
  
    chapter 1

  


  Welcome to the Rest

  of Your Life


  LET'S TALK THE TRUTH about your future—you're now in charge! Thus far you've had a successful military career. But now you're making a career transition that has major life-changing implications for you and those around you. It's probably unlike any transition you have ever experienced before and unlike any you will ever experience again. With this book you should be able to plan, execute, and manage your transition to the civilian work world.


  The purpose of this book is to provide you with the best assistance possible based upon our many combined years of career transition and job search experience. We want to make sure you do this right—clarify your goals, get you moving in the right direction, save you time and effort, minimize your costs, and help you connect with an excellent first post-service job that leads to a new and rewarding career. We've got lots of work to do in the hours, days, and weeks ahead. If you stay with us for the duration of this book, you should acquire several useful tips that will have a significant impact on you and your future worklife.


  Question Your Future


  All of life's transitions should begin with a series of basic soul-searching questions, for, in posing the right questions, you will begin to develop appropriate responses to your career transition situation.


  Let's begin by examining your future and your ability to shape it with these orienting questions:


  
    	What do you want to do with the rest of your life?


    	Are you leaving the military for greener pastures?


    	Are you more concerned with finding a rewarding job or pursuing a satisfying lifestyle?


    	What will you most likely do well and enjoy doing in the civilian world?


    	How well prepared are you for finding employment in the new job markets of todayand tomorrow?


    	Do you know how to write an excellent resume that translates your military experience into desirable civilian job qualifications?


    	Do you know how to communicate your qualifications to employers in civilian work language?


    	Are you prepared to research employers, write job-winning cover letters, network for job leads, conduct job interviews, and negotiate salary and benefits?


    	Would you be better off starting your own business?


    	Where do you plan to relocate and how much will it cost you?


    	If you are married, how involved will your spouse be in your job search?


    	Does your spouse share your transition concerns and career goals?


    	Can your spouse clearly articulate your greatest strengths, evaluate your job search progress, and generally support you at every stage in your job search?


    	Are you financially prepared for retirement?

  


  We've got a big, challenging, and exciting task ahead of us. Together we will try to raise the right questions and guide you into answers appropriate to your situation. If you are like many others who have followed the advice of this book, you will discover your career transition work can be both interesting and fun. If done properly, it will make a difference in your life. In fact, it may change your life forever. Along the way, you are likely to renew some old acquaintances and meet lots of new people who will likely have a positive impact on your upcoming life change.


  We're delighted to be two of the first new people you're meeting on this road to renewed career success. We're here to help—a good friend and coach if you need one. So let's get started on what should be an exciting journey into a new world of rewarding work.


  Life Goes On and On and On


  These and numerous other career transition questions and issues provide the central focus for this book. The reality of military jobs and careers is that they eventually come to an end for everyone involved. And in today's environment, they often come to an end faster than most people ever expected. Someday, everyone in the military must go through the career transition process. Your time happens to be now. So take a positive, proactive approach to finding the "right" job or retirement opportunity that leads to a satisfying post-military life.


  Whether you are being pushed or pulled into the civilian job arena doesn't really make much difference. The fact is that you're making a career transition in which your past may provide little guidance on how to best chart your future. How you make that transition has important implications for both your personal and professional lives. Therefore, it's extremely important to focus on how you will manage this transition from the military to the civilian work world. It's the transition process—not different jobs or employers—that should be your central focus. You need a clear sense of where you have been, where you are at present, and where you want to go with the rest of your life. You do this by focusing on your career transition—past, present, and future.


  All good things come to an end, and life does indeed go on. If you've really loved the jobs you had in your military career, chances are you will really love your next series of jobs in your civilian career as well. But you'll have to be diligent at finding your right "fit" in the civilian world. It won't happen overnight and there are no magic pills to make what may be a difficult transition quickly go away. You'll need to do some serious thinking and planning, starting with setting goals, assessing your skills, and charting a course of action aimed at finding the right job for you. You may want to involve other people in this process. If you are married, make sure your spouse is involved early on.


  Chances and Choices


  Chances are, you are planning to do something rewarding in your next work life. Some transitioning military personnel retire completely; they have the means and motivation to enjoy a leisurely lifestyle. But most military personnel go on to second, third, and fourth careers. Many become employees in large corporations, small businesses, and government. Others decide to start their own businesses immediately upon leaving the military or after a few years of work experience in the civilian business world. For them, the most critical transition is made upon leaving the service for their first post-military civilian job.


