviewer and selling a product to the interviewer.  Here are examples:

Explaining a Product

Teach me how to use this calculator in three minutes.

Solving a Problem

Here is the scenario:  I arrived late at the airport and my plane has
departed.  Solve this problem for me, keeping in mind that I am penniless,
because I have used all my money and my credit card limit is maxed out.
I might need to stay overnight for the next flight tomorrow morning.

Selling a Product

Sell me this organizer. You have three minutes.

The hiring committee uses these types of questions to assess your ability to persuade,
make short presentations without any preparation and deliver important messages
instinctively. The key is not to over-think nor over-persuade. Use common sense and
demonstrate your mastery of it. Only if you are sure you can do it smoothly, throw in
some light jokes to break the ice.

TIP: Always systematize your answers. For instance, use sub-
headers and lists in your explanation. Begin and end your
explanation with a brief summary.

Business Questions
Business questions can be divided into five categories: interest questions, business
knowledge questions, management consulting issues, written business cases, and
quantitative questions.
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The hiring committee is looking for people who are both knowledgeable and demon-
strate strong genuine interest in business. Avoid giving impulsive or shallow answers.

Interest Questions

This is the most common type of question. You will be asked how you became inter-
ested in management consulting, and why you applied for this particular management
consulting position. Other questions will also include why you think you’ll fit in as a
management consultant, what other firms you are applying to and what you think you’ll
enjoy about the job. You will need to answer them in a narrative form and show strong
reasoning.

You will likely also be asked what you know about their consulting firm. Make sure you
educate yourself in advance by checking the company’s website. You can also visit the
following sites for articles or an overview of the firm you are applying to.

Hoovers.com
http://www.hoovers.com

Bloomberg.com
http://www.bloomberg.com

Look for a brief company history, recent developments, changes in leadership, size of
firm or company compared with its competitors and the major services offered.

Business Knowledge Questions

This type of question explores your basic business knowledge and business reason-
ing skills. Most of the questions are derived from current events or basic business

http://www.hoovers.com/
http://www.bloomberg.com
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principles. For example, the interviewing manager asks you how the recent economic
downturn affects supply and demand in the United States or what makes the stock
market crash.

Rules of thumb in answering such questions:

• Start by restating a summary of the question (to demonstrate your
understanding of the question)

• Show mastery of business theories by summarizing any appropriate
theories

• Show strong reasoning

• Explain your reasoning (cause-effect)

• Answer in a systematic, well-organized way

Make sure to familiarize yourself with the basic theories of business and economy by
reading some of the resources recommended in this guide. Then answer confidently.

Management Consulting (or “Business Case”) Questions

Management consulting questions are the heart of the interview because they re-
semble the actual job. You will be tested for your logical reasoning, problem-solving
methodologies, creativity, and intellectual communication skills. This is an oral discus-
sion. (For written business case questions, please refer to the following section.)

In a nutshell, the interviewer will give you a teaser. This is the actual problem that you
will need to analyze, give comments on and make conclusions from.  You will need to
raise questions derived from your analysis of the teaser. Then, you’ll need to explore it
for further options and make the final conclusions. Here is an example:

Teaser: A chain restaurant has been profitable in the last few years but
suddenly showed a considerable decrease in profit. Analyze
what’s happening.

Your Analysis: There are two important variables that may affect profit: costs
and sales. We need to evaluate both (costs and sales) to come
up with a conclusion and recommendations.

(Then, you include your analysis from both costs and sales
perspective.)
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Interviewer’s He or she will include several interesting points to consider
comments: before you continue on.

Analysis cont.: Continue with your analysis after including new information.

Conclusion: Develop a brief conclusion and make the necessary recommen-
dation.

What matters here is your ability to discriminate between the variables, put them into a
framework and process them in an analysis to come to a conclusion. Remember, what
and how you ask in this exchange is more important than your answers.

TIP: Try to stay relaxed. You will find such questions less scary if you
consider this session a discussion rather than an actual test.

Written Business Cases

This part is in written form.  While most of the questions are similar to management
consulting questions they are usually longer and need to be answered more carefully.
You’ll be assessed for your written reasoning skills, grammatical and structural con-
tents, as well as clarity and organization.

TIP: Don’t use more words than needed and write neatly.

Quantitative Questions

Ideally, all management consultants should be familiar with numbers. However, if you
aren’t a “math” person, don’t worry. Due to the varied tasks of consulting, many non-
quantitative people are hired as long as they have good reasoning skills and some
quantitative instincts.

Although you need to have good reasoning skills to succeed, quantitative questions
don’t require a degree in calculus or trigonometry.  Not convinced? Still think that
management consultants are math prodigies? Well, think again. Here’s a sample
question, so you can see the reasoning process used in answering.

Question: There are 20 million people in the Republic of ABSC. The current
birth rate is one percent.
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Your Reasoning: This means 200,000 babies are born each year.

Question: Of all babies born annually, 35 percent are males. Of the current
population, 45 percent are males. (Assumptions: mortality rate is
zero.) How many females will there be in five years?

Your Answer: Current female population: 55% X 20 million = 11 million
Female babies: 65% X 200,000 = 130,000
In 5 years, female babies : 5 X 130,000 = 650,000
Total females after 5 years : 11,650,000

Familiarize yourself with numbers and basic arithmetic principles. Make sure you
understand the assumptions when you are asked a question, because without clear
assumptions, the result can be far different.

4.5.3  Ways to Get Rejected in an Interview
Now that you know most of the desired traits and types of questions you might be
asked in an interview, let’s see what the interviewers don’t want you to do. To get
rejected fast:

• Show extreme anxiety (not being able to answer questions satisfactorily
due to your trembling voice, shaky hands, unstructured answers)

• Don’t understand the questions (don’t answer the questions asked)

• Have an attitude problem (rude, offensive, arrogant)

• Display too many personal feelings (taking things personally, talking about
sensitive topics without being asked, keep referring to an early mistake in the
interview which shows inability to move on)

• Don’t show initiative (remember an interview is a two-way street so be
proactive and ask questions)

Questions Not to Ask
In addition to the five ways to get rejected in an interview, there are also five types of
questions that you must not ask when it is your turn to ask questions. Any of these
questions may be considered inappropriate, depending on your interviewer.
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• Personal questions (asking if your interviewer has an advanced degree,
how much he or she is paid by the company)

• Challenging questions (asking how the company is coping with the slow
economy)

• Asking about the salary and benefits (wait until they confirm that you are
hired before asking about remuneration)

• Showing arrogance and ignorance (asking the interviewer to describe the
firm’s rank in the consulting world, or asking questions that were already
explicitly or implicitly answered in the interview)

• Assuming you are already accepted (asking if it’s possible to get promoted
in six months, if you can work at other branches)

4.5.4  Making Presentations
After passing the interview, you may be asked to make a presentation. You may be
given a few hours (a lunch break, perhaps) or be asked to come back another day so
you can prepare beforehand. The interviewer may give you a topic or ask you to
choose your own topic to present.

Refer to section 2.1.2 for information about making business presentations. In the
meantime, here are some quick tips for giving a good presentation:

• Have a positive attitude – be friendly, calm and confident

• Speak clearly and audibly

• Dress professionally
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• Be familiar with the content

• Start and end the presentation with “big bangs” (catchy and punchy state-
ments, quotes or appropriate humor to hook listeners)

• Involve the audience with an open forum (Qs and As)

Follow-Up
Unless you are asked not to follow-up, it is a good idea to call or send a thank-you note
in a day or two. Unsure about whom you should address it to? Usually, at the beginning
of a job interview, the interviewer hands out his or her business card. Address your
follow-up call or thank-you note to the physical address or phone number listed on it. If
the person has an e-mail address, a concise e-mail will do just fine.
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5. Starting Your Own Firm
If you don’t have a degree, starting your own management consulting firm is probably
your best bet to venture into the field. Many successful management consultants
without a degree became successful by going solo.

The idea of owning a business is quite tempting to many of us. There’s no need to wake
up before 6 in the morning, no office politics, no water cooler gossip and no demanding
boss to please. You can set your own working hours, be as involved as you want in
hobbies and other engaging activities, and still have financial gratification.

Working for yourself is now gaining momentum due to the increased popularity and
acceptance of telecommuting which enables many independent consultants to work
from home or via the Internet. Such arrangements provide both great flexibility and
reduced start-up and overhead costs. In addition, being an independent consultant
allows you to work directly with the clients and enjoy many perks, including high rank-
ing “principal” or “partner” status, which can take years to acquire in a large firm.

A survey conducted by the Association of Management Consulting Firms in 2002 re-
vealed that top senior partners (usually the owners of a firm) earn $254,817. Also, from
a pool of U.S. and Canada-based self-employed consultants I interviewed, most of
them earn anywhere from $100 to $350 per hour.

However, in the journey to professional and financial success, you may encounter self-
employment roadblocks that you’ll need to learn to deal with. Taking the following steps
and asking the right questions before you start should prepare you for the unexpected
and the not-so-glamorous side of being your own boss.

TIP: No amount of preparation is going to sufficiently prepare you
for the actual job. So, if you’re waiting for the “right” time,
the catch is you’re probably wasting valuable time. As the
Nike slogan says, “Just Do It!”

5.1  Is Self-Employment for You?
While there is no single formula that can guarantee success as a self-employed con-
sultant being careful from the beginning can help you eliminate potential hassles. First
of all, you’ll need to be honest with yourself if this is what you really want for yourself
and your family (if you are married or committed to a serious life partnership).
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You’ll need all the support you can get from your loved ones because switching to
working solo is more than a career change. It is a lifestyle adjustment.  You will have to
consider their needs in this situation as well.

My suggestion is that you do professional and personal self-assessments to ensure
self-employment is a good fit for you.

5.1.1  Myths and Realities
Before you start assessing yourself, let’s see how perceptions sometimes deceive us.
There are a number of common misconceptions about being an entrepreneur and an
independent management consultant. Knowing what they are, and understanding the
realities, can help ensure you know what you are getting into.

Myth 1 You own your time (you can work at any time or as little as possible).

Reality This might be true in the beginning, when you first starting marketing
your services and don’t have many clients. But gradually, when the
business has become more successful, you will most likely work over-
time more often than you may want.

Myth 2 You will become rich overnight.

Reality Many entrepreneurs don’t see a profit for the first six to 12 months.
You’ll need to allocate some savings to cover your expenses before you
start making a profit.

Myth 3 You will earn more working for yourself than working for other people.

Reality The reality depends on you and your expectations. In most cases, the
reality will be “yes” (you will earn more working for yourself) if you
compare yourself with entry-level consultants, “no” if you compare your
initial earnings with those of senior consultants or partners who work for
multinational firms (earning potential of over $250,000 annually), or
“possibly” once you have built up a sufficient number of steady clients
and built your reputation in the field.

