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Foreword

On behalf of the staff of the Transition Support Section, Personal and Family Readiness Division (MCCS), we are pleased to present the Transition Assistance Management Program–Family Member Employment Assistance Program Curriculum Guide.  
The TAMP-FMEAP Curriculum Guide is intended to provide Career Resource Management Center (CRMC) staff with standardized curricula for career and job search skill development modules. The TAMP-FMEAP Curriculum Guide consists of seven modules with the inclusion of additional resource materials to augment and support module content. Modules are ordered in both chronological and career development task sequence, and are designed to stand alone or be combined into longer sessions.  CRMC staff is encouraged to add content to the modules to support the needs of their specific locale, developing a customized agenda including breaks that cover topics in the order that best serves the installation. The TAMP-FMEAP Curriculum Guide will ensure CRMC participants receive consistent, high quality career and job search skill development assistance at every installation. The information contained in this Guide should serve as a benchmark for the provision of these Programs.  
This Guide has been reviewed by the TAMP-FMEAP Functionality Assessment Working Group and various USMC Installation TAMP-FMEAP program personnel.

Sincerely,
Transition Support Staff

Purpose
The purpose of this document is to highlight the processes needed to efficiently and consistently administer a course to CRMC participants making a career transition, either from active duty to the civilian workforce or within the civilian sector, and to develop skills essential to a job search. TAMP-FMEAP Curriculum Guide training materials support classroom-based and local Civilian Marine acculturation training provided by the National Association of Workforce Development Professionals’ (NAWDP) Certified Workforce Development Professional (CWDP) certification program.  
Training Administration and Logistics

Facility Setup and Information

To optimize the training environment, a training room should be reserved that has the following:

· Seating for 30 participants (ideal class size is no more than 25 participants)

· Projection capability linked to a personal computer

· Appropriate lighting and climate control

· Blank pads and an easel for charting training information or group discussion (dry-erase boards are an alternative, should paper not be available)

· Markers, pencils, etc.

If the class is held at the beginning of the workday, the classroom should be set up 30 minutes prior to the start time, or if possible, the day before. A class sign in sheet should be used to confirm attendance and should be placed so participants can access it easily. 

Training information is provided in PowerPoint format.  Materials should be previewed prior to the start of class to ensure that both the personal computer and the projection system are functioning properly and that the information can be seen by every participant. 

Classroom Setup

Tables vs. individual desks

The room should be arranged so that participants can engage easily in dialogue with one another, as well as the facilitator. Four to six participants per table is recommended. Some table arrangement options are shown below.  For smaller groups you may consider pulling together into a circular formation to increase participant engagement.

Ensure slides can be seen clearly from all parts of the room and every effort is made to provide all materials to participants.
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Classroom Training Materials

On training day, upon arriving to class, each participant should sign in and receive the following:

· An agenda of the course activity (if providing multiple modules)

· A course evaluation form to be completed and submitted at the end of the class

· A simple name tag (if desired)

Administrative Requirements

You will be responsible for updating your local program tracking system (database, spreadsheet, paper files, etc.) within three to five business days after the course and submitting a Post Workshop recap to the TAMP-FMEAP Program Manager. The recap should indicate the names and total number attending, as well as other demographic data as required locally. A template for this report has been included.

Logistics Checklist

	Meeting Space
	Equipment

	· Convenient parking

· Adequate room for group of 30 (limit)

· Comfortable chairs

· Movable tables

· Adequate temperature controls

· Adequate lighting

· Electrical outlets

· Handicap accessible – if applicable


	· Computer and projection system

· Projection screen

· Extension cords

· Clock

	

	Supplies
	Reservations

	· Handouts (one per person)

· Name tags (optional)

· Post-it® chart paper and easel 

· Markers for the chart paper

· Extra pencils for participants
	To be determined by each local site


Course Outline

The TAMP-FMEAP curriculum has seven modules. The estimated training times shown below may vary slightly according to the class size and the experience level of your participants.  The modules were designed to be taught in the following sequence:

	Module Title
	Estimated Training Time

	1. Career Decision-Making and Planning
	2 hours to 2.5 hours

	2. Job Search Strategies
	1 hour to 1.5 hours

	3. Resumes and Cover Letters
	2 hours

	4. Job Fair Strategies
	45 minutes to 1 hour

	5. Federal Government Job Search and Application
	1 hour to 1 hour and  45 minutes

	6. Interview Techniques
	1.5 hours to 3 hours

	7. Job Offer Evaluation and Salary Negotiation
	1 hour to 1.5 hours


Training Tools

Curriculum Guide – Lesson Plan
The Curriculum Guide Lesson Plan outlines the content and activities for the facilitator. Each lesson plan is arranged into a module. Each module is a different topic.