  If done properly, this transition can lead to a most rewarding career. If done haphazardly, the transition may result in finding the wrong job, leaving within the first year, and wandering on to other inappropriate jobs. Some people become unhappy job-hoppers who communicate the wrong messages to potential employers. Unfortunately, they repeat this pattern of job disappointment and career failure for the rest of their work life. This should not happen to you.


  You have excellent skills, experience, and work habits that are readily marketable in the civilian work world. But what you most need to know is how to best present and market your skills and experience in today's difficult job market. You do this by acquiring another set of skills you may or may not at present possess—job search skills. Do you know, for example, how to best write and market a job-winning resume? What networking is, and how to use it in a job search? How to locate the best employers based on your experience and skills? What the best ways are to get job information, advice, and referrals? How you can negotiate a salary 20 percent higher than expected?


  You will be able to clearly answer these job search questions once you develop or refine your job search skills. The chapters that follow acquaint you with the most important job search skills for making that all-important career transition.


  Welcome to a Tough Job Market


  Perhaps you've never really had to look for a job. When was the last time you assessed your skills, formulated a job objective, conducted occupational research, wrote a resume and job search letters, responded to classified ads, completed online application forms, networked for information, advice, and referrals, or negotiated a salary? These are things you must learn to do effectively if you are to make a satisfying career transition.


  Chances are your job search skills are either nonexistent or very rusty. If you've been out of the civilian job market for five or more years, you'll quickly discover today's job market is very different than when you left. The jobs are different, employers are different, skill requirements are more demanding, and salaries and benefits are tougher than ever to negotiate. Good jobs—those that are secure, high paying, and enjoyable—are more difficult than ever to find. Once found, good jobs are more difficult than ever to keep. You may quickly discover the job you land today may disappear within 12 to 24 months. Indeed, recent studies indicate that 40 percent of the working population goes to bed each night worried about whether they will have a job tomorrow! This should not happen to you.


  One thing is certain about today's job market—it is uncertain, and highly competitive. It can be ruthless in its treatment of job seekers and employees. Frequent layoffs, firings, and downsizings testify to its insensitive and unforgiving nature. If not approached properly, the job market may result in numerous bumps and bruises for you. You may quickly discover your career success in the military lacks a clear counterpart in the civilian world.


  Best Jobs For the 21st Century


  The job market has changed significantly in the past decade. Today, individuals with the right education, skills, and experience are in a better position to find good jobs that should lead to career advancement in the years ahead. In fact, the U.S. Department of Labor's employment statistics to the year 2018 identify the following as the fastest growing occupations (www.bls.gov/emp/ep table 103.htm):


  Fastest Growing Occupations, 2008-2018


  (Numbers in thousands of jobs)


  


  
    
      	Occupation

      Title

      	%

      Change

      	Number

      of

      New Jobs

      	Wages

      (May 2008

      Median)

      	Education/Training Category
    


    
      	
    


    
      	• Biomedical engineers

      	72

      	12

      	$77,400

      	Bachelor's degree
    


    
      	• Network systems & data

      communications analysts

      	53

      	156

      	71,100

      	Bachelor's degree
    


    
      	• Home health aides

      	50

      	461

      	20,460

      	Short-term on-the-job training
    


    
      	• Personal and home

      care aides

      	46

      	376

      	19,180

      	Short-term on-the-job training
    


    
      	• Financial examiners

      	41

      	11

      	70,930

      	Bachelor's degree
    


    
      	• Medical scientists,

      except epidemiologists

      	40

      	44

      	72,590

      	Doctoral degree
    


    
      	• Physician assistants

      	39

      	29

      	81,230

      	Master's degree
    


    
      	• Skin care specialists

      	38

      	15

      	28,730

      	Postsecondary vocational award
    


    
      	• Biochemists and biophysicists

      	37

      	9

      	82,840

      	Doctoral degree
    


    
      	• Athletic trainers

      	37

      	6

      	39,640

      	Bachelor's degree
    


    
      	• Physical therapist aides

      	36

      	17

      	23,760

      	Short-term on-the-job training
    


    
      	• Dental hygienists

      	36

      	63

      	66,570

      	Associate degree
    


    
      	• Veterinary technologists

      and technicians

      	36

      	29

      	28,900

      	Associate degree
    


    
      	• Dental assistants

      	36

      	106

      	32,380

      	Moderate-term on-the-job training
    


    
      	• Computer software

      engineers, applications

      	34

      	175

      	85,430

      	Bachelor's degree
    


    
      	• Medical assistants

      	34

      	164

      	28,300

      	Moderate-term on-the-job training
    


    
      	• Physical therapist assistants

      	33

      	21

      	46,140

      	Associate degree
    


    
      	• Veterinarians

      	33

      	20

      	79,050

      	First professional degree
    


    
      	• Self-enrichment

      education teachers

      	32

      	81

      	35,720

      	Work experience in a related

      occupation
    


    
      	• Compliance officers, except

      agriculture, construction, health

      and safety, and transportation

      	31

      	81

      	48,890

      	Long-term on-the-job training
    

  