Myth 4 You will get more respect and earn more as a principal of your own
boutique firm than as a consultant of a multinational firm.
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Reality Not necessarily. The respect you receive from peers and clients, and
your earning potential, solely depend on your ability to present your
knowledge and skills to clients, as well as your marketing efforts.

5.1.2  Ten Questions to Ask Yourself

1. Can I take the risks?

Working solo involves making your own decisions both professionally and manageri-
ally. You determine how far you want to go with the business and how you serve cli-
ents.

If you hire assistants, you’ll be making decisions for them as well. To keep the business
running, you’ll need to take many risks and make many decisions – including some you
may not like.  Getting into the business world is a huge risk in itself because not many
startups survive their third year.

Therefore, ask yourself whether you’re comfortable making major decisions and taking
the risks involved in running your own the business.

2. Do I have the technical skills to serve my clients?

Having the knowledge, skills and credentials to fulfill clients’ expectations is the key in
any business success. Management consulting is no exception. You will need at least
one specialization to survive this business, to give your firm an identity. You may have
a series of skills and services you’d want to offer to clients, but choosing one or mul-
tiple area(s) you know best can help give your firm a clear advantage.

3. Do I have the management skills to manage my business?

Answer this question honestly. Owning and operating your own business takes extra
energy, extra self-discipline and extra dedication to make it work. The typical day of an
independent consultant starts with asking: how can I find new clients and keep the
existing ones? Even if you are able to delegate to employees, you are still ultimately
accountable for ensuring that everything that needs to be done in your business actu-
ally gets done – from getting your company listed in the phone book to getting paid by
clients.
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4. Do I have the marketing skills to market my business?

Many consultants prefer focusing on what they know best, that’s why they prefer
working for somebody else. They don’t have to worry about marketing the business;
they just work on the projects and present them to the clients. If you have your own
firm, you must balance marketing and project execution. Answer this question honesty:
do you have the drive and skills to market your business?

5. Am I self-disciplined and self-motivated?

Self-discipline and self-motivation are essential for your success. If you always need
external sources of discipline and motivation to push you along, you probably won’t find
working on your own to be very comfortable.

6. Do I have sufficient savings to survive the first six months?

Don’t overlook this, because if you do, it could create unnecessary anxiety. Check your
bank account and overdue bills before making the ultimate decision to work solo. It’s a
good idea to set aside at least six months worth of expenses in addition to extra cash
to purchase business equipment and other startup expenses.

7. What personal, professional and educational strengths
can I bring to my business?

Brainstorm a bit; make a list of your personal, professional and educational strengths.
Be as detailed as possible, write it down or type it and print it out. The list can help you
develop your marketing materials (and may give you a boost on those days when you
need one).
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8. Can I identify opportunities to sustain or even grow
my business?

Explore circumstances that can boost your firm’s success. They include untapped
niches, weak competitors, client referrals, and networking and publicity activities. Don’t
limit your imagination; consider all possibilities and opportunities.

9. Do I have weaknesses that can hinder the progress of
my business?

Nobody can answer this question better than you. Recognize your weaknesses early
on so you can strategize effectively from the beginning. Make an inventory of your
personal and technical weaknesses by writing them down on a piece of paper, and
take time to transform these limitations into strengths. How can you improve in other
areas to balance out your overall performance?

10. Can I identify threats that can harm my business?
Threats usually come from external sources, such as competitors, a shaky economy,
and possible regulatory changes. Write down anything you can think of and wait a day
or two before adding some more. The clearer you see the threats, the more likely you’ll
be able to eliminate or minimize them.

5.1.3  Self-Assessment Evaluations
Many community colleges have a career center that offers free services to local resi-
dents. If not, they may periodically offer career courses which include counseling.
Check with local colleges to find out what services they offer.

Career counselors may use a variety of instruments to evaluate your skills and career
potential, including the Myers-Briggs Type Indicator (MBTI) . A renowned system for
measuring personality types, MBTI looks at four dimensions of personality:

Extraversion (E) vs. Introversion (I)

Sensing (S) vs. Intuition (N)

Thinking (T) vs. Feeling (F)

Judging (J) vs. Perceiving (P)
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You can come up with a four letter “personality type” by determining your preferences
for each of these four dimensions.  Here are a few very basic examples, with the letters
in brackets indicating what personality dimension each trait corresponds with.

•  “Are you more extraverted (E) or more introverted (I)?”

•  “Do you tend to trust your intuition (N) or trust what you see and hear (S)?”

•  “Do you focus more on thoughts (T) or feelings (F)?”

•  “Do you prefer life to be more structured (J) or more spontaneous (P)?”

It is important to note that all kinds of people can and do succeed in this career. How-
ever, according to Barbara Barron-Tieger and Paul Tieger, authors of Do What You
Are, 10 of the 16 possible personality types are particularly well suited to a career in
management consulting – ENFP, ENFJ, ENTP, ENTJ, INTJ, INTP, ESTJ, ESFJ, ESTP,
and ISTP – although different personality types may be better suited to different types
of management consulting (e.g. human resources, organizational development, IT,
etc.)

Some types are also more suited to running their own business, such as ENFPs who
they describe as “born entrepreneurs.”

While the complete MBTI must be administered by a trained counselor, you can take a
quick quiz to get an introduction to your personality type at the Tiegers’ website:

What’s Your Personality Type
http://www.personalitytype.com/quiz.asp

5.2  Getting Started
Once you are convinced that starting your own firm is right for you, it’s time to get
started.

5.2.1  Recommended Resources
Before we get into the details of setting up your business, here are some good re-
sources with detailed information on starting a business. Links to additional resources
are included in the sections that follow.

http://www.personalitytype.com/quiz.asp
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My Own Business
My Own Business website offers a complimentary (yes, it is completely free and
with no strings attached) online course to help you start a business. It’s com-
prised of 11 sessions that you can take in any order. You can choose to use the
materials in Microsoft Word, Web-based HTML or audio byte format.
http://www.myownbusiness.org

Small Business Administration
The Small Business Administration website has links to many public resources
and classes for new business owners. Due to its enormous size, it can take a
while to browse through all the pages, but I’m sure you’ll find it worth your time.
(Throughout this chapter, you will find links to specific pages that can help you
start your business.)
http://www.sba.gov

Service Corps of Retired Executives (SCORE)
Need to talk to someone for real I-have-been-in-your-shoes advice? Contact
the network of hundreds of retired executives who volunteer to provide advice
for small businesses through the Service Corps of Retired Executives
(SCORE). The website has information on local chapters near you, as well as
insightful articles and access to e-mail counseling.
http://www.score.org

Nolo.com Small Business Resources
Offers valuable practical legal advice for small businesses.  Click on the link
below, then click on the “Business and Human Resources” tab.
http://www.nolo.com

Small Biz Manager
For information such as financing, banking, marketing and technology.
http://smallbizmanager.com

Online Small Business Workshop
If you reside in Canada, this is an excellent website to learn everything from
writing a business plan to advice on incorporating, financing and taxation.
http://www.cbsc.org/osbw/workshop.html

5.2.2  Legal Matters
All of the following are commonly required to start a new business:

• Choosing a business legal structure (sole proprietorship, partnership,
corporation, or limited liability company)

http://www.myownbusiness.org
http://www.sba.gov
http://www.score.org
http://www.nolo.com
http://smallbizmanager.com
http://www.cbsc.org/osbw/workshop.html
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• Choosing a business name

• Getting a business license

• Getting a taxpayer ID

Your Business Legal Structure
Your business structure affects the cost of starting your business, your taxes, and your
liability (responsibility) for any debts of the business.

Most likely, you will be working by yourself or with one or two partners. In this scenario,
you might want to consider structuring the new venture either as a sole proprietorship
or a limited liability partnership (LLP). As the business grows, you might consider
incorporating it. (Of course you should consult your lawyer and accountant for their
professional opinions regarding business structures.)  An overview of the different
types of legal structures appears below. For more details about any of the following,
visit the following websites:

Nolo.com Small Business Resources
(Click on the “Business and Human Resources” tab)
http://www.nolo.com

Proprietorship, Partnership or Incorporation? (Canadian)
http://www.cbsc.org/osbw/busforms.html

Sole Proprietorship
If you want to run the business yourself, without incorporating, your business
will be known as a “sole proprietorship.” This is the least expensive way to start
your own business . It is also the easiest because it requires less paperwork
and you can report your business income on your personal tax return. One
drawback to this type of business is that you are personally liable for any debts
of the business.

Partnership
If you want to go into business with someone else, the easiest and least expen-
sive way to do this is by forming a partnership. Legally, you would both be
responsible for any debts of the company.

http://www.nolo.com
http://www.cbsc.org/osbw/busforms.html
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Corporation
Whether you are working alone or with partners, if you want a more formal legal
structure for your business, you can incorporate.  Incorporation can protect
you from personal liability and may make your business appear more profes-
sional to some clients. However, it usually costs several hundred dollars and
there are many rules and regulations involved with this type of business struc-
ture (among other requirements, corporations must file articles of incorporation,
hold regular meetings, and keep records of those meetings). Many new busi-
ness owners consult with an attorney before incorporating.

Limited Liability Company

A Limited Liability Company is a new type of business legal structure in the U.S.
It is a combination of a partnership and corporation, and is considered to have
some of the best attributes of both, including limited personal liability.

Working with a Partner
Beyond any legal issues, before going into business with a partner you should
spend many hours talking about how you will work together, including:

•  what each of you will be responsible for

•  how you will make decisions on a day-to-day basis

•  what percentage of the business each of you will own

•  how you see the business developing in the future

•  what you expect from each other

During your discussions you can learn if there are any areas where you need to
compromise. For example, one of you may want to have a management con-
sulting business as a part-time job, while the other wants to work full-time and
eventually build a business that will employ other people. You can avoid future
misunderstandings by putting the points you have agreed on into a written
“partnership agreement” that covers any possibility you can think of (including
one of you leaving the business at some point in the future).
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Ready to incorporate your company? You can do it online too. Just make sure to con-
sult a lawyer for advice before you make your decision.  The following websites offer
incorporation services, but NOT legal advice:

My Corporation
http://www.mycorporation.com

The Company Corporation
http://www.corporate.com

Quicken: Incorporate Your Business Online
http://quicken.incorporating.com/index.html

Choosing a Business Name
Your business name can instantly communicate a powerful message to potential
customers, so it should be memorable and easy to pronounce. For good advice on
what to consider before choosing a business name visit:

Nolo.com Small Business Resources
(Click on the “Business and Human Resources” tab, then on “Starting a
Business,” then “Naming Your Business”)
http://www.nolo.com

In most jurisdictions, if you operate under anything other than your own name, you are
required to file for a fictitious name. It’s usually just a short form to fill out and a small
filing fee that you pay to your state or provincial government. You can find links to the
appropriate government departments for filing your name at:

SBA: Business Names
http://www.sba.gov/hotlist/businessnames.html

Before registering a fictitious name, you will need to make sure it does not belong to
anyone else. If someone else has trademarked the name you are using, you may be
forced to stop using the name and possibly have to pay the owner damages. You can
find information on trademarks through the Nolo.com link above. Most small busi-
nesses do not bother to trademark their names because it can be costly and time-
consuming. However, if your company name is unique, you might want to consider it.
You can try doing it yourself, or hire a lawyer specializing in intellectual property to do it
for you.

http://www.mycorporation.com
http://www.corporate.com
http://quicken.incorporating.com/index.html
http://www.nolo.com
http://www.sba.gov/hotlist/businessnames.html
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Business Licenses
You can find information about getting a city business license from your city hall. You
may also be required to have a county or state license so be sure to check with regula-
tory agencies in your area to determine what you’ll need. Check the resources men-
tioned in the first part of this section or visit SBA’s Business License Search. It offers a
comprehensive search by state, county, city and type of business.