The first few pages for each module lists the learning objectives, topics, time needed, and equipment and supplies for that module, as well as any notes for the facilitator. The icons shown on the next page are used in the Curriculum Guide.
Notes for the facilitator 

‘Notes for the facilitator’ are embedded in each module. Training styles will vary, but the emphasis is on allowing the participants to take an active role in the module, share ideas and information with each other. Encourage participation and attendance throughout the course.

	Icon
	Action Required
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	Show  a slide or overhead
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	Facilitate group participation
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	Facilitate individual activity
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	Extra content or exercise 
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	Family member content available to add, if necessary
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	Record information on chart paper
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	Distribute handout(s)
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	Indicates time allotted for the section of content or module
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	Note to the Facilitator
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	Indicates a transition to the next section or module


Curriculum Guide – Power Point Slides (PPT)
Curriculum Guide – PPT Slides are available as a facilitation tool. They follow the content of each module and provide crucial ideas, conversation prompts, or direction for participants and instructors alike. Please ensure that your equipment is tested before the class.
Curriculum Guide – Handouts

The Curriculum Guide Handouts support and enhance the content provided. Each module has multiple handouts and some handouts are used in more than one module. The handouts were designed to meet two basic requirements. First, it provides a hands-on, in-class tool to accelerate learning and secondly, it provides the participants with a resource for future use and reference once they have left the course.

Following is a list of handouts per module:

Career Decision-Making and Planning

1. Career Planning Survey

2. Career Decision-Making Exercise

3. Career Decision-Making Exercise (filled out example)

4. Discover Program Step-by-Step Instructions 

5. Life Roles and Goals Exercise

6. Life/Career Rainbow

7. Individual Development Plan (IDP)
Job Search Strategies 

1. Company Research Topics

2. Job Search Checklist

3. Ethical Considerations, Marine Corps Values, and Attributes

4. Basic, Advanced, and Executive Competencies

5. Job Search Web Sites

6. Homemaker/Volunteer Competencies, Skills, and Personal Attributes

7. When and How to Follow Up with Employers

8. Job Search Log

9. Personality Characteristics

10. Networking Resources

Resumes and Cover Letters

1. Chronological Résumé (Male)

2. Chronological Résumé (Female)

3. Combination Résumé (Male)

4. Combination Résumé (Female)

5. Cover Letter (Job-Seeking Family Member)

6. Cover Letter (Infantry Marine)

7. Functional Transferable Skills

8. Basic, Advanced, and Executive Competencies

9. Personality Characteristics

10. Homemaker/Volunteer Competencies, Skills, and Personal Attributes

11. Action Words Used For Résumé Writing

12. Homemaker/Volunteer Sample Résumé Entries

Job Fair Strategies

1. Common Mistakes Made at Job Fairs

2. Company Research Topics

3. Job Fair Preparation Checklist

4. Sample 30-Second Introduction Speech

Interview Techniques

1. Company Research Topics

2. Skills to Sell in an Interview

3. Functional Transferable Skills 

4. Basic, Advanced, and Executive Competencies

5. Personality Characteristics

6. Homemaker/Volunteer Competencies, Skills, and Personality Attributes

7. Dress for Success

8. Common Interview Questions

9. Behavior Based Interview Questions 1

10. Behavior Based Interview Questions 2

11. Illegal and Off-the-Wall Questions

12. Questions to Ask the Interviewer

13. Thank You Letter for Job Interview

14. Interview Preparation Checklist

15. Questions to Help Prepare You for the Interview

16. Illegal Interview Questions

17. Advice on Answering 50 Common Interview Questions 
Federal Government Job Search and Application

1. Hiring Categories

2. Veterans’ Preferences

3. Federal Job Listing Web sites

4. How to Search for Federal Government Jobs

5. How to Create an Account

6. Resume Builder tutorial

7. How to View Announcements and Apply for Jobs

Job Offer Evaluation and Salary Negotiation

1. How to Use the Salary.com Web site to Estimate Benefits 

2. Multiple Job Offer Evaluation Worksheet (blank)

3. Multiple Job Offer Evaluation Worksheet (filled out)

4. Blank Salary Grid

5. Filled-Out Salary Grid

6. Cost of Living Calculator Example

Listed below is a table indicating how and when to update the handout materials listed on page 8.
Table for Updating Module Handouts

	Module/Handout
	When and how to update
	Update resources

	
	
	

	Career Decision-Making and Planning
	
	

	Career Planning Survey


	Annually: review by CRMC staff to add/delete survey questions
	Any career development texts or information

	Career Decision-Making Exercise


	Annually: input from participants and CRMC staff
	

	Career Decision-Making Exercise (filled out example)
	Annually: input from participants and CRMC staff
	

	Discover Program Step-by-Step Instructions 

	Annually: CRMC staff or volunteer go through program step-by-step to check accuracy of instructions
	Discover program and any supporting information on how to use program

	Life Roles and Goals Exercise

	Annually: check Discover support materials on administrator’s web site
	Discover administrator’s web site provided by ACT

	Life/Career Rainbow

	Check with ACT every two years for any changes
	ACT

	Individual Development Plan
	Annually: input from participants and CRMC staff
	

	
	
	

	Job Search Strategies 
	
	

	Company Research Topics
	Annually: input from CRMC staff and possible participant surveys
	Participant surveys and information from career development training sessions/resources

	Job Search Checklist
	Semi-annually: CRMC staff or volunteer go through checklist to verify web sites; possible participant surveys
	Web sites in checklist; participant survey results

	Ethical Considerations, Marine Corps Values and Attributes
	Annually: Check USMC.mil web site; ask for review by senior SNCOs and Officers 


	

	Basic, Advanced, and Executive Competencies
	Annually: input from CRMC staff and professional resources
	Any resume writing resources on Internet and in print

	Job Search web sites
	Every 4-6 months: input from CRMC staff and participants/patrons 


	Log sheets in CRMC resource room for participants to identify web site changes

	Homemaker/Volunteer Competencies, Skills, and Personal Attributes
	Annually: input from CRMC staff, survey of participants/ military spouses, and professional resources
	Any resume writing resources on Internet and in print

	When and How to Follow Up with Employers

	Annually: verify statistics on Workvine.com and other web sites 
	Workvine.com and other web sites; info from career development  sessions/resources

	Job Search Log
	Annually: input from participants and CRMC staff
	

	Personality Characteristics
	Annually: input from CRMC staff, survey of participants/ military spouses, and professional resources
	Any resume writing resources on Internet and in print

	Networking Resources
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Resumes and Cover Letters
	
	

	Chronological Résumé (Male)
	Continuous: Develop resume and cover letter samples for different MOSs and ranks
	CRMC staff and participant resumes/cover letters

	Chronological Résumé (Female)
	Continuous: Develop resume and cover letter samples for different MOSs and ranks
	CRMC staff and participant resumes/cover letters

	Combination Résumé (Male)
	Continuous: Develop resume and cover letter samples for different MOSs and ranks
	CRMC staff and participant resumes/cover letters

	Combination Résumé (Female)
	Continuous: Develop resume and cover letter samples for different MOSs and ranks
	CRMC staff and participant resumes/cover letters

	Cover Letter (Job-Seeking Family Member)
	Continuous: Develop resume and cover letter samples for different MOSs and ranks
	CRMC staff and participant resumes/cover letters

	Cover Letter (Infantry Marine)
	Continuous: Develop resume and cover letter samples for different MOSs and ranks
	CRMC staff and participant resumes/cover letters

	Functional Transferable Skills
	Annually: input from CRMC staff
	CRMC staff and participant resumes/cover letters

	Basic, Advanced, and Executive Competencies
	Annually: input from CRMC staff
	CRMC staff and participant resumes/cover letters