  


  SOURCE: BLS Occupational Employment Statistics and Division of Occupational Outlook


  


  These employment projections confirm what we know is the major trend for the best jobs of the future—they all require greater investments in education and training. For more information on job trends, see the Bureau of Labor Statistics' Occupational Outlook Handbook at www.bls.gov/oco.


  The New Flat and Entrepreneurial World


  Underlying these job projections are important changes in the global economy that may have an adverse impact on your employment future. India and China, with a combined population of 2.3 billion and rapidly developing, well educated, skilled, and consumer-oriented middle classes, are transforming the U.S. business and employment scenes. The job you have today may well go to these countries because of the convergence of seven important developments:

  



  
    	improved Internet connections and increased bandwidth


    	powerful fiber optic cable


    	cheap international telecom prices


    	large pool of well-trained English-speaking workers in developing countries


    	efficient international transportation links and delivery services


    	enhanced global organization and management systems


    	new supply-chain systems strategically centered around mega airport-based cities (aerotroplis)


  


  As Thomas L. Friedman persuasively argues in The World Is Flat: A Brief History of the Twenty-First Century (Farrar, Straus, and Giroux, 2005), in the rapidly changing global economy there are no American jobs—only jobs that go to the lowest bidder. By implication, Friedman's new flat (interconnected and complex) world will generate few well-paying jobs. An increasing number of jobs—both low- and high-tech—go to the cheapest and most efficient workers in the world, who are increasingly found in India, China, Vietnam, Cambodia, the Philippines, Indonesia, South Africa, Mexico, Costa Rica, and a host of other Third and Fourth World countries rather than in high-cost Los Angeles, Seattle, Chicago, Detroit, Cincinnati, Washington, DC, Atlanta, or Miami.


  If you want a competitive edge in this new global economy, the most important skill you need to acquire is the ability to learn. The best jobs disproportionately favor smart workers who are quick on their feet because they are constantly learning new skills, adapting to changing markets, and producing goods and services both inexpensively and efficiently. In such a world, employers are constantly under pressure to cut production and service costs, which means keeping labor costs low by reducing benefits, controlling salary and wage increases, and cutting legacy (primarily pension) costs. Successful entrepreneurs, especially small business owners, understand how to quickly adapt to and best navigate this global economy to their advantage. Individuals rather than large bureaucratic organizations have a distinct advantage in navigating this fast-changing global economy. In the flat world, the entrepreneur is king.


  Getting Started Right


  Where do you start, and what should you do first? The process of making a career transition is not really difficult. Almost anyone can find a job. But finding a good job is hard work. Much of what is involved in finding a job is common sense and follows a rational decision-making model as outlined in Chapter 2. In the military, you are used to setting goals, developing plans, and focusing on accomplishing the mission. Therefore, the job-finding process should make good sense to you. You'll initially recognize the process as nothing more than good planning and implementation meeting common sense. You'll later discover the job search is much more than this, too.


  At the same time, you are dealing with a chaotic job market in which information on job vacancies and employers is difficult to access, the rules for finding jobs are inconsistent, and the screening process seems unpredictable and unfair. Rational planning applied to a chaotic environment beyond your control can lead to numerous rejections, disappointments, and frustrations. As you attempt to accomplish a mission in such an uncertain environment, you will discover the wonderful world of serendipity—chance occurrences that may unexpectedly lead to the right job for you. Always keep your mind and eyes open for serendipity. It's what makes chaos tolerable, forgiving, and unexpectedly rewarding.


  Our job-finding process in Chapter 2 follows 10 well-defined career planning and job search steps involving investigation, written communication, and employer contact activities. Successful job seekers learn to plan and implement each of these sequential steps. Each step involves important planning, organizational, and communication skills. They require constant practice through daily, routinized job search activities.