Where to Obtain Business Licenses
http://www.sba.gov/hotlist/license.html

Taxes
TIP: Some entrepreneurs prefer establishing their businesses in

certain cities and states because of the tax advantages. Con-
sult your lawyer and tax advisor for their professional opinion.

Business owners must pay state and federal taxes, as well as personal income taxes.
Although you don’t have to pay taxes until you start making money, it may be to your
advantage to register with the government as soon as you can.

When you fill out your tax return, you will need to include either your Social Security
Number or an Employer Identification Number (EIN). A number of business owners
recommend filling out an SS-4 Form to obtain an EIN even if your business is a sole
proprietorship. Your corporate clients will need this for their records. An EIN is also
required if your company is incorporated or if you have employees.

If your business is a sole proprietor or partnership in the United States, you will file a
schedule C with your personal tax returns. You will also have to file a form to determine
the amount you owe on your social security.

http://www.sba.gov/hotlist/license.html
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The following are sources of information about taxes:

Nolo.com Small Business Resources
(Click on the “Business and Human Resources” tab, then on “Making a Profit,”
then “Saving Business Taxes”)
http://www.nolo.com

Internal Revenue Service
http://www.irs.gov

SBA State Dept. of Revenue page
http://www.sbaonline.sba.gov/hotlist/statetaxhomepages.html

Canada Customs and Revenue Agency
http://www.cra-arc.gc.ca/menu-e.html

5.3  Planning for Success
Successful entrepreneurs set goals and plan the steps they’ll take to get there. These
plans can play an important role in your success, right from the very beginning. For
example, if you are seeking start-up capital, lenders and investors’ final decision will be
based on the feasibility of your business plan.

TIP: Use the KISS formula in writing plans: Keep It Short and Simple.
Yes, a detailed and well-researched plan can be short and simple.

5.3.1  Business Plan
Why do you need a business plan?

• You’ll be able to clearly see the industry, the opportunities and competitors.

• You’ll be able to objectively recognize the strengths, weaknesses and poten-
tial of your new venture.

• You’ll know where you stand today and where you’ll be in the future.

• You’ll be able to develop appropriate strategies to be successful.

Here is what Robert Gelphman of Gelphman Associates has to say about writing a
business plan:

http://www.nolo.com
http://www.irs.gov/
http://www.sbaonline.sba.gov/hotlist/statetaxhomepages.html
http://www.cra-arc.gc.ca/menu-e.html
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“Writing a business plan helped me identify immediate and long-
term sources of income, who the clients were I could sign right
away and what other services I could expand into. It also helped
me in identifying the competition and to be ready to defend my
competitive advantages without slandering the competition.”

There are a number of different sections you can include in a business plan. Here is
one example of a simple business plan divided into six parts:

• Executive Summary

• Company Overview

• Industry Overview

• Strategies

• Financial

• Controls

Executive Summary

The executive summary is a brief overview of your business plan, which allows quick
reading. In one paragraph each, briefly explain the objectives of this plan, company
background, services provided, why your services are unique, potential market, finan-
cial projections, your qualifications (include your partners’ too, if it is a partnership) and
financial requirements. This part is especially important if you’re raising funds from
external sources, such as applying for a bank loan.

Company Overview

This part may be titled “Company Overview” or “Business Profile.” It includes expla-
nations of your legal structure, mission statement, goals and objectives, management
and current status of your venture.

Industry Overview

This part explains current trends in the industry, latest major changes, market size,
growth, customer behavior and competition.
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To support your statements, include both primary and secondary data. Primary data is
the result of your own research (i.e. from surveys, observations, interviews, etc.).
Secondary data is the result of others’ research, such as from government and trade
publications. You could even include information from the introduction to this guide.

Strategies

This part may be titled “Strategies,” “Business Strategies,” or “Marketing Strate-
gies.” It explains how you’re going to achieve your goals and mostly includes market-
ing and sales strategies. An in-depth explanation on this part can be found in section
5.3.2 “Market Research and Marketing Plan”.

Financials

This part may be titled “Financials,” “Financial Review,” or “Financial Plan.” It ex-
plains the break-even analysis, record keeping, taxation, budgeting, and sales and
expense forecasts. Include comprehensive tables (balance sheet, cash flow statement,
profit and loss statement and revenue model) and charts as needed. For more on this
subject see section 5.4.5. “Taking Care of Finances”.

Controls

This part may be titled “Controls” or “Contingency Plan.” It explains how you’re going
to stay in business in an unexpected situation. For example, to compensate for slow
paying clients, you might adopt marketing programs that can help passively generate
new referrals.

There are many resources available to assist you in writing your own business plan,
including software (do an online search for “business plan software”) and websites
such as the following:

Creating an Effective Business Plan
http://www133.americanexpress.com/osbn/tool/biz_plan/index.asp

SBA: The Business Plan - Road Map to Success
http://sba.gov/starting_business/planning/basic.html

http://www133.americanexpress.com/osbn/tool/biz_plan/index.asp
http://sba.gov/starting_business/planning/basic.html
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5.3.2  Market Research and Marketing Plan
A marketing plan is a part of your business plan. A short version of it can be included in
the “Strategies” section, but the more comprehensive and detailed version should
stand alone or be attached as an addendum.

As in any startup, developing and implementing the best marketing strategies are time-
consuming. Independent consulting is no exception. More likely than not, in the first
year, you will use 75 percent of your time looking for work, which can be quite daunting.

But if you know how and where to look for clients, who your competitors are, what the
economic climate is, what the trends are and how to motivate a potential client to buy,
you are in good shape and ready to succeed. I’ve included the steps in a basic market-
ing plan for independent consulting practices below.

• Market Review

• Competitive Review

• Sales Objectives

• Marketing Strategies (4P and 1D)

• Action Plan and Implementation

• Evaluation

Market Review
Identify the size of the potential market (local or regional), any recent market changes
(shrinking or growing), market segmentation in consulting (by price, niche, specialty),
target market (your niche or specialty), and competitors (in your niche or specialty).

You can obtain most of the data in this section from secondary research done by
government institutions, consulting professional associations or consulting trade maga-
zines. Here are a few resources to get you started. Links to many other resources can
be found in chapter 6 and elsewhere throughout this guide.

U.S. Dept. of Labor
http://stats.bls.gov

http://stats.bls.gov
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The Strategis Guide to Researching Markets (Canadian and foreign)
http://www.strategis.ic.gc.ca/sc_x/engdoc/researching_markets.html

Kennedy Publications
The leading information source on select professional services, including
management consulting.
http://www.kennedyinformation.com/mc/mcindex.html

Competitive Review

Check how your competitors are doing, not only those who directly compete with you
but also those who provide similar services. The questions you should answer are:

• What are my competitors’ strengths and weaknesses? (Evaluate their corpo-
rate image, listen to insiders’ opinions)

• How do I foresee my services competing with them? Where would I be likely
to fit?

• How do they promote their services?

You can use both primary and secondary data for this purpose. For secondary data,
refer to industry publications. You can rehearse data gathering and processing skills by
doing primary research.

Sales Objectives

Sales objectives should be presented in concrete and measurable units, such as one
new client per week, five projects per month, or monthly gross profit of $15,000. You
should also break down the potential earning and estimated expenses. Since every-
thing may not go according to plan, include some contingency plans.

For example, you could assume for every three new clients acquired, you’ll lose one.
Thus, you need a steady stream of passive referrals to balance this out. Let’s say you
earn $3,000 per project per month (see the above sales objective). To achieve the
monthly sales objective, which is $15,000, you’ll need to work on five projects, from
three clients minimum. Assuming you lose one client for every three new clients re-
tained, you may decide to allocate $3,000 for promotion per lost client to compensate.

http://www.strategis.ic.gc.ca/sc_x/engdoc/researching_markets.html
http://www.kennedyinformation.com/mc/mcindex.html
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Marketing Strategies (4Ps and 1D)

Determine your marketing strategies (the 4Ps and 1D) and explain what methods you’d
like to employ to get your messages across. The 4 Ps are:

• Positioning (how you want your target audience to perceive your services:
low-cost high quality consulting, human resources consulting focusing on
executive coaching and personal development, etc.)

• Product (determine the specific services you’ll be offering to clients)

• Price (see section 5.6.1 to help you determine the price range you’ll be billing
clients)

• Promotion (promotional strategies, advertising, publicity)

• Distribution (the geographic area you’d like to conduct business in and
acquire clients from)

Action Plan

Put together your promotional plan, such as advertising and publicity. You can find
more information on advertising and publicity in section 5.5.2. Remember to determine
your budget before deciding on advertising channels and public relations campaigns.

Evaluation

Create a procedure for evaluating your marketing. Include how you will determine the
effectiveness of an ad based on the revenue it brings within a certain period. For
example, you posted a series of six back-cover page ads offering consulting services in
a local bi-monthly publication costing $20,000 per year. How many new clients (and
revenue) did they actually generate?

5.3.3  Action Plan
An action plan can be very useful in keeping you on track. It is primarily a “to do” list to
help you organize the things you need to do chronologically.

What to include in an action plan:
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• The activity to be completed

• Date of the activity to be completed

• How the activity should be completed (specific steps)

Most successful entrepreneurs are exceptional time managers who use a daily “to do”
list. I always keep mine close to my desk, next to my computer for easy access. You
can use a day planner or a PDA (handheld electronic organizer). If you choose the
latter, you’ll find tips on buying equipment in section 5.4.2.