	Personality Characteristics
	Annually: input from CRMC staff
	CRMC staff and participant resumes/cover letters


	Homemaker/Volunteer Competencies, Skills, and Personal Attributes
	Annually: input from CRMC staff
	CRMC staff and participant resumes/cover letters

	Action Words Used For Résumé Writing
	Annually: input from CRMC staff
	CRMC staff and participant resumes/cover letters

	Homemaker/Volunteer Sample Résumé Entries
	Annually: input from CRMC staff
	CRMC staff and participant resumes/cover letters

	Job Fair Strategies
	
	

	Common Mistakes Made at Job Fairs
	
	

	Company Research Topics
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Job Fair Preparation Checklist
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Sample 30-Second Introduction Speech
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Interview Techniques
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Company Research Topics
	
	

	Skills To Sell in an Interview
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Functional Transferable Skills 
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Basic, Advanced, and Executive Competencies
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Personality Characteristics
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Homemaker/Volunteer Competencies, Skills, and Personality Attributes
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Dress for Success
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources


	Common Interview Questions
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Behavior Based Interview Questions 1
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Behavior Based Interview Questions 2
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Illegal and Off-the-Wall Questions
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Questions to Ask the Interviewer
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Thank You Letter for Job Interview
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Interview Preparation Checklist
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Questions to Help Prepare You for the Interview
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Dressing for Success PowerPoint slide package
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Illegal Interview Questions
	Annually: input from participants and CRMC staff
	Information from career development training sessions/resources

	Advice on Answering 50 Common Interview Questions 
	Annually: input from participants and CRMC staff

	Information from career development training sessions/resources

	Federal Government Job Search and Application
	Annually: input from participants and CRMC staff

	Information from career development training sessions/resources

	Hiring Categories
	
	

	Veterans’ Preferences
	Annually
	USAJOBS.gov web site

	Federal Job Listing Web Sites
	Annually
	USAJOBS.gov web site

	How to Search for Federal Government Jobs
	Annually
	USAJOBS.gov web site

	How to Create an Account
	Annually
	USAJOBS.gov web site

	Resume Builder Tutorial
	Annually
	USAJOBS.gov web site


	How to View Announcements and Apply for Jobs
	Annually
	USAJOBS.gov web site

	Job Offer Evaluation and Salary Negotiation
	Annually
	USAJOBS.gov web site

	How to Use the Salary.com Web Site to Estimate Benefits 
	
	

	Multiple Job Offer Evaluation Worksheet (blank)
	Annually


	Salary.com web site

	Multiple Job Offer Evaluation Worksheet (filled out)
	Annually: input from participants and CRMC staff
	

	Blank Salary Grid
	Annually: input from participants and CRMC staff
	

	Filled-Out Salary Grid
	Annually

	CareerOneStop web site at www.acinet.org 

	Cost of Living Calculator Example
	Annually

	CareerOneStop web site at www.acinet.org 

	
	Annually

	Sperling’s Best Places web site at www.bestplaces.net 


Administrative Timeline Summary

	Administrative Timeline and Actions Required

	Ongoing

	Register participants

	

	Two Weeks Before Class 

	Call the training facility to confirm reservation date

	Confirm facilitator

	Remind participants of the class dates (email reminder to include course date, time, location, and trainer contact information)

	Ensure all course materials are readily available 

	

	One Week Before Class 

	Review/Update all handouts as appropriate

	Print all handouts and supporting materials (sign-in sheets, course evaluations, if applicable)

	Generate participant roster

	

	The Day Before Class

	Ensure all training materials – Curriculum Guide and participant handouts are assembled and ready for class

	Set up the facility appropriately for the number of participants

	Arrange each participant space 

	Load the CD materials onto the computer and test the projection system

	

	Class Day

	Arrive one hour early to finish setting up the room.  Boot up the computer and start the projection system

	Set up sign-in table with sign-in sheet

	Welcome participants as they enter room

	Ensure evaluations and sign-in sheet are filled out and returned 

	Clean and reset training area

	

	After Class

	Within three to five working days after the class, update the local participant tracking system (database, spreadsheet, etc.) with the names of those completing the course

	Provide workshop recap to TAMP-FMEAP program manager(s)
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