  Don't Forget Your Concerned Spouse


  Funny things happen on the way to a new job and career. Unemployed people will tell you that looking for a job is no fun. It's difficult on both the ego and the family. Rejections are terrible experiences, especially if you have been used to receiving respect based on your military rank and position and if you have been feeling successful in what you do. Change your job and you'll quickly discover how different life can be. Your support system changes. Rank and position not tied to demonstrated performance don't count for much in the civilian work world. You'll have to quickly establish credibility with strangers, who know little or nothing about your background, talents, and capabilities to perform in their organization.


  If you are married, don't forget your spouse on the way to finding the right job. Time and again we've discovered many transitioning military personnel are unrealistic about their future careers. Many have inflated expectations about their value to civilian employers. Because of their success in the military, they believe the job search process will be relatively easy—just develop a sound plan and implement it. But their spouses know better. They understand that this transition will probably not be easy and the end result could be less than satisfactory if not done properly. Sometimes these feelings result in a spouse pressuring their husband or wife to find a job quickly. The results can be disastrous—a bad job fit, an unhappy work situation, frequent job-hopping, and increased family tensions. Nothing fits right!


  To avoid this problem, we recommend involving your spouse early in the career transition process. Use each other as a sounding board for exploring career alternatives, examining new ideas, assessing your progress, and keeping your job search focused and realistic. Better still, you may want to conduct two job searches together!


  The process of finding a job can be an extremely ego-deflating process. Therefore, it's important that you find supports along the way. As you will see in Chapter 3, each branch of service within the Department of Defense offers a wide range of services to assist you with your career transition. These support services come in the form of job search assistance, career counseling, resume writing, and much, much more. The people who provide these services have one goal in mind—to assist you in making a successful transition. Make sure you take advantage of these excellent support services!


  As in most ventures in life, he who perseveres succeeds. So stay positive, involve your spouse early in the job search process, and enjoy the journey.


  Planning and the Art of Sailing Into Your Future


  We wish you well as you embark on what should become an exciting yet challenging process of finding a job and career right for you. The chapters that follow are designed to guide you through the key steps in the career transition process. We include the latest job search strategies and techniques that work for thousands of job seekers. They will work for you if you organize yourself properly and take the time to put them into practice.


  To be most successful, you will need to be purposeful, patient, persistent, enthusiastic, and a bit irrational in your approach to the transition process. Approach your career transition as an exciting adventure that will result in a rewarding lifestyle for you and your family.


  Please don't confuse job search planning with strategic military planning—a mistake often made by inexperienced job seekers. Such an analogy is inappropriate given the relatively unstructured nature of the civilian job market and the general lack of centralized decision-making points, coherent communication channels, and visible power centers. Planning and organization in a job search does not mean creating a detailed plan, green-print, or road map for taking action. Implementation according to a detailed plan simply doesn't work when dealing with the civilian job market.


  The role of planning in your job search should approximate the art of sailing: you know where you want to go and the general direction for getting there. But the specific path, as well as the time for reaching your destination, will be determined by your environment, situation, and skills. Like the sailor dependent upon his or her sailing skills and environmental conditions, you tack back and forth, progressing within what is an acceptable time period for successful completion of the task.


  Your plan should not become an end—it should be a flexible means for achieving your stated job and career goals. Planning makes sense, because it requires you to set goals and develop strategies for achieving the goals. Too much planning can blind you to unexpected occurrences and opportunities.


  In the end, you'll discover sailing is really what your job search is all about. If you stay with us long enough, you're going to learn to sail very well, perhaps beyond your wildest expectations. You'll learn a great deal about yourself and others in the job market. Best of all, you're going to turn what may initially appear to be a problem into one of the most exciting times of your life.


  We wish you smooth sailing as you chart your course for a new and exciting career and/or lifestyle that will help make a positive transition for the rest of your life.


  For more assistance in developing your career transition plan, visit www.CorporateGray.com and click the Transition Guide tab.


  
    chapter 2

  


  Get Organized for New

  Successes


  YOU ARE JOINING MILLIONS of other individuals who go through job and career transitions each year. Indeed, between 15 and 20 million people find themselves unemployed each year. Millions of others try to increase their satisfaction within the workplace as well as advance their careers by looking for alternative jobs and careers.


  If you are like most other Americans, you will make more than 10 job changes and three to five career changes during your lifetime. The fact that you have spent many years in the military where you have already made several job changes probably means you will make at least two more career changes and six job changes during the rest of your work-life. You are now engaging in the first of what may become several such changes in your future.


  Planning Your Successful Transition


  Most people make job or career transitions by accident. While luck does play a role in finding employment, we recommend that you plan for future job and career changes. As a member of the military, you can begin planning your luck by using several free or low-cost transition services designed for military personnel. We'll examine these in Chapter 3.