5.4  Setting Up Your Office
To help you get your business up and running, this section offers advice on:

• Office Space

• Equipment and Stationery

• Insurance

• Employees and Contractors

• Finances

5.4.1  Office Space
As a management consultant, you can set up business in your home or rent office
space.
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Home Office
If office space is expensive in your area and you have enough room to work from
home, you may want to set up a home office. Before doing so, be sure your local
zoning laws allow you to have a home-based business in your neighborhood. Zoning
laws are often regulated by a city or county’s planning department. To contact the
department, look up “zoning” or “planning” in the government section of your phone
book.

To help you focus on business, and keep other family members from intruding on your
workspace, try to find at least an entire room to use for your office. (Having a separate
room also makes it easier to calculate your tax deduction.) You could work from a
spare bedroom, a den, a basement, or any other area that can be kept separate from
the rest of the house.

If you work from home, it’s wise to arrange client meetings at your clients’ offices to
maintain a professional image.

Renting Office Space
If you decide to rent office space, you won’t need much square footage, so your rent
could be a few hundred dollars per month, depending on location. Two types of ar-
rangements that are ideal if you will be working alone or with an assistant: rent an
executive suite or a shared office space.

An executive suite is a professionally managed office space with shared meeting
rooms and administrative services, usually located in a business district building. A
shared office space is a large space rented by one business which is sublet to others.

A rule of thumb in office space rent is:  the farther away from a business district, the
lower the price. However, since your clients will be businesses, a convenient location,
preferably in a business district, is preferable, despite the higher rent. Check your local
Yellow Pages under “Office Space” or “Property” headings.

Here are a couple of helpful resources:

How to Choose Office Space
http://www.how-to.com/Operations/office-space.htm

OfficeFinder.com
http://www.officefinder.com

http://www.how-to.com/Operations/office-space.htm
http://www.officefinder.com
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Furniture and Décor
Your furniture and décor can create a professional image, and shouldn’t cost a fortune.
If you have extra money, you might want to hire an interior decorator to create a décor
that reflects professionalism. If not, you can do it yourself with the help of friends and
family members.

People are often confused about the difference between an interior decorator and an
interior designer.  An interior decorator is trained to pick out furnishings and accesso-
ries and give advice on color. An interior designer is trained to not only decorate but to
design a space using applicable building codes. Hiring an interior decorator is much
more reasonable if you simply want to decorate your office.

If you decide to do it yourself, here is a good decorating resource to begin with:

Budget Ideas for Home Office Decorating from About.com’s Guide
http://interiordec.about.com/cs/homeoffices/a/budgetoffice.htm

5.4.2  Equipment and Stationery
Set-up your office attractively, ergonomically and conveniently to boost efficiency. Here
is a short checklist of standard office equipment you’ll most likely need:

Computer
Since you are reading this guide, you already have access to a computer. It may be all
you need to start your management consulting business. However, most likely you will
be commuting from one client to another so a laptop can be extremely useful.  If you
are looking at upgrading or getting a second computer for your business, here are
some helpful tips:

If possible, you might want to consider leasing equipment or purchasing on credit.
Some major computer retailers have business leasing options or store credit cards. If
you buy or lease a brand new computer, most of what you need for your business –
central processing unit (CPU), monitor, keyboard, CD drive and dial-up modem – will
be included. Compare a few stores to get a feel of the packages available. Some
stores offer all-in-one packages that include a CD writer, a Zip drive (to back up your
files) or even a digital camera.

http://interiordec.about.com/cs/homeoffices/a/budgetoffice.htm
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Setting aside $1,000 to $2,000 in the budget should be sufficient for a complete Win-
dows-based computer package. I’d suggest purchasing a Windows-based computer
because most businesses use it instead of Mac. This way, the files you create are
compatible with your clients’ systems.

For objective reviews by market experts, check out Hardware Reviews by CNET. Also,
check market prices at Buy.com or Price Watch before making a decision to buy or lease.

Hardware Reviews by CNET.com
http://computers.cnet.com/hardware/0-1016.html

Buy.com
http://www.buy.com

Price Watch
http://www.pricewatch.com

In addition to a better computer, you may also want to consider faster Internet service if
you are currently using dial-up. To a management consultant, the Internet is more than
a communication tool; it is your research companion. You can locate almost every
imaginable type of data online, including information you’ll need to present to clients.

If you need faster Internet service, consider getting DSL high-speed Internet access for
an additional $29.99 to $49.99 per month. For information, contact your local cable
company or other Internet Service Provider. If you want mobile internet access on your
laptop, be sure to ask about that as well.

Printer+Fax+Copier+Scanner in One
I personally prefer this multipurpose equipment rather than purchasing these items
separately due to my limited home office space and thin pocketbook. The latest price I
checked is $299 for a printer-fax-copier-scanner machine at a local office supplies
retailer. If you purchase them separately, it might cost you approximately:

Printer: $100-200 (standard inkjet printers, laser printers will cost more)

Fax: $100-150 (traditional fax and phone machine with copying capability)

Copier: $200-400 (portable home copier, business copier will cost you double)

Scanner: $50-200 (while this is optional, you might need it to scan graphics to
illustrate reports or to scan documents to fax via computer as a backup
to your fax machine)

http://computers.cnet.com/hardware/0-1016.html
http://www.buy.com
http://www.pricewatch.com
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Check what the reviewers have to say about the particular equipment that interests you.
See the links above under “Computer” for some good resources.

Software
If you haven’t got word processing software, I’d recommend buying the most popular
software instead of the least inexpensive one, because the files created should be
compatible with your clients’ software and equipment. For instance, Microsoft Word is
more popular than WordPerfect.

TIP: If you already have WordPerfect, you can use the “Save As”
feature to save the files you created in Rich Text Format (RTF)
for viewing with other software. This way, you can allocate
the budget for other startup expenses.

Other software applications many consultants use are:

• ACT! (a useful client tracking database program, costs around $190)

• Microsoft PowerPoint (a powerful program for creating professional-looking
presentations and proposals, costs around $300)

• Quickbooks (around $120) or Peachtree First Accounting (about $100)
(these are user-friendly bookkeeping software with analytical tools and time-
tracking features)

• Norton SystemWorks (an optional investment but a highly recommended
comprehensive PC utilities package, containing antivirus, fax-via-computer,
performance optimizing and computer crash systems recovery, cost is around
$300)

Telephones
For tax write-off and privacy purposes, order a separate telephone line if you’ll be work-
ing from home.  To maintain a professional image, it is very important that you have a
separate business line that any children in the household are instructed not to answer.

If you’ll be accessing the Internet often and don’t have a separate line for telephone or
fax, I’d suggest using an internet call forwarding service, such as BuzMe.com or
CallWave.com. The software can detect any incoming calls, allow you to take them if
you wish or forward them to a voice mail. The monthly fee is around $6 plus $2 to $3
call forwarding service fee from your telephone company.
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Buzme.com
http://www.buzme.com

CallWave.com
http://www.callwave.com

An even better solution if you have only one phone line is to get DSL high-speed
Internet access. In addition to being faster than dial-up Internet access, you can make
phone calls and send/receive faxes while connected to the Internet.

Another necessity for consultants is a cell phone. The prices of cell phones have
decreased considerably over the years and you may be able to get a cell phone for
free in exchange of a one or two-year contract. If you will be using your office’s Internet
access via cell phone, be sure to use a compatible connector to connect your cell
phone and laptop. Not all cell phones are compatible with laptops so check both for
compatibility at a local electronics store.

Stationery
Your stationery is the first professional image your clients see besides the interior of
your office. Creatively and professionally designed stationery and business cards are a
great start. Your local printer should have some excellent samples to choose from, but
here are some tips on creating a professional image:

• Choose a conservative theme

• Don’t be too colorful, use white paper only

• Choose mid-priced package (not to create a false “stingy” image)

• Choose good quality paper, preferably acid-free and smear proof

• Graphics should be used sparingly to avoid looking overcrowded

Your neighborhood printing and copying stores such as Kinko’s can help you create
professional stationery. If you prefer to order online, these sites can offer good quality
printing:

Vista Print
http://www.vistaprint.com

iPrint
http://www.iprint.com

http://www.buzme.com
http://www.callwave.com
http://www.vistaprint.com
http://www.iprint.com
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5.4.3  Insurance
Once you have equipped your office, and started your business, you should protect
what you have. To save you from future losses, consider getting the following types of
insurance:

Property Insurance

Property insurance protects the contents of your business (your computer, etc.) in case
of fire, theft, or other losses. If you have a home office, your business property may not
be covered by your homeowner’s policy.

Professional Liability Insurance

Also known as “errors and ommissions” insurance, this insurance may protect you if
you make a mistake or have a misunderstanding with a client.

Insurance for You
If your family depends on your income, you may want to consider life insurance or
disability insurance. Other types of personal insurance include health insurance or
dental insurance (if you’re not covered under a spouse’s plan).

There are other types of insurance and many different levels of coverage available for
each type. An insurance broker (check the Yellow Pages) can advise you of your
options and shop around for the best rates for you. In the meantime, you can find more
information about business insurance at:

Small Business Insurance Primer
http://www10.americanexpress.com/sif/cda/page/0,1641,15728,00.asp

5.4.4  Employees and Contractors
You will likely be working on your own when you first start your business, but at some
point you may decide to hire people to work with you. For example, you might hire an
assistant, other consultants, or someone to help market your business.

http://www10.americanexpress.com/sif/cda/page/0%2c1641%2c15728%2c00.asp
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Whenever you hire someone, you will either sign them on as employees or as
contractors.  What’s the difference?

• You may train employees. Contractors received training elsewhere.

• Employees work only for you. Contractors may have their own customers and
may work for other firms.

• Employees are paid on a regular basis. Contractors are paid per project.

• Employees work for a certain amount of hours, while contracted workers set
their own hours, as long as they get the job done.

• Employees can be fired or quit. Contractors can’t be fired in the usual way
while they are working under contract. You may decide to have them stop
working on a project, but you will be obliged to pay them according to your
contractual agreement unless you are able to renegotiate the contract or
successfully sue them if you are unhappy with their work. (Of course that
would only be in extreme cases; it is best to avoid lawsuits altogether!)

TIP: When hiring, check any of the following to help you avoid
hiring mistakes:  work samples, references, professional
associations (if someone says they belong to one) and the
Better Business Bureau (in the case of contractors).

Unless it’s absolutely necessary, try to avoid hiring employees, because it complicates
your tax structure and business. Before you hire, check with your local department of
labor to find out all the rules and regulations required as an employer. Excellent advice
on hiring employees and contractors can also be found at Nolo.com.