  Finding a job or changing a career in a systematic and well-planned manner is hard yet rewarding work. The task should first be based upon a clear understanding of the key ingredients that define jobs and careers. Starting with this understanding, you should next convert key concepts into action steps for implementing your job search.


  A career is a series of related jobs which have common skill, interest, and motivational bases. You may change jobs several times without changing careers. But once you change skills, interests, and motivations, you change careers.


  It's not easy to find a job given the present structure of the job market as well as the disappearance of jobs. You will find the job market to be relatively disorganized, although it projects an outward appearance of coherence. If you seek comprehensive, accurate, and timely job information, the job market will frustrate you with its poor communication. While you will find employment services ready to assist you, such services tend to be fragmented and their performance is often disappointing. Numerous job search methods also may be ineffective.


  No system is organized to give people jobs. At best you will encounter a decentralized and fragmented system consisting of job listings in newspapers, trade journals, employment offices, or computerized job databases—all designed to link potential candidates with available job openings. Many people will try to sell you job information as well as questionable job search services. While efforts have been made to create a nationwide job bank which would list available job vacancies on a daily basis, such efforts have been unsuccessful. Instead, the government and several commercial firms have created numerous competing online, searchable databases for both job seekers and employers. In the end, most systems organized to help you find a job do not provide you with the information you need in order to land a job that is most related to your skills and interests.


  Understand and Organize Your Job Search


  Finding a job is both an art and a science; it encompasses a variety of basic facts, principles, and skills which can be learned but which also must be adapted to individual situations. Thus, learning how to find a job can be as important to career success as knowing how to perform a job. Indeed, job-finding skills are often more important to career success than job performance or work-content skills.


  The diagram on the next page examines the key elements in a successful job search. It consists of a 10-step process which relates your past, present, and future. We will cover steps 4-10 in subsequent chapters which deal with skills assessment, research, resume writing, networking, interviewing, and salary negotiations.


  Based on this concept, your past is well integrated into the process of finding a job or changing your career. Therefore, you should feel comfortable conducting your job search: it represents the best of what you are in terms of your past and present accomplishments as these relate to your present and future goals. If you base your job search on this process concept, you will communicate your best self to employers as well as focus on your strengths both during the job search and on the job.


  Learning how

  to find a job is

  as important

  as knowing how

  to perform

  a job.


  Since the individual job search steps are interrelated, they should be followed in sequence. If you fail to properly complete the initial self-assessment steps, your job search may become haphazard, aimless, and costly. For example, you should never write a resume (Step 7) before first conducting an assessment of your skills (Step 4) and identifying your objective (Step 5). Relating Step 4 to Step 5 is especially critical to the successful implementation of all other job search steps. You must complete Steps 4 and 5 before continuing on to the other steps. Steps 7 to 10 may be conducted simultaneously because they complement and reinforce one another.


  Try to sequence your job search as close to these steps as possible. The true value of this sequencing will become very apparent as you implement your plan.


  The steps identified on the next page represent key processes used successfully by thousands of military and nonmilitary job seekers during the past 40 years. They should work for you as long as you recognize the importance of linking work-content skills with job search skills.


  You must do much more than just know how to find a job. In the job markets of today and tomorrow, you need to constantly review your work-content skills to make sure they are appropriate for the changing job market. Assuming you have the necessary work-content skills for the civilian job market, you should be ready to target your skills on particular jobs and careers that you do well and enjoy doing. You will be able to avoid the trap of trying to fit into jobs that are not conducive to your particular mix of interests, abilities, skills, and motivations.


  10 Steps to Job Search Success


  [image: image]


  Test Your Job Search Competencies


  Knowing where the jobs are is important to your job search. But knowing how to find a job is even more important. Before you acquire names, addresses, and phone numbers of potential employers, you should possess the necessary job search knowledge and skills for gathering and using job information effectively.


  Answers to many of your job-related questions are found by examining your present level of job search knowledge and skills. Successful job seekers, for example, use a great deal of information as well as specific skills and strategies for getting the jobs they want.


  Let's begin by testing for the level of job search information, skills, and strategies you currently possess as well as those you need to develop and improve. You can easily identify your level of job search competence by completing the exercise on the next page.


  You can calculate your overall job search competencies by adding the numbers you circled for a composite score. If your total is more than 75 points, you need to work on developing your careering skills. How you scored each item will indicate to what degree you need to work on improving specific job search skills. If your score is under 50 points, you are well on your way toward job search success. In either case, this book should help you better focus your job search as well as identify job search skills you need to acquire or strengthen.


  Seek Professional Assistance When Necessary


  While some people can successfully conduct a job search based on the advice of books such as this, many others also need the assistance of career professionals who offer everything from testing and assessment services to offering employer contacts, including job vacancy information and temporary employment services. Some do one-on-one career counseling while others sponsor one- to three-day workshops or six- to 12-week courses on the various steps in the career planning process. We strongly recommend you contact your nearest transition assistance office first (see Chapter 3), before investing your time and money in other career planning and job search services. The many highly qualified professional counselors you will encounter have a wealth of experience and are motivated to assist you in making a smooth transition from the military to the civilian workplace.


  Options


  You have two options in organizing your job search. First, you can follow the principles and advice outlined in this and many other self-directed books. Just read the chapters and then put them into practice by following the step-by-step instructions. Second, you may wish to seek professional help to either supplement or replace this book.


  We recognize the value of professional assistance, especially in today's environment. With the critical assessment and objective-setting steps (Chapters 4-6), some individuals may need more assistance than our advice and exercises provide. You may, for example, want to take a battery of tests to better understand your interests and values in relation to alternative jobs and careers. And still others, due to a combination of job loss, failed relationships, or depression, may need therapy best provided by a trained psychologist or psychiatrist rather than career testing and information services provided by career counselors. If any of these situations pertain to you, by all means seek professional help.


  You also should beware of pitfalls with some so-called professional career services. While many services are excellent, others are useless and some are fraudulent. We recommend always asking for the names and phone numbers of some former military personnel who have used their service and make sure you call them to gauge their level of satisfaction with the services rendered.


  
    Your Careering Competencies


    
      INSTRUCTIONS: Respond to each statement by circling which number at the right best represents your situation.


      
        
          	SCALE:

          	1 = strongly agree

          2 = agree

          3 = maybe, not certain

          	4 = disagree

          5 = strongly disagree

        

      


      
        
          	1.

          	I know what motivates me to excel at work.

          	1 2 3 4 5
        


        
          	2.

          	I can identify my strongest abilities and skills.

          	1 2 3 4 5
        


        
          	3.

          	I have seven major achievements that clarify

          a pattern of interests and abilities that

          are relevant to my job and career.

          	1 2 3 4 5
        


        
          	4.

          	I know what I both like and dislike in work.

          	1 2 3 4 5
        


        
          	5.

          	I know what I want to do during the next

          10 years.

          	1 2 3 4 5
        


        
          	6.

          	I have a well defined career objective that

          focuses my job search on particular

          organizations and employers.

          	1 2 3 4 5
        


        
          	7.

          	I know what skills I can offer employers in

          different occupations.

          	1 2 3 4 5
        


        
          	8.

          	I know what skills employers most seek in

          candidates.

          	1 2 3 4 5
        


        
          	9.

          	I can clearly explain to employers what I do

          well and enjoy doing.

          	1 2 3 4 5
        


        
          	10.

          	I can specify why employers should hire me.

          	1 2 3 4 5
        


        
          	11.

          	I can gain the support of family and friends

          for making a job or career change.

          	1 2 3 4 5
        


        
          	12.

          	I can find 10 to 20 hours a week to

          conduct a part-time job search.

          	1 2 3 4 5
        


        
          	13.

          	I have the financial ability to sustain a

          three-month job search.

          	1 2 3 4 5
        


        
          	14.

          	I can conduct library and Internet research

          on different occupations, employers,

          organizations, and communities.

          	1 2 3 4 5
        


        
          	15.

          	I can write different types of effective

          resumes and job search/thank you letters.

          	1 2 3 4 5
        


        
          	16.

          	I can produce and distribute resumes

          and job search/thank you letters.

          	1 2 3 4 5
        


        
          	17.

          	I have a clear pattern of accomplishments

          which I can explain to employers, citing examples.

          	1 2 3 4 5
        


        
          	18.

          	I can identify and target employers I

          want to interview.

          	1 2 3 4 5
        


        
          	19.

          	I can develop a job referral network.

          	1 2 3 4 5
        


        
          	20.

          	I can persuade others to join in forming

          a job search support group.

          	1 2 3 4 5
        


        
          	21.

          	I know which websites are best for posting my

          resume and browsing job postings.

          	1 2 3 4 5
        


        
          	22.

          	I can use the telephone to develop prospects

          and get referrals and interviews.