Nolo.com Small Business Resources
(Click on the “Business and Human Resources” tab, then on “Human
Resources”)
http://www.nolo.com

http://www.nolo.com
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There are different tax requirements for both employees and contractors. There are
also other state and federal rules and regulations that may apply to you, including:
health and safety regulations, Workers’ Compensation, minimum wage and unemploy-
ment insurance. You can find additional information through this link:

Other Considerations
http://www.sba.gov/starting/regulations.html#othercon

Canadian employers must also register with the government and comply with federal
and provincial laws. For information on becoming an employer in Canada, visit:

Online Small Business Workshop
(Click on “Becoming an Employer in Canada”)
http://www.cbsc.org/osbw

5.4.5  Taking Care of Finances

Start-Up Funding
Depending on how you set up your business, the cost of starting your firm might range
from almost nothing to thousands of dollars. Obviously, your start-up expenses will be
much higher if you decide to rent space and buy equipment.

You will also need to consider your “working capital” requirements. This is the money
you will need for the day-to-day operation of your business. There are expenses that
will come out of your pocket before you get your first client, such as business cards,
telephone, etc.

Many entrepreneurs are optimistic about how much money they will earn from their
business, and how quickly they will earn it. While you may be tremendously successful
right from the start and exceed your own expectations, it is wise to be prepared for the
possiblity it may take longer than expected until your business is earning enough to
support you. So here are some important rules of thumb for startups:

• Consider keeping your day job or a part-time job, if you have limited funds
(you can quit as soon as you get a steady stream of clients)

• Once you decide to quit your job, it’s a good idea to set aside enough money
for a minimum of six months living expenses in addition to other costs

• Don’t overspend in the first three years of business because things might
change overnight and there may be unexpected expenses to cover

http://www.sba.gov/starting/regulations.html#othercon
http://www.cbsc.org/osbw/
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• However, don’t be too cheap when it comes to creating a professional image
(e.g. with your stationery)

• Consider working from home instead of renting an office space until there is a
steady stream of clients to pay your monthly expenses

• Pay off your debts (both personal and business) and maintain a good or
excellent credit rating

Keeping Track of Your Money
There are a variety of resources available to help you keep track of your business
income and expenses.

Financial Institution
The first of these resources is a financial institution – bank, trust company, or credit
union – where you will open your business checking account. You can shop around
to find a financial institution that is supportive of small business, or use the same one
that you use for your personal banking. In addition to your checking account, a finan-
cial institution may provide you with a corporate credit card you can use to make
purchases for your business and a line of credit in case you need it.

Bookkeeping System
Your bookkeeping system is a record of your expenses and income. To keep track of
your expenses, you will need to keep copies of all receipts. This can sometimes be a
challenge for new business owners who might have a habit of tossing out receipts for
small items (or not asking for receipts in the first place). However, you are likely to have
numerous small expenses related to your business, and these can add up over time.

The cup of coffee you buy for a prospective customer, the latest issue of a business
magazine, the mileage you travel to a client’s office, the pack of paper you pick up at
the office supply store – these and many other expenses should be accounted for so
you can minimize your taxes. And, of course, knowing exactly where your money is
going will help you plan better and cut back on any unnecessary expenses. So make it
a habit to ask for a receipt for every expense related to business.

If you have the time, you can do your own bookkeeping. As mentioned in the section
on software, there are programs such as Quicken which can make the job much easier
for you.
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TIP: The Quicken website offers some good advice to help you with
managing your finances and developing your business.

Quicken.com
http://www.quicken.com/small_business/finances

If you find yourself so busy with consulting work that you don’t have time to do your
own bookkeeping, consider hiring a part-time bookkeeper on a contract basis to do
your bookkeeping for you. Depending on how busy you are, it may take the book-
keeper a few hours per week to get your books up to date and balance them with your
bank statements. You can find a bookkeeper through word of mouth or check the
Yellow Pages.

5.5  Marketing Your Business
Earlier in this chapter I explained how to develop a marketing plan for your business.
This section has specific ideas for finding clients.

5.5.1  Networking

There are different definitions of networking, but a particularly useful definition is the
one given in the American Heritage Dictionary of the English Language:

“To interact or engage in informal communication with others for
mutual assistance or support.”

As you will see from this definition, two keys to networking are that it is “informal” and
“mutual.”  This type of networking does not involve making cold calls to strangers, or
trying to arrange meetings so you can talk someone into buying something. Instead, it
involves meeting and interacting with people informally at social and business events.

http://www.quicken.com/small_business/finances
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While some of the people you meet may have an immediate need for a management
consultant (or know someone who does), in many cases you are laying the foundation
for future business. The ideal networking opportunity doesn’t only get you known but
also grows into friendship and lifelong camaraderie. Never underestimate the power of
networking, even if it means you’ll have to endure occasional not-your-style social
activities.

Networking opportunities come in many forms but any situation that gives you an
opportunity to meet a lot of people is a good chance to network. An excellent way to
network is by joining associations that prospective clients may belong to. Some ex-
amples include:

• service clubs (such as Rotary Club or Kiwanis Club)

• business organizations (such as your local chamber of commerce)

•  clubs that attract executives (e.g. golf, polo, yachting, country clubs)

Other organizations you could get involved with include cultural organizations and
churches. If you are a minority or have unique interests such as hobbies, join clubs to
meet people with similar interests – one of them may possibly need a management
consultant.  You will probably find scores of oranizations in your community that you
could get involved with. So join those that interest you personally, as well as those that
could lead to business.

TIP: If you live in a small town, you might want to consider joining
organizations in a nearby city for more exposure to prospec-
tive clients.

You can find organizations through word of mouth, in your local telephone book, or
online. Here are a couple to get you started:

Executive Women International
http://www.executivewomen.org

World Chamber of Commerce Directory
http://www.chamberofcommerce.com

Depending on the organization, membership fees may vary from $20 to hundreds or
even thousands of dollars (the latter if you decide to join an exclusive country club or
private golf club). Fortunately, many non-exclusive organizations will let you attend one
or two events for a nominal fee so you can decide if you want to join.

http://www.executivewomen.org
http://www.chamberofcommerce.com
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While membership in any organization can potentially be valuable, simply attending
“networking” functions is not the best way to make an impact on prospective clients
(most people who attend “networking” events are hoping to find business for their own
companies). To make the most out of your membership in an association, there are
several things you can do to raise your profile, including:

•  Serve on a committee

•  Write articles for the association newsletter

•  Do volunteer work

•  Run for election to the Executive Committee

The more involved you are in an association, the more likely you are to connect with
prospective clients or people who can refer you to clients. So take a proactive role in
meeting as many people as possible, people who can make a difference in your career.

In addition to meeting new people through networking, remember to promote your
business to people you already know.  As an entrepreneur, you create your own
success. The more you promote your business, the more likely you’ll get the attention
of prospects. So, don’t be shy. Unabashedly mention your new venture to all friends,
relatives and former co-workers and be generous in giving out your business cards.

5.5.2  Advertising and Publicity
While networking can be a particularly effective way to get business for your firm, you
may also be able to attract some clients through advertising and publicity.

Yellow Pages
You have probably used the Yellow Pages many times. But before you buy an ad for
your own business, you should carefully investigate the costs compared to the potential
return. Many new business owners find a Yellow Pages ad does not make the phone
ring off the hook with clients. If someone does respond to your ad, they may be “shop-
ping around” so you must be prepared to invest time as well as advertising dollars if
you use this method of advertising.

To minimize your risk, you might want to consider starting with a small text ad or a
display ad no larger than 1/8 page. Check the current Yellow Pages to see what size
ads your competitors have. If you can get your hands on a previous year’s edition of the
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Yellow Pages, compare the ads for management consultants from year to year. If you
notice others have increased or decreased the size of their ads, this can give you an
indication of what might work for you.

You can either design the ad yourself, have the Yellow Pages design it for you, or hire
a designer. Take a look at the ads in the consultants category of your current Yellow
Pages for design ideas.

If you are interested in advertising, contact your local Yellow Pages to speak with a
sales rep. Check the print version of your phone book for contact information.

Yellow Pages
http://www.yellowpages.com

Canadian Yellow Pages
http://www.yellowpages.ca

Magazine and Newspaper Ads
Advertising can be expensive, and may not generate the results you want unless you
do it repeatedly. (It has been estimated that many people need to see an advertise-
ment 3 to 7 times before they buy.)

If you choose to buy advertising, it will probably be most cost effective to place ads in
local business magazines, newspapers, or trade journals (industry publications) read
by your target audience. The publications you advertise in will usually design your ad
for an additional cost, and give you a copy of the ad to run in other publications. The
following website offers some useful advice about advertising in general:

How to Run Effective Advertisements
http://www.usatoday.com/money/smallbusiness/ask/2001-07-30-ask-ad.htm

However, you will get much better results and maintain a high profile if you can get free
publicity in those publications, instead of paying for advertising.

News Releases
Periodically send out news releases to media that target your market. A news release
is a brief document that you submit to the media (newspapers, magazines, radio, or
TV) with the aim of getting publicity for your business. The ideal press release is a
single page (under 500 words) and is written like a news story.  If you write something
that sounds like an advertisement, it is unlikely to be published.

http://www.yellowpages.com
http://www.yellowpages.ca
http://www.usatoday.com/money/smallbusiness/ask/2001-07-30-ask-ad.htm


FabJob Guide to Become a Management Consultant

Copyright © 2005 FabJob Inc. PAGE  142

Most magazines and newspapers publish contact information for their editors. Newspa-
pers may have dozens of editors, so make sure you send your submission to the
appropriate one (for example, the Business Editor). As an alternative to writing a
press release, you could find out who the editor is, and either phone or send a brief
“pitch letter” by email, fax or mail to suggest an idea for a story.

Be creative when it comes to making your firm’s activities newsworthy. Here are some
ideas to include in releases that may spark an editor’s interest. Send out a news
release if you have ...

• Published a book

• Developed an innovative method in your specialization

• Won a major contract with a large corporation

• Been appointed to a community leadership position

• Created a special consulting service

• Collaborated with “big name” associates

• New management

You can find numerous online resources to help you write a news release including:

Inside Secrets for Writing the Perfect Press Release
http://www.publicityinsider.com/release.asp

Building a News Release
This site teaches you how to build an enticing press release with step-by-step
instructions, working template and a list to U.S. and Canadian wire services.
http://www.canadaone.com/promote/pressrelease.html

Write an Article or Column
One of the best ways to establish yourself as an expert is to write articles or a column
for a newspaper, magazine, newsletter, or e-zine (electronic magazines or e-mail
newsletters). While it can be tough to break into large daily newspapers, there may be
an opportunity to write for smaller newspapers, local business magazines, or websites.
Usually, such publications accept unsolicited submissions.

http://www.publicityinsider.com/release.asp
http://www.canadaone.com/promote/pressrelease.html


FabJob Guide to Become a Management Consultant

Copyright © 2005 FabJob Inc. PAGE  143

You could write on any topic related to business, or propose an “Ask the Management
Consultant” column where you would answer questions from readers. The length and
frequency of your column will depend on the publication. You might produce a weekly
500 word column for a local newspaper, or a monthly 1,000 word column for a news-
letter or magazine.