          	1 2 3 4 5
        


        
          	23.

          	I know how much time I should spend conducting

          an online job search.

          	1 2 3 4 5
        


        
          	24.

          	I can generate one job interview for every

          10 job search contacts I make.

          	1 2 3 4 5
        


        
          	25.

          	I have a list of at least 10 employer-centered

          questions I need to ask during interviews.

          	1 2 3 4 5
        


        
          	26.

          	I can follow up on job interviews.

          	1 2 3 4 5
        


        
          	27.

          	I can negotiate a salary 10-15%

          above what an employer initially offers.

          	1 2 3 4 5
        


        
          	28.

          	I can persuade an employer to renegotiate

          my salary after six months on the job.

          	1 2 3 4 5
        


        
          	29.

          	I can create a position for myself

          in an organization.

          	1 2 3 4 5
        


        
          	

          	TOTAL

          	_______
        

      

    

  


  Alternative Services


  There are at least seven types of professional services through which you can receive help in career planning, job search, and employment assistance:


  
    	Government-sponsored services: The Departments of Defense, Labor, and Veterans Affairs all offer customized transition services available for free or at a very low cost to transitioning servicemembers. Within the Department of Defense, you can access the many outstanding transition services provided through your Transition Assistance Office. The Department of Veterans Affairs (VA) is your window to a wide variety of benefits and services available to you, the soon-to-be military veteran. Important to note, VA can provide you with the names and phone numbers of veteran contacts in the state employment offices. The Department of Labor's principal transition service is embodied in its Transition Assistance Program. A more detailed explanation of these programs is contained in Chapter 4.

    



    	Professional associations: Professional associations often provide placement assistance. Members of the Military Officers Association of America (MOAA) and the Non Commissioned Officers Association (NCOA) can participate in excellent career transition services specifically for their members. If you are not a member, you are well-advised to join the appropriate association before you leave the service. The primary purpose of these associations is to protect and foster the interests of military personnel—both active and retired. Detailed information on each of these is provided in Chapter 4. You should also check with other professional associations, especially those in your desired field of employment. You will find that there is a professional association for almost every civilian occupation. Some of these associations will have job search and placement services available to their members. These services usually consist of listing job vacancies and job information exchanges at annual conferences. These meetings are excellent sources for making job contacts. To find information on associations, do a Google search on "professional associations."

    



    	Job fairs: Many transitioning military have landed jobs through participation in a job fair. This is an excellent way to meet with employers who are interested in hiring people with military skills and experience. The Corporate Gray Job Fairs (www.CorporateG-ray.com)are held in Norfolk/Virginia Beach and Springfield, Virginia. These job fairs are free and open to job seekers of all ranks (officers and enlisted) and branches of service. Military spouses and other adult family members are welcome to attend. For a schedule of upcoming events, visit www.CorporateGray.com. NCOA also holds job fairs at various locations across the U.S. For more information, visit www.ncoausa.org.MOAA also provides a variety of career transition services for its members. For details, visit www.moaa.org/tops. Remember, whenever you attend a job fair, make sure that you are "dressed for success" and bring many copies of your resume. You can expect on-the-spot interviews with company representatives, most of whom have immediate job opportunities. Make the most of these face-to-face opportunities!

    



    	Military placement agencies: There are many military-specific placement agencies in existence. They are in the business of finding transitioning military personnel who fit the profiles of their corporate clients. Most placement agencies do not charge the job seeker a fee for their services. Instead, they are paid by their corporate clients whenever their candidates are hired by them. Consequently, military placement agencies generally only work with those candidates whose skills and experience fit with the needs of their corporate clients. Outplacement agencies, on the other hand, will generally work with any candidate who desires to use their services (for a fee). These agencies work to prepare the candidate for a successful job search by providing personalized, individual attention. If you elect to use one of these agencies, how do you know which one is best for you? Our recommendation is to ask your friends and associates which ones have worked best for them. You should also ask the firm if they specialize in a given area or cover multiple career fields.

    



    	Temporary employment firms: During the past decade temporary employment firms have come of age as more and more employers turn to them for recruitment assistance. They offer a variety of employment services to both employers and job seekers. Many of these firms recruit individuals for a wide range of positions and skill levels as well as full-time employment. Most now offer excellent "temp-to-perm" programs which are ideally suited for transitioning military personnel wishing to upgrade their skills and acquire civilian work experience in lieu of accepting a full-time position. Indeed, if you are interested in "testing the job waters," we strongly recommend that you contact these firms for information on their services. Employers—not job seekers—pay for these services. This is a particularly good alternative for those who want to do something far afield than what you did in the military and want to see if you will truly like it.

    



    	Testing and assessment centers: Testing and assessment centers provide assistance for identifying vocational skills and interests. The most cost-effective of these can generally be found through your local community college. You may wish to use some of these services - in addition to our exercises in Chapters 4-6—to formulate your job search objective. You can find online assessments at the following websites: www.assessment.com, www.self-directed-search.com, and www.personalityonline.com.

    



    	
      Professional resume writers and career coaches: Several reputable professionals assist job seekers in organizing and implementing an effective job search. Contact these organizations to find a certified professional for assistance:

      


      
        
          	• National Board for Certified Counselors, Inc.

          	www.nbcc.org
        


        
          	• National Career Development Association

          	www.ncda.org
        


        
          	• Certified Career Coaches

          	www.certifiedcareercoaches.com
        


        
          	• Professional Association of Resume Writers & Career Coaches

          	www.parw.com
        

      

    

  


  When in Doubt, Take Action


  The old adage "When in doubt, do something" is especially relevant when expanded to include a thoughtful plan of action related to the job search process: "When in doubt, engage in a concrete activity related to the sequence of job search steps." This might include conducting research on communities, companies, positions, and salaries; surveying job vacancy announcements; writing a resume and job search letters; or contacting three employers each day.


  But developing a plan and taking action is much easier said than done. If conducted properly, a job search can become an extremely time-consuming activity. It inevitably competes with other personal and professional priorities. That's why you need to make some initial decisions


  Use Your Time Wisely


  

  

  

  Plan to Take Action . . . and Get Lucky


  

  

  Develop an Action-Oriented Timeline


  

  
    	Determine the number of weeks/months before you need to start the new job. It's never too early to start!


    	Prioritize the employment search activities.


    	Determine which activities can be done concurrently or must be done sequentially.


    	Place activities on a timeline.


    	Execute the plan.


    	Follow up each job search activity with appropriate actions.

    


  


  

  

  FIRST MONTH:


  
    	Determine your employment desires (read job search books with major sections on self-assessment and goal setting).


    	Contact your local Transition Assistance Program office to obtain a schedule of transition classes.


    	Contact your college's alumni office or that of a local community college to identify available career transition services.


    	Make a list of your friends and colleagues whom you believe would be willing to talk about the corporate world.


    	Look at your wardrobe—think about what clothes you will need to buy. Begin watching the newspaper or TV for sales.

  


  SECOND MONTH:


  
    	Attend transition classes


    	
      Prepare your resume (see Chapter 7):

      

      

      

      
    


    	
      Research employment fields:

      

      
    


    	
      Start informational interviews (see Chapter 11):

      

      

      
    


    	Join an association in your field of interest. Attend the next meeting.

  


  THIRD MONTH:


  
    	Contact some placement agencies—let them know about your qualifications, career interests, etc. Ask for suggestions.


    	Continue informational interviewing.


    	Join another association in your desired career field. Network with members.


    	Update your records—track whom you've met, what transpired, future actions.


    	Expand your wardrobe—purchase a second interview suit.


    	Identify potential references—contact them; send copies of your resume.


    	Write to those firms that are involved in the type of work in which you are interested.


    	Respond to selected newspaper ads for employment (after researching the firm at the library or on the Web).


    	Attend local job fairs and career conferences.


    	Continue to expand your network contacts through informational interviews.

  


  FOURTH AND SUBSEQUENT MONTHS:


  
    	Follow up on all employment leads.


    	Stay in touch with your contacts, references, and executive recruiters.

    


  


  

  

  

  Strategies for Success


  

  
    	Work hard at finding a job


    	Do not be discouraged by setbacks


    	Be patient and persevere


    	Be honest with yourself and others


    	Develop a positive attitude toward yourself


    	Associate with positive and successful people


    	Set goals and plan


    	Get organized


    	Be a good communicator


    	Be energetic and enthusiastic


    	Ask questions


    	Be a good listener


    	Be polite, courteous, and thoughtful


    	Be tactful


    	Maintain a professional stance


    	Demonstrate your intelligence and competence


    	Maximize your contacts through networking


    	Do not over-do your job search


    	Be open-minded and keep on the lookout for "luck"


    	Evaluate your progress and make adjustments

    


  


  

  Take Risks and Handle Rejections


  

  Organize Your Job Search


  

  Join or Form a Support Group
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