Make sure your article or column provides valuable information to the publication’s
readers. As with news releases, articles that sound like an ad for your services are not
likely to get published.

Once you have written your first column or article, phone the editor to ask if they would
be interested in seeing it. If so, they will probably ask you to email it. If they want to
publish it, they may offer to pay you. However, even if they don’t pay, you should
consider letting them publish it in return for including a brief bio and your contact
information at the end of the article or column. Include brief information about your
consulting business and a website link.

You can find many free regional magazines in stands on street corners, in grocery
stores and other public places. Collect some that emphasize business, career and
community services.

Television and Radio
If there is a business issue in the news that you can provide expert commentary on,
phone news directors at local radio and TV stations to let them you are available for an
interview to discuss the issue. The news director may ask you to send them some
information, so be prepared to email or fax a few paragraphs about yourself. 

5.5.3  Create a Web Site
A website is another effective marketing tool to position you as an expert with pros-
pective clients. Although it probably won’t generate much business itself (most execu-
tives are not likely to search for a management consultant online), your website can
complement your other marketing efforts. When an executive who is looking for a
management consultant sees your web address on your business card, in a Yellow
Pages ad, or elsewhere, they can visit your website 24 hours a day to learn more about
your services.
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Your website can include information such as:

• An overview of the services you provide

• An “About Us” page which describes your experience and includes photo-
graphs of you and any other consultants in your firm

• Contact information (your company name, telephone number, email ad-
dress, and possibly other contact information such as a cell phone or pager
number) could be included at the bottom of each page

• Any additional information that you think will help sell your services (e.g.
benefits of hiring a management consultant, business articles you have
written, client testimonials)

You can get some ideas for your own website by seeing what other management
consultants have done with theirs. Visit some of the sites mentioned throughout this
guide or check local Yellow Pages ads to find websites of management consultants in
your community.

Developing a Website
Don’t underestimate the power of a professional-looking website. It shows more than
your aesthetic preference. Above all, it reflects professionalism. An aesthetically pleas-
ing website doesn’t have to cost you a fortune.

Most of my design templates don’t cost me more than $150 plus $9.95 monthly hosting
and $30 per year domain name registration fees. With as little as $300 per year, you
can have yourself an eye-catching professional-looking virtual storefront.  (You can
even reduce this cost to half of that if you use free design templates or learn to make
one yourself!)

If you are already experienced at creating webpages, or learn quickly, you can design
your website yourself using a program such as Microsoft’s Front Page or Netscape
Composer (free with the Netscape Browser).

To look for ready-made professional website design templates, you can try the following
directories. Some designers require a small annual fee for unlimited design template
downloads and many offer economical custom design services. I personally prefer
purchasing ready-made templates because I can see how it looks and browse others
before making my final decision. Custom designing requires a lot of time and other
resources, while the final design may not suit your preferences. (I once ordered a Web
design I couldn’t use because the designer misunderstood my order.)
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HerWebTemplates.com
http://www.herwebtemplates.com

Free Web Template Directory
http://www.freewebtemplates.com

You may be able to put up free webpages through your Internet Service Provider (the
company that gives you access to the Internet). To present a professional image, and
make your web address easier for clients to remember, consider getting your own
domain name such as www.yourcompanycom. There are a number of sites where
you can search for and register a domain name. The most popular is Network Solutions.

Network Solutions
http://www.netsol.com

Once you register your domain you will need to find a place to “host” it. Network Solu-
tions provides that service, and your Internet Service Provider may also. You can find a
wide variety of other companies that provide hosting services by doing an online
search. (Do not use a free web hosting service unless you don’t mind having your
customers see pop-up ads for products like spy cameras!)

Of course you should promote your site whenever possible, such as listing your
website in your other marketing materials. You can also list it in Internet search engines
and directories. High traffic directories include Yahoo!, Locality.com and DMOZ.org.

One of the best programs for free submission of your website’s URL address to top
search engines is:

AddMe!
http://www.addme.com

5.5.4  Other Marketing Ideas
“Use what you know as a strategic advantage. Get visible through
speaking, writing and networking. Have several ways clients can
work with you.”

– Vickie Sullivan, principal of Sullivan Speaker Services, a consulting
firm that helps executives use public speaking to generate revenue

and increase market share

http://www.herwebtemplates.com
http://www.freewebtemplates.com
http://www.netsol.com
http://www.addme.com
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Give a Speech
Another way to market your services to prospective clients is to offer to speak about
your areas of expertise. Many associations have speakers for breakfast meetings,
luncheons, workshops, and annual conventions. Ask friends and acquaintances if they
belong to any groups that have presentations from speakers.

If you give a good talk and offer useful advice, you will be seen as an expert. As long as
there are people in the audience who need management consulting services (or who
can refer you to people who do), this can be an excellent way to attract clients.

While you probably will not be paid for your presentations, it can be an excellent oppor-
tunity to promote your business. Your company name may be published in the
organization’s newsletter, it will be mentioned by the person who introduces you, you
can distribute business cards, and you will be able to mingle with attendees before and
after your presentation.

Professional Association Directories
Many professional associations for management consultants publish directories of their
members. These professional associations have a search-a-consultant feature on their
websites.  The only requirement to get listed is to follow their code of ethics and pay the
monthly or annual dues.

Association of Professional Consultants
http://www.consultapc.org

If you earn a Certified Management Consultant (CMC) designation (see the next chapter
for information), you might want to join the following organizations so you can be listed
in their directories.

Institute of Management Consultants USA
http://www.imcusa.org

Canadian Association of Management Consultants
http://www.camc.com

http://www.consultapc.org/
http://www.imcusa.org/
http://www.camc.com/
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5.6  Working with Clients
Marketing your services is only the first step in getting clients. Let’s look at what hap-
pens next.

5.6.1  Pricing Your Services
Before meeting with your first clients, you will need to decide how much you are going
to charge for your services. Here is what the experts have to say:

“Startups with less experienced consultants often charge $100–150
per hour, while senior consultants, those with ten years or more
in the business, are more likely to charge day rates or project
rates. Day rates range from $1,500–2,500 per day, plus travel and
expenses. There are some very specialized senior consultants with
industry specific specialties who may charge $3,000–4,000 per day.
Mid-sized firms charge out an average of $1,500–2,000 per day, plus
travel and expenses, while major firms charge much, much more.”

– Bette Price, President, The Price Group

“A range of between $150–250 per hour is not uncommon. For a
large multinational firm, for example, it could be $350 and up. Pric-
ing also depends on whom is doing the work. Obviously the Vice
President or Principal at a large firm will bill his or her time at well
over $250 per hour. Lower level folks are less and commensurate.
But even the smaller, but more experienced firms, with two to five
people may charge fat hourly fees selling their expertise.”

– Robert Gelphman, Gelphman & Associates
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When you came across this section, your heart may have begun to beat faster. At the
beginning of this book I gave only a rough idea of income expectation, but you might
not have imagined that the sky is the limit in this field.

There are four commonly used formats to charge clients for consulting services:

• hourly

• daily

• per project

• on retainer

Which one you use depends on the following:

• Type of project (length, activities and resources involved)

• Who the client is (new or repeat clientele, commercial corporations, small
businesses or non-profits)

• How the client uses your service (occasional consultations, on-going or long-
term projects, follow-up projects)

• If travel and other expenses are required (these are charged separately, but
you’ll need to estimate whether traveling for that particular client would hinder
your ability to work on weekend or other projects)

• Who referred the client to you (if it was referred by a fellow independent
consultant, leave some room for him or her to mark up your rate, so they can
earn a referral fee)
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TIP: Most rates are negotiable, so be flexible. There are many
circumstances that might lead to price reduction and you’d
need to be sensitive to those.  Remember, it is more impor-
tant to establish a long-term relationship than a brief one.

In the following, you’ll find typical rate information for hourly, daily, project and retainer
basis. The following pricing methods and figures are not written in stone, meaning they
can vary depending on your expertise level, specialization (strategic, operational,
organizational, IT, e-commerce, etc.), niche and region.

Hourly
The following hourly rates are typical. However, as mentioned above, your own rates
may vary. For example, if you have a lot of expertise in your area of specialization, you
might charge in the upper range even if your company is a startup.

Startup $  75 – 150 (per hour)

Median $150 – 250

Lower upper $250 – 350

Upper $350 or more

Daily
The following daily rates assume the consultant is working an 8 hour day.

Startup $   600 – 1,200 (per day)

Median $1,200 – 2,000

Lower upper $2,000 – 2,800

Upper $2,800 or more
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By Project
Billing by the project has its pros and cons, even though most clients prefer it to the
daily or hourly method. It gives them a solid figure for convenient budgeting. However,
due to the varied activities that a consultant must perform and the many unexpected
factors, a new consultant might find it difficult to make an accurate estimate.

The simplest formula to estimate the total cost of a project is to approximate the total
number of hours needed to perform each activity then add the multiple activities to-
gether for the final figure.

Here is an example to come up with the rate for a department store market research
survey assignment:

Brainstorming phase:  three 2-hour meetings with client’s management and
staff and one hour travel – approximately 7 hours

Data gathering phase:  five one-day visits to five competitors’ outlets in down-
town area – approximately 5 days (total of 40 hours)

Data processing:  two 2-hour meetings with an industry specialist and twelve
hours of data cracking – approximately 16 hours

Conclusion:  final presentation – approximately 3 hours

Approximate total hours worked:  66 hours

With a $100 hourly rate, this project’s value is $6,600 excluding expenses
and travel.

Before you have completed some actual projects, it may be difficult to estimate how
many hours it will take you to finish an activity. If it’s something that you’re already
familiar with, feel free to quote a solid figure. If not, it’s better to “overestimate” to allow
some room for activities that take longer than expected.

Another strategy is to include a “not exceeding” clause in the agreement. This way, if
you underestimated, there is a legal base to negotiate for an additional fee. Include the
rate for every excess hour in the latter half of the clause. (Agreements are covered
later in this chapter.)
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On Retainer Basis
Most independent consultants prefer this method of payment because it guarantees a
fixed monthly income, which can be very helpful to pay the rent or recurring bills.
However, it doesn’t apply in all situations. Usually, only clients that require continuous
consulting for at least six months are likely to be interested in retaining your services
using this method.

To approach this type of arrangement, there are at least three options to consider:

• Set maximum hours. You agree to include a maximum or certain number of
hours of services per month. Additional hours to be charged separately. For
instance, you agree to provide 50 hours for $ 5,000 monthly retainer fee.
Additional hours will be charged at $115 per hour.

• Set minimum hours. You agree to include a minimum number of hours of
services per month. Unused hours cannot be redeemed later but excess
hours will be charged separately. For example, you agree to provide 5 hours
for a $500 monthly retainer fee. If the client only used 3 hours, the unused 2
more hours are voided and cannot be redeemed later. If the client used 6
hours, the first 5 are included but he or she will be billed for one additional
hour.

• Bill ahead. You agree to include a certain number of hours for every “block of
time” paid in advance. If the “block” is almost used up, you can send an
invoice for another “block.” Unless another “block” is paid in full you will not
provide further services. For instance, one “block” is 10 hours and costs
$500. The client pays in full in advance. Once it’s used up, the client will need
to pay you for another $500 per block before activity resumes.

What should be billed separately from the services fee:

• Travel expenses

• Long-distance calls (except calls to long-distance clients, which are
considered your expense)

• Research expenses (expenses occurred during data gathering and data
processing phases)
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Getting Paid
Whatever type or combination of packages and service fees you decide is best for your
firm to offer, make sure you and your client agree to it in writing.  Be as specific as
possible about exactly what you will and more importantly will not provide for that stated
fee.

A sample agreement appears in section 5.6.3, but you will need to revise it according
to the specifics of your arrangement with your client.

5.6.2  Getting the Contract
Once you find a prospect who is interested in working with you, they will likely ask you
to prepare a proposal and a presentation. Section 3.3 of this guide provides detailed
information about the Typical Consulting Project Life Cycle (from the proposal stage
through brainstormnig, data gathering, data analysis, and the final presentation to the
client). A complete sample Letter of Proposal appears in section 3.4.

While chapter 3 will assist you in preparing proposals whether you have your own firm
or are an employee, the following advice from Mark Sangerman, can help you get the
contract. An experienced recruiter and founder and CEO of HomebasedRecruiter.com,
a recruiter training company that specializes in helping independent professionals
succeed on their own, Sangerman has spent over ten years providing placement and
consulting services for technology and staffing companies. He says:

“Sometimes the most lucrative consulting contracts go not to those
with the most experience, but rather to those who deliver the best
presentation on how the company can meet its objectives. Generally,
you have to show the client a record of success to get their busi-
ness.  If you don’t have much to offer in experience, sit still and try
to be as charming as possible during the interview.  Companies are
notorious in making decisions when hiring consultants.”
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So follow the advice you’ll find elsewhere in this guide on communication and presenta-
tion skills. Assuming the client wants to work with you, the next thing you’ll need to
provide is a consulting agreement.

5.6.3  Consulting Agreement
The following sample agreement for consulting services is courtesy of Bette Price,
founder and president of The Price Group, a consulting firm that focuses on leadership
development through strategic planning and executive coaching, business develop-
ment through various channels including market analysis; development and branding
and positioning, and executive hiring and retention through designing training pro-
grams and compensation systems.

Please note that the following (non-technical) agreement may not be appropriate for all
types of consulting projects. However, this contract may work well for many types of con-
sulting.  Here is what Bette Price has to say about preparing a consulting agreement.:

“My philosophy has always been that long, legally complicated
contracts are more negative than positive, and if the client doesn’t
like the work being done, they find a way to break it anyway.  So,
a simple letter of agreement is all I use and it’s served me well for
20 years.  I realize that in certain types of consulting contracts
are needed, but I don’t get involved in those technical aspects of
consulting.”

– Bette Price, founder and president of The Price Group Consulting

Price Group Agreement for Consulting Services

1. Throughout the course of this engagement The Price Group (hereinafter called
“TPG”) will keep the Client informed via discussions and written communica-
tions.

It is essential that there be continual cooperation and mutual understanding
between Client and TPG, and that the Client retains control over the continua-
tion of TPG services.  Therefore, acknowledgement of all matters covered
during the course of the engagement shall be indicated by the Client’s signature
on Project Summary Reviews.

2. TPG does not practice law.  Accordingly, the Client is informed that any legal
matters, including tax related issues, should be taken up with the Client’s own
Attorney.
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3. Due to the confidential nature of the consulting services work, the Client is to
provide suitable working space for TPG staff. TPG agrees to hold confidential
all information regarding Client’s business activities.

4. For consulting services performed under this agreement, and approved by the
Client in the Progress Summary Reviews, the Client will pay all invoices in full in
accordance with terms of the agreement.

5. The invoices will cover the following charges:  (insert here the full project fee
and the terms of payment).  In addition to the agreed upon project fee for
consulting services, reasonable expenses, including airfare, ground transporta-
tion and lodging expenses incurred by TPG staff (substantiated by receipts),
and $35 per diem will be billable to the Client.

6. The Client may terminate the consulting services of TPG or recess the project
at the close of any business day by declaration of such intent to TPG President,
Bette Price, in writing.  At the same time, a check for all services and expenses
incurred through the business day of the termination, as well as a personally
written statement by the Client as to the opinion of the consulting services
rendered, shall be collectable at the time of termination.

7. It is agreed that this document embodies the entire agreement between the
Client and TPG in relation to consulting services work to be performed, and that
no other agreement, verbal or otherwise, exists between the Client and TPG.  It
is agreed that exclusive jurisdiction shall vest in the State of Texas, County of
Dallas.

The authority is hereby granted to The Price Group to begin consulting services
work:
Project # _______  Date: ___________   Hours estimated: __________

AUTHORIZED PROJECT: ___________________________________

Client_______________ Date:______ TPG _______________Date:__________

5.6.4  Developing Good Business Practices
Treat your client like royalty.  The quality of services you provide will determine whether
you get good referrals and word-of-mouth advertising. To ensure this, go the extra mile
by advocating and practicing true professionalism. A few ways to do this are to always
aim to:
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• politely answer all inquiries from prospective clients

• double check for potential conflict of interest with other clients

• pay attention to details

• start and finish projects promptly (don’t procrastinate!)

• deliver more than you promise (and don’t promise more than you can deliver)

• update your clients periodically during a lengthy project

• go the extra mile through your business manners, accountability, integrity and
overall performance

Here is some advice from an expert:

“Do not take on jobs for which you lack the necessary skills or
experience. Be frank and tell the client up-front if you believe the
proposed assignment exceeds your capabilities. Do not take on jobs
where there may be a perceived conflict of interest between two or
more clients. If in doubt, talk to your existing clients before taking
on a new one.  Be consistently open and frank in any reporting.
There is no point for a company employing an outside consultant if
he or she delivers a report which is shaded towards the preferences
of senior management.”

– Ian K.P. Ross, president of KIR Resources, Inc.

You can find some additional good advice in the codes of ethics developed by profes-
sional organizations for management consultants (see the next chapter for information
about professional organizations).
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6. Resources
6.1  Organizations

6.1.1  Professional Associations Awarding
   Designations

Whether you are an independent consultant or an employee of a firm, I am confident
that you will find joining professional associations professionally and personally reward-
ing. You will have an opportunity to meet with like-minded consultants and attend
various workshops, seminars and conferences for upgrading skills and networking
purposes. Listed below are those associations that award designations.

Institute of Management Consultants (IMC)

Web: http://www.imcusa.org

Email: office@imcusa.org

About: IMC is the national professional association representing management
consultants and awarding the Certified Management Consultant (CMC)
designation.

Membership Benefits:

• opportunity to earn Certified Management Consultant (CMC) designation
• opportunity to earn a series of awards and distinctions based on professional

merit
• get client referrals through Find-a-Consultant search function on IMC’s

website
• professional development through various workshops, seminars, conferences
• network with fellow consultants and be mentored by a senior consultant

through IMC Mentor program
• subscription to The IMC Times newsletter
• subscription to Consulting to Management journal, a quarterly publication that

serves management professionals worldwide
• access to the IMC USA Resource Library
• group insurance plans (errors and omissions insurance and health insurance)
• networking via e-mail list

http://www.imcusa.org/
mailto:office@imcusa.org
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Membership Requirements:

• All membership types: Agree to abide by the IMC USA Code of Ethics
• Regular member: Individuals who are interested in (including students), or

otherwise participate in the management consulting profession.

Membership Dues:

• Application fee: $50
• Annual fee: There is a specific schedule that dictates the amount paid, based

on the month in which a member joins.  The prices range from $195 to $590.
Visit http://www.imcusa.org/fees.acgi to see the rates.

Canadian Association of Management Consultants (CAMC)

Web: http://www.camc.com

Email: camc@camc.com

About: CAMC is the Canadian national professional association for management
consultants and assists in obtaining CMC certification in Canada.

Membership Benefits:

• opportunity to earn CMC designation
• network with like-minded individuals and associations
• get referrals from fellow members and via Find-a-Consultant search function

on CAMC’s website
• discounted rates for various financial and insurance products
• attend workshops, seminars and events to brush-up skills
• student members have opportunity to learn first-hand from and network with

experienced consultants

http://www.imcusa.org/fees.acgi
http://www.camc.com/
mailto:camc@camc.com
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Membership Requirements:

• current practice as a management consultant or have an interest in pursuing
career in management consulting

• abide by the organization’s Code of Professional Conduct

Membership Dues:

• Annual fee: There is a specific schedule that dictates the amount paid, based
on the month in which a member joins.  The prices range from $195 to $590.
Visit http://www.camc.com/index.cfm?PID=12510&PIDLIST=12510 to see
the rates.

International Guild of Professional Consultants (IGPC)
Web: http://www.igpc.org

Email: igpc@igpc.org

About: IGPC provides certification and continuing education in professional consultancy.

Membership Benefits:

• opportunity to earn Certified Professional Consultant (CPC) and Certified
Professional Marketing Consultant (CPMC) designations

• free training events (seminars, workshops and courses)
• receive copy critiques for your marketing materials
• receive various telecommunication benefits (fax, answering machine, voice

mailbox)
• subscription to Powerlines bi-monthly business report
• subscription to weekly e-zine
• subscription to IGPC Report

Membership Requirements:

Adhering to IGPC’s Statement of Professional Ethics

Membership Dues:

$29.95 monthly

http://www.camc.com/index.cfm?PID=12510&PIDLIST=12510
http://www.igpc.org
mailto:igpc@igpc.org
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6.1.2  Other Groups

American Management Association (AMA)

Web: http://www.amanet.org

Email: customerservice@amanet.org

About: AMA is a leading business education and management development program
provider for individuals and organizations.

AMA Professional Membership Benefits:

The types of benefits that AMA members receive is based on the type of mem-
bership they have.  Visit http://www.amanet.org/joinama/ to find out what
benefits would apply to you.

Membership Requirements:

No restrictions, but most members are professional, technical and support staff,
as well as independent consultants.

Membership Dues:

Membership dues vary with the type of membership you apply for.  Visit http://
www.amanet.org/joinama/ for rates.

Association of Management Consulting Firms (AMCF)

Web: http://www.amcf.org

Email: info@amcf.org

About: AMCF is an international association of firms engaged in the practice of
management consulting. Members range from one-person boutique firms
to multinational corporations.

Membership Benefits:

• attend meetings and seminars conducted by AMCF and industry leaders

http://www.amanet.org
mailto:customerservice@amanet.org
http://www.amanet.org/joinama/
http://www.amanet.org/joinama/
http://www.amanet.org/joinama/
http://www.amcf.org
mailto:info@amcf.org
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• opportunity to exchange information among members
• opportunity to benchmark among members
• get referrals through AMCF’s website and members’ links
• access to industry reports

Membership Requirements:

• Management consulting firm of one or more working consultants

Membership Dues:

• $350 application fee
• There are seven membership categories; dues vary for each.  For a complete

list, visit http://www.amcf.org/memCategories.asp.

Association of Internal Management Consultants (AIMC)

Web: http://www.aimc.org

Email: info@aimc.org

About: AIMC advocates the internal management consulting profession and assists
in obtaining CMC certification.

Membership Benefits:

• earn CMC designation (in collaboration with IMC)
• opportunity for training, networking, education and shared experiences
• attend annual conferences
• opportunity to benchmark and exchange information among members

Membership Requirements:

Internal consultants working in corporate, institutional and non-profit organiza-
tion settings.

Membership Dues:

$50 annually for Student Membership
$250 annually for Individual Membership
$750 annually for Corporate Membership (up to three member reps; $200/year
for each additional member)
$250 annually for Individual Membership

http://www.amcf.org/memCategories.asp
http://www.aimc.org
mailto:info@aimc.org
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Association of Professional Consultants

Web: http://www.consultapc.org

Email: apc@consultapc.org

Membership Benefits:

• monthly meetings (in Southern California only)
• get referrals through APC’s website
• opportunity to network with fellow members
• listing with Speakers Bureau Directory
• receive discounts from APC’s partners

Membership Requirements:

• agree to abide by APC Code of Ethics
• two letters of endorsement from current clients
• payment of first year’s dues, the processing fee, and the Membership

Application Form

Membership Dues:

• $75 one-time processing fee
• $200 for General Members or $150 for Out of Area Members

The Association of Management and
International Association of Management

Web: http://www.aom-iaom.org/

Email: aomgt@inter-source.org

Membership Benefits:

• participate in annual conferences and professional workshops
• opportunity to publish and present works in one of journals published by AoM/

IAoM
• network with like-minded individuals
• opportunity to assume leadership positions in various posts
• exchange information for project completion and research purposes
• subscription to one of the ten professional journals published by AoM/IAoM

Membership Dues:

$120 annually

http://www.consultapc.org/
mailto:apc@consultapc.org
http://www.aom-iaom.org/
mailto:aomgt@inter-source.org
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Professional and Technical Consultants Association (PATCA)

Web: http://www.patca.org

Email: info@patca.org

Membership Benefits:

• get listed in PATCA’s Find-a-Consultant directory on their website
• get referrals from PATCA and fellow members
• opportunity to hold leadership posts
• receive insurance and prepaid legal services group rates

Membership Requirements:

Three verifiable references for professional consulting experiences

Membership Dues:

$125 annually for Affiliate Members
$395 annually for Associate Members and Full Members
$395 annually for Company Members (rate applies to first member; additional
memberships cost $270/year for consultant employees and $60 for non-con-
sultant employees within the company)

6.2  Written Resources

6.2.1  Publications
Serious consultants read a lot.  In addition to the many publications previously men-
tioned in this guide I have included several more below. Since you don’t have time to
read all the hundreds of business books on the market, here are two recommended
books to begin with:

The Seven Cs of Consulting: Your Complete Blueprint for any
Consultancy Assignment, by Mike Cope
http://www.amazon.com/exec/obidos/ASIN/0273645110

http://www.patca.org
mailto:info@patca.org
http://www.amazon.com/exec/obidos/ASIN/0273645110/fabjobcom
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Turning Lead into Gold: The Demystification of Outsourcing,
by Peter Bendor-Samuel
http://www.amazon.com/exec/obidos/ASIN/1890009873

Periodicals are divided into three categories: publications that can help you understand
the business world, those that can help you understand the consulting business and
those that can advance your understanding about the consulting industry. It is recom-
mended that you regularly read at least one periodical in each category to optimize
your knowledge on current trends in business and consulting business.

Understanding the Business World
Businessweek
A leading magazine that publishes articles on current world business trends.
Subscription: $45.97/year
http://www.businessweek.com

The Economist
A leading weekly magazine that publishes articles on trends in current world
economy. Subscription: $129 annually
http://www.economist.com

Understanding the Consulting Business
Management Consultant International
Claiming to be the world’s only international intelligence newsletter, this monthly
newsletter covers the latest news, analysis, data and trends in management
consulting country-by-country. Subscription: $1,110 annually.
http://www.consultingcentral.com/mci.html

Understanding the Consulting Industry
Sterling Publications
They publish 65 separate titles operating in over 18 international business
sectors. These publications provide insightful insider business practices to
management consultants.
http://www.spgmedia.com

http://www.amazon.com/exec/obidos/ASIN/1890009873/fabjobcom
http://www.businessweek.com
http://www.economist.com
http://www.consultingcentral.com/mci.html
http://www.spgmedia.com
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Kennedy Publications
They are the leading information source on select professional services, includ-
ing management consulting, executive recruiting and investor relations. They
publish eight newsletters, three magazines and a variety of in-depth research
reports. They also host informational websites, produce conferences and
provide advisory services.
http://www.kennedyinformation.com

6.2.2  Online Resources
Business Management Consulting Resources
A portal to business, management and consulting resources online.
http://www.business-management-consulting.com

Consulting Central
A useful resource with current consulting news, analysis, and features.
http://www.consultingcentral.com

Top-Consultant.com
Offers a weekly email newsletter with industry news, job opportunities, career
advice, networking opportunities with consulting firms and clients.
http://www.zambeasy.com/top-consultant

http://www.kennedyinformation.com
http://www.business-management-consulting.com
http://www.consultingcentral.com/
http://www.zambeasy.com/top-consultant/
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Tell Us What You Think
Would you like to share your thoughts with other FabJob readers? Please contact us at
http://www.FabJob.com/feedback.asp to tell us how this guide has helped prepare
you for your dream career. If we publish your comments on our website or in our
promotional materials, we will send you a gift certificate for 50% off your next pur-
chase of a FabJob guide.

Remember that if you want us to be able to publish your feedback, include your full
name and city of residence, and limit your comments to 200 words. We appreciate you
taking the time to contact us, and look forward to hearing from you.

The FabJob Newsletter
Get valuable career advice for free by subscribing to the FabJob monthly newsletter.
You’ll receive insightful tips on how to break into the job of your dreams or start the
business of your dreams, how to avoid career mistakes, and how to increase your on-
the-job satisfaction and success. You’ll also receive discounts on FabJob guides, and
be the first to know about upcoming titles.

Subscribe to the FabJob newsletter!
http://www.FabJob.com/signup_site.asp

If You Know Someone with a Dream
Giving a FabJob guide is a fabulous way to show someone you believe in them and
support their dreams. Help someone achieve their dreams with...

• FabJob Guide to Become an Actor
• FabJob Guide to Become an Advertising Copywriter 
• FabJob Guide to Become an Archaeologist
• FabJob Guide to Become an Art Curator
• FabJob Guide to Become a Bed and Breakfast Owner
• FabJob Guide to Become a Book Editor
• FabJob Guide to Become a Bookstore Owner
• FabJob Guide to Become a Butler
• FabJob Guide to Become a Cartoonist
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• FabJob Guide to Become a Caterer or Personal Chef
• FabJob Guide to Become a Celebrity Personal Assistant
• FabJob Guide to Become a Children’s Book Author
• FabJob Guide to Become a Coffee House Owner
• FabJob Guide to Become a Daycare Owner
• FabJob Guide to Become a Doula
• FabJob Guide to Become an Etiquette Consultant
• FabJob Guide to Become an Event Planner
• FabJob Guide to Become a Fashion Designer
• FabJob Guide to Become a Firefighter
• FabJob Guide to Become a Flight Attendant
• FabJob Guide to Become a Florist
• FabJob Guide to Become a Food Writer
• FabJob Guide to Become a Human Resources Specialist
• FabJob Guide to Become an Image Consultant 
• FabJob Guide to Become an Interior Decorator
• FabJob Guide to Become a Life Coach
• FabJob Guide to Become a Makeup Artist
• FabJob Guide to Become a Management Consultant
• FabJob Guide to Become a Massage Therapist
• FabJob Guide to Become a Model
• FabJob Guide to Become a Motivational Speaker
• FabJob Guide to Become a Movie Reviewer
• FabJob Guide to Become a Mystery Shopper
• FabJob Guide to Become a Mystery Writer
• FabJob Guide to Become an Olympic Athlete
• FabJob Guide to Become a Personal Shopper
• FabJob Guide to Become a Personal Trainer
• FabJob Guide to Become a Pop Star
• FabJob Guide to Become a Private Investigator
• FabJob Guide to Become a Professional Golfer 
• FabJob Guide to Become a Professional Organizer
• FabJob Guide to Become a Public Relations Consultant
• FabJob Guide to Become a Published Writer
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• FabJob Guide to Become a Recording Artist
• FabJob Guide to Become a Restaurant Owner
• FabJob Guide to Become a Romance Writer
• FabJob Guide to Become a Screenwriter 
• FabJob Guide to Become a Secondhand Store Owner
• FabJob Guide to Become a Songwriter 
• FabJob Guide to Become a Spa Owner
• FabJob Guide to Become a Stand-Up Comic
• FabJob Guide to Become a Super Salesperson
• FabJob Guide to Become a Technical Writer
• FabJob Guide to Become a Television Producer
• FabJob Guide to Become a Television Reporter
• FabJob Guide to Become a Travel Writer 
• FabJob Guide to Become a Web Developer
• FabJob Guide to Become a Wedding Planner 
• FabJob Guide to Become a Video Game Designer
• FabJob Guide to Become a Yoga Teacher
• FabJob Guide to Get a Job on Capitol Hill 
• FabJob Guide to Get a Job on a Cruise Ship
• FabJob Guide to Get Your Child into TV Commercials 
• FabJob Presents Get a Ripped Body
• FabJob Presents On Eagles’ Wings: A Couple’s Personal

Journey With Prostate Cancer
• FabJob Presents Prostate Cancer Treatment and Healing
• FabJob Presents The Trial of Louis Riel
• FabJob Presents The Ultimate Guide for Professional Organizers
• FabJob Singles Guide to Creating the Relationship You Want

New FabJob guides are published every month. Visit www.FabJob.com/guides.asp
for a complete list and special offers.
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